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How To
 
 
 
 
 
 
 
In the Claimant Portal

FILE AN 
INITIAL 
CLAIM
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1. After you have created your account, log in to the system.

2. Go to the menu in the upper left-hand corner and select Claims.
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3. Answer the questions on the first screen. Based on your answers, the list of 
documentation you’ll need will update on the right-hand side of the screen. When you’re 
done, click the Start button to continue to file your claim. The system will then walk you 
through three steps to file your claim.

4. First, the system will prompt you to provide more information about yourself. Note that some 
of the information has been pre-populated with information you provided when you created 
your account. Fill in any missing information. Toward the bottom of this screen, select how 
you would like to receive official notices from the Kansas Department of Labor and what your 
preferred language is. Then click the Next button. 
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5. The second screen contains questions about your unemployment situation. You’ll need to 
provide details about your employers in the past 18 months, which is the base period for 
unemployment benefits. The system may already have some employer details populated.

b. When you make changes 
or add a new employer, 
a pop-up will appear 
where you can enter 
dates worked, your 
title, your pay rate and 
other information. Under 
employment status, 
select your reason for 
separation. Answer the 
questions about pension 
and severance pay. Click 
Add, and you will be 
taken to the previous 
screen. You can continue 
to add more employment 
records as necessary. 

a. Confirm information for a 
pre-populated employer 
by clicking the check mark 
or delete an employer 
by clicking the trash 
can. If you don’t see an 
employer listed, click the 
Plus (+) button to add them 
manually. 
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6. On the final page, you will be prompted to answer questions about how you’d like to 
receive your payment and whether you want taxes withheld. Your maximum weekly 
payments and maximum benefit amount will display on the right-hand side of the screen. 
You must click the Disclaimers button to proceed.

c. Then continue answering 
the remaining questions. 
These include a series of 
“yes” or “no” questions 
that cover your current 
situation. Depending on 
your answers, the system 
may prompt you for more 
information during the 
filing process. Click Next.
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7. A pop-up will appear. Read the disclaimer and sign using the last four digits of your Social 
Security number. Click Accept. This will take you back to the previous screen. Click Done.

8. Depending on your answers throughout the claims process, you may be prompted with 
follow-up questions. Answer any additional questions in the pop-up and click Submit. This 
completes your claim for unemployment benefits. Once the Department of Labor verifies 
your details, they will notify you about your unemployment benefits. When you return to 
your dashboard, you will be able to see your claim status. Click for more details.

Congratulations! You have completed your unemployment claim.


