Guide No. 3 - New UI Claimant - Creating Your NY.GOV ID

Use these instructions if:

e Youdo not have a NY.GOV ID
and

e you have no previous or current unemployment insurance claim

How to Sign In and Create a NY.GOV ID

Step 1: From the Ul Benefits Online Page, click the ‘Use NY.GOV ID now’ link to display the Sign In page

Step 2: On the Sign In page, click ‘Create Account’ (circled in red below).

New York 4_ State I= State Agencies

DEPARTMENT

B Search all of NY.gov

o LABOR Online Services For Individuals [ seacnooL 4]

Individuals Businesses Government & Research Other Information

Online Services For Individuals

Welcome to Online Services. You can use Online
Services to:

Sign In VM
‘ * Rece P messages from & ne 1
When you can fle a clasm online and When you can claim weekly
- e e access other onling services benefits
Monday 10 Thursday 7:30 am 10 7-30 nday from 12:01 am to
[ Create Account j * o . . - ? o

midnight

NY.GOV - Terms of Senvice # Friday from 7:30 amto 5 pm # Monday to Friday from
# Weekends from 12:01 am Saturday 7:30 am to midnight

to 7 pm Sunday « Saturday from 12:01 am

to midnight
If you already have a NY.GOV ID, please enter your Username and
Password in the box on the left and click on "Sign In".

If you do not have a NY.GOV ID, click on ‘Create Account. You will be

asked for some basic personal information, including an e-mall address
you use regularly

What is NY.GOV?

Username Guidelines

Password Guidelines

o s e nt each time that pers
you. This includ

r actions. You may be
including lo re not pres

Plesse do not use the "BACK button on your browser when using Online Services for Individuals.

Contact Us

Accessibility Policy

Erivacy Policy Document Readers
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= After clicking the ‘Create Account’ button, the Account Creation page is displayed:

i= State Agencies

New York 4 State

DEPARTMENT
" LABOR

Individuals ¥

Businesses ¥

Home » Online Services For Individuals » Account Creation

Account Creation

Confirm E-mail
Address

Online Services For Individuals

Government & Research ¥ Other Information ¥

*Indicates required fields

Search all of NY.gov

Translate

First Name = Middle Initial ~ Last Name *

Newdol User

E-mail Address=* [7] Mewdol@mailinator.com

Confirm E-mail Address* | Newdol@mailinator.com

Capicha =~ [7]

Type the two words separated by space in the text box below:

Type the two words separated by space in the text box below:
GoingOut &

[sDepte Going Ouf |

Click ‘Continue’ after you type the words.
Trouble reading the words? Click ‘Refresh fara new set of words

Cancel and Return

Contact Us Accessibility Policy Privacy Policy Document Readers

Step 3: You must perform 5 Actions to create the NY.GOV ID.

These 5 Actions are indicated at the top of each screen in an action progress bar, as shown:

Confirm E-mail Account Fer a
Address E-mail Validation nforrmation nformation Confirmatior
I

As you progress through the actions, the highlighted action on the progress bar will advance.

Action 1 — Confirm E-mail Address: Provide a valid e-mail address.

e You must provide First Name, Middle Initial (optional — 1 character only) and Last Name. The first and last name
can contain only letters and dashes (-), apostrophes (') or spaces in the middle of the name. If first or last names
do not follow these rules, an error message will be displayed, and you will have another chance to correct the
information.
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e You must provide a valid e-mail address that you can access to collect e-mail.
“Valid” simply means the e-mail address conforms to the standard e-mail format of ‘XxxXXxxxx@xxxxxx.com’ or
‘XXXXXXXX@xxxxxx.net,” and that the address isn’t used by anyone else.

Note: The ‘?’ to the right of the title ‘E-mail Address’ describes the rules for e-mail addresses and offers a link to
get a free e-mail account, should you need one.

e You must enter the ‘CAPTCHA’ code. A ‘CAPTCHA’ is used to make sure that a person, not a computer program,
is reading the web page.
Note: If the ‘CAPTCHA’ code is too difficult to read, click the small, circular ‘Refresh’ icon to the right of the

CAPTCHA box for a new word.

e Click the ‘Continue’ button.

= After clicking the ‘Continue’ button, the Account Creation — E-mail Validation page is displayed, as shown below.
Note that an e-mail message was sent to the address you provided.

New York 4' State i= State Agencies H Search all of NY.gov

Translate

Dgfmﬁ Online Services For Individuals

Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥

Home » Online Services For Individusls

ome » O » Account Crestion

Account Creation

Confirm E-mail Account Personal
Address E-mail Validation ation ormation

" An E-mail has been sent to Newdol@mailinator.com.

Please follow the instructions in the E-mail to complete the registration process.

Ifyou do not receive an e-mail from the Department of Labor within 48 hours, please make sure the e-mail address you provided
is valid. Also, check your junk mail filtersifolders in case the activation e-mail was blocked.

Contact Us Accessibility Policy Privacy Policy Document Readers

Action 2 — E-mail Validation: Validate that you can receive e-mail from DOL.

e Access your e-mail account and open the e-mail sent to you from DOL. Note: If you do not see an e-mail in your
Inbox, check your “Junk’ or ‘Spam’ folders.
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= Sample e-mail sent from the Department of Labor (DOL) is shown below:

To: newdol

From: ny.gov
Subject: Individual Account Creation for Online Services
Charset: US-ASCII (view as UTF-8)

Experimental View
e Vi ] Forward

Wihats this?

===This is an automated -mail. Please do not reply to it.**=Please click on the link below to
validate your e-mail address with the Department of Labor and to go back to the registration page.

[Click here to continue with the registration process.]

e The e-mail will contain the link ‘Click here to continue with the registration process,” shown above.

e C(Click the link to return to the DOL website and complete the registration process, where the following Account
Creation — Account Information page is displayed. Note: You must click on the link within 48 hours of receiving
the e-mail, or you will have to return to the website to begin the registration process again.
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= After clicking on the link in the e-mail, the Account Creation — Account Information page is displayed:

New York 4 State

DEPARTMENT
“TABOR
Individuals ¥

Account Creation

= State Agencies

Online Services For Individuals

Businesses ¥

Government & Research ¥ Other Information ¥

Neowcol

Question 1=

Answer*

Question 2=

Answer*

Question 3=

Answer*

First Name *

Usemame*{?]

Password*[7]

Confirm Passworg®

£-mad Address® [7]

Confirm E.mafl Address®

Middie inftial  Last Name *
User
newdolusers2s v Chock for avadabilty

sssssene

Password Hint Questions and Answers

(Answers are not case sensitive)

rch all of NY.gov

Tearslate

|Whatwaslne name of my first pet? -

testt

Whatwas my first grade teachers last name? -

test2

What is the first name of my childhood best friend? A

test3

| continue
Contact Us bility Policy ‘ Privacy Policy Document Readers

Action 3 — Account Information: Create a Username and Password, and select password hint questions to use if you

forget your Password.

e Provide a valid Username:

o Uppercase or lowercase letters are acceptable.

o Numbers are acceptable.

o E-mail address format is acceptable

o No more than 128 total characters.

Note: The ‘Check for Availability’ button on the right allows you to check if the chosen Username is available.
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o C(Create a Password. The Password must:

o Be different from your Username.

o Contain at least eight (8) characters.

o Include at least one uppercase letter, one lowercase letter, and one number.
o Be different from your previous 12 Passwords.

o Have no more than 128 total characters.

e Select 3 password hint questions from the drop-down menus and provide answers for each question.

o All the answers must be different.

o Each answer should be information that you can easily remember. You may want to write down the
answers, as you will need them in the future if you forget your Password or Username.

o The answers are not case-sensitive.

e C(Click the ‘Continue’ button to go to the next step of Account Creation.
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= The system will display the Account Creation — Personal Information page.

New York 4_ State i= State Agencies
DEPARTMENT . . - .
oFABOR Online Services For Individuals | seacnboL &
Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥
Home » Online Sarvioes For Individusls » Account Craation
Account Creation - Step 3 - Unemployment Insurance Registration
Confirm E-mail Account Personal
Address E-mail Validation Information Information
* Indicates required fields
Date of Birth*[7] 08281980 (mrmiddhyyy)
SSN* 447 |- |48 - 4687
Contact Us Accessibility Policy Privacy Policy

Search all of NY.gov

Translate

Document Readers

Action 4 — Personal Information: Provide Date of Birth and Social Security number (SSN).

e Enter the Date of Birth (DOB) in “mm/dd/yyyy” format.
e Provide a valid Social Security number (SSN).

e Click the ‘Continue’ button.
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= You will get a message to click the ‘Continue’ button, as shown below.

New York 4__ State i= State Agencies & Search all of NY.gov
Translate
DEPARTMENT - - S
OFI‘ABdR Online Services For Individuals
Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥
Oniine =< For Individuals » Account Crestion

Home » O

Account Creation - Step 3 - Unemployment Insurance Registration

Confirm E-mail Account Personal
Address E-mail Validation  Infarmation Information Confirmation

@ Mew users, please click on ‘Continue’ to complete the registration process.

* Indicates required figlds
Date of Birth*[2] 08/28/1980 (mmiddhyyyy)

35w

Contact Us Accessibilty Policy Privacy Policy Document Readers

e Click the ‘Continue’ button.
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= After clicking the ‘Continue’ button, the following Account Creation — Confirmation page is displayed:

New York 4’ State i= State Agencies K Search all of NY.gov

Translate

Dgfmﬁ Online Services For Individuals

Individuals ~ Businesses ¥ Government & Research ¥ Other Information ¥

Labor Online Services » Online Services For Individuals » Account Creation

Account Creation - Confirmation

Confirm E-mail Account Personal
Address E-mail Validation Information Information Confirmation

*Indicates required fields

Account Information

3 Edit
First Hame* Newdol
Middle Initial
Last Hame* User
Username= newdoluserd28
Password* 30000000
E-mail Address* Newdol@mailinator.com
Password Hint Questions and Answers
Question 1* What was the name of my first pet?
Answer* test1
Question 2+ Whatwas my first grade teachers last name?
Answer* test2
Question 3* What s the first name of my childhood best friend?
Answer* test3
Personal Information
3 Edit
Date of Birth* HANC1980
SSN* 00K - KX - 4687

Ifthe information above is correct, click "Submit

Contact Us Accessibility Policy Privacy Policy Document Readers

Action 5 — Confirmation: Review the information and edit if changes are needed.

e Review and verify the information. Two ‘Edit’ buttons (at right) provide the option to make any changes, if
needed.

After reviewing, click the ‘Submit’ button.
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= After clicking the ‘Submit’ button, the following Registration Successful page is displayed:

New York 4’ State i= State Agencies Bl Search all of NY.gov

Translste

Dgfmﬁ Online Services For Individuals [ searcnooL Q]

Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥

- For Individuals » Registration Successfu

Registration Successful

You are now registered with the Department of Labor and NY.GOV.

Use your Username and Password to access your account. A confirmation e-mail was also sent to you

Your Username is: newdolusers2g

Contact Us [ | Accessibiity Policy Privacy Policy (5] | Document Readers

Account Creation is complete — You can now use your NY.GOV ID to access the system. Note: A confirmation e-mail is

sent automatically to the address that you provided (see sample e-mail below), and the Username you chose is shown.

You have now successfully created an online account and can sign in to the NY.GOV website to access your
account and file Ul claims.

You can click the ‘Return’ button to go to the NY.GOV Sign In page, where you can enter your new Username
and Password to access the Ul Benefits application.

= A sample of the confirmation e-mail is shown below:

To: dol
oo

From: ny.gov
Subject: Welcome Message
Charset: US-ASCIT (view as UTF-8)

Experimental View
Test view | roras |

Wihats this?

You are now registered with the Department of Labor and NY.GOV.Use your Username and
Password to access your account. A confirmation e-mail was also sent to you.Your Username is:
newdoluser82s
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How to Sign In with a NY.GOV ID

Step 1: On the DOL Online Services for Individuals page, enter the Username and Password that you created, and click

the ‘Sign In’ button.

te Agencies

DEPARTMENT
FLABOR

Search all of NY.gov

Translate

Online Services For Individuals [ seerchboL Q]

Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥

4’ NY.GOV ID

Username

newdolusera23

Password

Sign In

Forgot your Username or Password?

If you do not have a NY.GOV Account
Create Account

NY GOV - Terms of Service

If you cannot use our system without the
you. This includes =

including less o

Welcome to Online Services. You can use Online
Services to:

File a claim for Unemployment Insurance Benefits

Claim weekly Unemployment Insurance Benefits

Change your banking information or payment method

Change your tax withholding information

Check on the status of your payments

Wiew/print your 1099G

Receive important messages from the Department of Labar

When you can file a claim online and When you can claim weekly
access other online services benefits
e Monday to Thursday 7:30 am to 7:30 » Sunday from 12:01 am to
pm midnight
« Friday from 7:30 am to 5 pm & Monday to Friday from
# Weekends from 12:01 am Saturday 7:30 am to midnight
to 7 pm Sunday ¢ Saturday from 12:01 am
to midnight

If you already have a NY.GOV ID, please enter your Username and
Password in the box on the left and click on "Sign In’

If you do not have a NY.GOV 1D, click on ‘Create Account. You will be
asked for some basic personal information, including an e-mail adc
you use regularly.

Whatis NY.GOW?

Username Guidelines

Password Guidelines

our system for

Plesse do not use the ‘BACK button on your browsar when using Online Services for Individuals.

Contact Us Accessibility Policy Privacy Policy Document Readers
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= After clicking the ‘Sign In” button, the Account Overview page is displayed:

New York 4’ State i= State Agencies & Search all of NY.gov

A Marie Antoinette | Bt yessaces | A= Sign Out | Translate

Dgf%%ﬁ Online Services For Individuals

Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥

Account Overview

My Account Services
Account Overview
Account Profile

Password Hint Questions Ul Important Information Ul Warnings and Advisories

Exended Benefits

Change Password Beware of text email and phone scams

Work Search Requirements
Resources for Families

Continue to: Beware of companies charging

Verify receipt of benefits...
Tools
Unemployment Benefits If you're claiming Extended Benefits

File s C ify

Benefits Calculator

You may not be eligible for benefits when outside the
United States..

What if my benefit history shows 07

Job Search

If your address or phone number changes

Important Links

Job Seekers Career Development

pohjseanh + One-Stop Career Centers + Resumes
= Career Fairs and Recruitments + CoverLetters

iew Sk
Statistics Interview Skills

Labor Statistics by Region Online Services
Emplovment Prospects by Occupation

Find Potential Emplayers by Occupation ar Industry

Jobs Express - Search Job Openings by Readion

JobZone - Free Online Career Planning System

Prevailing Wages by Occupalion and Region Veteran Semvices

ContactUs Accessibility Policy Privacy Policy. Document Readers

Note: This page offers links to information, a Message Inbox, and the link to the Ul Benefits Online application. The new
Message Inbox can be accessed by the Messages link in the upper right corner of the screen. A small blue square
contains a number; if you have no new messages this number will be zero. If you have new messages, the number will
be 1 or higher (depending on the number of messages).

Step 2: Click the ‘Unemployment Benefits’ button to file a new claim.

Guide 3 - New UI Claimant - Creating Your NY.GOV ID Page 12



Guide No. 3 - New UI Claimant - Creating Your NY.GOV ID

= Because you do not have a previous or current Unemployment Insurance (Ul) claim, your personal information is
not on file with the DOL. In order for this data to be stored, the system must complete the claim processing. Thus, you

will see the following screen each time you sign in, until your claim has been successfully processed. Refer to the blue
information message shown below:

New York 4’ State i= State Agencies Search all of NY.gov
D Out | Translste
EPARTMENT = = - -
FLABOR Online Services For Individuals [ SearchooL & |
Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥
Homs » Online Services For Individusts

COnline Sery s » Unemployment Insurance Claimant Information

My Account Services

Unemployment Insurance Claimant Information

@  You might have to enter your Social Security Number (S SH) more than once because when we process your initial
application for Ul benefits, we also verify that your $SNis correct and really yours. This step ensures your protection

from identity theft. Once your application is successfully processed and you sign in with a NY.GOV 1D, you will not
have to enter your SSN again.

Ul Claimant

SSH 447 - 48 - 4887
Cancel and Return

Contact Us Accessibility Policy Erivacy Policy

Document Readers

Step 3: Enter your Social Security Number (SSN).

e Enter avalid Social Security Number.

e Click the ‘Submit’ button.
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= The system determines there is no data on file for that SSN, and the following screen is displayed:

D <k Newdol User | 2 Sign Out | Translate
EPARTMENT

o LABOR Online Services For Individuals [ cearciooL Q]

Individuals ¥ Businesses ¥ Government & Research ¥ Other Information ¥

ome » Cnline Services For Individusls » Unempioyment Insurance Claimant |nformation

Unemployment Insurance Claimant Information

My Account Services

@ Please create a new Personal Identification Number (PIN) and enter your Mother's Maiden Name below,

Ul Claimant

SSN

Create PIN*[2] sese
Confirm P sesn

Mother's Maiden Name*  |mom

Cancel and Return

Contact Us Accessibility Policy Privacy Policy Document Readers

Step 4: Enter Personal Information.

The system prompts you to create a Personal Identification Number (PIN), and enter your Mother’s Maiden
Name (MMN).

Enter 4 numbers in the ‘Create PIN’ field, and enter the same 4 numbers in the ‘Confirm PIN’ field.

e Enter MMN.

e Click the ‘Submit’ button.
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= The NY.GOV ID creation process is complete and the system displays the Unemployment Insurance Benefits Online

page.

New York 4 State i= State Agencies B Search all of NY.gov

New York State Department of Labor

umemploymentBeneits [ Jnemployment Insurance Benefits Online

Online
Please select from one of the following:

EHE ACIAIIL e e e e
You may use this system to file a claim for unemployment insurance benefits. If you apply for
unemployment insurance benefits today, your claim will be effective the Monday of the current week.
This online system is available between the hours of 7:30 am to 7:30 pm Monday through Thursday

(Eastern Time), Friday, 7:30 am to 5:00 pm, all day Saturday, and Sunday until 7:00 pm.

File A Claim

Because you do not have a previous Ul claim, the system only presents options to ‘File a Claim’ or to ‘Sign Out’.
e Click the ‘File A Claim’ button to begin the claim process.

e C(lick ‘Sign Out’ to leave the DOL website.
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