
Responding to a Wage Audit Notice: Employer Instructions
 1.  Log into your employer account, which is accessible via the DES website at https://des.nc.gov.  
 2.  The Dashboard homepage will display any Wage Audit Notice(s), or WANs, coming due and actions
   required.
   a. Past Due Notices remain available under the Respond to Wage Audit link.
 
 

 3.  Click on the Respond to Wage Audit link under Actions Required. The screen will refresh to the Wage
   Audit Notice Screen. The screen will list the WANs that need to be completed. Read the Instruction
   Section, then select Start under the Complete Audit column. 
 4.  The screen will refresh and show Employer Contact Information. This is an important section as the
   employer may be contacted if DES staff has questions about the WAN. After completing the form, click
   Next. 
 5.  Complete the Employment Information section.

  

   
   a. Select one of the five options. 
    i. If you select “We have no record of this employee on file” and click next, then you are done.
     Thank you for completing the Wage Audit Notice. You may be contacted for additional
     information.
    ii. If you select “The name and/or social security number does not match employer records” and
     click next, then you are done. Thank you for completing the Wage Audit Notice. You may be
     contacted for additional information.
    iii. If you select “There are no wages to enter. The employee did not work between mm/dd/yyyy and
     mm/dd/yyyy” and click next, then you are done. Thank you for completing the Wage Audit
     Notice. You may be contacted for additional information.
    iv. If you select “I can enter the wages earned based on calendar weeks,” then you need to complete
     additional screens as shown in 1-5 below. 
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    1) Fill out the Employment Information section as shown below. Click next.

   Note: There are drop-down menus for Pay Frequency and Pay Period. Date of Separation should not be
   completed if the person is still employed.

    2) Enter the GROSS earnings for each requested week. 
    3) Payroll records can be uploaded at the Earnings screen (optional). Click the Browse button. You
     may upload timesheets and paystubs to support the wages that have been recorded.

    4) Click the box beside “I hereby certify the information is true and correct to the best of my
     knowledge.”
    5) Click Finish. You will receive a confirmation number.
   v. If you are unable to record earnings for a Sunday-Saturday pay schedule, you may select the “I need
    assistance in calculating wages based on the benefit week” option.
    1) Fill out the Employment Information section. Click next.

   Note: There are drop-down menus for Pay Frequency and Pay Period. Date of Separation should not be
   completed if the person is still employed.
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    2) The screen will refresh to Payroll Information.

    3) Complete the fields. Click Next.
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    4) The system will refresh to the Earnings screen. Enter wages that match your payroll period. Click
     Next.
    5) The system will refresh to Earnings Breakdown screen.
 

    6) Payroll records can be uploaded at the Earnings screen (optional). Click the Browse button. You
     may upload timesheets and paystubs to support the wages that have been recorded.

    7) Click the box beside “I hereby certify the information is true and correct to the best of my
     knowledge.”
    8) Click Finish. You will receive a confirmation number.

6. Select one of three available options from bottom of the confirmation screen.
   a. Audit List: Navigates you to the Wage Audit screen to complete any remaining audits.
   b. Main Menu or Exit: Navigates you to the main Dashboard.
7. Log out of your Employer Account.
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