Claimant Portal ID\HO

New Registration Guide DEPT. o LABOR

Instructions for customers who need to file an initial or
reopened unemployment claim.

Claimant Portal is the online system for managing your unemployment insurance claims. Find Claimant

Portal at labor.idaho.gov/claimantportal. Find other information and FAQs about unemployment insurance at
labor.idaho.gov/uitips.

You MUST have an email account to use the Claimant Portal. See staff or call a claim specialist if you do not know
how to set up an email address.

STEP 1: Begin Registration Process

; . T -~ Click “Register.”
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Welcome to Claimant Portal

Claimant Portal is the new, secure, online system you can use to manage Returning User - Login
your unemployment benefits account with Idaho Department of Labor.

Email

With Claimant Portal you can: ]

+ Apply for an unemployment insurance benefits daim g /
+ File a weekly certification application for benefits y 4

* Manage your profile and accournt informetion

Note: User guides for the Claimant Portal are
available to download on the home page and the
top of each screen.

* Access claim, issue and overpayment details

* View weekly benefit payments and annual 1099-Gs.
ogin
Questions about Claimant Portal?

Find ans\ uides located at the top of the screen and here

New User - Register

New to Caimant Portal? Start here. Register a new Clais
account with Idaho Department of Labor to file a new u

Importagt
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secure information. Log out by selecting the Log Out link at the top of the screen.

- Cancal ¢ Type an email address that you can check frequently.
R Type a password. (8-40 characters, containing at least one letter,
Emal s the MMy Communcaton method for ch ANEES on your Claimant Portal one number a nd one special Char‘acte r).
account with Ideho Department of Lebor. Please regster for a Camant Portal eccount
usng an email addrecs that you currently have access to and wall chack regularly

Email

J { Retype the same password in the “Confirm Password” field.
Password

J Click “Submit.”
Confirm Password

| W * A “Registration Successful” screen will appear. Now you need

Submit to verify your email.
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https://labor.idaho.gov/ClaimantPortal/Login?ReturnUrl=%2fClaimantPortal%2f
http://labor.idaho.gov/dnn/idl/UnemploymentInsurance/UnemploymentBenefits.aspx

STEP 2: Verify Your Email Address

Open your email account, find and open the “Claimant Portal Email Verification” email. This email contains a
verification hyperlink that you will use to confirm your ownership of the email address.

The hyperlink will open the window shown below. Click the Login hyperlink on this screen to return to the Claimant
Portal home page and log in.
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If you do not see the email in your Inbox, check
your Bulk, Spam and Trash folders. If you are still
unable to find the email, click the “Resend
Verification Email” button and try to verify your
email again.
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After you log in, this page will appear. Click on “Edit
Your Profile.”
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STEP 3: Complete Your Profile and Verify Your Identity

Your Profile
Personal Information
first Name Meddie Initial Last Name * Sex
| |
Social Priver's
Date of Brth Security Number ? Licerse Type
[ ] |
Address Information
Mailing Address* = Address Line2
1T
Country Oy State 2P Code
United State of ..+ [ ] | 10
L] Your physical address is the same as your mailing address.
Physical Address Address Line 2
[ | |
Country Oty State 2P Code
United Seate of... = [ | [ [
Contact Information
Preferred Preferred
Primary Phone ‘Memaze Phone Contact Method Language
Demographic Information
Marital Status Family Size Educational Achievement
Race Ethnicity

==

dentity Verification

Your Profile information wall be used to ventfy

your identity with the Idaho Transportation

Department, Division of Motor Vehidies (DMV).

Once your identity is verified, you wil be able to:

+ View your Benefit Projection to see your
estimated benefit amounts

+ Access Work History wage details reported by
Idaho empioyers who you worked for

+ More quickly become efigile for benefit
payments with fewer issues causing delays

Change Password

You may change your password at any time.
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This screen will appear.

Be sure to type your name exactly as it

appears on your driver’s license or state Identification
card. This will be compared to information on file at the
Department of Motor Vehicles (DMV) to verify your
Identity.

When finished filling in Your Profile, click the “Submit”
button.
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This screen will appear next.
If Your Profile is Verified, continue to STEP 4.

If Your Profile is Unverified* review Your Profile and
make sure the information is correct with no typos or
incorrect spellings. Then click Submit again.

If Your Profile is still Unverified, continue your
application for benefits or weekly certification and
check your driver’s license status on the Department
of Motor Vehicles website. See instructions here.

If it checks as “Valid” return to this step and continue
your registration.

STEP 4: Add Wages and Work History
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APPLY FOR BENEFITS ~ MANAGE CLAMS ~

Apply for a Ul Benefits Claim

mplete
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Work History APPLY FOR BENEFITS

Ploase review your unconfiemed idaho wages and ensure that your official work hatory on file with idaho Department of Labor for the past twe calendar yeurs &
accurate and compiete. Ths includes a idaho and cut of state employers, miitary, federal povernment and sef empioyrment work that has cccurred in the past
o calondar yesrt.

Each ermployer leted under daho Wages 15 an empioyer who has reported paying you wages durvg the temedrame speciied

= I an ermpioyer you worked for o bited under Wages, select Shat employer 3nd entir your empioymibnd detalis. Onde compiete, that ermpiayer wil be added 50 your
ol Work Hsory

* I an eenpioyer you did not work for &5 leed under Wages, seiect the Anmove checkban 1o send 3 requeest 1 an idaho Department of Labor fepresentatye for
Ivermgation and poruibie removal of the emgpiayer. Any removal recuest wil only e procesied alier you e an unesmployret benefits claien,

Each empioyer kstied under Official Work History s an employer wha you have confirmmed that you workied for dunng the timeframe specied.

« I 2 employes you worked §or 13 missing from your Wages and rissing fr0m Work Mistary, uie the At itk Astory Seatune To maruully enter detals aboat your Job
wth that empioyer. Thes shouid inchude any missing Ot <fszate empioyers, miary, federal govermment, and sell empioyment work.

= i an ermployer you ded not work Sor @ lnted under Work 142
* o an eonpiloyer you worked $or s leated Lrder Work Hisnony with InComrect lommanon, sesect the Deiece hyperei 1o remove that work hestcey entry, then reenter e

werk hitony with the corrected ermpioymment detals
Add Work History

sadect the Dedete hyperiok 50 remove that oem your officul work hssory

Idaho Wages
[mployer Naene JRSEP 2014 OCT-00C 2014 ANMAR 0TS APRJUN201S  JULSEP 2015 Total Remove
(=
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Click on Manage Work History.

/

Refer to user guides for more detailed instructions on
completing the Wages and Work History
information.

This screen appears next. Click on “Add Work
History” at the bottom of the screen.

(Another screen appears where you will fill out the
form.)

When you are finished, click the Submit
button on the bottom of that screen to return to the
screen shown here.

When you are finished adding work history,
click on “APPLY FOR BENEFITS” at the top of the
screen.


http://labor.idaho.gov/publications/Verify_Status_w_DL_Info.pdf

R s STEP 5: File Claim
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ou will return to this screen. Click on “ File Claim
Application.”

}Mto user guides for more detailed
instructions on completing the rest of your

application.
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Welcome to Claimant Portal certlﬁcatlon
- /We recommend filing your weekly certification
S on Sunday or Monday.
Once your claim week is over, log in to your
—— ‘ account.
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S Click on MANAGE CLAIMS.
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e et e e Ve e s Click on File Weekly Certification.
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