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Slide 1 - Claimant Self Service System

UIM/ Business Transition and Training s

Dopartmont of Workforce Dovelopment

Claimant Self Service
System

New revised method to file
“Weekly Claim” voucher

Slide notes

Welcome to the Claimant Self Service System. This video will walk you through the steps for filing a weekly claim voucher with the new and revised
screens as of February 2008.We are pleased to offer these improvements based on many claimant and staff suggestions.
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Slide notes

As usual, you will sign into CSS from the logon screen using your current user name and password.If you forget your user name or password you can
always click on the appropriate buttons below to reset. Remember, you do not need staff assistance for this.
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Slide notes

After logging in, you will see this screen. You can either click to go to your homepage or click on the link to file your weekly claim voucher. Choose the
appropriate one to fit your situation.We will click on the File Weekly/Reactivate claim button. For the purpose of this tutorial, we are using a scenario that
you worked last week and need to reopen your claim.
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Slide notes

Click next to continue
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Slide notes

In order to provide better customer service, we will now gather separation and employer information if needed. Answer Yes or No to whether you wish to
file a voucher for this week ending date in bold. Then answer Yes or No to the question "Were you start a job and permanently leave that job during week
ending mm/dd/yyyy". This week refers to the week you are claiming benefits for. Answer these question appropriately and then click next.
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Slide notes

You will notice another new improvement on this screen. You will answer your question by clicking in the circle for either Yes or No. Remember if you work
during the week in question, you will need to enter your GROSS earnings (before tax) in the appropriate box. After answering all of your questions, you will
click on Next.
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Slide notes

This is a summary screen. You should use this screen to make sure you have answered your questions correctly.You can either click the button “I need to
correct my answers” to return to the weekly claim voucher and correct any mistakes or click on the “My answers are correct” to continue.
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Slide notes

This is another new screen telling you that we need additional information about your last employer before completing the voucher.You will only see this
screen if you indicated that you were separated from employment during the week you are claiming.After reading this screen, click next to continue filing
your weekly claim voucher.
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Slide notes

You will now proceed through the screens necessary to gather information about the separation. Answer all questions appropriately. TIP: Self
employment means you direct your own work hours, location, etc.
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Slide notes

This screen will help you select the employer that you were separated from during the week you are filing for benefits.You could see a list here of several
employers here. You can click in the radio button of the employer you last worked for. And then enter your dates of employment.Keep in mind that some
employers are listed here by Corporate names. For example, if your are separated from McDonalds, you may not see “McDonalds” listed but rather it could
be listed by another name. You may need to check your check stubs to find the correct employer.If your last employer is not listed you will have 2 other
options to enter that employer. Click on the appropriate button to “add” an employer not already listed here.For our purposes we will click on the Add
Indiana employer button.
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Slide notes

This screen gives you 2 options to locate or add your separating employer.Option 1 is used to search our database for your employer. Type in your
employers name or part of the name and click Search.
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Slide notes

A listing of employers meeting your search criteria will appeal. If your separating employer is listed, you will click in the radio button next to it to select it,
enter your dates of employment and then click next. Remember you may need to scroll down to see more employers listed.If you still don’t see your
separating employer you will click on Add employer to manually enter the employer’'s name and address.
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Slide notes

You could have also chosen Option 2 on this screen without searching for your employer. Option 2 will take you to the manual entry screen to enter your
employer’'s name and address
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Slide notes

This is the manual entry screen. Notice: any items with an orange asterisk must be completed. After filling in the required information and your dates of
employment, you will click on the add employer button.
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Slide notes

Regardless of whether you used option 1 or 2, once your employer is selected here, you will click on the “Finished adding employer. Continue to next
screen” button.
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Slide notes

Your weekly claim voucher is not complete yet. You'll need to click on the “provide additional information” link to continue with the filing.
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Slide notes

The first question will ask the reason why your employment ended. Again, this is referring to the separation from the week you are claiming benefits.
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Slide notes

If quit or discharged is selected you will be asked for the reason why you were discharged or why you quit. Answer the remaining questions on this screen
and then click next.
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Slide notes

Page 19 of 30



Additional Reopen Tutorial text version rev May 06 Thursday, May 14, 2009
2009

Slide 20 - Slide 20

Fle Edt Vew Favortes Toos Heb a
Qs QO ¥ B POsewar Jrrwes @ -5 S LJE B 0000 3
My e Search | Hiearch = addess | @] httpefupbrisga.dwd.in. gov/CS5_STAGE/CSSSeparaton Lhim v B =™
Y7 - 2- v |seachweb - 7 E- $ @ L Upgade your Toobar Now! = [IMai = My Yahoo! = JFrotiobs - 5 Games - »

™ : ¥ -

coLDlink

."-' — et | ..n.a-'. SRR [ PHESi
Please carefully reveew each section of the mformation you have provided.

+ Instsal Filng Firgh Name: JOMTY Milde (rafial-
Last Name: THOMPSON Suffie

0712/197

Country LA Mailing Addreo! 537 E CENTER 5T,
N Maiing Adicress City: Varsaw Mailng Address St N

' Mailng Address Tip code: 40580
Home Telephone: SPA-205- 7425 Alternate Telephone
Celular Telephone: 574-371-7888 Fax Number:
Erad Ay vo5:
Edic
-
£] tere @ Trusted sisg

Slide notes

The next screen will show you a summary of your answers. It is important that you review your answers at this time. Once you click next on this screen,

you can not go back to change your answers. [f anything needs changed from this screen, you can click the Edit button beneath the area to return to those
screens to make your corrections.
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Slide notes

You also have the option of printing this summary screen. When finished and you are satisfied with your answers, click next
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| Weekly Claims : Weekly/Reactivate Agreement - Microsoft Internet Explore |.. [+ 3

Fie Edt Vew Fovontes Toos Help

Q- QO XA Pswe Jrres @ - 55 LJEH B 0000
My vieb Search | Psewch = sdoress 4] htipe/hpirkga. dwd.n. gov C55_STAGE/CSSWeekiyBeneftAdd tonsiagreement him e s ®

Tgsum-.-m:- Z B # @ ik Upgade your Tookar Now! ~ DI-H- = @My Yshoo! ~ [JFrotiohs - £ Games ~

VOLULHER CERTIFICATION

| wereby ooty that | halfilled the regitration lor work requirements and that 1 am sot reoeving subsisbenoe allowanoe for Erameg or
wducabion thal woubd make nie smelgilide for unemployment beoefify
# 1 certily that [ have reported any and all work, EarTing. and el -employirenl actieity lor Uhis week, rven '.I‘lu-lq.h 1 miay not have yel been

» - i
Lnstsal Flilg paud. | have also reported anythang that mterfered weth my abibty to work el me thes week
* Emm ment & I certity that all answers and sformation given in this ;;.|.l|u:.'1th|-|- for henefits are true and accurats
b ® [ am aware that il | knowagly fad to declose mformaton or gree false statements to receve anemployment benelits, [ may lose my
5*?"’““ unamjduyment benetfits, be reguired to repay benetits receved mproperky soth mterest and penalty, and may be subject Lo oned and
» Sgmmary rimuirial prosecibion
¢ Submit

0 UACTECED DT

&] bore 0 Trusted stes

Slide notes

This is the voucher certification screen. If for any reason you change your mind and do not want to file your weekly claim voucher at this time, click the
....No, I do not agree button. Your answers for this weekly claim will remain in the system for 7 days. If you are ready to submit your voucher, click on
the....... yes | agree — file my claim button.

Page 22 of 30



Additional Reopen Tutorial text version rev May 06 Thursday, May 14, 2009
2009

Slide 23 - Slide 23

oy

.« &

A Weekly Claims : Fact Finding

Microsoft Intermed Lxplorer

Fie Edt Ves Fovorles Toos Hep

Qua- Q) B Osewer rrooms @ -5 = JE B 0000

My Wed Search | Hlearch = sddess | ] hitp:/hplrkaa, dedn. gov /CSS_STAGE/CSSWeeklyBenefitddtonatSubmt. him - DR

w7 - & ¥ |Sexrchweb - 7 Fr - @ 4 Uporade your Tockerow! - [lMai - My Yahoo! - (TFrotlobs - [ Games - »
* \ i ¥ -

@ WEEKLY CLAIMS D OO el |n|<

- — || ieS T PR TP | WS
P

Issues were detected that require additional information i order to process your diaim,

& o i . B e io e e ad TS " v g -

--------

Persoral Reasons OL/L2/2008 Frovide Addonal Information

£] bore @ Trusted sies

Slide notes

If you have been separated for reasons other than lack of work, you will need to provide us with additional information. Click on the link “provide additional
information”
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Slide 24 - Slide 24

amic Fact Finding - Microsaft Internet Explorer

Toos Heb
Qs - ©Q  (x] [B € Psench Jprmones @ 2- 55 L E B 0000
Psearch *  pdavess (] hitpc/Akekaa, dwd.n. gov [CSS_STAGEFactFinding.him damid= 32158 6 ssueld= 7613779ss ¥ | [EJ G0 Lo
v |Sexchweb -/ B @ @ L Upgade your Toober Nowt ~ [IMal - (SMyahoo! ~ [TFrotiohs - (3 Games ~ »
Good Aftemoon Monday, January 28, 2008 ) e | Contact | Rescurces

GO olink

ety i | pHco s

Dl yeus quit for persanal ressans?

1FND - Whan you complsted your dasm you ssed you had quit for
personal reasons, Wihy has your answer changed? (After you answer
this guesbon, siap t the bottom of the page and dick NEXT)

roduce
If Yes, what was your job with the empioyer?
1 wesk
o long did you work for e omployer? Please state the
rumber N years and months.
]
What was you rate of pay in dollars per o ? £ 10,00
35
How many howrs & week dd you work?
What was your kst day of werk? _U_l-ilh’ll‘-‘@l_'z-] MDD YY)
Nexi
34
&) oo @ Trusted sites i

Slide notes

You will next see a series of screens asking specific reasons on your separation. You should be as detailed as possible. This will help our staff make a
determination on your claim for benefits.
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Slide 25 - Slide 25

moft Inter

Tocs Help
Ou:©Q HEG Powodroee @ 3-5FLIE B 0000

Poexrch = Addes __‘]rm;mmm.w-ﬂs_ﬂmw.hhwmm . ."’ ks ®
vl!nthw’d:' B # @ 4\ Upoade your TodbarNow! ~ [IMal = My ¥ahoo! + TFrotlohs - [ Games - ¥
Good Afternoon Monday, January 28, & el | Contact | Rescurces

! coLplink

HiserhpioyrTasil pacap e

J17-555-5555

For best custome s service, please provide a wallid contact islephone rumber
The nformation [ have provided s true and correct fo the best of my knowledge. 1 ==
undersiand that providing false information or faling to provids information may Yes W
resuit in disqualification, overpayments, penaities or prosecution.

&) Done &) Trusted si=s

Slide notes
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Slide 26 - Slide 26

soft Internet Lxplore E‘_ K
Fle Edt Wew Favotes Toos Heb -
Qua- ) & [Bh Osewsr Srroens @ - L SLJEH B 0000 o

My Wb Search | Psewch = scdress §f] hitp:/iupirkga. dwd.in. g0 /CS5 _STAGEFactFindng himDage acton=submt ¥Rl =™
vl!nn:hwd:- Y B @ L upgade your Todbar Nowl + [IMal - (@My¥ahoo! - TFotlohs - G Games - i

goLUplink:

UnssTmipkoy IR | gL

| Summary
| Did you quit for personal reasons? Y

| 1f NO = When you compieted your diaim you said you had qust for personal reasons.
Wity has your answer changed? [After you answesr this queston, sdp to the bottom

of the page and dick HEXT)
If Yes, what wos your job with s employer? produce
_:n;uﬁdmmhhmihiqunmrﬂ Y
M.hlt-.uw.lrluul'nlrnhlnwhnﬂ 10,00
How many hours & week did you work? 35
| WWhat was your last day of work? O1/11/2008
| Didl you gree nobice i he emplover that you were lasvng? (OF NO, sip to the last
questory
If Yes, On what date did you ghve mofice? 01/11/2008
What date did you grve B your kst day you would work? 01/11/2008
| Did your emptoyer ask you o lesve before he dale you had given as the lastday ||,
| you would work?
Et:mﬂ;m;;fhwmﬂdmmm Joe Smth l
Title of the person you told you were quitting. Marager
' Enfer the phone number (w30 of the person you tokd you were quitng & 317-555-5555
you leow it
Did you quit because vour employer gave vou the choice of quitting o being fired? ' N
:mnmﬁmmmmm Too far to drive
nmmﬂﬂtum;m_m" affer of employment? -1'“-."- o
- W v mrm urss ot ahils st ssailabie e & d-bme ek ? ae
] Dore © Trusted stes

Slide notes

After the series of questions you will have a summary screen of those questions and answers.
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A Dynamic Fact Finding

Microsoft Internet Explores

Are you currently abie o accepl an mmedate offer of employment?
I NGO, wivy are vou not able and available for ful-bme work?

If ND, do you have & defirvle date when you wil be able o accept an mmediate
| affer of employment?

If YES, what date will wou be shie and avalabie for full-tme work?

| Are you currently able 1o actvely search for full tme emgloyment?

ITNO, whvy are you not able to lock for full tee work?

IND, do you have a definite date when you wil be ahle i look for full-Sme work?
If YES, on what date wil you be sbie to look for full-lime: mork?

| For best customer servoe, please provide a vald contact tslephone rumber,

The irformation [ have provided s true and corect o the best of my nowiedge. [
understand that provading false informalion or faling to provide information may
result n dequalfication, overpayments, penafbes or prosecuton,

(Contre ] (Pont)

Took Hebp e
2] G0 Jsench Shprmens @ 3-S5 F Wil B 0000 8
Pseach - scivess | @] hip: Aiphrkos.dwd.n. gov/CSS_STAGE Factfinding.him pege acbon=submt MEe ra®

v]snrd-.wd:- # B B @ i\ Upoade yor Todbar Now! ~ [Mal = (QMy Yahoo! - Frotlohs ~ [ Games - »

What was your last day of work? 01/11/2008 i

D you grve notice i the employer that you mese lesvng? (IFNO, Sp i thelast |

question)

If Yea, On what date dd you gree nolice? 01117008

What date ded you geve 2 your last day you would weel? 01112008

D your employer ask you to lesve before the date you had green as the last day H

you would work?

| Enter the rame of the person you tod you wee quiling Yoe Smith

Enter the chone number (oocoor-ooo) of the person you told you were QUItIng# 512 cre cree

VoLl i

i you st becaums your employer gave you the chaics of quitting o beng fred? 1

Descrbe te specfc reason you Qut yaur o8 Too far to drive

Y

317-555-5555

&] Dore

Slide notes

You can print this screen for your records or... just click on the continue button to continue filing your weekly claim voucher.
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W Weekly Claims : Weekly Claim Confirmation - Microsoft Internet Explorer |. o

Fie Edt

Vew Favodtes Toos Hep
Q- Q  x B Psocs Jrrovomes @ 3- S LJE B 0000
My Wieb Search | Hsearch = addess | ] hitpc/uplrkna. ded n.gov/CSS_STAGE/CSSWeeklyBenefitF actFinding.him viBte =
%7 - Fad J:samm- Z B # @ 4 vpoade your TodbarNow! + [IMal = My ¥ahoo! - [[Friotlohs - [ Games -

¥You have successiully fled your wesldy benefis for the wesk ending:

* File Weckly Claim @112/ 2008

* Semmary

—t

b Sebmit

' Coshrmation 4 The confirmation number provided is for trading purposes. Tou may prnt this page for your recornds:

Confermabon Bumber: 2085208

Brone D0 for Hearng Inoared
1-BE5-WORKDOMNE (1-888-567-5667)
1-317-232-7T560
For Marion County - 1-J17-Z3246702
Frink @ Oamant Home @ fext 8 L t
-
£ O Trusted si=s

Slide notes

The next screen will be your confirmation number for your weekly claim voucher. You can print this screen or write the number down for future reference if
needed. You can also click on the Claimant home button to return to the claimant homepage.
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B @ Psewar Jrrmoms @ 2- 55 J M B 0000
Plewch +  pddvess ] http:/Aphriga. dwd.n.gov/CSS_STAGE/CSSCamant omePage. b v B
fimm- “ B # @ ik upoade your TodbarNow! ~ [IMal = My ¥ahoo! - [JFriotlohs ~ [JGames -

SMARTLINKS

£] Doe ) &) Trusted sitee

Slide notes

Remember, the claimant homepage will answer most of your questions. Any time you see an underlined item, it is a hyperlink which will take you to another
screen. This page will tell you or link to pages which will tell you when your payment was released, if you are eligible for payment, if you have any issues
delaying payment, etc.
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Slide 30 - The End

UIM/ Business Transition and Trainingf

Departmont of Workforce Development

The End

Thank you! If you continue to have
questions regarding the new
weekly claim voucher screens, call
1-800-891-6499

Slide notes

Thank you for viewing this video. If you continue to have questions regarding the new weekly claim voucher you can view this video again or call the
Department of Workforce Development Call Center at 1-800-891-6499
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