Claimant Portal: Guide to Filing Weekly IDA]—]O

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.

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

STEP 1: Once you log in to the Claimant Portal, click the File Certification Application button.
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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
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You are about toe file a certification application for benefits for the week of 8728/2022 Resource
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Before You Begin .

B what do | need to do first?
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B what do | need to know about certifications? application process
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STEP 2: For each question, select the answer that best describes your availability for the week. Click Next.
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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.

Other Income

Weekly Certification Application week of sur

Step 2 - Income

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

Did you w

for any employer in the week of Sunday,

November 17 - Saturday, November 237 ® Yes NG

Tips

Employer Full-Time Work

you work full-time of Sunday ® Ye N
Yes @ No
Hours Worked nday,
Enter the number of hours you w eek of
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. v, November 17
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. | s | ® Ye ¢
Country City
~ | |
State Zip Code Employer Earnings Amount ($)
| | This is the total dollar amount you earned from al
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Self Employed
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STEP 4: Click on 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 Week of Sunday, June 16 - Saturday, June 22

Step 3 - Work Search Actions

You must report 5 work search actions for each week if your Wark
Search 5t i

s Work-Seeking. Meet these reguirements o be

Add ai.ess: 5 work search actions l'cu made in the week of Sunday, June 16 - Saturday. June - =
% eligible for benefits.

22
) Y — daho Department of Labor will check your work-search actions.
Action Type Action Date Type of Wark Company Name You may need to provide supporting documents. Use the Wark
4 | 4 Search Log to keep track of your work search actions each wesk.

Add Work Search Action View your current Work Search Status on the Home page of your
Claimant Portal account. Find maore information in the Work Search

_ _ _ Requirements FAG.
can’t report 5 Work Search Actions for this benefit wesk.

S

Weekly Certification Application You will be asked for specific information based on
your work search actions. Enter all fields marked with a
red asterisk (*). When you are finished filling in the

Step 3 - Work Search Actions

Enter the details of your Completed and submitted application to employer work search . .
form, click Save Action.
|Actior Date | |Contact~ame | Click Add Work Search Action again to add more
actions. You are required to complete five (5) work search
Contact Phone Confirmation # .
| | | | actions per week.
|C°-'“PW Pt | Repeat the process to enter your next work search
_ action. Once all your actions are entered, click Next.
Company Address* Address Line 2
| | |
Country City
| United 5tates of America - | | |
State * ZIP Code
Company Website Company Email

Company Fax

Type of Work or Job Title Job Number, if applicable

Application Submitted

) Yes (0 Mo

Additional Information*

What is the next step with this job search action?
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STEP 5: Review the statements on the screen pictured below. Check the | agree boxes, then click Submit
Certification Application.

Week1y Certification Application Week of Sunday, August 28 - Saturday, September 3

Wous masst acknowiedge that you agree with each statement before you can submit your certification applcaticn

Recorded Answers

Accurate Answers

Penalty

I Subimit Certification Application I

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

e:

Completion Tim Confirmation Number: Week of Sunday, June Resources
6/27/2024 7:58:53 AM 578223 16 - Saturday, June 22

Ln

website to search for a job.
y asked unemployment

eekers - Use the Idaho W

Q- Get answers to frequ

Congratulations! Your Weekly Certification Application has been succezsfully submitted o s s i
PRI S = ! M = & - B lide - Read and understand your rights and
Idaho Department of Labar. It should be available for you te review in a few minutes.
Mext Steps

Mext steps

On the Claimant Portal, review your:

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

Return to Claimant Portal Home

Thie information you provide on your daims may be used for other governmental purposes.

= Wait Times

These include checking your eligibility for other programs.

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