Guide No. 4 - New UI claimant who already has a NY.GOV ID

Use these instructions if:

¢ You have created a NY.GOV account at another NYS agency, such as DMV

and
e You have no previous or current Ul claim

Example: Your NY.GOV ID was created at another agency, such as DMV

Step 1: On the Department of Labor (DOL) Online Services for Individuals page, sign in with the Username and
Password that you created at another agency and click the ‘Sign In” button.
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Online Services For Individuals

4, NY.GOV ID Welcome to Online Services. You can use Online

Services to:
Username = File a claim for Unemployment Insurance Benefits
uibtestuser203

Claim weekly Unemployment Insurance Benefits

Password = Change your banking informatien or payment method
sssssass = Change your tax withholding information
# Check on the status of your payments
Sign In = View/print your 1099G

Receive important messages from the Department of Labor
Forgot your Username or Password?

When you can file a claim online and When you can claim weekly
If you do not have a NY.GOV Account access other online services benefits
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If you already have a NY.GOV ID, please enter your Usermname and
Password in the box on the left and click on “Sign In

If you do not have a NY.GOV ID, click on 'Create Account. You will be
asked for some basic personal information, including an g-mail address
you use regularly.
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Please do not use the "BACK button on your browser when using Online Services for Individusls.
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Guide No. 4 - New UI claimant who already has a NY.GOV ID

= After clicking the ‘Sign In’ button, the Account Profile page is displayed, as shown below, along with a message to
update your profile.
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Account Profile

Account Overview
Account Profile

Password Hint Questions @ Please update your profile before continuing to Online Services.
Change Password
g ! * Indicates required fields
Profile Information

First Name Middle Initial ~ Last Name
FMabc LMabc
Username

uibtestuser203
E-mail Address*

uibtestuser203@mailinator.com
Date of Birth*

01/02/2004 (mmiddlyyyy)
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Because you have an existing NY.GOV account from another agency, the system requests that you update the profile
and confirm that the e-mail address and date of birth are valid.

Step 2: Confirm profile information.

e Review the profile information and make changes, if required. No change is required if the information is still
correct.

e Click the ‘Save’ button.
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= After clicking the ‘Save’ button, the Account Overview page is displayed as shown below, along with a message that
the profile was successfully updated. You will see this message even if you made no changes to your profile information.
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Account Overview

Account Overview
Account Profile

«"  Your profile was successfully updated.
Password Hint Questions

Change Password Ul Important Information Ul Warnings and Advisories

Continue to: Tools

Benefits Calculator

Unemployment Benefits

File & Claim/Certify

Important Links

Job Search Job Seekers Career Development
* One-Stop Career Centers » Resumes
« Career Fairs and Recruitments « Coverletters

Interview Skills

» Labor Statistics by Reqion Online Services
Job Search .

Jobs Express - Search Job Openings by Region
JobZone - Free Online Career Planning System

+ Veteran Services

Employment Prospects by Occupation

Find Potential Employers by Occupation or Industry
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Step 3: Click the ‘Unemployment Benefits’ button to file a new claim.

Note: This page offers links to more information, and the link to the Ul Benefits application. In the upper right corner of
the screen is a link to the Message Inbox (‘Messages’), and a small blue number that tells you if you have any new
messages. In this screen shot, the message indicator says ‘0’, meaning no new messages.
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= Because you do not have a previous or current Unemployment Insurance (Ul) claim, your personal information is
not on file with the DOL. In order for this data to be stored, the system must complete the claim processing. Thus, you

will see the following screen each time you sign in, until your claim is successfully processed. Refer to the blue
information message shown below:
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Unemployment Insurance Claimant Information

@ You might have to enter your Social Security Number {SSN) more than once because when we process your initial
application for Ul benefits, we also verify that your SSN is correct and really yours. This step ensures your protection

from identity theft. Once your application is successfully processed and you sign in with a NY.GOV 1D, you will not
have to enter your SSH again.

Ul Claimant

ssh 447 | |47 | (4558

Cancel and Return
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Step 4: Enter your Social Security Number (SSN) and click the ‘Submit’ button.
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= When the system determines there is no data on file for your SSN (you have no previous or current Ul claim), you will
be prompted for additional information on the following page:
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Unemployment Insurance Claimant Information

My Account Services

@ Please create a new Personal Identification Number (PIN) and enter your Mother's Maiden Name below.

Ul Claimant

SSN

Create PIN*[?] seee
Confirm PIN* ssee

Mother's Maiden Hame* mom

Cancel and Return

Step 5: Create a PIN and enter your Mother’s Maiden Name.
e Enter a 4-digit numeric Personal Identification Number (PIN).
e Confirm PIN by entering the same number.
e Enter Mother’s Maiden Name.

e Click the ‘Submit’ button.
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= After clicking the ‘Submit’ button, the account creation process is complete and the system displays the following

screen:
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premploymentBenefits — Unemployment Insurance Benefits Online

Online
Please select from one of the following:

File A Claim

You may use this system to file a claim for unemployment insurance benefits_ If you apply for
unemployment insurance benefits today, your claim will be effective the Monday of the current week.
This online system is available between the hours of 7:30 am to 7:30 pm Monday through Thursday
(Eastern Time), Friday, 7:30 am to 5:00 pm, all day Saturday, and Sunday until 7:00 pm.

File A Claim

cel and Sign Qut

Because you have not previously filed a Ul claim, the system only presents options to ‘File a Claim’ or to ‘Sign Out’.

e C(Click the ‘File A Claim’ button to begin the claim process.

e C(Click the ‘Sign Out’ button to leave the DOL website.
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