Instruction Guide for Claimants

Weekly Claim Filing:
Did Perform Work & Employee Status Screens

MAINE

DEPARTMEN'T OF

I{{JEMPLOY ME # LLABOR

Unemployment System Alliance Partner Bureau of Unemployment Compensation

3/1/2021




Did Perform Work Screens

If you answer Yes to performing services for an employer during the week —

ME-WC-750

Filing for week of Sunday, January 31, 2021 To Saturday, February 06, 2021

1 of 3 steps

Report work search

1. Did you work or perform any services for an employer during the week (this does not include odd jobs)?
(required)

The following screens shown in this tutorial will show you what will be displayed for
you to complete the Did Perform Work portion of your weekly claim.




Did Perform

Work Screens

* After you answer Yes
to question 1 —
guestion 2 will
display.

Filing for week of Sunday, January 31, 2021 To Saturday, February 06, 2021

]
1 of 3 steps

Report work search

1. Did you work or perform any services for an employer during the week (this does not include odd jobs)?

(required)
What does this mean?

2. Are you working part-time or full-time? (required)

[O Full Time ][O Part Time] What does this mean?

[ <Back l Next>




Did Perform

Work Screens

* |f you answer Part
Time to question 2 —
your summary will
show Yes for item 3,
that you were
working Part Time.

2. Are you working part-time or full-time? (required)

() Full Time

What does this mean?

[ <Back l Next>

Filing for week of Sunday, January 31, 2021 To Saturday, February 06, 2021

]
1 of 3 steps

Summary of work search responses

Here are your work search responses for the week. Please review your answer and remember that
providing false information is punishable by law. If you do not actively look for work as
directed by MDOL, you may not be eligible for benefits that week.

1. MNo, I was not in a medical quarantine or isolation in response to an actual or potential COVID-19
exposure.

2. Mo, I was not self-employed before 1 applied for unemployment benefits.

3. Yes, I did work or perform services for an employer during the week (this does not include odd
jobs).

# I was working Part Time

4,  No, I do not have additional Work Search related activities to report for the week.

[ Edit My Responses l Save & Continue




Did Perform

Work Screens

* You will then be able
to select Start Weekly
Certification and
complete your
Weekly Claim.

Filing for week of Sunday, January 31 To Saturday, February 06
Filing a weekly claim: step by step

@ Report work search

Thank you for recording vour Work Search, please continue on to the next steps and complete
yvour Weekly Claim.

Currently, having a Part-Time job fulfills your work search requirement. You do not need to
complete additional work search related activities.

o Certify eligibility & report earnings

The weekly certification confirms eligibility including, but not limited to, that you were able and
available to work and is where you must report any earnings.

[ Save & Exit l Start Weekly Certification

3 Review & submit your weekly claim

<Back




Did Perform

Work Screens

* |f you answer Part
Time to question 2 —
your summary will
show Yes for item 3,
that you were
working Part Time.

2. Are you working part-time or full-time? (required)

() Full Time

What does this mean?

[ <Back l Next>

Filing for week of Sunday, January 31, 2021 To Saturday, February 06, 2021

]
1 of 3 steps

Summary of work search responses

Here are your work search responses for the week. Please review your answer and remember that
providing false information is punishable by law. If you do not actively look for work as
directed by MDOL, you may not be eligible for benefits that week.

1. MNo, I was not in a medical quarantine or isolation in response to an actual or potential COVID-19
exposure.

2. Mo, I was not self-employed before 1 applied for unemployment benefits.

3. Yes, I did work or perform services for an employer during the week (this does not include odd
jobs).

# I was working Part Time

4,  No, I do not have additional Work Search related activities to report for the week.

[ Edit My Responses l Save & Continue




Did Perform

Work Screens

* |f you answer Full
Time to question 2 —
your summary will
show Yes for item 3,
that you were
working Full Time.

2. Are you working part-time or full-time? (required)

TR | (O Part Time | what does this mean?
T

Filing for week of Sunday, January 31, 2021 To Saturday, February 06, 2021
]
1 of 3 steps

Summary of work search responses

Here are your work search responses for the week. Please review your answer and remember that
providing false information is punishable by law. If you do not actively look for work as
directed by MDOL, you may not be eligible for benefits that week.

1. MNo, I was not in a medical quarantine or isolation in response to an actual or potential COVID-19
exposure.

2. Mo, I was not self-employed before 1 applied for unemployment benefits.

3. Yes, I did work or perform services for an employer during the week (this does not include odd
jobs).

# 1 was working Full Time

4,  No, I do not have additional Work Search related activities to report for the week.

[ Edit My Responses l Save & Continue




Did Perform

Work Screens

* You will then be able
to select Start Weekly
Certification and
continue with your
Weekly Claim.

Filing for week of Sunday, January 31 To Saturday, February 06
Filing a weekly claim: step by step

@ Report work search

Thank you for recording vour Work Search, please continue on to the next steps and complete
yvour Weekly Claim.

Currently, having a Full-Time job fulfills your work search requirement. You do not need to
complete additional work search related activities.

o Certify eligibility & report earnings

The weekly certification confirms eligibility including, but not limited to, that you were able and
available to work and is where you must report any earnings.

[ Save & Exit l Start Weekly Certification

3 Review & submit your weekly claim

<Back




Employment Status Screens

When you indicate your employment status with this employer —

7. Indicate your employment status with this employer. (required)

# T )

8. Did you perform work for another employer during the week being claimed? (required)

[Q Yes ][Q No ]

9. Are you currently unemployed due to the novel coronavirus outbreak (also known as COVID-19)? (required)

[O Yes ][O No ]

[ <Back ‘ Next>

The following screens shown in this tutorial will show you what will be displayed for
you to complete the Employment Status portion of your weekly claim.




Employment

Status Screens

7. Indicate your employmeant status with this employer. (required)

| Discharged / Fired -

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

Discharge - General Discharge Questionnaire

1.

When did you start working for this employer? (required)

P Jrfoo Js v (N

. What was your last physical date of work? (required)

clljcalEzN - |

. When were you fired/discharged? (required)

[ /(o0 ]/ [ ][N

. Job title: (required)

[ ]

. Was your discharge due to absenteeism/tardiness? (required)

[O Yes ][O No ]

* If you answer Discharged / Fired,
you will fill out a General
Discharge screen with ten (10)
questions.

10.

Was there a company policy / rule related to the reason for discharge? (required)

[O Yes ][O No ]

If Yes, provide the following information

a. What was the company policy/rule related to the reason for discharge?
(Max 1000 Characters)

b. How were you informed of the company policy/rule?

Enter any additional information you feel may be necassary.
(Max 1000 Characters)

o>




7. Indicate your employment status with this employer. (required)

Lack of work / Laid off -

a. If your status is Lack of Work but you have a definite return to work date, enter the date you will retumn to full-
time employment.

Employment ) (o )

Status Screens

* If you answer Lack of work /
Laid off, question 7a will
appear, for you to enter your
return to work date, if you
have one.



Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

I ———
2 of 3 steps

Strike/Lock Out

m 9 | O ! m e n 1. What was the last day of actual work? (required)

callcal
Sta t u S S C re e n S 2. What is the reason that you are not working? (required)

{Max 1000 Characters)

3. What kind of work did you perform? (Give title and brief description) (required)
(Max 1000 Characters)

7. Indicate your employment status with this employer. (reguired)

|strike / Lock Out - |

9. Is your failure to continue working during the laber dispute because of a picket line at the
emplover’s establishment? (required)

[O Yes ][O No ]

* If you answer Strike / Lock
Out’ you Wi” fi“ OUt a a. %;:iin%lgacshifaﬁlig your failure to work due to a picket line.

Strike/Lock Out screen with

eleven (11) questions.

10. Do you wish to have the officers of your union local and attorneys representing the union
represent your interests at all hearings regarding your rights to unemployment benefits during
the labor dispute? (required)

[O Yes ][O No ]

11. Provide any additional information you feel may be necessary to validate your claim
(Max 1000 Characters)

o>




mployment

Status Screens

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

General Suspension Questionnaire

1. wWhat date did you start working for this employer? (required)
/[oo )y

2. What was the last day you actually worked? (required)
/[os )1

3. What date did the suspension start? (required)
[ )r[ee ]/

4. Job title: (required)

[ ]

7. Indicate your employment status with this employer. (required)

lSuspension v]

* If you answer Suspension, you
will fill out a General
Suspension screen with
fourteen (14) questions.

13. Was there a company policy/rule related to the reason for your suspension?

Ove Jom

If Yes, provide the following:

a. What was the company policy/rule related to the reason for your suspension?
(Max 1000 Characters)

b. How were you informed of the company policy/rule?

14. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

o




Employment Status Screens

When you indicate Voluntary Quit as your employment status with this employer,
Question 7a will appear, for you to select the reason that you quit —

7. Indicate yvour employment status with this employer. (required)

# |"ul'+:+luntanr Quit - |

a. If voluntary Quit, select reason:

r |
-
l,

The following screens shown in this tutorial will show you what will be displayed for
you to complete the Voluntary Quit portion of your weekly claim.




mployment

Status Screens

7. Indicate your employment status with this employer. (required)

l\!oluntar}r Quit - ]

a. If voluntary Quit, select reason:

[aﬂ\ccompam,r Spouse - ]

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb D6, 2021

2 of 3 steps

Quit - To Move With Spouse Questionnaire

1. What date did you start working for this employer? (required)
(/oo ]/

2. What was the last day you physically worked? (required)
/(02 Js[z00

3. What was vour date of separation (if different from your last day of work)?
(e Jsfoe s

4. Jaob title: (required)

[ I

5. Was leaving due to relocating to follow, accompany or join spouse in new place of residence?
(required)

[O Yes ][O No ]

* If you answer Voluntary Quit:
Accompany Spouse, you will fill
out a To Move With Spouse
screen with twelve (12)
questions.

10. Date you were able and available to accept work and were actively seeking work at new place of
residence (required)

(wnJroo 7w J[ER

11. Explain why it was necessary to leave your employment in order to relocate to this new
residence: (requirad)
(Max 1000 Characters)

12. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

o




Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

Quit - Domestic Abuse Questionnaire

I I l Q | O Y | I I e nt 1. What date did you start working for this employer? (required)

[ Js[oo ]

Stat u S S C re e n S 2. What was the last day you physically worked? (required)
02 Jrfos s

3. What was your date of separation (if different from your last day of work)?
(1 /(00 ]/

4. Jaob title: (required)

[ ]

5. Was leaving or requesting a reduction in working hours necessary to protect you from domestic

7. Indicate your employment status with this employer. (required) i‘?euni?:l:rr’?b(?cezﬁfegg limitations necessary for the safety or protection of yourself or a family

’Voluntary Quit - ] [O Yes }[O No }

a. If Voluntary Quit, select reason:

’ Domestic Abuse - ]

9. Number of hours per week you are able or available to work: (required)

]
i If yo U a n Swe r VO I u nta ry 10. Enter any additional information you feel may be necessary.

- - (Max 1000 Characters)
Quit: Domestic Abuse, you
will fill out a Domestic

Abuse screen with ten (10)
questions. —




Employment

Status Screens

7. Indicate your employment status with this employer. (required)

IVo\untary Quit - l

a. If voluntary Quit, select reason:

’IIIness,-’ Injury - ]

Filing for week of Sunday, Jan 21, 2021 To Saturday, Feb 06, 2021

.y ]
2 of 3 steps

Quit - Illness/Injury Questionnaire

1. What date did you start working for this employer? (required)
Rl - |

2. What was the last day you physically worked? (required)
o2 J/[or /(o IR

3. What was your date of separation (if different from your last day of work)?

[ (o0 ) (oo ) B

* If you answer Voluntary
Quit: lliness / Injury, you
will fill out a Domestic
Abuse screen with twelve
(12) questions.

10. Are you able to resume work? (required)

[O Yes ][O No ]

a. If Yes, Date you were able to resume working?
(1 (o0 s

11. MNumber of hours per week that you are able and available to work: (reguired)

]

12. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

o>




Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

Quit - Leave of Absence

1. What date did you start working for this employer? (required)
/oo )y

2. What was the last day you physically worked? (required)
(1 ][00 )/

3. What was your date of separation (if different from your last day of work)?
(1 (oo ]/

4. Job title: (required)

[ ]

5. Leawve of absence start date: (required)

7. Indicate your employment status with this employer. (required) @
/[oo ]

Employment

Status Screens

I'ufoluntary Quit v l

a. If Voluntary Quit, select reason:

[LOA or Sabbatical Leave hd ]

13. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

* If you answer Voluntary

Quit: LOA or Sabbatical, you
will fill out a Leave of

Absence screen with thirteen Next>
(13) questions.




Employment

Status Screens

7. Indicate your employment status with this employer. (required)

[Voluntary Quit - ]

a. If Voluntary Quit, select reason:

[To Retire - ]

* If you answer Voluntary
Quit: To Retire, you will fill
out a Voluntary Retirement
screen with eight (8)
questions.

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

I
2 of 3 steps

Quit - Voluntary Retirement Questionnaire

1. What date did you start working for this employer? (required)
[ Js[ooJs e ]I

2. What was the last day you physically worked? (required)
02_Jr[os ]s[2021 IR

3. What was the effective date of your retirement (if different from your last day of work)?
[ 7[00/ R

4, Job title: (required)

l l

5. Was this a voluntary retirement? (required)

[O Yes ][O No ]

6. Was your retirement under a regular employment policy under which you are entitled to receive
pension payments? (required)

[O Yes ][O No ]

a. If Yes, when will the pension payments begin?
[t ][00 ]/ o] [N
7. Did an employer policy require you to retire? (required)

[O Yes ][O No ]

8. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

<Back Next>




mployment

Status Screens

7. Indicate your employment status with this employer. (reguired)

I\."oluntary Quit - ]

a. If Voluntary Quit, select reason:

['nh)lur‘.tzlr\,.r Layoff - ]

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

Quit - Voluntary Lay-off Questionnaire

1.

What date did you start working for this employer? (required)

[ Js (oo ]/ JIER

. What was the last day you physically worked? (required)

CllcwlE - |

. What was your date of separation (if different from your last day of work)?

(s J/[oo ]/ oo | R

. Job title: (required)

[ ]

. How were you notified about the opportunity to volunteer for layoff? (required)

L ]

* If you answer Voluntary
Quit: Voluntary Layoff, you
will fill out a Voluntary Lay-
off screen with ten (10)
questions.

10.

. Is there any reason why you cannot work full-time? (required)

[O Yes ][O No ]

a. If Yes, please explain.
{Max 1000 Characters)

Enter any additional information you feel may be necessary.
(Max 1000 Characters)

oo




mployment

Status Screens

7. Indicate your employment status with this employer. (required)

[Voluntary Quit - ]

a. If Voluntary Quit, select reason:

IPersonaI Reasons v ]

* If you answer Voluntary
Quit: Personal Reasons, you
will fill out a Personal
Reasons screen with ? (?)
questions.

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

Quit - Personal Reasons Questionnaire

1. What date did you start working for this employer? (required)
[m Js[oo s

2. What was the last day you physically worked? (required)
(02 Js[oa_Js[2021

3. What was your date of separation (if different from your last day of work)?
[w_Js[oo_Js

4, lob title: (required)

[ I

5. Why did you leave this job? Please be specific (required)
(Max 1000 Characters)

6. Did you inform your employer that the reason stated in prior question was the reason for leaving?
(required)

[O Yes ][O No ]

a. If No, what reason did you give your employer for leaving?
{Max 1000 Characters)

7. Enter any additional information you feel may be necessary.
(Max 1000 Characters)




Employment

Status Screens

7. Indicate your employment status with this employer. (required)

[Voluntary Quit vl

a. If Voluntary Quit, select reason:

[Other - l

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

General - Voluntary Quit Questionnaire

1. What date did you start working for this employer? (required)
/[oo_Js

2. What was the last day you physically worked? (required)
(02 Js[os_Js[zo2t

3. What was your date of separation (if different from your last day of work)?
[w_Js[o0 s

4. Job title: (required)

[ I

5. Why did you leave this job? Please be specific (required)
(Max 1000 Characters)

* If you answer Voluntary
Quit: Other, you will fill out a
General — Voluntary Quit
screen with eight (8)
questions.

8. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

o




Employment

Status Screens

7. Indicate your employment status with this employer. (required)

’Voluntary Quit - ]

a. If Voluntary Quit, select reason:

lNonreguIar - ]

Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

2 of 3 steps

General - Voluntary Quit Questionnaire

1. What date did you start working for this employer? (required)
/[oo_Js

2. What was the last day you physically worked? (required)
(02 Js[os_Js[zo2t

3. What was your date of separation (if different from your last day of work)?
[w_Js[o0 s

4. Job title: (required)

[ I

5. Why did you leave this job? Please be specific (required)
(Max 1000 Characters)

* If you answer Voluntary
Quit: Nonregular, you will fill
out a General — Voluntary
Quit screen with eight (8)
guestions.

8. Enter any additional information you feel may be necessary.
(Max 1000 Characters)

o




Filing for week of Sunday, Jan 31, 2021 To Saturday, Feb 06, 2021

) ——
2 of 3 steps

Voluntary Quit - Reduction in Hours

1. What date did you start working for this employer? (required)
[m Js[oo_)r

2. What was the last day you physically worked? (required)

w )/ )mn
E m | O m e nt 3. How many hours per week do you currently work? (required)
Lmployment )

4. Has the number of hours that you work changed since you started working? (required)

[O Yes ][O No }

Status Screens

a. If Yes, how many hours per week did you previously work?

L

5. Did you reguest the reduction in hours from the number you previously worked? (required)

[O Yes ][O No J

If yes,
7. Indicate your employment status with this employer. (required)
a. Did your employer agree to your request to reduce your hours?
I'nh:»lur‘.tar\,.r Quit - l [0 Yes ][o No ]

b. why did you request to work reduced hours?

a. If voluntary Quit, select reason: (Max 1000 Characters)

IReduction in Work Hours - ]

c. What date did you begin working reduced hours?

* If you answer Voluntary (o Jrfoo P ]I
Quit: Reduction in Work T
Hours, you will fill out a
General — Voluntary Quit
screen with six (6) questions.

e

This concludes the Did Perform Work & Employee Status Screens tutorial
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