Claimant Portal: Guide to filing weekly IDAHO

certifications DEPT. of LABOR

Before you file
If you have an active claim, you must certify weekly you were able, available and
looking for work.

Remember: A claim should be filed during the week you become unemployed or work less than full-time hours. You
can begin filing weekly certifications the Sunday following the day you file or reopen your claim.

See instructions on the Claimant Portal for help logging in with ID.me.

STEP 1: Once you log in to the Claimant Portal, click the File Certification Application button.

Claimant Portal Home

tems For Your Attention Resources

Last Certification:
Naone

File Certification Application

Tatal weekly
Start Clairm Balance Benefit Benefit
Date Erd Date Status REfmaining AUt AMGUNT

$5,580.00 £9.580,00 459,00

This screen will tell you what information you need to show you were eligible for benefits. If you have all your
information, click File Certification Application.

Weekly Certification Application - Getting Started

o are about to file a certification application for benefits for the weel of 8/28/2022 Resources

WIP0ZZ. Your answers should be specific to this time period

Before You Begin

B what do | need to do first?

B what information do | need to provide?
What do | need to know about certifications?
B'whatis a

Bwhat are my payment options?

What does it mean to report income?

File Certification Application
| have the information as described

labor.idaho.gov | EBEITE X

The Idaho Department of Labor's unemployment insurance program is funded by the U.S. Department of Labor for SFY26 as part of the plio}
Employment and Training Administration Grant (64%) and state/nonfederal funds (36%) totaling $24,926,802. Reasonable accommodations are americanjobcenter
available upon request. Dial 711 for Idaho Relay Service. network
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https://www.labor.idaho.gov/grant-funding-disclosures/
https://www2.labor.idaho.gov/claimantportal
https://labor.idaho.gov
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STEP 2: For each question, select the answer that best describes your availability for the week. Click Next.
Weekly Certification Application Week of Sunday, August 28 - Saturday, September 3

Step 1 - Work Availability

Wi st mee! CerTan personal elgieEity requerements 1o be
Al To Work eligibde Tor unemployment benefics this week, Please andpwer all
Voere you pivysically and mencally alile to work sach day quesstions about your work seslability during this benefit wesk
durirg the week of Sunday, August 22 - Saturddy, September
r Y O hNo

W o Py SEcally dnd mencally Able 1o Work saeh day Buing the week of Sumdiy, Adgust
I8 - Saturday, September 3 when you were customarily scheduled o work? Able 1o work
Fefers o your abdity 1o perform work and you had no phssical or mental Barriers pressnting
you from acoepting works if & became svailable to wouL If you do not have 2 health bamier
Preverting yon from acoepling work, pleade Answer yed 1o this question.

Avaalable for Work
e o ivsilatile fior worls s diy during the week of
Surcay. August 26 - Satunday, Seplember 37 Y O Ko

Ay Troen Area®

e o Mot than 100 reiles aveiry Trom your plysical

addness at any time during the week of Sunduy, Auguet 28-

Saturdey. Septemier 37 & Ves (1Mo

Relused Work *

e you nefused an offer of work of Dunmed down a job

offer from an employer singe you filed your Let weeky

certfation? ) Yes @ No

Do yoru mitss. amy mvailable work during the week of Sunday
Ehrough Ssurday® O Yes @ Ne

Anterdded Schood or Trameng *
Dyl axtersd School o LRAINING a8 Ay Lime during the
week of Sunday, August 28 - Saturday, September 3?7 Y 0 Ko

Quit job =
Db you quit 2 job during the week of Sunday, August 28 -
Laturdsy. Sepbenniber B i Yer O No

Employer Mame Address Asigress Lne 1
| ||

Country*
[ Setect rom it >l s
Country is required. |

Fired from job®
‘iere you fired from a job during the weeio of Sundiry,
August 28 - Saurday, September 37 & Yes O ho
Employes Mamae *
[
Adciess®
el
|
Country®
Addiedd Lire 2 . | Setet from It L
: Crasiry i nequined
ity
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STEP 3: For each question, select the answer that best describes any income you earned the week you are certifying.
Click Next.

Weekly Certification Application week of Sun

Step 2 - Income

Worked for Employer®

Did you work for any employer in the week of Sunday,
Movember 17 - Saturday, Novembar 237 @ Yes (O Ne
Employer Full-Time Work *

Did you wark full-ime hours in the week of Sunday,
Movember 17 - Sawrday, November 237 O Yes @ No
Hours Worked *

Enter the number of hours you worked for the week of
Sunday, November 17 - Saturday, November 23.

]

Mailing Address *

Employer Name*

Country* City*

l United States of America xr | ] |
State* Zip Code”

J Select from list i | | | [ |
Pay Rate *

Do you get paid hourly in the week of Sunday, November 17

- Saturday, November 237 ® Yes () No
Hourly Pay Rate*

Enter the hourly rate of pay for the week of Sunday,
November 17 - Saturday, November 23,

]

Enter the hours worked each day in the fields below.

Sun Mon Tue Wed Thu Fri Sat
1117/24  11/18/24 11119724 11/20/24  11/21/24 11722024 11/23/24

| | | | | | | | | | | |

Total hours worked
00 |

Total gross regular wages

Income *

Did you have any Salary, Piece Rate, Commissions or Other
Income in the week of Sunday, November 17 - Saturday,
November 237 @ Yes (O No
Salary

Enter salary for the week of Sunday, November 17 -

Sawrday, November 23,

Piece Rate
Enter Piece Rate for the week of Sunday, November 17 -
Satwrday, November 23,

Commissions
Enter Commissions for the week of Sunday, November 17 -
Saturday, November 23,

Other Income
Enter Other income for the week of Sunday, November 17 -

]

() | worked for a second employer during the week of Sunday, November 17 - Saturday,
November 23,

Saturday, November 23,

Tips*

Did you receive tips in the in the week of Sunday, November
17 - Sawurday, November 237 ® Yes () No
Gross Tips*

Enter the total tips earned for the week of Sunday,
November 17 - Saturday, November 23. :I
Overtime *

Did you work overtime in the week of Sunday, November 17
- Saturday, November 237 ® Yes () No
Gross Overtime*

Enter the total Overtime wages in the week of Sunday,
November 17 - Saturday, November 23,

Employer Earnings Amount ($)

This is the total dollar amount you earned from all
employers before deductions, including tips.

(N

Self Employed*

Were you self-employed in the week of Sunday, November
17 - Saturday, November 237 @ Yes () No
Self Employment Earnings Amount ($)*

Enter the total dollar amount you earned from self-
employment before deductions. Include tips. :I
Self Employment Full-Time Work *

Did you do 40 hours or more of self-employment work in the

week of Sunday, November 17 - Saturday, Novernber 237 O Yes (O Ne
Other Income *

Did you get a borius, holiday, severance or vacation payment

in the week of Sunday, November 17 - Saturday, November

237 ® Yes () No

Enter the total dollar amount you earned before deductions for each income type in this
benefit week. If you have questions about reporting income, see the Weekly Certification
FAQ. Contact a Claim Specialist for more help.
Bonus Amount ($)

Holiday Pay Amount (5)

Severance Pay Amount ($)

Vacation Pay Amount ($)

Other Income Amount ($)
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STEP 4: Click Add Work Search Action. (If your work search status is anything other than Work Seeking, you will not
see this screen. If you are Employer Attached or Union Attached, you will be asked if you maintained contact with
your employer. If your status is In Training, you will be asked if you attended all classes or training for that week.)

Weekly Certification Application

Step 3 - Work Search Actions

Add a'lleas: S work search actions l‘ou made in the week of Sunday, June 16 - Saturday, June
22

Action Type Action Date Type of Work

4 »

Add Work Search Action

[ | can't report 5 Work Search Actions for this benefit week.

Company Name

Week of Sunday, June 16 - Saturday, June 22

You must report 5werk sea actions for each week if your Waork

Search Status is W eat thess reguirements o be

eligible for benefits.

You may need to provide support
Search Log to keep track of your work zearch actions each week.

Wiew your current Waork Search 5tatus on the Home page of your
Claimant Portal account. Find maore information in the Work Search
Requirements FAQ.

You will be asked for specific information based on your work search actions. Enter all fields marked with a red
asterisk (*). When you have finished filling in the form, click Save Action.

Weekly Certification Application

Step 3 - Work Search Actions

Enter the details of your Completed and submitted application to employer work search
action.

Action Date Contact Name

Contact Phone Confirmation #

Company Name

Company Address* Address Line 2

Country* City

[ United States of America = ]| |
State* ZIP Code

Company Website * Company Email

Company Fax

Type of Work or Job Title

Application Submitted

Job Number, if applicable

Did you submit an application or resume benween 06/16/2024 and 06/22/20247
O Yes (O Ne

Additional Information *
What is the next step with this job search action?

Click Add Work Search Action again to add more actions. You are required to complete five (5) work search actions

per week.

Repeat the process to enter your next work search action. Once all your actions are entered, click Next.
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STEP 5: Review the statements on the screen pictured below. Check the I agree boxes, then click Submit
Certification Application.

Weekly Certification Application Week of Sunday, August 28 - Saturday, September 3

Wi st acknowbedge that you agree with each staterment before you can submit your certification applcation

Recorded Answers

Accurate Answers

Penalty

I Submit Certification Application |

When the Weekly Certification Application Complete screen with your confirmation number appears, you are done.
The certification has been submitted to the Department of Labor. You can check the status of your weekly
certifications on the MANAGE CLAIMS tab of the Claimant Portal.

Weekly Certification Application Complete

Completion Time: Confirmation Number: Week of Sunday, June Resources
6/27/2024 7:58:53 AM 5782235 16 - Saturday, june 22

aho Works website to search for a job.
sked unemployment

Congratulations! Your Weekly Certification Application has been successfully submitted to

e i L : i 3 - E rstand your rights and
ldahe Department of Labor. kt should be available for you to review in a few minutes.

Next Steps
On the Claimant Portal, review your:

» Certification 5tatus and Application — Confirm that the details are correct.
» Work Search Status — Understand yvour current work search needs.

® Wait Times
Return to Claimant Portal Home

ims may be used for other governmental purposes.
for other programs.

ide on yo
your eligibil

The information you p.
These include checki

Additional information

Visit labor.idaho.gov to make an appointment with a navigator for help using or understanding the unemployment
insurance system. You can also view the department’s FAQs to find answers to common questions related to
unemployment insurance.
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