Claimant Portal: Guide to Filing

Weekly Certifications

FIRST — you need to apply for unemployment insurance benefits on the Claimant Portal. Claimant Portal is
the system for filing and managing unemployment insurance claims. Account login information and PINs from
previous systems are no longer valid and cannot be used to log in to Claimant Portal.

Click here for the Claimant Portal New Registration Guide

Once you log in to the Claimant Portal, click on MANA/GE CLAIMS.
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About Your Be

Your Claims Certifications and Payments

Weekly Amount: $247.00 Last Certification: 3/8/2014

Balance Remaining: $4,693.00

Manage Claims

View current and past
unemployment claims and file
your weeidy certification.

Payment Method
Setoct how your benefit payments are
distributed
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Weekly Certification Application - Getting Started

You are about to file a certification application for benefits for the week of 11/1/2015.11/7/2015. Your
answers should be pecific to this time period.

Before You Begin
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File Certification Application
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1 will return with the information | need to continue

1 have the information as described
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This screen will tell you what information is
required to file a certification. If you have all of
your information, click File Certification
Application.
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http://www.labor.idaho.gov/publications/ClaimantPortal_RegistrationGuide.pdf

STEP 1: For each question, select the applicable answer that best describes your availability for the
week. Click Next.
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Weekly Certification Appl
Step 1- Work Availability

Able To Work
Wer,
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STEP 2: For each question, select the applicable answer that best describes your income for the week. Click Next.
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Step 2 - Income

Worked for Employer
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STEP 3: Click on Add Work Search Contact. (If your Work Search Status is Employer Attached, Union Attached or In Training, you
will not see this screen. Instead, you wil}Skip straight to the Submit screen.)
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Weekly Certificatiop/Application  Week of Sunday, November 1 - Saturday, November 7

e with empioyers duning the week of Sunday

Type of Work Company Name
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To add your work search contacts, click on Add Work Search Contact button. Select how you contacted the employer from the list
below the button.
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When you are finished filling in the form, click Save
Contact.
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Weekly Certification Application  Week of Sunday, November 1 - Saturday, November 7

Step 3 - Work Search Contacts Kees a re { each work search
Emall work sesrch contact
Contact Date Contact Name Contact Phone
Company Name
Comparry Address Address Line 2
Country iy State 29 Code
Company Emait
Type of Work of job Title ob Number, If sppixable

Apphcanon Submtred
%0 you subemit a

Next Step

==

w Waho Dupariment of Latbor | C.L. “Duteh” Otter, Governar | Kenneth D. [dmunds, Director
A Equal Opportuntty Irmgicyer and Sanace Provder

A proud partner of the

s - ’ ~— N
Idaho Department of Labor : ; OE®My : americanjobcenter
. i network
The Idaho Department of Labor is an equal opportunity employer and service provider. Reasonable dations are available upon request. Dial 711 for Idaho Relay Service.

Claimant Portal: Guide to Filing Weekly Certifications 2/2/2016



g, U el ot
1 ML‘Q Claima n't Portal & - : Click Add Work Search Contact again to add
em | 15 3 N Mntacts. You are required to make two
ARORBOEMS © MANAGE QAR - : work search contacts per week.
e dpphe Continue the process again to enter your
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entered all your contacts, click Next.
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STEP 4: Review the statements on the screen pictured below. Check the
I agree boxes, then click Submit Certification Application.
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When the Weekly Certification Application

Internet Unemployme ™| 5 - i s, Complete screen appears, it means you are
done.
Weekly Certification Application Complete
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