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To file your weekly certification in the Claimant Portal, you may need to provide details about your work 
search activities and will need to answer the certification questions every week. 
 
Those required to complete work searches must report at least three work search activities each week 
before you can submit your weekly certification. At least one reported activity must be a verifiable job 
application or resume submission to an employer. 

1. To enter work search activity, log in to the Claimant Portal, go to the menu in the upper left-
hand corner and select Work Search Journal. 
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2. To add new activity, click the Plus (+) button. Enter the details of your activity. The activity must 
take place during your filing period.

Once you’ve entered at least three work 
search activities, with at least one being 
a verifiable job application or resume 
submission, you can proceed to file 
your weekly certification. 

3.  To file the weekly certifications, when on the Home Screen, select Weekly from the top menu. You 
will see the job search activities entered through the work search journal. 
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If you are missing any activities, you can also add them here. Click the Plus (+)  button 
and enter information as described above. Then answer the weekly questions on the right  
(see above). Depending on your answers, you may be prompted to provide more details. 
Click Submit when done.

4. A pop-up will prompt you to acknowledge that you understand and meet the certification 
requirements. Sign using the last four digits of your Social Security number. Click Submit. 
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5. Your weekly certification has been completed. If you are eligible for benefits, your payment will be 
processed. Click Close to go back to your dashboard. 

6. Click on your Claim Status for more details. Here you can view your Claim Details or your 
Weekly Certification Details. 

Congratulations! You have filed your weekly certification.


