Claimant Portal: Guide to filing weekly IDAHO

certifications DEPT. oF LABOR

For other options to file your weekly certification, please call 208-332-8942 to
speak to an unemployment insurance claim specialist for assistance.

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 on 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

s For Your Attention

Last Ce
Mone

File Certification Application

ation:

Total Weekly
Start Claim Balance Benefit Benedit
Date End Date  Status Remaining Armount Amount

958000  $958000  $499.00

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

¥ou are about to file a certification application for benefits for the week of &/28/2022 Resources
WI 2022, Your answers should be specific to this time period

Before You Begin

Bwhat informatio

dol ne

need to provide

What do |
What is
Bwh:

know about cert

File Certification Application
1 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 A Pfoﬁpjit"e”’“he
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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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

Wiod) rarst et Certain peronal slgisity requiremants o ba
Ablie Te Wk eiigitle for unemgicyment benefits this week, Please angwer all
Viere you physically and mentally able to work sach day quettions about your work scsfability during this benefit weeic
durirg the week of Sunday, Sugust 78 - Sasturday, September
n Ve ko

e o prlreshcally and mentilly able to work aach day duning the week of Surday. August
38 - Saturday, September 3 when you were customarily scheduled 1o wark? Able o work
riefiers 0o your abdity Lo pifonm work and you hiad no physical or mental Danmiers premsnting
your from acoepting work if § became silable to you f you do not have a health barrier
prEverding you from aotepling work, pleade Arwer yes 1o This guesson.

Aovastabole: for Work®
e you available for work each day during the week of
Sy, AUBUSE 28 - Salunday, Sepoember 37 Ve O Ko

Ay lroem Area™

e oA Mode than 100 mriles aviry Trom your physical

addness af anvy time during the week of Sunday, August 28 -

Saturdey. Septemiber 37 @ Yes (O No

Refuied Wark ©

v you refused an offer ol werk of turmied dowm A job

iffer from an employer since you filed your Lt weeldy

certdication? AL

i o s Ay available work during the week of Sunday
through Saturday? S - 1)

Arterded Sthodd or Traimeng *
Diid i ADAWE 50! OF IFAINENG B Ay Timee Jiaing the
werel of Sunday, Auguet 28 - Saturday. September 37 & Yes O Ne

Quit job*
Didl you quit a job during the week of Suncdary, August 28-
Caturdsy. Septeriner 17 e O Ne

Emnplogier Maama * Address® Addiness Lire 2

Country®
[ v 7] e
Country s required. |

Fired from job®
‘iere you fired from a job during the weeioof Sundy,
August 28 - Sptunday, September 37 W Yes ) No
Emnployes Mama
I
|
Adidres *
sl
|
Contry *
Adidiress Liree 2 ) | Sebect from it .
: CEusilry 1 iiguiied
City*
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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 sur

Step 2 - Income

Worked for Employer*

Did you work for any employer in the weeak of Sunday,
MNovember 17 - Saturday, November 237 @ Yes (O No
Employer Full-Time Work *

Did you work full-time hours In the week of Sunday,
November 17 - Saturday, November 237 O Yes @ No
Hours Worked *

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

]

Employer Name * Mailing Address *

Country* City*
l United States of America xr | | |
State* Zip Code*

‘ Select from list - | | | [ |
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
11147724 11/18/24 11119724 11/20/24  11/21/24 11722024 11/23/24

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

Total hours worked
) |

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 -
Satwrday, November 23, I:l
Piece Rate

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

I

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

November 23,

Tips*
Did you receive tips in the in the week of Sunday, November
17 - Saturday, November 237

Gross Tips*
Enter the total tips earned for the week of Sunday,
November 17 - Saturday, November 23,

Overtime *
Did you work overtime in the week of Sunday, November 17
- Saturday, November 237

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

Employer Earnings Amount (S)
This is the total dollar amount you earned from all
employers before deductions, including tips.

Self Employed*
Were you self-employed in the week of Sunday, November
17 - Saturday, November 237

Self Employment Earnings Amount ($)*
Enter the total dollar amount you earned from self-
employment before deductions. Include tips.

Self Employment Full-Time Work *
Did you do 40 hours or more of self-employment work in the
week of Sunday, November 17 - Saturday, November 237

Other Income *

Did you get a bonus, holiday, severance or vacation payment
in the week of Sunday, November 17 - Saturday, November
232

w Yes () No

® Yes (O Ne

i@ Yes ) No

I

O Yes O Ne

® 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 ($)

Severance Pay Amount ($)

Vacation Pay Amount ($)

Other Income Amount ($)

I
[ —
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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.)

If the details and contact information provided for a work search action cannot be verified by the
department, benefits may be denied and overpayments may be established. To avoid this, claimants
are encouraged to save proof of their work search actions such as correspondence with employers as
well as screenshots showing dates, interview invitations and workshop attendance records.

Weekly Certification Application Week of Sunday, June 16 - Saturday, june 22

Step 3 - Work Search Actions

Add affleast 5 weork search actions fou made in the week of Sunday, June 16 - Saturday. june

R T daho Department of Labor will
Action Type Action Date Type of Work Company Name o S e SRS i

4 L 4 5 10 keep track of your w

sesrch acticns each wesk.
Add Work Search Action View your curr arch Status on the Home page of your
C rtal account. Fi

t. Find more information in the Work Search

can't report S Work Search Actions for this benefit week.

foe

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 Phane Confirmation #

Company Name

Company Address Address Line 2

Country City

e of ericn ] ]

‘S:a:e ‘ 2IP Code
Company Website Company Emai
|
Company Fax
]
Type of Work or Job Title Job Number, if applicable

Application Submitted

Did you submit an applicstion or resume between 06/16/2024 and 06/

) ver () Ne

Additienal Information

What is the next step with this job search action?

P

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

¥eu musst acknowledge that you agree with cach statement before you can submit your certification application

Recorded Answers

Accurate Answers

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. You can check the status of your weekly
certifications in the Manage Claims tab on 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

<= website to search for 3 job.
sked unemployment

Congratulations! Your Weekly Certific Application has been successfully submitted to y <
e i : i 3 - E e - Read and understand your rights and
|daho Department of Labar. It should ailable for you to review in 3 few minutes. i

responsibi

Next Steps
On the Claimant Portal, review your:

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

Return to Claimant Portal Home

The information you provide on your claims may be used for other governmentsl purposes.
These include checking your eligibilicy for other programs.

= Wait Times

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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