Claimant Portal: Guide to Filing JDAHO

Weekly Certifications DEPT. of LABOR

BEFORE YOU FILE:

If you have an active claim, you must certify weekly that 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.

For help logging into Claimant Portal with ID.me, see |D.me Instructions at
www.labor.idaho.gov/ClaimantPortal.

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

Claimant Portal Home

items For Your Attention Resources

- Use the idaho Works website to sea ra job
Last Certification: . — Read and understand your chaimant benefit right
None

File Certification Application

Total Weekly

Start Claim Balance Benefit Benefit
Date End Date Statwus Remaining Amount Amount
$9.980.00 $9.980.0X $499.00

Monetarily
Eligible

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

You are about to file a certification application for benefits for the week of 8/28/2022 Resources
9/3/2022. Your answers should be specific to this time period

Before You Begin

B What do | need to do first? r
What information do | need to provide?

8w do | need to know about certifications? application process

[+ + I+

File Certification Application
| have the information as described
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The Idaho Department of Labor is an equal opportunity employer and service provider. Reasonable accommeodations are available upon request. Dial 711 for Idaho Relay Service.


https://www.labor.idaho.gov/dnn/Portals/0/ui/ID.me_sign-in_guide.pdf?ver=2021-10-12-103419-700
http://www.labor.idaho.gov/ClaimantPortal
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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 - Wark Availability
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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 Sunday, August 28 - Saturday, September 3
Step 2 - ncome

Workoed for Emploser

!_ll';,l|u_,'|;| Fiall- i Wik - wark Eanmings
!I;:..-...us.- warked - .
...... fe)
Employer Eamings Amount (5] Caher Income
Enter the Tok .. wdtoml .
Employer Mame | | Last Dary Worked

Mailing Address Adlddess Line 2
Coningry oty

W
Srane Tip Code

| waorked for a second employer during the week of Swunday, August 28 - Saturday,
Heptember X

Self Employed

-
Seif Ermployment Eamnings Amount [§)
Self Employment Full- Teme Waork

.
Cothwer Incoimee
ot
-

Besivias. Asnaaing {35

Hohday Pay Amaunt [§)
Severance Pay Amount (5)
Vacation Pay Amount (5]

Otheer Incomes Ameount (5]

s
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STEP 4: Click on Add Work Search Contact. (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 Week of Sunday, August 28 - Saturday, September 3

Step 3 - Work Search Contacts

Contact Type Contact Date Type of Work Company Name

Add Work Search Contact

/]

B2 B3
You will be asked for specific information based on how you contacted the employer. Enter all fields
marked with a red asterisk (*). When you are finished filling in the form, click Save Contact.

Weekly Certification Application
Step 3 - Work Search Contacts

Enter the details of your Email work search contact

Contact Date Contact Name
Contact Phone

Company Name

Company Address Address Line 2
Country City

United States of America
State ZIP Code

Company Email
Type of Work or Job Title Job Number, if applicable
Application Submitted

Did you submit an application or resume? Yes # Mo

Application Not Submitted Reason

Please explain why you did not submit an application or resume.

Next Step

What is the next step with this job search contact?

Lcinod
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Click Add Work Search Contact again to add more contacts. You are required to make 2 work search
contacts per week.

Repeat the process to enter your second work search contact. Once all your contacts are entered,
click Next.

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

Step 3 - Work Search Contacts

Contact Type Cantact Date Type of Waork Coamipany Name i e smemacnd ol | ab - . n -
may be requined i dde supporting documentation. Use the
Lo ke P track of your employe Lacts each
I #dd Work Search Contact I
B | &m unable 1o repon b Work Seanch Comacts for this beneli week VOLE CUFTBRL Wark Seanch Status is sdailable under the AIage
Chaimas section of your account. For mone details about your Work
- the

Please select the reason you did not seek work:

= (]

STEP 5: Review the statements on the screen pictured below. Check the | agree boxes, then click
Submit Certification Application.

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

Yo st acknowiedge that you agree with each staterment before wou can submit your certification application

Recorded Answirs

Accurate Answers

I Subrmat Certification Application |
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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

Return to Claimant Portal Home
]

Find answers to common questions on the FAQ page at www.labor.idaho.gov.

Make an appointment with an Unemployment Insurance Navigator for help using or understanding the
unemployment insurance system. Visit the local or mobile office directory for dates, times and locations at
www.labor.idaho.gov/officedirectory.

Idaho's unemployment insurance programs are 100% funded by U.S. Department of Labor as part of
Employment and Training Administration grants totaling $40,761,255.
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https://www.labor.idaho.gov/dnn/Unemployment-Benefits/Weekly-Reports
http://www.labor.idaho.gov/officedirectory
https://www.labor.idaho.gov/dnn/Grant-Funding-Disclosures



