


 
At your first login, you will be required to enter Shared Secret Questions.  We 
recommend using your FEIN (no dashes) and Zip code for convenience.  Click Next. 
 

 
Select ‘Employer Profile’ in upper left.  Then ‘Manage Representatives’ in upper left. 
 



 
 
Click on ‘Add New Representative’ in blue near the middle of the screen. 
 
Please enter our Representative Identifier of 4168189965 and today’s date.  Then choose 
‘Filing Quarterly Reports & Adjustments’ from the drop-down.  Submit.  Then Ok.  
 

 
 
 
 



IMPORTANT  IMPORTANT  IMPORTANT  IMPORTANT 
 
You will need to click on ‘Add New Representative’ in blue two more times to complete 
the process.  You will NOT need to enter our Representative Identifier or the date again 
because they will be pre-filled.   
 
Please choose ‘Contribution Rate Information’ and ‘Delinquencies and Account 
Discrepancies’ options from the drop-down.  * You must hit Submit and OK after each of 
these choices *.   
 
You can see examples of this on the next two screenshots: 
 

 
 
 



 
 
When finished, your screen should look like the one below: 
 

 
 
Congratulations!!! You have now completed your PAUCMS registration allowing both 
you and Keystone Payroll access to your account.  You can now logoff via the left menu 
selection. 


