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When to Apply
If you are filing a new unemployment insurance claim, the day you should file is based on the first letter of 
your last name. 

1. If your last name starts with A - F, file your claim on Monday 
2. For last names starting with G - N, file your claim on Tuesday 
3. For last names starting with O - Z, file your claim on Wednesday 

If you missed your filing day, file your claim on Thursday, Friday or Saturday.
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What You Will Need To Apply
● Your Social Security number
● Your driver license or Motor Vehicle ID card number (if you have either one)
● Your complete mailing address and zip code
● A phone number where they can reach you from 8 am - 5 pm, Monday–Friday
● Your Alien Registration card number (if you are not a U.S. Citizen and have a card)
● Names and addresses of all your employers for the last 18 months, including those in other states
● Your first and last date of work
● Employer Registration Number (EIN) or Federal Employer Identification Number (FEIN) of your most 

recent employer. You can find the EIN or FEIN number on your W-2 Forms. You may also find it by 
Googling the company you work for (Example: Amy’s Bread EIN number). If you do not have your W-2 
or cannot find your EIN or FEIN number online, contact your employer immediately.

● Access to a computer and some paper and a pen to write things down
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Step 1: Go to Unemployment Website
-Go to https://www.ny.gov/services/get-unemployment-assistance 
-Click on the “Get” button
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Step 2: Filing a New Claim
-Click on “File a  New Unemployment Insurance Claim Here”
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Step 3: Login Prompt
-Click on “Login”
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Step 4: Login Screen
-To create your NY.gov ID, click on “Don’t have an Account?”
-If you already have an account, enter your Username and Password to sign in
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Step 5: Create your NY.gov Account
-Fill in your information and create your Username
-Write your username down on a piece of paper in case you forget
-Click on “I’m not a robot” and complete the task, then click on “Create Account”
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Step 6: Confirm Account Information
-Review the information and click on “Continue”
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Step 7: Account Activation Email Message
-Go to your email and find the message from NY.gov to complete the registration
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Step 8: Activation Email Message
-From your email, open the message from noreply@labor.ny.gov
-Click on link to complete the registration
-This will bring you back to the NY.gov website
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Step 9: Set Up Your Security Questions
-Select 3 questions from the drop-down list and type each answer
-Write down the questions and answers on a piece of paper in case you forget
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Step 10: Set Up Your Password
-Type a new password and click on “Set Password”
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Step 11: Password Confirmation
-Write your password down on a piece of paper in case you forget
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Step 12: Account Creation
-Click on “Go to MyNy”
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Step 13: Confirm Your Social Security Number
-Enter your SSN and click on “Next”
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Step 14: PIN and Security Answer
-Create a 4-digit PIN number and type in your Mother’s Maiden Name; then click on “Submit”
-Write down this information on a piece of paper in case you forget
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Step 15: Unemployment Insurance Benefits Homepage
-Click on “File a Claim”

18



Step 16: Filing a New Claim
-Review information and click on “Continue”
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Step 16: Filing a New Claim (cont’d)
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Step 17: Application (Step 1)
-Answer each question and click “Next”
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Step 18: Application (Step 2)
-Answer each question and click “Next”
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Step 19: Application (Step 3)
-Fill in your information and scroll down
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Step 19: Application (Step 3, cont’d)
-Fill in your information and click “Next”
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Step 20: Application (Step 4)
-Fill in your information and scroll down
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Step 20: Application (Step 4, cont’d)
-Fill in your information and click “Next”
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Step 21: Application (Step 5)
-Answer each question and scroll down
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Step 21: Application (Step 5, cont’d)
-Answer each question and click “Next”
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Step 22: Application (Step 6)
-Answer each question and click “Next”
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Step 23: Application (Step 7)
-Answer each question and click “Next”
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Step 24: Application (Step 8)
-Answer each question and click “Next”
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Step 25: Application (Step 9)
-Click on the drop down list and select “Direct Deposit” or Key2benefits card
-Fill in your bank information if using Direct Deposit and click “Next”

32



Step 26: Application (Step 10)
-Fill in your annual net income (this information should be on your tax documents) and click “Next”
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Step 27: Information Review
-Review ALL information and scroll down
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Step 27: Information Review (cont’d)
-Review ALL information and click “Submit”
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Step 28: Confirmation Page
-Review ALL information and click “Sign Out”
-You may want to save or print out this page for your records
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Step 28: Confirmation Page (cont’d)
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Step 28: Confirmation Page (cont’d)
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Step 28: Confirmation Page (cont’d)
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Step 28: Confirmation Page (cont’d)
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Step 28: Confirmation Page (cont’d)
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NEXT STEPS
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1. If your confirmation page stated that someone from the Department of 
Labor will call you to finish your claim, then you will need to wait for that 
call.  Even though they say someone will call within 72 hours, it may take 
longer than that.  Please be patient and make sure your voicemail on your 
phone is not full.

2. If your confirmation page stated that you are approved, then you will need 
to log onto the NYS Dept of Labor (https://www.labor.ny.gov/) EACH 
WEEK to file your claim (more info and guide to weekly claims here).  You 
can also call their Tel Service line at (888) 581-5812 to make the claims by 
phone, but the online system is strongly recommended.

3. When you are ready to return to work, you will need to terminate your 
unemployment benefits.

https://www.labor.ny.gov/
http://hotbreadkitchen.org/wp-content/uploads/2020/04/Member-Guide-UI-Weekly-Claims-Instructions.pdf


Hot Bread Kitchen’s COVID-19 Hotline
(929) 282-4554
M—F 8am—6pm

More resources for individuals
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https://hotbreadkitchen.org/worker-resources/



