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When to open an initial claim?

• You have the right to file a claim in the first week that you 
have worked less than your normal full-time hours.

• If you have a valid claim and it expires, you will need to file 
a new claim.

• The first time you file an initial claim, you will need to 
register your User ID and Password. The log in 
information you create will be used every time you enter 
the system.



When to reopen 
 an existing/inactive claim 

•If you have a break in filing (returned to work full time or need 
to decline a week of UC for any reason),

•If you have reported excessive earnings, or

•If you have reported partial earnings.



•COMPLETING A REOPEN IS 
THE SAME PROCESS AS FILING 
A NEW CLAIM. 

•YOU WILL BE ASKED ALL OF 
THE SAME INFORMATION. 



MULTI-FACTOR AUTHENTICATION MFA

To safeguard the personal data of Pennsylvania's unemployment claimants against fraudulent activity, we have added multi-factor 
authentication (MFA) to the Unemployment Compensation (UC) system login process. All claimants must set up MFA.    

Multi-factor authentication (MFA) reinforces the UC system's security with an added layer of protection to the sign-in process. Users 
provide additional identity verification when accessing their UC accounts by entering a code delivered to the claimants by text 
message or email. 

After entering your usual login credentials, you'll have the option to receive a temporary verification code via either text message or 
email. You must retrieve and enter that code before you can access the UC dashboard.  

You must have a valid cell phone number or email on record to complete the MFA process. If your contact information needs to be 
updated, contact the UC Service Center. 

Multi-Factor Authentication MFA



MULTI-FACTOR AUTHENTICATION MFA (CONT.)The 6-digit MFA code is required to be entered upon registration, or to login, if you registered 
before the feature was activated. MFA will also be required if you attempt to change the bank 
account information on record.

After you have made 
your selection, the 

system will provide a 6-
digit code, and you will 

be prompted on the 
following screen to 

enter the code received.

Note: After successfully passing MFA, if you have not previously passed ID.Me, you will have to go through the 
ID.Me verification process. After successfully navigating ID.Me, you will be brought to the claimant dashboard.



From your Dashboard you can either choose “Start an 
Unemployment Claim” OR “File for Weekly Benefits.”





Only answer “YES” to this question if you were injured on the 
job and received “workers compensation” in the last 18 
months.



If you answer Yes to this question, you will have to enter at 
least one Employment History while filing this claim.





Select all states where you have 
applied for unemployment insurance 
benefits within the last 12 months.







If you have created a Keystone ID username and 
password, the information on this page will be 
prepopulated.  Please review it for accuracy.



Be sure your name appears exactly as 
it is shown on your Social Security 
card. If the is a mismatch, we must 
conduct a manual review which could 
result in delays. 

If you had a legal name change (such 
as a marriage or divorce) which has 
not yet been changed with the Social 
Security Administration, please 
provide that name by clicking the link, 
“Go here if you have worked under a 
different name.” 



This is where you will receive your mail 
if different from your residential 
address.

If your mailing address and residential 
address are the same, simply check the 
box “Use residential address” to copy 
the information into the fields.





There is a menu with three communication choices on this screen. 
Here is what each of these choices mean:
1. Postal Mail – You will receive paper copies of all notices. Electronic 

versions will still be available in your Dashboard, even if you never 
access them.

2. Internal Message with Email Notification - The system sends a 
message to your UC system inbox and also sends a message to the 
external email address you provided, alerting you to log in because 
a message/document is waiting for your review.

3. Internal Message – The system sends a message to your UC system 
inbox, only.



Pennsylvania law allows for an additional $5 per week in benefits for one dependent, and $8 per week in 
benefits for two or more dependents (that’s $8 together; not $8 each). If you have dependents and wish to be 
paid this additional amount, you must click the “Add Dependents” link. 

You will be prompted to enter your relationship to the dependent and their SSN and birthdate.

Citizen of U.S. or U.S. Territory. 
U.S. Permanent Resident – You will be prompted to enter information found on your work 
authorization documents. 
Alien/Refugee Lawfully Admitted to U.S. – You will be prompted to enter information found on 
your work authorization documents.













When choosing your union from the drop-down list, if it is not 
listed, there is a box to check where you can enter it manually.









This military service question is unrelated to the previous military 
questions which were associated to your base year wages and UC 
eligibility. 
This question is asked solely to see if you may qualify for various 
veteran workforce programs.



If you are requesting backdating, you can request it here. The effective 
date must be a Sunday. You must also include a reason for the request.



Requesting backdating when reopening a 
claim

• If you are attempting to file a weekly certification and are notified that you 
have an existing claim that needs to be reopened, but you were not able to 
file for that particular previous week, you must say “YES” to the backdate 
question and enter the previous Sunday date. For example, you attempt to 
file on 3/20/22 for the week ending 3/19/22, the system is telling you that 
you need to reopen, complete the reopen and request backdating to 3/13/22 
(Sunday date).



This screen appears during the reopen process. 

If you have not worked since the last time you filed a weekly 
certification, click the “I have NOT worked since my last filing.”



If you have NOT worked since your 
last filing, you will not have to 
enter any additional employment 
history.



If you HAVE worked since your last filing, you will have to enter your last 
employer here and the information will prepopulate in the next screen. 

If the employer’s name is unique, you will be able to choose it and go directly to 
the next page where contact information is automatically populated.



You may need to add the employer’s 
phone number if it is not listed.



One option under “type of employment” is SEASONAL 
WORKER.  

Do not choose this option- a “seasonal worker” is a very 
specific agricultural job in UC law.

If you are not currently working for the employer listed, do 
not answer this question “yes”, even if you will be returning 
to the employer at a later date.

If reopening, enter the date you returned to work following 
your pervious layoff as the date you began work.



For “Last day worked,” enter the date that you actually 
last reported to work, even if you are still working on a 
part-time basis.



If you get to this screen after entering your most recent 
period of employment and it is blank, say “YES” to “Are there 
any other employment history items that you would like to 
add?” Then complete the information again.  

If you leave this blank and hit “next” you will have an “open 
issue” on your unemployment claim, “no work history added” 
and it will prevent your weekly benefit payments from 
processing. 

If the employment information was entered properly on 
the previous screens, this screen will have the 
employment information listed here under “Employment 
History.”.



Please note, if this is a “reopen,” the base period 
employment information listed above will be from the 
initial application, not when you are completing the 
reopen.



Click “Review My Claim” to see all of your 
answers and make corrections if needed.



EVERYONE FILING FOR UC BENEFITS MUST REGISTER WITH THE PA CAREERLINK.  

You must register within 30 days of your initial application. If you do not register 
within 30 days, you will be denied UC benefits until the week after you are FULLY 
registered.  

Union members and workers with a recall date are exempt from the work search 
requirements.  When you are filing your weekly certification, if the question about 
work search appears, you should indicate “Yes,” you have completed your work 
searches or are otherwise exempt from the requirement. 

The waiting week has returned- the first week of every new claim is a non-
compensable waiting period. You must file for it to receive credit as your waiting 
week. 

Work Registration/Work Search and Waiting Week 



That ends the presentation. 
Thank you for your time and attention. 

ANY QUESTIONS?


