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Tutorial Content

This tutorial includes instructions for
completing, submitting, and certifying your
payment request made over the Internet.

You can go through the tutorial page by page,
or you can skip to any section by selecting the

following links:

* Requesting Payment Online

* Ongoing Eligibility Requirements

* Review and Submit Payment Request

You might want to print pages from this

tutorial. If you don’t have a printer; you can

use a printer for free at your local Workforce

Solutions office.



https://twc.texas.gov/directory-workforce-solutions-offices-services
https://twc.texas.gov/directory-workforce-solutions-offices-services

Requesting payment over the Internet is fast, easy, and secure

You can request unemployment benefit payments and report
earnings over the Internet or by calling Tele-Serv, the Texas

Workforce Commission (TWC) interactive phone system.

Request payment one to two weeks after you first apply for
benefits and every two weeks after that.You can find the date you
are scheduled to request payment on your Unemployment Benefits

Services (UBS) account or by calling Tele-Serv.

Here’s what you need to get started ...

Whether you request payment over the Internet or by calling
Tele-Serv, you will need access to the Internet or a phone

plus your:
* Social Security number
* Earnings information, if applicable
* Number of work search activities

When you sign up for Unemployment Benefit Services, you

will also need your Personal Identification Number (PIN).

Your Tele-Serv Personal
Identification Number (PIN) is a
four-digit number you create to
verify your identity on Tele-Serv
and for some online transactions.
It protects your identity and
privacy because no one can
submit a payment request or get
your claim information from Tele-
Serv without using your PIN.
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Requesting Payment Online

In this section you will learn:

* About the My Home page
* When to request payment

\/ * How to use Unemployment Benefits Services
to see your filing day and your next payment
request day

How to calculate your biweekly payment day

———iy
I
»

How to request payment

(R -

How to change your payment option

How to report work and other income

Return To Contents Page



Unemployment Benefits Services

Home = Job Seekers & Employees = Unemployment Benefits

Unemployment Benefits Services

On this page:

- Logon

- Apply for Benefits

- View Electronic Cormespondence

- Reqguest a Payment

- Request a Disaster Unemployment Assistance (DUA) Payment
- Reguest Your Waiting Week

- View Claim & Payment Status

- Appeal Online

- View Appeal Status

- Change Your Income Tax Withholding
- View IRS 1099-G Information

- Submit a Work Search Log

- Change Payment Opfion

- Technology Requirements & Privacy

- Frequently Asked Questions

- More Information

Logon

This is the first screen you will
see when you visit our website at

ui.texasworkforce.org.

Before you can log on to the
Unemployment Benefits System
(UBS), you must have a user |ID and

password.

For instructions on how to create,
retrieve or reset a user ID and
password, go to the User ID and

Password Tutorial.

Select this link if you already have a User

ID or Password or if you need to create a

Log on with your existing TWC User ID or create a new User ID. H User ID and Password.
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https://twc.texas.gov/jobseekers/unemployment-benefits-services
https://twc.texas.gov/files/jobseekers/create-user-id-password-twc.pdf
https://twc.texas.gov/files/jobseekers/create-user-id-password-twc.pdf

Important

Your information will not be saved if you log off before you receive a confirmation.

Remember:

The system will log you out if you have not selected
any action button such as Next, Previous, or Submit
within 30 minutes.Your information will not be saved.
If this happens, you must log back on and re-enter your

information for your payment request.

Read all instructions carefully.

Complete each screen from top to bottom.
Information marked with a red asterisk * is required.
Certify the Truth in Filing statement.

Your request IS NOT COMPLETE until you submit it

and receive a confirmation number.
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My Home

The My Home page displays after
you log in to UBS.

The My Home page provides
useful information about finding

a job, training programs, career
development, payment options,
messages from TWC, and much

more.

The My Home page also provides
a Quick Links menu that allows
you to access various benefits
system topics, applications, and
resources. The page also provides
a Change My Profile menu that
allows you to view and change
your personal and profile

information.

Apply For Benefits

Electronic Correspandence
Sign-up

Claim and Payment Status
Payrment Request

‘Wark Search Log
WearkInTexas.corm

IRS Tax Information
Payment Oplion

Appesl Ligt

Submit An Appeal

Request Your Waiting Wesk

ISR My Home

Contact Infarmation

Security Information

Personal Information

Meed help finding a job? Take advantage of the free job placement and treining services available at your kocal Worddorce Solutions
office. The staff at these locations heldp people find jobs, keep jobs or get better jobs. Visit your local workdforce center to gain acoess
to thousands of job postings, job search resources, training programs and help with exploring career oplions, resume and
application preparation and career development. Free computer and Internet access, telephone and fax services are also aveilable
to job seskers.

Connect with potential employers through TWC's online job-search engine. WorkinTexas | 5w workinTexas com) andior find a
local workforce center near you at () Directory of Workforee Solutions Offices & Services.

TWC pays benefits by U5, Bank's RefiaCard {debit card), or by direct deposit into your personal checking or savings account.
Unless you sign up for direct deposit, you will receive your benefits on the ReliaCard. If you signed up for direct deposit on a prior
claim, TWC will use the checking or savings account information you previously provided. NOTIFY TWC IMMEDIATELY if your
checking or savings account information has changed since your prior claim. K you don't your benefit payment{s) may be delayed.

welcome to Unemployment Bensfits Services.

Here are your messages:

= You are required to do at least 3 work search activities each week.

Check & Unemployment Benefits Wiork Search Guidelines for examples of activities.
If you need further assistance, call a (£ TWC Tele-Canter.
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When to Request Payment

You must request your unemployment benefit payment every two weeks on your scheduled filing

day.

When you apply for unemployment benefits, TWC sends you a document titled: Instructions for
Requesting Benefit Payments. This document shows your first filing day, your Tele-Serv filing

day, and instructions for filing online or through Tele-Serv.

You must request your first benefit payment on your first filing date.

INsTRUCTIONS: REQUESTING BENEFIT PAYMENTS
Date Mailed:

(Dates in month=day=year order)

Scocial Security Number:
First Filing Date: _
Tele—Serv Mumber:
ﬁ Tele-Serv Filing Day:

Online Instructions Tele—Serv Automated Phone Instructions

Available all day, every day at ui.texasworkforce.org Available 7 am. to 6 p.m. Central time, Sunday-
Friday by calling toll-free at 1-B00-558-8321.

Your request iz complete and information is saved only

after you submit it and receive a confirmation number. Your reguest is complete when you submit required
If you submit your payment request after 6 p.m., it wwill information and hear your next filing date or a message
be processed the next business day. requesting that you contact TWC to resolve an issue.
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Scheduled Filing Day and Payment Request Day

You can also find your scheduled filing day and your next payment request day by calling Tele-Serv at
800-558-8321 (select Option 2) or by logging in to Unemployment Benefits Services (UBS) and viewing your
Claim and Payment Status.The Claim and Payment Status page can be accessed from the Quick Links menu.

My Home | My Profile | Logoff

Remember to make a note of
your scheduled filing day and
the next date you must request

payment. I GIERERE claim and Payment Status
Apply For Benefits Claimant Information
You should request benefit Electronc Correspandance | [Name:
Sune Social Security Number (SSN):
payment every two weeks after e
2 Printer-friendly Summary
your first filing date on your PRy Recgt Seloct another ciaim to view
i it
scheduled filing day. et R

You did not earn enough money to establish an Unemployment Benefits claim. Check the (£ wages on your Statement of Benefits
that was mailed to you and if it is not accurate, call a TWC Tele-Center toll-free at (800) 939-6631

IRS Tax Information

You should request payment

Payment Option

. . Claim Type Regular Unemployment Benefits
on the filing day listed on the Appeal st s R
. . o Submit An Appeal
instructions as Tele-Serv Filing oo oty e | Wity Bonort smoun; $0.00
Day and on your claim and Maximum Possible Benefits $0.00
payment status whether you use penetis Faicto bee -

o & Benefits Remaining: $0.00
Tele-Serv (800-558-8321, option _ .

Mext Date to Request Payment: This week on your scheduled filing day or Thursday through Saturday

|) or UBS to request payment. Your Scheduled Filing Day is - MONDAY

You are scheduled to request benefit payment on Sunday, Monday, Tuesday, or Wednesday. These are designated
filing days, and you should always request payment on your filing day. If you are unable to request payment on
your filing day, you can request payment during the same week on our open filing days: Thursday, Friday, and
Saturday.
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Calculating Your Biweekly Payment Day

The following table shows how to calculate your next filing day.

For example, if you requested payment on a Monday, you should

Remember, you must request

ey — request your next payment on the second Monday after that.You

as your designated filing day. If can also request payment during the open filing days in the same
you miss requesting on your

fiing day or during the open week as your designated filing day.

filing days in the same week,
try to request payment as soon Designated Filing Days Open Filing Days
as possible. If the system tells

you your payment request is Week 1 Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
late, you will need to call our
Tele-Center at 800-939-663 |
and tell the customer service
representative (CSR) that your
payment request is late. The CSR
will inform you when to request

Week 2 Sunday Monday Tuesday Wednesday Thursday Friday Saturday

payment next. Week 3 Sunday Monday Tuesday Wednesday Thursday Friday Saturday
If your payment request is late,
your benefit payment may be

delayed or you may not get Pa|d Week 4 Sunday Manday Tuesday Wednesday Thursday Friday Saturday

See the next page for three examples showing how to use the
table.
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Calculating Your Biweekly Payment Day (continued)

Example | = Normal
Payment Request
Schedule:

You request payment on a
Monday during your first
week.You would SKIP the
next Monday in week 2, and
then request payment on the
Monday after that in week
3.Then you would skip the
Monday in week 4 and request
payment again on the next
Monday.

Example 2 - You Miss One
of Your Filing Days:

You request payment on a

Tuesday during your first week.

You skip the next Tuesday

in week 2, but then miss the
Tuesday after that in week 3.
To stay on schedule, you would
request payment on any of our
open filing days during week
3.You would then skip the
Tuesday in week 4, and request
payment again on the next
Tuesday after that.

Example 3 -=You Miss a
Filing Week:

You request payment on a
Wednesday during your

first week.You skip the next
Wednesday like you should,

but then forget to file on the
Wednesday in week 3 and do
not request payment during our
open filing days that week.You
should try to request payment
as soon as possible. If the
system tells you your payment
request is late, you must call the
Tele-Center at 800-939-663 |
and tell a customer service
representative (CSR) that your
payment request was late.The
CSR will inform you when to
request payment next.
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Calculating Your Biweekly Payment Day (continued)

When you request payment on Unemployment Benefits
Services, the program will display the next date to request
payment on Claim and Payment Status. Please make note of

the date and mark it on your calendar.

Remember: If you do not request payment on time, your
payment may be delayed or you may not get paid.You should
try to request payment as soon as possible. If the system tells
you your payment request is late, call our Tele-Center at
800-939-6631 and tell the customer service representative
(CSR) that you filed your payment request late. The CSR will
inform you when to request payment next.
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How to Request

To get started with a payment
request, log on to UBS and select
Payment Request from the
Quick Links menu on the My
Home page.

Apply For Benefits

Electronic Correspandence
Sign-up

Claim and Payment Status
Work Search Log
‘WaorkInTexas.corm

IRS Tax Informakion
Payment Oplisn

Appesal List

Submit An Appeal

Request Your Wailing Wesk

Contact Inforrmation

Password

Security Infermation

Personal Information

Meed help finding a job? Take advantage of the free job placement and training services availsble at your local Workforce Solutions
office. The staff st these locstions help people find jobs, keep jobs or get better jobs. Visit your local workforce center to gain access
to thousands of job postings, job search resources, fraining programs and help with exploring career options, resume and
application preperation and career development. Free computer and Internet aceess, telephone and fax services are also available
to job seckers.

Connect with potential employers through TWC's online job-search engine. WorkinTexas | i5 www. workinTexas, com) andior find a
lecal workforce center near you st (5 Directory of Workforce Solutions Offices & Services.

TWC pays benefits by U5, Bank's RefliaCard (debit card), or by direct deposit into your personal checking or savings account.
Unless you sign up for direct deposit, you will receive your benefits on the ReliaCard. If you signed up for direct deposit on a prior
claim, TWC will use the checking or savings account information you previouwsly provided. NOTIFY TWC IMMEDIATELY if your
checking or savings sccount information has changed since your prior clsim. F you don't your benefit payment{s) may be delayed.

welcome fo Unemployment Benefits Services.

Here are your messages:

= “fou are required to do st least 3 work search adivities each wesk.
Check (B Unemployment Benefits Work Search Guidelines for examples of activities.

If you need further assistance, call a (£ TWC Tele-Center.
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Truth In Filing

The Truth in Filing page provides important requirements regarding personal information, payment requests,
instructions in the Unemployment Benefits Handbook, and fraud.You must read and certify that you understand

and agree to comply with these requirements.

Truth in Filing
% indicates required information
To continue, you must certify you understand and will comply with the following requirements.

All information you provide must be (& true snd complete. You may be penaslized for withholding or giving incorrect information. TWC keeps a permanent record of
the information you submit.

Your User ID and password have the same legal authority as your signature. Do not share your User ID and password with anyone. You are responsible for any
payment request made with your password. Using someone else's ID is fraud.

Each time you request payment, you must:
- Certify that the name and Socisl Security number on this claim belong to you.

- Report the number of hours you worked and your gross eamings for each week, even if you have not yet been psid. For mere information, view a tutonial on
hows to (& cslculste snd report earnings *
- Keep 8 record of your work sesrch activities. We may request your work search log st sny time during your benefit year.

You are responsible for following the instructions in the () Unemployment Benefits Handbook *
For more information about fraud, go to (&) Unemployment Benefits Fraud

[0 * | certify that | have read. understood, and sgree to comply with these requirements.

[T T
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Begin Payment Request

Dec 16, 2018 - Dec 22, 2018

Dec 23, 2018 - Dec 20, 2018

* indicates required information
= H you hawve never selecied a payment option, or do not select direct depasit on your current ciaim, we will automatically pay you by debst card. Go to
(5 hitpihwe state b usirecanving-benefit-payments-debit-card to review the US BANK scheduled debd card fees.

Completion Requirements
If yeu submit your payment reguest after 8FM Central. TWC wil proceas your payrment in fwe (& business davs.

Your Payment Request is not complede until you heve submitted it end received o confimation messege. Your date will not be seved if you logoff before receiding
& confirmation message or if you stay on one page for more than 30 minutes.

Navigation Requirements
Use the butions at the botiom of esch page instead of the browser navigabon buttons. Results are unpredictable when you use the browser Back bution

our curment payment method is TWC Debit Card. If you no longer hawe the card, or your cand has expired, call LIS BANK st (800) 357-9343 fo request a
replacement. To sign up for direct deposit, select "Yes" in the field below.

Payment Option TWC Debit Card
Bank or Credit Union Mame: US BANK, (800) 857-6343

Payment Option Last Selected or
Updated On

Movember 16, 2018

Do you need to change your Payment Option™

* Oves ONo

Mailing Address

Do you need fo change the mailing address on your claim?

* Oves ONo

Previous

The Begin Payment Request screen shows:

e The Payment Request Period
* A link to the TWC debit card fee
schedule

Completion Requirements:

If you submit your payment request after
6 p.m. Central, TWC will process your
payment in two business days.

Your payment request is not complete
until you have submitted it and received a
confirmation message.Your data will not
be saved if you log off before receiving the
confirmation message.
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Begin Payment Request (continued)

The first section in Begin

Begin Payment Request
Payment Request Period

Claim Week 1: Dec 18, 2018 - Dec 22, 2018
Claim Week 2: Dec 23, 2018 - Dec 20, 2018

Payment Request shows you
your Payment Request Period.
The example given shows a
payment request period in

% indicates required information

= |f you hawe mever selected a payment option, or do not select direct deposit on your current claim, we will sutomatically pay you by debit card. Go fo
5 hitp:fhwe state. b usireceiving-benefit-payments-debit-card to review the US BANK schedulad debit card fees.

Completion Reguirements

If you submit your payment request after 8FM Central, TWC will process your payment in fwo (51 business days.

our Payment Request is not complete until you have submitted it and received a confirmation message. our dats will not be seved if you logoff before receiving
a confirmation message or if you stay on one page for more than 30 minutes.

December 2018.

The information following the
red asterisk * is important.

_ If this is your first claim

and you are receiving your
benefits on the TWC Debit

The Current Payment Option
section shows information
regarding our current
payment method.

New claims default to the
TWC Debit Card.

If you need to change your
payment option, select Yes.

You can only change your
payment option once
when you submit your
first payment request.

To change your payment
option again, select
Payment Option from the
Quick Links menu.

Card, you must read the U.S.
Bank debit card fee schedule
by selecting the following link:

Receiving Benefit Payments by
Debit Card

Cument Payment Option

our current payment method i TWC Debit Card. If you no longer have the card, or your card has expired, call LS BANK at (800) 857-0343 to request a
replacement. To sign up for direct deposit, select "Mes" in the fisld below.

Payment Option: TWC Debit Card
Bank or Credit Uinion Name: U5 BANK, (200) 657-6343

Payment Option Last Selected or
Updated On:

November 16, 2018

Da you need to change your Payment Option? Select Yes to change your payment option.The change

* Oves ONo payment option is explained on the following pages.
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Change Payment Option

Before changing your payment option, you will
be asked to verify your identity by entering
your PIN.

—

[T Fayment Option: Change Payment Option
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If you sign up for direct deposit, It takes up to eight business days
for a bank or credit union to verify a direct deposit account. On the
ninth business day, TWC can submit a payment to the direct deposit

account if the claim is eligible for payment.

GRS PIN Verification

Apply For Benefits * indicates requirsd information

Ta protect your claim information, enter your (51 Personal ldentification Mumber {PIN).

| —

Electronic Correspondence
Sign-up

ElEMY; EIuk PRy entStakils Personal |dentification Mumber (PIN):

Payment Request
Werk Seareh Log
WorkinTexas.com
IRS Tax Information
Payraent Option
Appeal List

Submit An Appeal

Request Your Waiting Wesk

If you are changing your payment option from
the TWC Debit Card to direct deposit, you
will see information regarding direct deposit
account information.

Provide the routing number; account number,
and the account type.

If you are unsure of your routing and account
numbers, contact your bank or credit union
before choosing the direct deposit

payment option.
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Change Payment Option (continued)

If you are keeping the TWC Debit Card, or
changing your payment option from direct
deposit to the TWC Debit Card, you will be
shown the Current Payment Option: Debit Card
Authorization page.

Current Payment Option: Debit Card Authorization

Apply For Benelits

You have chosen TWE Debit Card as your method of payment, you must sconowiedge you have recened and'or reviewsd UE,
Eledlronic Corretpond snce Bank fee schadule

Sign-up

[ 0 ¥ By checking this boe, you acknowledge you have received and reviewed the fee schedule associated with

Cloim and Payment Sthtus the TWE debit card. Go to (5 hitp /e siabe b veirecening-benefit-aaymants-dehit-rard to view the
3.
Payment Reguest fe
Work Search Log -
| [P

WorkinTeuss_ com
1RS Tax Inforrmation
Payment Oplion
Appesl List

Submit An Appes

Régiseat Your Waiting Week

All claimants keeping the TWC
Debit Card, or changing to the
TWC Debit Card, will have to
read and acknowledge that they
have read the U.S. Bank Debit
Card fee schedule.

The fee schedule lists fees and
limits to TWC Debit Card
activities and transactions.

The fee schedule can be accessed
here: U.S. Bank Card Fee Schedule

Selecting Next will take you to

the Payment Option: Review and
Submit screen.
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https://twc.texas.gov/files/jobseekers/usbank_debit_card_fee_schedule.pdf

Change Payment Option (continued)

_ Payment Option: Review and Submit

Apply For Benelits i %
Payment Option: TWC Debit Card

Elgctronie Corréspandence
Sigr-up

Claim snd Payment Status
PayMEnt Request Submit | | Previous |
Weoek Search Log
WorkinTexas_com
IRS Tax Information
Payment Oplion

Appesl List

Submat An Appeal

Requedt Your Waiting Week

Salest the Suberit Butten only onee. It may take a mament lo desplay your Confirmation page.

If you select direct deposit, make sure your
account type, account number, and routing
number is correct.You will not be able to
make changes once you submit.

Selecting Submit will complete the change
payment option request.

You will be shown a confirmation page
confirming that the payment option has
been successfully submitted.

Select Next on the confirmation page to
return to the Payment Request page.

The Payment Option: Review and Submit
page shows the payment method you
selected. It allows you to review the
information you provided.

If something is incorrect, select Previous
to navigate back to the Payment Option:
Change Payment Option page.

h Payment Option: Review and Submit

Apply For Benefits

Electronic Correspondence
Sign-up

Claim and Payment Status
Payment Request

Work Saarch Log
WorkInTexas.com

IRS Tax Information
Payment Option

Appeal List

Submit An Appesl

Fayment Oplion: Direct Deposit
Bank or Credit Union Name JPMORGAN CHASE
Reouting Numnber. 111000614

Account Humber. 8888388

Agcount Typa: Checking

Select the Submit button only once. it may take 8 moment to display your Confirmation page.

Request Your Waiting Week
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Work and Other Income

Work and Other Income
Ability and Availability
Work Search

Review and Submit

Next Steps

Work and Other Income

Payment Request Period
Claim Week 1: Dec 16, 2018 - Dec 22, 2018
Claim Week 2: Dec 23, 2018 - Dec 29, 2018

* indicates required information

Important: All questions apply to the Claim Week(s) shown above.

« All clsim weeks begin on a8 Sunday and end on a Saturdsy.

= Work is considered to be any kind of service you provide for pay. including tips or commission.

« Report vacation and holidsy pay ss eamings if you were on temporary layoff or on vacstion from a current job.

« Report for the week you performed the viork, not when the eamings were psid.

« Failure to report sll work or earnings accurstely could be considered fraud.

- Report other income not previously reported to TWC for Pension, Workers' Compensation, and Additional Psyment.

Work and Eamings

Claim Week 1 (Dec 16, 2018 - Dec 22, 2018)

Did you work in Claim Week 1?
* Oves ONo

Did you eam yscation or holidsy pay while on temporary Isyoff or on vacation from a current job during Clsim Week 1?
* Oves ONo

Claim Week 2 (Dec 23, 2018 - Dec 29, 2018)

Did you work in Claim Week 2?7
* Oves ONo

Did you eam vacstion or holiday pay while on temporary Isyoff or on vacation from a current job during Claim Week 2?7
* Oves ONo

Did you receive cther income from any of the sources below that you have not already reperted to TWC such as Retirement or
disability pension. Workers' Compensstion. or Additions! payment, such as severance pay or wages instead of providing
ch notice of work separstion?

* Oves ONo
If Yes, check sll that apply:

[ Retirement or dissbility pension
Oworkers' Compensation
[ Additionsl payment when you left your job other than wages you had esmed

When requesting a payment, you must answer
these questions:

* Did you work in Claim Week 1?
* Did you work in Claim Week 2?

One of the most common mistakes is
believing that you do not need to report
earnings from part-time work.

This is not true.

You must report earnings from ALL work,
no exception.

It does not matter whether you got the
job before or after you started
your claim.

If you need help calculating your earnings, visit our
tutorial: How to Calculate and Report Earnings
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Other Income

Work and Other Income
Ability and Availability
Work Search

Review and Submit

Next Steps

Work and Eamings

Work and Other Income
Payment Request Period

Claim Week 1: Dec 16, 2018 - Dec 22, 2018
Claim Week 2: Dec 23, 2018 - Dec 29, 2018

* indicates required information
Important: All questions apply to the Claim Week(s) shown above.

« All clsim weeks begin on a8 Sunday and end on a Saturdsy.

= Work is considered to be any kind of service you provide for pay. including tips or commission.

« Report vacation and holidsy pay ss eamings if you were on temporary layoff or on vacstion from a current job.

« Report for the week you performed the viork, not when the eamings were psid.

« Failure to report sll work or earnings accurstely could be considered fraud.

- Report other income not previously reported to TWC for Pension, Workers' Compensation, and Additional Psyment.

Claim Week 1 (Dec 16, 2018 - Dec 22, 2018)

Did you work in Claim Week 12

* Oves ONo

Did you eam yscation or holidsy pay while on temporary Isyoff or on vacation from a current job during Clsim Week 1?
* Oves ONo

Claim Week 2 (Dec 23, 2018 - Dec 29, 2018)

Did you work in Claim Week 2?7
* Oves ONo

Did you eam vscstion or holiday pay while on temporary layoff or on vacation from a current job during Claim Week 2?7
* Oves ONo

Did you receive cther income from any of the sources below thst you have not already reported to TWC such as Retirement or
disability pension. Workers' Compensstion. or Additions! payment, such as severance pay or wages instead of providing
notice of work sep ?

* Oves ONo
If Yes, check sll that apply:

[ Retirement or dissbility pension
Oworkers' Compensation
[ Additionsl psyment when you left your job other than wages you had esmed

You must report income from:

» Severance pay or wages paid instead of
notice of layoff

* Retirement pensions
 Disability insurance

* Military retirement or
disability pay
* Worker’s compensation
After you report these types of income, TWC

will mail you a decision on your eligibility for
unemployment benefits.

Depending on your answers, you may be
asked for additional information.

After you report these types of income, TWC
will mail you a decision on your eligibility for
unemployment benefits.
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Ongoing Eligibility Requirements

In this section you will learn about
ongoing eligibility requirements,
such as:

* Ability and availability to work
* Work Search

Return To Contents Page



Ability and Availability

TWC

[cEReEaEEl Ability and Availability to Work

Payment Request Period

Claim Week 1:

Dec 18, 2018 - Dec 22, 2018
Dec 23, 2018 - Dec 20, 2018

Claim Week 2:

considers individuals available for work

if they are ready, willing and able to accept any

suitable full-time work.

% indicates required information
Important: All questions apply to the Claim Week(s) shown above.
Wvere you physically shile to work esch day?

* Oves ONo

VWere you avadabis to sccep! full-ime work for all of the days and hours required for the type of wark you are sesking, if it had

bean offered?
* OYes ONo
If Mo, chack the reason(s) you were not gyailabla:

O Transportation

LI Child care

O ot of tewn

[ Job preference restrictions
[ Persanal reasons

e Pacsonal Measns for arty raascs nof spscfcaly s
Did you fum down any job offer?
* Oves Oneo
Did you fum down any job reflarmal?
* Oves ONo
Déd you atiend school or training®
* Oves ONo
If Yes, did the scheal or braining prevent you from accepling work?
Oves Ono
Are you a United States citizen?
* Oves OnNe
If No. are you legally suthorized to work in the United States?

Oves OMe

 Net | [ Previous

Depending on your answers, you may be asked for
additional information.

L —

To be considered able and available, you must:

* Be physically and mentally able to
perform the work you seek.

* Have the health and other physical and
mental abilities needed for the job you’re
looking for.

* Be available for full-time work during the
weeks you are filing for.

Availability includes, but is not limited to:
* Having adequate transportation.

* Having adequate child care arrangements
if you have children.

* Being available for job interviews.

* Being willing to work all the days and
hours required for the type of work
you seek.

* Being willing to accept the usual rate of
pay for a person of your qualifications
and experience.
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Work Search

You must:

* Make your minimum number of

work search activities each week.

* Keep detailed records of your
work search efforts.

TWC routinely verifies work search
activities.

Wark and Other Incame

Ability Bnd Availability

Waork Search

Review and Submit

MNext Steps

Work Search

Payment Request Period
Claim Week 1: Dec 18, 2018 - Dec 22, 2(M8

Claim Week 2: Dec 23, 2018 - Dec 20, 20ME

* indicstes required information
Important: All questions apply to the Claim Week(s) shown abowve.
- TWC randomly werifies work search contacts.
+ Acceptable contacts include:
* Contaciing potential employers for work
+ Using resources available at a Workdforce Center
« Parficipating in job clubs or sttending employment workshops
« Registering with private employment agencies.

+ For addifional examples of acceptable contacts, view (51 Unemployment Benefits Work Search Guidelines.

MNumber of Contacts.

Provide the number of work search contacts you made during the Claim Weekis).

Claim Week 1 (Dec 18, 2018 - Dec 22, 2012); x|
w[ ]

Clairn Week 2 (Dec 23, 2018 - Dec 20, 2018):

When you get a job, go to www.VVorklnTexas.com and report that you got a job!
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https://www.workintexas.com/vosnet/Default.aspx?enc=KrXBHc1OhrZGzl2XGVPM3g==
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Review and Submit Payment Request

In this section you will learn how to:

* Review and edit your payment request
* Certify and submit your payment request
* Confirm your payment request

* How to request payment for backdated
weeks
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Review and Submit

The Review, Edit, and Submit section shows you all the information you entered and allows you to

make changes by selecting the Edit link at the beginning of each section. Read the summary page very
carefully and correct any errors before you submit your payment request.

Raview and Submit B e

Parymerd Regueid infommaton

Jeind Tumity Woredse [ 3504
[= TS V] Do B0, J0ER - D 2T 20
i Pigu 3 O 23, 3050 - Dwo 35, 3038

A e, e P

Imporiant AN gt spphy o B Olsim Waeeh(s] thown sbove
v Carwlally srohrm pour itwers B BOGUREty B Mk iy PORSET oomeolorn. To Fake Shangi & Siretiin, ok
S T Ik uncher B appropriate seotion heading
v e e Seriiy pour Ewers i IPae e Sorepiets Bl ared Suonsebuy fulesl i Piyreet Beouiel, you wil B
st ko procuns: & prirbes Hendy oopy

Prork s OSha Inecamat

B Yory e Cotfuiet by

Work and Lsrrirgs

Clasioms Wik § (Do D, 2818 - Do 2T, J08E)

Dl o s i e o 17 L

x
)

Dl o s i o Py Py i o bporsny beyoll o on vacsion Bom & Dt ol durng
Casirn Wt 17

Gl Wk 7 [ 33, 18 - D 23, 0K

D o W i e, Wi 7 Hi
Dnd pon pars ppmtue. o Bl oy whvie o beegrirmry lepi de G valein i B Do e Ha
Tt Wil 27
oy becorn

D0 i it (i ool B ity OF Wb Ao Do Tl g Paro il sy Smfuean) B TV Ha
pch s Redromant o daabity penoeon, "Worken Compenaston, of ASEcral payment, wach e
i wu iy O mer el OF oA eetle flialm OF wry sayeealin

M Yan check o Fuad sgeiy
Habromant o SLMEE Carimin Mot Chacibuad)
s el (Wi Chaiiihand]

Aol parpmat whan you B your b offer T eegea 1o haed Mot Chachad)
w el

dwity el A v ailaduiity s Wiori
i Apuley ponl dovpdataliy v Yo
Viers you plysoaly s 1o wirk ach day? Tes

Wiers vou Bemdabis 10 socept LB-tene work o ol of T das e hours reueed lor e peofwork you. s
e Sy, o P bebar ofaredl?

B Mo, ok B reansony] you wees rct prepslabis
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Certify and Submit

To complete the payment request, you must certify that your information

is true and complete, then select Submit.

* @Yes © No

Certify and Submit

Giving untrue information or withholding information on any unemployment insurance claim may result in severe penalties including
fines andfor imprisonment, and may also result in a loss of benefits. TWC routinely compares the amount of earnings you report
on your certifications to the amount of wages your employer reports having paid you. TWC also randomly verifies that you made
an adequate number of valid work search contacts.

Do you certify that this is your Social Secunty Mumber and you are the person named on this unemployment insurance claim;
and do you certify the information you gave for this claim penod is true and complete?

Only click Submit once. It may take a moment to display your Confirmation page.

Important!

You cannot make changes after you certify and submit your payment request. However,
if you need to correct any information on your request, call the Tele-Center the next
business day at 800-939-6631 to discuss your situation.
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Confirm Payment Request

Once you submit your payment
request you will receive a message
on the Confirmation page stating
that your request has been accepted,

canceled, or rejected.

Read the confirmation message
carefully.

If you are given the opportunity

to request benefit payments for
backdated weeks, you must request
them at that time. If you do not,

the system will not allow you to try
later and you will have to call the Tele-
Center.

| MyHome | MyProfie | Logoff

Confirmation

rk and Other Income

Payment Request Information

Ability and Availability Name:
T Social Security Number (SSN):  J00(XX-
Claim Week 1: Feb 16, 2020 - Feb 22, 2020

Review and Submit

Claim Week 2: Feb 23, 2020 - Feb 29, 2020

% indicates required information

0 You have not requested payment for some recent benefit weeks.
To request payment for additional week(s), select the "Request Additional Payment” button below.

Payment Request Confirmation

If you submit your payment request after 6PM Central, TWC will process your payment in two #& pusiness days

If we need additional information from you to process your payment request, we will contact you.

TWC Tele-Centers are temporarily open on Sundays from 8:00 a.m. to 5:00 p.m. Central Daylight Time (CDT).

Your Payment Request has been submitted on June 15, 2020 10:44 am (Central ime)

Here are your next steps in the Payment Request process

1. View and print a record of your Payment Request answers in a new window. This will be your ONLY chance to view or print 8
record of your Payment Request

& View and Print Payment Request

Request Additional Payment

If you are directed to call the Tele-Center by a specific
date and do not call, you will not be paid for the
payment request submitted, and TWC will place a hold
on all future payments until you call.
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How to Request Payment for Backdated Weeks

| MyHome | MyProfie | Logoff

If you request payment using UBS,
and you have backdated payment
weeks that you have not yet
requested payment for, a message
informing you that you have not
requested payment for some recent
benefit weeks is displayed on the

Confirmation page:

Select Request Additional Payment.

You are taken to another Begin Payment
Request page with two additional claim

weeks in the Payment Request Period section.
Select Next and answer the questions for the
additional claim weeks.

If you have additional backdated weeks, the
Request Additional Payment button will
appear again on the Confirmation page. Select
the Request Additional Payment button
and repeat the payment request process.
Repeat the entire process until there are no
more backdated weeks.

Confirmation

rk and Other Income

Payment Request Information

Ability and Availability Name:
T Social Security Number (SSN):  J00(XX-
Claim Week 1: Feb 16, 2020 - Feb 22, 2020

Review and Submit

Claim Week 2: Feb 23, 2020 - Feb 29, 2020

% indicates required information

0 You have not requested payment for some recent benefit weeks.
To request payment for additional week(s), select the "Request Additional Payment” button below.

Payment Request Confirmation

If you submit your payment request after 6PM Central, TWC will process your payment in two & business days

If we need additional information from you to process your payment request, we will contact you.

TWC Tele-Centers are temporarily open on Sundays from 8:00 a.m. to 5:00 p.m. Central Daylight Time (CDT).

Your Payment Request has been submitted on June 15, 2020 10:44 am (Central ime)

Here are your next steps in the Payment Request process

1. View and print a record of your Payment Request answers in a new window. This will be your ONLY chance to view or print 8
record of your Payment Request

& View and Print Payment Request
Request Additional Payment

If you have any questions or problems with any
backdated payment requests, call our Tele-Center
at 800-939-6631 to speak with a customer service

representative.
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Still need help?

Call the TWC Tele-Center
at 800-939-6631
to speak with one of our
customer service representatives.

_TEXAS-
WORKFORCE SOLUTIONS

RRE T
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	Structure Bookmarks
	How to Request Benefit Payments Online
	1
	How to Request Benefit Payments Online
	Figure
	Figure
	Figure

	2
	Tutorial Content
	This tutorial includes instructions for completing, submitting, and certifying your payment request made over the Internet. 
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	This is the first screen you will see when you visit our website at . 
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	ui.texasworkforce.org
	ui.texasworkforce.org


	Before you can log on to the Unemployment Benefits System (UBS), you must have a user ID and password. 
	For instructions on how to create, retrieve or reset a user ID and password, go to the .
	User ID and 
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	Password Tutorial



	Select this link if you already have a User ID or Password or if you need to create a User ID and Password. 
	Select this link if you already have a User ID or Password or if you need to create a User ID and Password. 
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	Important
	Your information will not be saved if you log off before you receive a confirmation.
	Your information will not be saved if you log off before you receive a confirmation.
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	Remember: 
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	• 
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	7
	My Home 
	The My Home page displays after you log in to UBS. 
	The My Home page displays after you log in to UBS. 
	The My Home page provides useful information about finding a job, training programs, career development, payment options, messages from TWC, and much more. 
	The My Home page also provides a Quick Links menu that allows you to access various benefits system topics, applications,  and resources. The page also provides a Change My Profile menu that allows you to view and change your personal and profile information. 

	Figure

	8
	When to Request Payment
	You must request your unemployment benefit payment every two weeks on your scheduled filing day.
	You must request your unemployment benefit payment every two weeks on your scheduled filing day.
	When you apply for unemployment benefits, TWC sends you a document titled: Instructions for Requesting Benefit Payments. This document shows your first filing day, your Tele-Serv filing day, and instructions for filing online or through Tele-Serv.
	You must request your first benefit payment on your first filing date.

	Figure

	9
	Scheduled Filing Day and Payment Request Day 
	You can also find your scheduled filing day and your next payment request day by calling Tele-Serv at 800-558-8321, select Option 2, or by logging in to Unemployment Benefits Services (UBS) and viewing your  The Claim and Payment Status page can be accessed from the Quick Links menu. 
	You can also find your scheduled filing day and your next payment request day by calling Tele-Serv at 800-558-8321, select Option 2, or by logging in to Unemployment Benefits Services (UBS) and viewing your  The Claim and Payment Status page can be accessed from the Quick Links menu. 
	 
	.
	Claim and Payment Status



	Figure
	Remember to make a note of your scheduled filing day and the next date you must request payment.
	Remember to make a note of your scheduled filing day and the next date you must request payment.
	You should request benefit payment every two weeks after your first filing date on your scheduled filing day.
	You should request payment on the filing day listed on the instructions as Tele-Serv Filing Day and on your claim and payment status whether you use Tele-Serv (800-558-8321, option 1) or UBS to request payment.

	You are scheduled to request benefit payment on Sunday, Monday, Tuesday, or Wednesday. These are designated filing days, and you should always request payment on your filing day. If you are unable to request payment on your filing day, you can request payment during the same week on our open filing days: Thursday, Friday, and Saturday.
	You are scheduled to request benefit payment on Sunday, Monday, Tuesday, or Wednesday. These are designated filing days, and you should always request payment on your filing day. If you are unable to request payment on your filing day, you can request payment during the same week on our open filing days: Thursday, Friday, and Saturday.


	10
	Calculating Your Biweekly Payment Day
	Remember, you must request payment during the same week as your designated filing day. If you miss requesting on your filing day or during the open filing days in the same week, try to request payment as soon as possible. If the system tells you your payment request is late, you will need to call our Tele-Center at 800-939-6631 and tell the customer service representative (CSR) that your payment request is late. The CSR will inform you when to request payment next. 
	Remember, you must request payment during the same week as your designated filing day. If you miss requesting on your filing day or during the open filing days in the same week, try to request payment as soon as possible. If the system tells you your payment request is late, you will need to call our Tele-Center at 800-939-6631 and tell the customer service representative (CSR) that your payment request is late. The CSR will inform you when to request payment next. 
	If your payment request is late, your benefit payment may be delayed or you may not get paid.  

	The following table shows how to calculate your next filing day. For example, if you requested payment on a Monday, you should request your next payment on the second Monday after that. You can also request payment during the open filing days in the same week as your designated filing day.
	The following table shows how to calculate your next filing day. For example, if you requested payment on a Monday, you should request your next payment on the second Monday after that. You can also request payment during the open filing days in the same week as your designated filing day.

	Figure
	See the next page for three examples showing how to use the table.
	See the next page for three examples showing how to use the table.


	11
	Calculating Your Biweekly Payment Day (continued)
	Example 1 – Normal Payment Request Schedule:
	Example 1 – Normal Payment Request Schedule:
	You request payment on a Monday during your first week. You would SKIP the next Monday in week 2, and then request payment on the Monday after that in week 3. Then you would skip the Monday in week 4 and request payment again on the next Monday.

	Example 2 – You Miss One of Your Filing Days:
	Example 2 – You Miss One of Your Filing Days:
	You request payment on a Tuesday during your first week. You skip the next Tuesday in week 2, but then miss the Tuesday after that in week 3. To stay on schedule, you would request payment on any of our open filing days during week 3. You would then skip the Tuesday in week 4, and request payment again on the next Tuesday after that.

	Example 3 – You Miss a Filing Week:
	Example 3 – You Miss a Filing Week:
	You request payment on a Wednesday during your first week. You skip the next Wednesday like you should, but then forget to file on the Wednesday in week 3 and do not request payment during our open filing days that week. You should try to request payment as soon as possible. If the system tells you your payment request is late, you must call the Tele-Center at 800-939-6631 and tell a customer service representative (CSR) that your payment request was late. The CSR will inform you when to request payment nex


	12
	Calculating Your Biweekly Payment Day (continued)
	When you request payment on Unemployment Benefits Services, the program will display the next date to request payment on Claim and Payment Status. Please make note of the date and mark it on your calendar.
	When you request payment on Unemployment Benefits Services, the program will display the next date to request payment on Claim and Payment Status. Please make note of the date and mark it on your calendar.

	Remember: If you do not request payment on time, your payment may be delayed or you may not get paid. You should try to request payment as soon as possible. If the system tells you your payment request is late, call our Tele-Center at 800-939-6631 and tell the customer service representative (CSR) that you filed your payment request late. The CSR will inform you when to request payment next.
	Remember: If you do not request payment on time, your payment may be delayed or you may not get paid. You should try to request payment as soon as possible. If the system tells you your payment request is late, call our Tele-Center at 800-939-6631 and tell the customer service representative (CSR) that you filed your payment request late. The CSR will inform you when to request payment next.
	 


	Figure

	13
	How to Request Payment 
	To get started with a payment request, log on to  and select Payment Request from the Quick Links menu on the My Home page.
	To get started with a payment request, log on to  and select Payment Request from the Quick Links menu on the My Home page.
	UBS
	UBS



	Figure

	14
	Truth In Filing 
	The Truth in Filing page provides important requirements regarding personal information, payment requests, instructions in the Unemployment Benefits Handbook, and fraud. You must read and certify that you understand and agree to comply with these requirements. 
	The Truth in Filing page provides important requirements regarding personal information, payment requests, instructions in the Unemployment Benefits Handbook, and fraud. You must read and certify that you understand and agree to comply with these requirements. 

	Figure
	Figure

	15
	Begin Payment Request
	The Begin Payment Request screen shows:
	The Begin Payment Request screen shows:
	The Begin Payment Request screen shows:

	• 
	• 
	• 
	• 

	The Payment Request Period
	The Payment Request Period


	• 
	• 
	• 

	A link to the TWC debit card fee 
	A link to the TWC debit card fee 
	schedule



	Completion Requirements:
	Completion Requirements:

	If you submit your payment request after 
	If you submit your payment request after 
	6 p.m. Central,  TWC will process your 
	payment in two business days.

	Your payment request is not complete 
	Your payment request is not complete 
	until you have submitted it and received a 
	confirmation message. Your data will not 
	be saved if you log off before receiving the 
	confirmation message.


	Figure
	Figure

	16
	Begin Payment Request (continued)
	Begin Payment Request (continued)

	The first section in Begin Payment Request shows you your Payment Request Period. The example given shows a payment request period in December 2018. 
	The first section in Begin Payment Request shows you your Payment Request Period. The example given shows a payment request period in December 2018. 
	The information following the red asterisk * is important. 
	If this is your first claim and you are receiving your benefits on the TWC Debit Card, you must read the U.S. Bank debit card fee schedule by selecting the following link:  
	Receiving Benefit Payments by 
	Receiving Benefit Payments by 
	Debit Card



	Figure
	The Current Payment Option section shows information regarding our current payment method.
	The Current Payment Option section shows information regarding our current payment method.
	New claims default to the 
	New claims default to the 
	TWC Debit Card. 

	If you need to change your 
	If you need to change your 
	payment option, select 
	Yes.

	You can only change your 
	You can only change your 
	payment option once 
	when you submit your 
	first payment request.
	 

	To change your payment 
	To change your payment 
	option again, select 
	 
	Payment Option from the 
	 
	Quick Links menu. 


	Figure
	Select Yes to change your payment option. The change payment option is explained on the following pages. 
	Select Yes to change your payment option. The change payment option is explained on the following pages. 


	17
	Change Payment Option
	Before changing your payment option, you will be asked to verify your identity by enteringyour PIN.  
	Before changing your payment option, you will be asked to verify your identity by enteringyour PIN.  
	 


	Figure
	If you are changing your payment option from the TWC Debit Card to direct deposit, you will see information regarding direct deposit account information. 
	If you are changing your payment option from the TWC Debit Card to direct deposit, you will see information regarding direct deposit account information. 
	Provide the routing number, account number, and the account type.  
	If you are unsure of your routing and account numbers, contact your bank or credit union before choosing the direct deposit payment option.  
	 


	Figure
	If you sign up for direct deposit, It takes up to eight business days for a bank or credit union to verify a direct deposit account. On the ninth business day, TWC can submit a payment to the direct deposit account if the claim is eligible for payment.
	If you sign up for direct deposit, It takes up to eight business days for a bank or credit union to verify a direct deposit account. On the ninth business day, TWC can submit a payment to the direct deposit account if the claim is eligible for payment.


	18
	Change Payment Option (continued)
	Change Payment Option (continued)

	If you are keeping the TWC Debit Card, or changing your payment option from direct deposit to the TWC Debit Card, you will be shown the Current Payment Option: Debit Card Authorization page. 
	If you are keeping the TWC Debit Card, or changing your payment option from direct deposit to the TWC Debit Card, you will be shown the Current Payment Option: Debit Card Authorization page. 

	All claimants keeping the TWC Debit Card, or changing to the TWC Debit Card, will have to read and acknowledge that they have read the U.S. Bank Debit Card fee schedule. 
	All claimants keeping the TWC Debit Card, or changing to the TWC Debit Card, will have to read and acknowledge that they have read the U.S. Bank Debit Card fee schedule. 
	The fee schedule lists fees and limits to TWC Debit Card activities and transactions. 
	The fee schedule can be accessed here:  
	U.S. Bank Card Fee Schedule
	U.S. Bank Card Fee Schedule


	Selecting Next will take you to the Payment Option: Review and Submit screen.

	Figure
	Figure
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	Change Payment Option (continued)
	Change Payment Option (continued)

	The Payment Option: Review and Submit 
	The Payment Option: Review and Submit 
	The Payment Option: Review and Submit 
	page shows the payment method you 
	selected. It allows you to review the 
	information you provided. 

	If something is incorrect, select 
	If something is incorrect, select 
	Previous
	 
	to navigate back to the Payment Option: 
	Change Payment Option page. 


	Figure
	I
	I
	I
	f you select direct deposit, make sure your 
	account type, account number, and routing 
	number is correct. You will not be able to 
	make changes once you submit. 

	Selecting 
	Selecting 
	Submit 
	will complete the change 
	payment option request. 

	You will be shown a confirmation page 
	You will be shown a confirmation page 
	confirming that the payment option has 
	been successfully submitted. 

	Select 
	Select 
	Next
	 on the confirmation page to 
	return to the Payment Request page.


	Figure
	Figure
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	Work and Other Income
	When requesting a payment, you must answer 
	When requesting a payment, you must answer 
	When requesting a payment, you must answer 
	these questions:

	• 
	• 
	• 
	• 

	Did you work in Claim Week 1?
	Did you work in Claim Week 1?


	• 
	• 
	• 

	Did you work in Claim Week 2?
	Did you work in Claim Week 2?




	One of the most common mistakes is believing that you do not need to report earnings from part-time work.  
	One of the most common mistakes is believing that you do not need to report earnings from part-time work.  
	This is not true. 
	You must report earnings from ALL work, no exception. 
	It does not matter whether you got the job before or after you started your claim.
	 


	If you need help calculating your earnings, visit our tutorial: 
	If you need help calculating your earnings, visit our tutorial: 
	How to Calculate and Report Earnings
	How to Calculate and Report Earnings
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	Other Income
	You 
	You 
	You 
	must 
	report income from:

	• 
	• 
	• 
	• 

	Severance pay or wages paid instead of 
	Severance pay or wages paid instead of 
	notice of layoff


	• 
	• 
	• 

	Retirement pensions
	Retirement pensions


	• 
	• 
	• 

	Disability insurance
	Disability insurance


	• 
	• 
	• 

	Military retirement or 
	Military retirement or 
	 
	disability pay


	• 
	• 
	• 

	Worker’s compensation
	Worker’s compensation



	After you report these types of income, TWC 
	After you report these types of income, TWC 
	will mail you a decision on your eligibility for 
	unemployment benefits. 

	Depending on your answers, you may be 
	Depending on your answers, you may be 
	asked for additional information.

	After you report these types of income, TWC 
	After you report these types of income, TWC 
	will mail you a decision on your eligibility for 
	unemployment benefits.
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	Ongoing Eligibility Requirements
	In this section you will learn about ongoing eligibility requirements, such as:
	• 
	• 
	• 
	• 

	Ability and availability to work

	• 
	• 
	• 

	Work Search
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	Ability and Availability
	TWC considers individuals available for work if they are ready, willing and able to accept any suitable full-time work. 
	Figure
	To be considered able and available, you must: 
	To be considered able and available, you must: 
	To be considered able and available, you must: 

	• 
	• 
	• 
	• 

	Be physically and mentally able to 
	Be physically and mentally able to 
	perform the work you seek.


	• 
	• 
	• 

	Have the health and other physical and  
	Have the health and other physical and  
	mental abilities needed for the job you’re 
	looking for. 


	• 
	• 
	• 

	Be available for full-time work during the  
	Be available for full-time work during the  
	weeks you are filing for.



	Availability includes, but is not limited to: 
	Availability includes, but is not limited to: 

	• 
	• 
	• 
	• 

	Having adequate transportation.
	Having adequate transportation.


	• 
	• 
	• 

	Having adequate child care arrangements 
	Having adequate child care arrangements 
	if you have children.


	• 
	• 
	• 

	Being available for job interviews.
	Being available for job interviews.


	• 
	• 
	• 

	Being willing to work all the days and  
	Being willing to work all the days and  
	hours required for the type of work 
	 
	you seek.


	• 
	• 
	• 

	Being willing to accept the usual rate of  
	Being willing to accept the usual rate of  
	pay for a person of your qualifications 
	and experience.




	Depending on your answers, you may be asked for additional information.
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	Work Search
	You must:
	You must:
	You must:

	• 
	• 
	• 
	• 

	Make your minimum number of 
	Make your minimum number of 
	work search activities each week. 


	• 
	• 
	• 

	Keep detailed records of your 
	Keep detailed records of your 
	work search efforts. 



	TWC routinely verifies work search 
	TWC routinely verifies work search 
	activities. 


	Figure
	When you get a job, go to  and report that you got a job!
	When you get a job, go to  and report that you got a job!
	www.WorkInTexas.com
	www.WorkInTexas.com
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	Review and Submit Payment Request
	In this section you will learn how to:
	In this section you will learn how to:
	• 
	• 
	• 
	• 

	Review and edit your payment request

	• 
	• 
	• 

	Certify and submit your payment request

	• 
	• 
	• 

	Confirm your payment request

	• 
	• 
	• 

	How to request payment for backdated weeks
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	Review and Submit
	The Review, Edit, and Submit section shows you all the information you entered and allows you to make changes by selecting the Edit link at the beginning of each section. Read the summary page very carefully and correct any errors before you submit your payment request. 
	The Review, Edit, and Submit section shows you all the information you entered and allows you to make changes by selecting the Edit link at the beginning of each section. Read the summary page very carefully and correct any errors before you submit your payment request. 

	Figure
	Figure
	Figure
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	Certify and Submit
	To complete the payment request, you must certify that your information is true and complete, then select Submit.
	To complete the payment request, you must certify that your information is true and complete, then select Submit.

	Figure
	Important!
	Important!
	Important!

	You cannot make changes after you certify and submit your payment request. However, 
	You cannot make changes after you certify and submit your payment request. However, 
	if you need to correct any information on your request, call the Tele-Center the next 
	business day at 800-939-6631 to discuss your situation. 
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	Confirm Payment Request
	Once you submit your payment request you will receive a message on the Confirmation page stating that your request has been accepted, canceled, or rejected.
	Once you submit your payment request you will receive a message on the Confirmation page stating that your request has been accepted, canceled, or rejected.
	Read the confirmation message carefully.
	If you are given the opportunity to request benefit payments for backdated weeks, you must request them . If you do not, the system will not allow you to try later and you will have to call the Tele-Center.
	at that time


	Figure
	If you are directed to call the Tele-Center by a specific 
	If you are directed to call the Tele-Center by a specific 
	If you are directed to call the Tele-Center by a specific 
	date 
	and do not call
	, you will not be paid for the 
	payment request submitted, and TWC will place a hold 
	on all future payments until you call.
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	How to Request Payment for Backdated Weeks
	If you request payment using UBS, and you have backdated payment weeks that you have not yet requested payment for, a message informing you that you have not requested payment for some recent benefit weeks is displayed on the Confirmation page:
	If you request payment using UBS, and you have backdated payment weeks that you have not yet requested payment for, a message informing you that you have not requested payment for some recent benefit weeks is displayed on the Confirmation page:

	Select Request Additional Payment. 
	Select Request Additional Payment. 
	You are taken to another  page with two additional claim weeks in the Payment Request Period section. Select Next and answer the questions for the additional claim weeks. 
	Begin Payment 
	Begin Payment 
	Request



	If you have additional backdated weeks, the Request Additional Payment button will appear again on the Confirmation page. Select the Request Additional Payment button and repeat the payment request process. Repeat the entire process until there are no more backdated weeks.
	If you have additional backdated weeks, the Request Additional Payment button will appear again on the Confirmation page. Select the Request Additional Payment button and repeat the payment request process. Repeat the entire process until there are no more backdated weeks.

	Figure
	If you have any questions or problems with any backdated payment requests, call our Tele-Center at 800-939-6631 to speak with a customer service representative.
	If you have any questions or problems with any backdated payment requests, call our Tele-Center at 800-939-6631 to speak with a customer service representative.
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	Still need help?
	Call the TWC Tele-Center
	Call the TWC Tele-Center
	Call the TWC Tele-Center

	at 800-939-6631
	at 800-939-6631

	to speak with one of our
	to speak with one of our

	customer service representatives.
	customer service representatives.


	Figure
	Figure






