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Unemployment Claim  
Instructions

File online at NEworks.nebraska.gov

Click links below to view a specific section.

Equal Opportunity Program/Employer    TDD/TTY: 800-833-7352
Auxiliary aids and services are available upon request to individuals with disabilities.
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• Social Security Number

• Complete home mailing address, including ZIP code

• Telephone number

• Email address

• County where you live

• Driver’s license number or State ID card number

• If you select direct deposit, your bank routing number and account number

• The company names for all your employers from the past 18 months as they 
appear on your paycheck stubs or W-2 forms

• Complete mailing addresses of employers, including ZIP code and the city in 
which the business is physically located

• Your start and end dates with each employer, including month, day, and year

• Your reason for leaving each employer (lack of work, voluntary quit, discharge, 
leave of absence)

• If a non-citizen: Documentation issued by US Citizenship and  
Immigration Services 

• If you served in the military the past 18 months, DD 214 Member #4 Form 

• If you worked for the federal government as a civilian employee in the last 18 
months, Standard Form 8 or Standard Form 50. Also, compile your total wages 
earned with the federal employer in the last 18 months and indicate how you were 
paid (hourly, weekly, and monthly)

GATHER THE FOLLOWING INFORMATION  
BEFORE FILING A NEW CLAIM
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How to File a New 
Unemployment Claim at 
NEworks.nebraska.gov

The instructions that follow are for filing a new claim and reopening a claim. After you 
have filed a new claim, file a weekly claim for every week you are unemployed or your 
hours are reduced. It takes around 21 days to process a new claim. File weekly claims 
while your initial claim is processing.

On the NEworks 
home page, click 
Unemployment 
under the Job 
Seekers header. 

Select Log In To Access 
Unemployment Services.

Select Option 
3-Create a User 
Account, and 
click on Individual 
Registration.

The Unemployment Services page provides 
links to resources like the handbook for 
unemployed workers and FAQs.

After filing your claim for unemployment 
benefits, read all communication about 
your claim.  Check your email, the 
NEworks message center, telephone 
messages and the mail for any claim-
related updates. Decisions about your 
claim are based on available information, 
so it’s important that you respond on time 
when you’re instructed to do so.
For more instructions, see the videos 
located HERE.

https://www.youtube.com/watch?v=qXz9mdxLW8I&list=PLJB7c81GfGtt1dxVRwzXWHo6GXtkj2BIz


4

Employment History
After you have filled in some basic information to set up your account, you will be asked for your 
employment history.

Not providing all of your employment history in the last 18 months could delay the processing of your un-
employment claim. When registering and filing your unemployment claim in NEworks, if you don’t see your 
employer on the Employer Search list provided, you have an out of state employer, or you’re self employed, 
these instructions will walk you through how to add an additional employer’s information in NEworks. 

All employers you have had in the past 18 months must 
be reported. Please select Yes until you have provided 
information for all employers for the last 18 months.

1. If you type in a company name and it is not in the drop down, you will see a list of partial matches.

Click the I don’t see it in this list link 
if the company you are searching 
for is not on the list provided.
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2. After clicking on the link 
you will receive this message.

Click OK

3. Clicking OK expands the Employer Search results

If you don’t see your company 
in the expanded search, click 
the I don’t see it in this list link.
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4. Enter Employer information 

Once you’ve completed 
your unemployment 
claim, you will see this 
confirmation screen.

You can file online at NEworks.nebraska.gov.

Claim Confirmation
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Confirming that Your Resume is Online
Your resume must be online and searchable in NEworks in order to remain eligible for 
unemployment benefits.  

If you see “Offline” on the screen below, click the red tab to put your resume online.

From your dashboard, select the Resume 
Builder and locate your resume.
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Uploading Identify Verification 
Documents in NEworks Account

To prevent fraud, NDOL collects identify verification information. You should 
upload identity verification in your NEworks account, such as a driver’s license or 
US passport, as soon as you file your initial claim.  Otherwise, you will receive a 
message requesting this documentation and should follow the instructions below.
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Select the Issue 
Identity Verification 
link from the 
Postmaster.

Select the link below 
to upload documents.

If that window is closed, 
you can also go to the 
message center using 
the left communication 
center link.
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Select the File Type.

In this example, select 
Drivers License.
Upload each side of 
the Drivers License as 
separate documents.

The documents will appear in the documents folder.
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How to File Weekly 
Unemployment Claims on 
NEworks.nebraska.gov

The instructions that follow are for filing a weekly claim, 
sometimes referred to as a weekly certification. After you have 
filed a new claim, file a weekly claim for every week you are 
unemployed or your hours are reduced. It takes around 21 days 
to process a new claim. File weekly claims while your initial 
claim is processing.
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Click on the unemployment services 
link on the left hand side of the page 
and continue to the next page.

Click on File a Weekly Claim for  
Benefits if you have a claim in the system 
and need to certify your eligibility for the 
past week.

Start by logging in  
with Username and 
Password.

Make sure the 
information you are 
entering pertains to the 
week displayed here.
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This is the first employer you applied 
with or contacted in the past week. 
You will repeat this process for every 
contact you made during the week.

Enter the method you 
used to contact the 
employer.

Enter the job title and 
choose a suggested 
occupation from the 
dropdown. Use the 
search bar to find an 
unlisted occupation.

Only check this box if you 
refused a job offer. This does 
not apply to cases where you 
did not receive an offer. 

Enter the dates of 
your job contacts.

Click Yes if you have additional  
job contacts to add.

Entering Reemployment Activities
After you answer the weekly eligibility questions, you will be prompted to enter your reemployment activities 
for the week. Five reemployment activities must be completed each week, including two job applications.
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Once you select Continue, you 
have completed your claim.

Claim Confirmation
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Accessing Your Claim 
Status on  

NEworks.Nebraska.gov
To check the status of your claim, log into your NEworks account and go to Unemployment 
Services. Click on the Claim Summary outlined in Green below.
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Scroll down to the Claim Details section to get the latest information about your claim, 
including your weekly benefit amount, claim effective date, and tax withholding status.
Every claim will display “Yes” next to Unresolved Issue(s) as part of normal Nebraska 
Department of Labor (NDOL) claim processing. This should not be cause for alarm.

Selecting Less Information will remove the Claim Deductions information.

Choose the More Information link to 
display Claim Deductions.
For example:
• Federal and State Tax
• Overpayment Balance (if applicable)
• Child Support



Accessing the Agency Record File  
for Appeals Cases 
You must be logged into your employer or individual account at NEworks.nebraska.gov to access 

the Agency Record File. Follow the steps below to access NDOL records. Employer instructions are 

listed first, followed by unemployment claimants. 

Claimant’s view Employer’s view 
Left link Services for Individuals > 

Unemployment Services > Appeals 

Services for Employers >  

Unemployment Services > Appeals 

Version: 1/18/2023 

The Agency Record File contains documents from the Nebraska Department of Labor’s adjudication 

process relevant to this appeal. See 224 NAC 1(10). During the hearing, the Hearing Officer will receive 

the Agency Record File into evidence and may consider the documents in that file when reaching a 

decision. See 224 NAC 1 (15)(C). You may use the documents in the Agency Record File by offering 

testimony to explain those documents or questioning any witness about those documents. The Agency 

Record File will be available for all parties to review no later than two business days before the hearing.   

Why Access the Agency Record File? 

Appeals 

https://neworks.nebraska.gov/vosnet/Default.aspx


Claimant dashboard  
Unemployment Services widget > More Unemployment Services  

Employer dashboard  
Unemployment Services widget > More Unemployment Services  

More Unemployment Services 



Select Appeals Link 

Claimant’s view 

Select Appeals Link 

Employer’s view 

Appeals 



For employer appeals 

filed, select the Appeal 

Docket number from 

the Select Appeal 

dropdown list. 

For claimants with more 

than one appeal filed, 

select the Appeal 

Docket number from the 

dropdown list. 

To view documents to 

be presented during 

the Appeal, click on 

the View Agency 

Records link. 

Appeal Documents will 

pop up in a new window.   

Equal Opportunity Program/Employer  

| TDD: 800-833-7352    

Auxiliary aids and services are available 

upon request to individuals with disabilities. 




