
 

 

Alabama New Hire Reporting Application – User Guide 

 

The main functions of the application: 

     - Employers must register and verify their email address using Multi-Factor Authentication (MFA) with a one-time PIN when accessing the 

Alabama New Hire Reporting Application.  

     - Employers can report new hires by completing a manual entry form or uploading a bulk file. 

     - Employers can edit new hire records until 3:30 PM on the same day they are submitted. 

     - Employers can view and export their reported employee history from the date - the reporting app was launched into production (2025).  

     - Employers can manage their profile and registration details, as well as oversee company filers, with a limit of five filers per company FEIN. 

      - Employers may contact the Alabama Department of Workforce (ADOW) to request reported new hire records if the reported date is prior to 

the implementation of this new version of the Alabama New Hire Application.  

 



 

Employer Registration and Login: 

Employers must enter their company FEIN and press the "Tab" or "Enter" key. If the employer has an EAN, the EAN input field will become active 

and must be completed; otherwise, it will remain grayed out and unnecessary. For secondary employers, the EAN must be entered and must match 

the record on file. 

Once the registration form is completed, a One-Time PIN (OTP) will be sent to the email address provided. Employers must enter the six-digit OTP 

to verify registration. For each login attempt, employers must use the registered email address and retrieve a new OTP from their email account to 

authenticate access. 

                    



 

 

Using the New Hire Reporting Application: 

 

Once logged in, employers can: 

1. Report new hires by manually entering employee details into a digital form or uploading a file. 

2. View and export reported employee history from the date the system was launched (2025). 

3. Manage their profile details and filer’s information. 

Employers can access these services via the homepage's blue buttons of each service or the menu bar. 

 



 

Manually Entering New Hires: 

To manually report a new hire: 

• Click the "Report New-Hire" button. 

• The "Alabama New-Hire Reporting" screen will display all registered employers associated with the same email address. 

• To view past reported employees, navigate to the "View History" page from the menu bar. 

 

 

 

 



The "Report New Hire" screen: 

 

• Select the company you are reporting for by clicking the green icon in the “Report New Hire” column. 

  



The "Alabama New-Hire Electronic Filing System" screen: 

 

 

• The "Alabama New Hire Electronic Filing System" screen will display employees reported on the current day. Employers can edit or remove 

records until 3:30 PM by clicking the blue (edit) or red (delete) button under the “Action” column. After 3:30 PM, the list resets and the 

reported employee records are no longer available for modifications. 

 



To manually add a new hire: 

• Click the “Report New-Hire" blue button from the Alabama New-Hire Electronic Filing System screen. 

• Fill in the required fields in the “Report New-Hire” popup form. 

• Click "Save" to add the employee to the list. 

 

 



 

Viewing Employee History: 

Employers can view the employee history by clicking the "View History" button or by clicking History Report tab from the menu bar. 

• If multiple employers are linked to the account, the employer must select one to view its reported employees. 

• If there is only one employer, the history page will open directly. 

 



 

 

• Employers can search for employees and filter records by reported date. 

• Reports can be exported in CSV format by clicking the “Export” button at the bottom right corner. By selecting the green "PDF" icon next to 

each employee's record for individual export in PDF. 

 



This is a sample of an individual new hire employee exported. (PDF format) 

 



 

 

 Uploading a File for New Hire Reporting 

To submit a bulk upload file: 

• Click "Upload File" from the menu bar or home page. 

 

 

 

 

 



 

 

• Select the uploader's name. 

• Choose a .TXT or .CSV file for upload. 

• Click "Choose File" to select the file, then click "Upload." 

 

 



The system will validate the file upon submission: 

• If records fail validation (e.g., 50 out of 52 records are valid), the employer can edit or remove the incorrect records. 

• Employers may proceed with valid records and upload corrections later. 

• Invalid records can be corrected in real-time by clicking the green edit (pencil) icon or downloaded as an error list for future corrections. 

• Once errors are resolved, the corrected records can be re-uploaded. 

• After successful uploading, a confirmation message appears, and employers can download the "Confirmation Detail" by clicking the green 

save button. 

 

 

                   This is a sample of the records that did not pass the validation and are on the error list. 

 

 

 

 



 

 



 

 

 

 

 

 

 

 

 



 

This is a sample of the confirmation page. 

 

Employers can download the Confirmation Details.  



 

                                                                   Sample of the “File Upload Confirmation Detail” page. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                        

                                                                                Sample of .Txt file format. 



 

   Sample of .CSV file format 

 

 

 

 

 

 

 

 

 

 

 

 



 

Managing Employer Account: 

To manage account settings: 

• Click "Account" in the upper right corner of the homepage. 

• Select "Manage Account" from the dropdown menu. 

• Select the Company from dropdown. 

• On the "Manage Account" page, employers can update account information and manage their filer list (limited to five filers per employer). 

 

 

 

 

 

 



 

 

• Employers can edit account details by clicking the green “Edit” button. 

• To remove a filer, click the red “Remove” button; to add a filer, click the green “Add” button and fill the form. 

 

 


