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How To
 
 
 
 
 
 
 
In the Claimant Portal

CREATE 
A NEW 
ACCOUNT
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1. When you access the system for the first time, click the button to Create an Online Account.

2. You will see the New User Signup screen, where you will be prompted for information.

Some fields are marked with an information 
icon — an “i” in a circle. Click the icon for 
more information about that field.
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Enter your Social Security number twice, your first and last name, your date of birth and 
your phone number. To continue, the system will verify your phone number. Select to get 
a verification code by text message or phone call. Enter the validation code in the pop-up 
and click Submit to continue your registration. 

3. Then enter your mailing and email addresses. Your email will be validated later in the 
registration process, so double-check to make sure you enter it correctly.
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4. Next, create a user ID that starts with a letter and is between 6 and 30 characters. Then 
create a password. As you enter your password, the system will display the length and 
character requirements and indicate whether you have met them. When done, confirm your 
password. You will need to remember your user ID and password to access the system. 

5.  Next, select three security questions and provide your answers. You cannot use the same 
security question more than once. When you’re done, click Next. The CAPTCHA has to be 
completed as well.
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6. You’ll see a login page to activate your account. Enter your user ID and password and 
click the Login button. The system will send a code to the email address you provided. 

7. A pop-up window will appear prompting you to enter the verification code. 
Enter that code and click Verify.

8. As you enter the Claimant Portal, a pop-up tour showing a sample homepage will appear. 
You can click through the tour to see the various features. If you would like to disable this 
pop-up for future visits to the system, deselect the checkbox  to show this screen when you log 
in. When you’re done, click the Close button to exit the tour and access your homepage.

Congratulations! You are now set up in the new system. You can file claims, file 
weekly certifications, access documentation, update personal information and more.


