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Slide 1 - Claimant Self Service System 

 

Slide notes 

Welcome to the Claimant Self Service System.  This video will walk you through the steps for filing a weekly claim voucher with the new and revised 
screens as of February 2008.We are pleased to offer these improvements based on many claimant and staff suggestions. 
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Slide notes 

As usual, you will sign into CSS from the logon screen using your current user name and password.If you forget your user name or password you can 
always click on the appropriate buttons below to reset.  Remember, you do not need staff assistance for this. 
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Slide 3 - Slide 3 

 

Slide notes 

After logging in, you will see this screen.  You can either click to go to your homepage or click on the link to file your weekly claim voucher.  Choose the 
appropriate one to fit your situation.We will click on the File Weekly/Reactivate claim button.  For the purpose of this tutorial, we are using a scenario that 
you worked last week and need to reopen your claim. 
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Slide notes 

Click next to continue 
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Slide notes 

 In order to provide better customer service, we will now gather separation and employer information if needed.  Answer Yes or No to whether you wish to 
file a voucher for this week ending date in bold.  Then answer Yes or No  to the question "Were you start a job and permanently leave that job during week 
ending mm/dd/yyyy".  This week refers to the week you are claiming benefits for.  Answer these question appropriately and then click next. 
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Slide notes 

You will notice another new improvement on this screen.  You will answer your question by clicking in the circle for either Yes or No.  Remember if you work 
during the week in question, you will need to enter your GROSS earnings (before tax) in the appropriate box.  After answering all of your questions, you will 
click on Next.   



Additional Reopen Tutorial text version rev May 06 
2009 

Thursday, May 14, 2009

 

Page 7 of 30 

Slide 7 - Slide 7 

 

Slide notes 

This is a summary screen.  You should use this screen to make sure you have answered your questions correctly.You can either click the button “I need to 
correct my answers” to return to the weekly claim voucher and correct any mistakes or click on the “My answers are correct” to continue. 
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Slide 8 - Slide 8 

 

Slide notes 

This is another new screen telling you that we need additional information about your last employer before completing the voucher.You will only see this 
screen if you indicated that you were separated from employment during the week you are claiming.After reading this screen, click next to continue filing 
your weekly claim voucher. 
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Slide notes 

You will now proceed through the screens necessary to gather information about the separation.  Answer all questions appropriately.  TIP:  Self 
employment means you direct your own work hours, location, etc. 
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Slide 10 - Slide 10 

 

Slide notes 

This screen will help you select the employer that you were separated from during the week you are filing for benefits.You could see a list here of several 
employers here.  You can click in the radio button of the employer you last worked for.  And then enter your dates of employment.Keep in mind that some 
employers are listed here by Corporate names. For example, if your are separated from McDonalds, you may not see “McDonalds” listed but rather it could 
be listed by another name.  You may need to check your check stubs to find the correct employer.If your last employer is not listed you will have 2 other 
options to enter that employer.  Click on the appropriate button to “add” an employer not already listed here.For our purposes we will click on the Add 
Indiana employer button. 
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Slide notes 

This screen gives you 2 options to locate or add your separating employer.Option 1 is used to search our database for your employer.  Type in your 
employers name or part of the name and click Search. 
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Slide notes 

A listing of employers meeting your search criteria will appeal.  If your separating employer is listed, you will click in the radio button next to it to select it, 
enter your dates of employment and then click next. Remember you may need to scroll down to see more employers listed.If you still don’t see your 
separating employer you will click on Add employer to manually enter the employer’s name and address. 
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Slide notes 

You could have also chosen Option 2 on this screen without searching for your employer.  Option 2 will take you to the manual entry screen to enter your 
employer’s name and address 
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Slide 14 - Slide 14 

 

Slide notes 

This is the manual entry screen.  Notice: any items with an orange asterisk must be completed.  After filling in the required information and your dates of 
employment, you will click on the add employer button. 
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Slide notes 

Regardless of whether you used option 1 or 2, once your employer is selected here, you will click on the “Finished adding employer.  Continue to next 
screen” button. 
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Slide notes 

Your weekly claim voucher is not complete yet. You’ll need to click on the “provide additional information” link to continue with the filing. 
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Slide notes 

The first question will ask the reason why your employment ended.  Again, this is referring to the separation from the week you are claiming benefits. 
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Slide 18 - Slide 18 

 

Slide notes 

If quit or discharged is selected you will be asked for the reason why you were discharged or why you quit.  Answer the remaining questions on this screen 
and then click next. 
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Slide notes 
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Slide notes 

The next screen will show you a summary of your answers.  It is important that you review your answers at this time.  Once you click next on this screen, 
you can not go back to change your answers.  If anything needs changed from this screen, you can click the Edit button beneath the area to return to those 
screens to make your corrections. 
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Slide notes 

You also have the option of printing this summary screen.  When finished and you are satisfied with your answers, click next 
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Slide notes 

This is the voucher certification screen.  If for any reason you change your mind and do not want to file your weekly claim voucher at this time, click the 
….No, I do not agree button.  Your answers for this weekly claim will remain in the system for 7 days.  If you are ready to submit your voucher, click on 
the……. yes I agree – file my claim button. 
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Slide notes 

If you have been separated for reasons other than lack of work, you will need to provide us with additional information.  Click on the link “provide additional 
information” 
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Slide notes 

You will next see a series of screens asking specific reasons on your separation.  You should be as detailed as possible.  This will help our staff make a 
determination on your claim for benefits. 
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Slide notes 
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Slide notes 

After the series of questions you will have a summary screen of those questions and answers. 
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Slide notes 

You can print this screen for your records or… just click on the continue button to continue filing your weekly claim voucher. 
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Slide notes 

The next screen will be your confirmation number for your weekly claim voucher.  You can print this screen or write the number down for future reference if 
needed.  You can also click on the Claimant home button to return to the claimant homepage. 
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Slide notes 

Remember, the claimant homepage will answer most of your questions.  Any time you see an underlined item, it is a hyperlink which will take you to another 
screen.  This page will tell you or link to pages which will tell you when your payment was released, if you are eligible for payment, if you have any issues 
delaying payment, etc. 
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Slide 30 - The End 

 

Slide notes 

Thank you for viewing this video.  If you continue to have questions regarding the new weekly claim voucher you can view this video again or call the 
Department of Workforce Development Call Center at 1-800-891-6499 

 


