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From the Employer Services Home 
page: 
If you are a first time user of the 
Tax21 site 
Click on the Set Up Your User ID link  

There are two types of users: 
Employer: one user that can access one 
account 
Tax Agent: One user that can access many 
accounts.   
 
Select the option that works best for you 
then,  
Click on the Continue to Step 2 button 

Enter your DWS account number and 
Federal ID number 
 
If you do not have your account 
number, you can request it by 
providing the federal Id number and 
business name to 
ADWS.NewHire@arkansas.gov 
 

Complete the Employer Information 
section 
Click on the Register button 

ADWS.NewHire@arkansas.gov
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To continue you will need to verify the contact information for the account.  Once verified (and if 
needed, any corrections made), click on the check box in the bottom right-hand corner of each section. 
Once that is completed, you will have the option of Submit or Reset.  Click on the Submit button to 
continue.  

 
 

Once the User account is created you 
will get this message in red 
 
Click on the blue link to logon to the 
system with your new account. 

Now that you have a user 
account, click on the Login 
Here link 

Enter the User Name and Password 
that you just created 
Click on the Submit button 
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To continue with New Hire Reporting, select 5 New Hire.   
 
If you only have a few new employees to add, you will click on the button the Add New Hire button.   

 

You are now logged in with your user 
account and able to: 

• File the quarterly reports 

• Make payments  

• Change account information  

• New Hire Reporting 
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A red informational message will appear, to let you know that the record was added successfully.  
If you would like a report containing what was entered.  Click on the Return to Menu button. Then click 
on the Search New Hire Button. 
 

 
 

If you created an Employer account earlier, you will see 
your business’s information here.   

If you selected a Tax Agent 
user, you will need to enter 
the full nine digit Account 
number and the Federal ID 
number as well as the data 
fields listed.   
 
Once completed, click on the 
Save button.  
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If you selected an 
Employer account, your 
information will be 
displayed here, you click 
on the Submit button.  
 
If you created a Tax Agent 
account, you will need to 
enter the account 
Number and Federal ID 
number then click the 
Submit button.  
 
And you records will be 
displayed.  

 


