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HOT BREAD KITCHEN'S GUIDE FOR
CERTIFYING WEEKLY UNEMPLOYMENT CLAIMS

Important

« Once you have been verified to received Unemployment Insurance (Ul) benefits, you will have to
claim those benefits on a weekly basis until you return to work.

« If you are actively looking for work, keep ajournal of the places and dates where you applied or
interviewed.

Step 1: Go to New York State Department of Labor Website
-Go to https://www.labor.ny.gov/, click on “Unemployment Insurance” and select “Claim Weekly
Benefits”
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Step 2: Sign in using your NY.gov ID
-This is the same ID you used when you first applied for Ul benefits.
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for information about how the CARES Act may affect Ul benefits.
It you are filing a new unemployment Insurance clalm, the day you should apply Is based on the first letter of your
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Any claim you file will be backdated to the date you became unemployed. If you are eligible, you will be paid for all
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Step 3: Your Account Home Page

-After you log in, you will automatically go to your Account Home Page called "My Online Services”

-Scroll down to “Unemployment Insurance” section and click “Unemployment Services”
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Step 4: Your Unemployment Insurance Benefits Homepage
-Click “Claim Weekly Benefits”

Unemployment Insurance
Benefits Online

Unemployment Insurance Benefits Online

Please salect from one of the following:

Clalm weekly benefits for your current claim

‘You may use this system to claim benefits for last week, the week beginning Monday, 4082020 and
ending Sunday, 4/12/2020. This system is available Monday through Friday from 7.30 am until
midnight and all day Saturday and Sunday. To claim benefits for a previous week. you must call the
Telephone Claims Center at 1-888-209-8124. Fer help, click on Cartification Culde.

Claim Weakly Benefits

Inguire about your payment history

You will be provided with current claim information, the date your last payment was released, and a
history of all benefit payments processed. This online system is available batween the hours of 7-30
am to 7:30 pm Monday through Thursday (Eastern Time), Friday, 7:30 am fo 5:00 pm, all day
Saturday, and Sunday until 7:00 pm.

View Payment History

Step 5: Review Benefit Payments
-Review the information about your benefits payments and click “Continue”

Unemployment Insurance

Benefits Online

Unemployment Insurance Benefits Online

Benefit Payments

You may register for direct deposit, cancel your direct depesit, or change your account information
foday when you reach the page entitled, "Confirmation Page®. You must have a check handy in order
10 enter your bank routing and checking account numbers. Do not use a checking account deposit
slip to obtain your bank's routing number or your account number as they may include numbers that
cannot be used for direct deposit purposes.

‘Whether you are registering for direct deposit or changing your existing account information, it will
take approximately 5 busness days between the date your account information is recaived and the
date that your benefits can be electronicaly sent to your checking account. If you have a

Benefits debit card, your weekly benefits will be transferred to your card during this time. Once
diract daposit has been established, banefits will ba deposited to your checking account usually
within three business days after you claim your weekly benefits,

1f you have already registered for diract degosit and your banking L i
ister each time you claim your weekly benafits. You will only need to re-

register if your banking information has changed, Acctionally, if your financial nstitution has recently
merged with another financial institution, the new financial institution should be contacted to obtain
the new bank routing and account numbers.

It is important that you print a copy of the "Direct Depaosit Information Review” page information
bafore submitting your informaticn as this will be your only proof of the account information that you
provided. You will need this in case of any with your checking account
information,

If our website or Tel-Service system shows that your payment was released, it is your
responsibility to verify receipt of benefits with your financial institution or Key2Benefits debit
card account.

Contirue

Step 6: Claim Weekly Benefits
-Click “Certify Benefits”

Depa rtment of Labor My Account Services Privacy Policy Sign Out

Claim Weekly Benefits

If your mailing address or telephone number has changed since you last claimed your weekly benefits, please provide this information by selecting ‘Change
Address/Telephone Number' below.

Continue to claim benefits

Certlfy Benefits

Update your address/telephone number

9 Things You Must Do When Filing for Unemployment Insurance
1. Report each day you work. You must report any day you work when you claim your weekly Ul benefits. This includes part-time, temporary or ungaid jobs

2. Be accurate. Carefully read all letters the Department of Labor sends to you. Follow the instructions and return all forms as soon as possible. This will help prevent
delays in Ul payments.

3. Be available to work. You must be able to take a job right away. Every week, you must verify that you were ready, willing, and able to work
4. Look for work. You must search for work each week and keep a written record of every employer you contact. View required weekly work search activities.

5. Make a work search plan. Contact a New York State Career Center to get help planning your work search. Go to www.laborny.gov to find the location nearest you
1-800-447-3992. Choose your language and pick option 3.

You may also ¢




Step 7: Fill out Weekly Claims Questionnaire
-Answer all the questions (see suggested answers below) and click “Continue”

Department Of Labor My Account Services Privacy Policy

Work and Earning Status

Complete the information below. When you have finished, select 'Continue"

Click on any underlined term or phrase for more information. You will be able to return to this screen. Please note that this information is only a guide, and you are
required to read the Claimant Handbook.

If you worked during the week,
please indicate how many
hours you worked and if your
2. How many days did you work, including self-employment, during the week ending 4/12/20207 eamings were over $504
(Your benefits may be reduced
if vou worked durina the week).

1. During the week ending 4/12/2020, did you refuse any job offer or referral?

Yes @No

0 :

2a. Excluding earnings from self-employment, did you earn more than $5047
Yes No@NA
3. How many days were you NOT ready, willing, and able to work?
0 :

4. How many days were you owed vacation pay or did you receive vacation pay?

0 :

5. How many days were you owed holiday pay or did ycu receive holiday pay?

0 ; AN[A? : -
Select “No” to continue claiming
6. Have you returned to work? unemployment benefits next week. Only
Yes @No select “Yes” if you have been permanently

hired and can no longer claim benefits.

Step 8: Review Your Responses
-Review your responses and click “Certify Claim”
-If you need to change any of your responses, click “Edit” in the relevant section

Review of Responses
Please review the informaticn you have provided. If you need to change a response, select ‘Edit. When you have finished, select ‘Certify Claim'.
Change of Address

« My address or phone number has not changed since the last time | claimed benefits

Ecit

Break In Claim
« | have not claimed benefits since 3/29/2020 for a reason other than work.

Ecit

Last Week Info

« During the week ending 4/12/2020, | did not refuse any job offer or job referral.
« Including self-employment, | did not work during the week ending 4/12/2020,

« Excluding earnings from self-employment. | did not earn more than $504.00.

« | was ready, willing and able to work every day last week.

« | was not owed vacation pay and | did not receive vacation pay.

« | was not owed holiday pay and | did not receive holiday pay.

« | have not returned to work full time.

Ecit

| understand | must be actively seeking work and must develop and keep a record of my work search activities for one year. | have made at least three work search

ies per week on di days of the week, or followed an official written work search plan developed and approved by the Department of Labor if one has
been developed, unless | have been specifically designated as exempt from this work search requirement by the Department of Labor. My activities include at least
one activity from activities 1through 5 as listed in the L for C Handbook. If | receive a request to submit my Work
Search Record to the Department of Labor, and fail to respond to this request, my benefits may be stopped.

By placing this claim, | certify that | have complied with these work search requi in the week claimed. | certify that the statements above are true and
correct, and may be used in a hearing involving my claim and that | am not claiming benefits during any period while | was outside of the United States, a U.S.
Territory or Canada, and | und d that the law provides penalties for false




Step 9: Confirmation
-Review information, print if desired, and click "Exit”

Department of Labor My Account Services Privacy Policy Sign Out

Unemployment Insurance Benefits Online
Confirmation Page for SS#: XXX-XX-1192

Claim Complete Important Information
» Your claim for the week of 4/6/2020-4/12/2020 has been entered for processing. « You have completed your weekly certification.

Direct Deposit Option

You may choose to have your weekly benefits directly deposited into your checking account. You must have a check handy in order to enter your bank routing and
checking account numbers. if you have already registered, but would like to cancel your direct deposit or change your account informaticn right now, see below.

Once you have registered for direct deposit and your banking information has been verified, it is not necessary to re-register each time you claim benefits. You will only
need to re-register if your banking information has changed.

It is important that you print a copy of the "Direct Deposit Information Review" page information before submitting your information as this will be your only proof of the
account information that you provided. You will need this information in case of any inaccuracies with your checking account information.

Whether you are registering for direct deposit or changing your existing account information, it will take approximately 5 business days between the date your account
information is received and the date that your benefits can be electronically sent to your checking account. If you already have a Key2Benefits debit card, your weekly
benefits will be transferred to your card during this time. Once direct deposit has been ished, fits will be ited to your checking account usually within
three business days after you claim your weekly benefits.

You may register for direct deposit, cancel your direct deposit, or change your checking account information using the Direct Deposit application.

Find a Job

Your local New York State Career Center provides a wide range of services to assist you in returning to work. As a condition of eligibility for unemployment insurance
benefits, you may be required to attend ploy service gs. The office will notify you by mail of when and where to report for your appointment. Failure to
attend scheduled meetings will result in a delay or loss of benefits. You can visit a New York State Career Center and speak with staff about cur Career Services,
including resume writing, interview techniques, apprenticeship opportunities, training grants, search our on-line job listing or attend a job fair. Check out JobZone
where you can research occupations, post customized resumes, and use the JobZone Work Search Record tocl to track your job search activities. We also provide
priority service to Veterans during their job search. Go to http://www.labor.ny.gov/careerservices/careerservicesindex.shtm for more information.

Other New York State Programs
Fing out about other New York State programs and services at myBenefits (www.mybenefits.ny.gov). myBenefits is an online tocl where anyone can quickly and

[ check their lity for a range of work supports and other benefits. By answering a simple set cf questions, people in New York State can find out if
they qualify for benefits such as nutriticn assistance, various tax credits and the Home Energy Assistance Program.

Inquire




