CLAIMANT GUIDE TO WEEKLY CLAIMS:
Partially Employed/Receiving Income

You must file a weekly claim for any week that you want to receive PUA/FPUC, even if your eligibility is being determined or
you have an appeal pending.
» To file a weekly PUA certification:

1. Access HireGuam homepage at https://www.hirequam.com/

A HIREGUAM.#* = &

Pandemic mployment Assistance (PUA)

2. Log in to your account and your individual workspace dashboard will appear (similar to the sample below).
3. From either the “Services for Individuals” menu in the left navigation pane, OR the “Unemployment Services” widget
on the dashboard, click the option to file a “Weekly Claim Certification” or “File for Weekly Benefits.”
Welcome to My Individual Workspace Sample Name Test.

A H I RE View your Persongl Profile and Contact Information, This page introduces you to system features and offers suggestions. Select from the tems below to start customaing the

& GUAM content that interests you.

My Dachboand

My Dashboard

Howr We Can Help You
ow W Can =elp You Dwractony of Sendoss My Rosources
Diwectory of Senvaces

@ [valua:e your mc-nﬁ'!ry budget and explore potential sources - Review and update name. address. phane or e-mail
of other income.

My Resources

Career Explocer
Learn what career of type of job best suits you.

Jo Search Career [nformer Eackground
il
S “J}” Highlight a specific occupation and display detailed Iraining Budget Planning w, Hision
| S, | information about it Evaluate traiming costs and determine if your budget fits the T Royopts Xy
Wy Portsiio ’ training plans. 0 Education Histones
Mors Career Senices © o 0 Certficates
B Senvices for Indhaduals view your Personal Profile and Contact Information ©

Career Senvces

Joi Seeicer Services

= Community Services And Benefits
=l Job Seeker Services X
Q

M wershonTrining

Education Senvices

Apply for Vocational
Feehabritaton

Staff Provided Services

Communication Cerer

&)

Signed and Sealed

Compigted

When you become 2 registered user in the system, you can
apply for jobs, oreate résumés. find providers that will

s ppb trainang. and much more... More

employer database.

Select this option to explore information about the vanous .
Labor Market Senvices @ ob Fair 2
2 community services and benefit programs that are currently Find current job openings.
Community Services and lliri Mestings Q available 1o you. By
Bensfis Bésumé Suslder
¢ Rapid Response Q Create, store and update your iésumé online.
Financial Senages
= employer Services x Virtual Recruiter
b Seny @ Onentation 2
Mt Create a system job search abert.
Unernglipmint Sani ol Unempioyment ' yver Recruitment Event Trending Emplo;
e Senves Y Benei Ovaiew Emeio 2 SRS More kob Seeker S ()
Veteran Senices File a Claim Lg] Qghet Evants 9 See Trending Emplovers
Youth Sennces Weekly Claim More Events o
] o s
i Soey - Select this option to view employers who hava jobs available
—y == St _ P e
» v mert enefit
Workplace Traming 1| Update Contect - g locltmeloverstes = Information about the Unemployment program.
Select this option to view information from the InfoUSA

Stan an Unempioyment Claim
=, File anintial claim or re-open an ensting claim.

T T P

!k\ln i M ¥
h View a summary of your unemployment benefits daim

] Fite a weekly claim and certify eligibility.

. ~ ‘ Tell Your Story ﬁ
g g o A 120 min estimated Morg Unemployment Senvices ©

4. Click “File Your Weekly Certification to Continue Your Claim,” button. The Weekly Certification Filing Process will begin. Be
sure to read all the information before proceeding clicking “Next.”

HIRE
Q GUAM

File Your Weekly Certification to Continue Your Claim h

Below is a list of your weekly certifications.

To claim & new week, click the button below
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CLAIMANT GUIDE TO WEEKLY CLAIMS
Partially Employed/Receiving Income

5.
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If your contact information has changed, update that information by selecting “Update Contact Information.”

6.

Contact Information

Name: Sample Name Test
Address: 123 Testing Road
Agat, GU 95928
671-300-4602

Phone:
Email: sampletest@gmail.com
[ Update Contact [nformation ]

“Eligibility” Review questions will follow. You may be required to answer additional questions, based on your availability.

7.

When providing your answer, ensure that it
applies to the week specified on your claim.

ending saturday,

ay 17, 2020 and
O Yes o Na

Your Eligibility - Avallabllity

“Sample Name, other than for reasons that were the direct result of the
dicaster/pandemic, were you able and avallable tn go to work during the
week beginning Sunday, May 17, 2020 and ending Saturday. May 23, 20207

you were offered a job you must have been able Lo accepl it on every day of the

1 rot you could be disqualified from recebving unemployment benefits =nd you

week beginning sunday, M

The lave indicates that you must have been able to go to work each da,
will have to pay back any benefits you have received. You will nct have the opportunity to modify your answers once finally submitted

week beginning Sunday,

Piease note that this information may be crossed checked with employer records.

4_—-"_"_-7
Your Eligibility - Workers' Compensation

“Sample Name, did you receive or apply for workers’ compensation during the O Yes 0 No
week beginning Sunday, May 17, 2020 and ending Saturday, May 23, 0207

g s medcal 997 g
Your Eligibility - Private Income Protection

h COVID-23
o 4 5eh? " Sample Name. did you receive or apply for private income protection forlass () ves O Ne
of wages including illness or disability during the week beginning Sunday.

nable 10 e i
ol the roD-18 _May 17, 2020 and ending Saturday, May 23, 2020?

v

b ad) for mET W

i een GG s hause! .

jr ¢ ot & mEmBel o carg vl ""m'g‘u?eq.n

iy memBe 1 Thave prmesy ool o 1aHRY cark 6 ¥ .

aid for whic i 4hOS e e
5! . b snne impased 348 s oroictr 1o 1 b o T
i 1oh CBIE . iesibn i
i car Your Eligibility - Supplemental Unemployment Benefit
O Yes O Mo

rech 1€%
you receive a supplemental unemployment benefit

L=
1§ il o
o of employ e OEPET L peen 2
L W'me“' e 100 98 8
' chhe )
place of & o or am upaDie 10 % " Sample Name, did
mmmoe-ur-ﬂ'--""“' . hw*m‘.dmdz-d* pursuant to a during the week
mence el 14 necause e pead of HET Sunday. May 17, 2020 and ending Saturday, May 23, 20202
tard ousehot T
sjor VPP "
reagannet o 3 o EETQENS
et et ol LMD g9 public o™ Your Eligibility - Pension and Allowance
o 85 3 Z e L
: cloned 28 8 OF
= - undersisnd " Sample Name. did you begin aveteran's QO Yes O No
- l‘“mpaum O s an employer pension or any other pension (excluding Social Security benefits)
n
ent ﬂm,umemm © ot 1 may Tl during the week beginning Sunday, May 17, 2020 and ending Saturday, May
nowledd i 23.20200
Make sure you answer this question cocurately. We may contoct your previous emplcyer to confirm bhis information.
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CLAIMANT GUIDE TO WEEKLY CLAIMS:
Partially Employed/Receiving Income

8. Answer “Yes” or “No” as they pertain to the week period stated in the question.

YES NO

e Reduced hours e Returned to work at normal hours
e Furloughed e Found a new job
o Laid-off or terminated e Fired/terminated from your current job

Weekdy Certification Fi Process.
Explaration Eig ity job Contacts Job Offers, Eamings Certification Complete
/ )

&
Your Eligibility - Still Unemployed \

*Sample Name, were you still unemployed, as a direct result of this N) Yes gND

disaster/pandemic. during the week beginning Sunday, May 17, 2020 and

ending Saturday, May 23, 20207
9. Answer all questions as they pertain to the week stated in the question.

Weekly Certification Filing Process Weelly Crriinication Piling Procesy
Expansten Eigoity o0 Contacts ot Offers Bparston gty 1o Contacts ot et
P P 5 _ P P . .
& @ & ( & & * &
famirge Cervfaator Corpete Eamings Certfication Compiete

B For neip click the imfarmation icon. D Foe neip cicic the information icon.

Your Earnings - Work Activity

. *Sample Name. did you work (full or part-time) or earn wages during the week O Yes O No
Sample Name. did you refuse any job offers during the week beginning Qve O o beginning Sunday, May 17, 2020 and ending Saturday, May 23, 20207
Sunday, May 17, 2020 and ending Saturday. May 23, 20207

Tines includes any part-time or full-time job offer even o you feel ths wos not o sutoble posiion for you

Your Job Offers - Refused

This inclades oll woges such os regulor poy, commissions ond tips, severance poy, separation or dismissol pay, bomuses, vocation or
Rolidoy poy, woges received ingteod of notice (in liew of netice), military retiremsent pay, workirs compensotion ond WARN Act

IMPOATANT: The law says you could ke disqualified from receiving unemployment benefits and you will have 1o pay back any payments or any sther paymint Bosed on your previcws work
banefirs you have received if you do not have a gond reason why you did not accept suitable work when afered. You will not have
el IMPORTANT: I you werced at all in the week Beginning Sunday, May 17, 2020 and ending Saturday, May 23, 2 U st eeport
the opportunity to modify your answers once finally submitted, ’
ANY earmings. You must report these earnings even if you have not yet received any payment.
Plesse note that an empioyer may notdy the Department of Labor f you refuse 10 sccept sutabie work from them. £ &
" s NT& 4 . o R e “ Please note that the Guam Department of Labor may cross check the answers you provide ageinst several Local and Fedens!

databates. [f you do not tell us sbout wages earmed during the week beginning Sunday, May 17, 2020 and ending Saturday, May

< Back T 23, 2020 you could be disqualified from recening unempioymaent Banefits and you will have 15 pay back any benefits you have
<< Bac et >3
received. You will not have the oppartunity to modify your answers once finally submitted.
m

10. Indicate the employer that you have received wages from.

Weelkdy Certification Filing Process
Explanation Bigiity Job Contacts Job Offers Eamings Certification Compiete
\ @ @ & t
Your Earnings - Employers
“Sample Name, please select the employer that you worked for, during the | SAMPLE EMPLOYER ~

week beginning Sunday, May 17, 2020 and ending Saturday, May 23, 2020:
None Sclected
Sample Name, please check here if the employer that you worked for is not in  JEIENS S8 G - -

the list above.

If your employer is not available from the drop-down menu, select “Other” and indicate that “...the employer you worked for
is not in the list above.”

Your Earnings - Employers

“Sample Name. please select the employer that you worked for, during the
week beginning Sunday, May 17, 2020 and ending Saturday, May 23, 2020:

Sample Name, please check here if the employer that you worked for is not in E +—
the list abowve.
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CLAIMANT GUIDE TO WEEKLY CLAIMS:
Partially Employed/Receiving Income

11. The next group of questions pertains to “Job Offers and Earnings”. Answer all the questions as they pertain to the week period

stated in the question.

Employer Information

* Employer:

* Address of Record:

s I l

= —

Job Title
Job Title

Please enter a job title below for this offline job application. As you are entering the
job title, you may see a list of common job titles similar to what you are entering. If
you see your job title in the list, select it.

“Job Title

Contact Information

Wil Ferdect it
Contact T [ ]

Contact First Name:

i B—
o ][]
e —
Contact Website:

: If online, include site name

Job Occupation

Please select the occupation that best matches your job title. You may either select
from the Suggested Occupations drop-down list, which is populated based on the
job title above, or you can search for an occupation using the search link.

Suggested occupation(s):

(]

[ Search for an occupation ]
* Occupation Title:

* Occupation Code:

Hired Information

" Is this a permanent
position with this
employer?

“Salary Type: None Selected «

QO Yes O No

Hourly Wage:

12. Provide your gross earnings (fotal earnings before taxes and deductions) and indicate the days that you worked.
If you have received wages, but did not physically perform work, you do not need to indicate the days you worked under “Work Days.” This can
include wages received from sick leave, vacation leave, income from the Payment Protection Program, severance pay, bonuses, etc.

Earnings Verification

Please indicate your gross eamings from this job during the week beginning Sunday, May 24, 2020 and ending Saturday, May 30, 2020:

Always report your Gross Earnings which are your total earnings before any deductions.

Regular Earnings:
Holiday Pay:

sfox_]

* Gross Amount Earned: $0.00

IMPORTANT: If you worked at all in the week beginning Sunday, May 24, 2020 and ending Saturday, May 30, 2020 you must report
ANY eamings. You must report these earnings even if you have not yet received any payment

SCﬂJ;LdﬂLe_Gmss_iﬂm'ggs_dud_Hmts—

> culate Gross Earnings and Hours

Please enter your Hourly Rate

Please enter the number of hours you have worked for the Week
Ending 05/30/2020.
Sunday Monday Tuescay  wednesday Thursday

Work Days

Please indicate the days you worked during the week beginning Sunday, May 24, 2020 and ending Saturday, May 30, 2020:

Select Days Worked: [ sunday. May 24, 2020

[0 Monday. May 25, 2020
[ Tuesday, May 26, 2020
[0 Wednesday, May 27, 2020
[ Thursday, May 28, 2020
[ friday, May 29, 2020

O saturday. May 30, 2020

05/24/2020 05/25/2020 05/26/2020 05/27/2020 05/28/2020 |

(1 O OO0 OO O

Gross Earnings this week: 0
Number of hours worked this week: 0

.
@ Cancel
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CLAIMANT GUIDE TO WEEKLY CLAIMS:
Partially Employed/Receiving Income

I

i
Y
ol

13. Verify your earnings.
If you have received additional income from another employer, select “Yes” under “Additional Employers with Earnings” and
complete the repeat the “Job Offers and Earnings” as needed.

Weekly Certification Filing Process

Expianation Eigbiiy Job Contacts Job Offers Samrings Certification Compiete

=3 = T &
Your Earnings - Confirmation

Sample Name, please review the employers listed below to confirm these are the employers you received eamnings from the week beginning Sunday, May 17, 2020 and ending Saturday,

May 23, 2020:
L Employer Location Woeek Ending Date Total Eamings Action
1 Semple Employer Agat, GU 95928 05/23/2020 $225.00 Undate
forming;
Total: §225.00

Additional Employers with Earnings

“Sample Name, are there any other employers that you worked for (full or Q Ye: O Neo
part-time) or earned wages from during the week beginning Sunday, May 17,
2020 and ending Saturday, May 23, 20207

This includes oll woges such as reguiar pay, commissions and tips, severance pay. seporation or dismissal pay. bonuses. vacation or holiday pay. woges received instead of notice (in lieu of notice), military
retirernent pay, workers compensation and WARN Act payments or any other payment based on your previous work.

14. A summary of your Weekly Claim will display. Review your responses carefully. If you need to make any changes to your
answers, click any of the “Change Information” links in blue.

Be sure to read and understand the fraud statement at the bottom of the page, and check the box to signify your understanding.

é- HlRE Please verify the information below.

GU To complete your certification for the week beginning Sunday. May 24, 2020 and ending Saturday. May 30 2020, check the box below.

Werkly Certification Filing Process
Exparauen Bl ek Contacty ok Cfens Earmings Sendficanen Compiete

& & & . 4 o O

WARNING: FURNISHING FALSE INFORMATION OR WITHHOLDING ANY MATERIAL INFORMATION MAY RESULT IN DISQUALIFICATION FROM RECEIVING PANDEMIC UNEMPLOYMENT
INSURANCE BENEFITS IN GUAM AND MAY RESULT IN CRIMINAL PROSECUTION FOR FRAUD.

Summary of Major Disaster Information

How did the COVID-19 i< cause your My place of employment is Closed as 2 direct result of the COVID- 19 public health
emeérgency.

1 acknowledge that | understand that making the certification is under penalty of perjury
and im salf ying that | may fall in sne or more of these

Sas i il o |
# { Carorionz: =y SHMmary of Emplover Job Contacts
Summary of Eligibility Review Answers : b Tite Employe Locasion Contact Date | Appliedfor | Firstlob Source
Job Date Interven
During the week beginning Sunday. May 24, 2020 and ending Saturday. May 30, 2020: B
i Owlgrred Owlerred (1) - Admunistratove - &1 WA I IR Cther
Other than for reasons that were the direct result of the disaster/pandemic, were you able
and available to go 1o work during the week? i Owterred Owlerred (¥) - Admmnutratve - o3 NA TN (=2 Ty Treeh o] Cther
Did you recsive workers’ tompensation? 3 Oeterred Deferred (8) - Admmnitratve - #3 WA OIIWA0I NI Cther
Did you receive or apply for private income protection for loss of wages induding iliness
or disability? Summary of Job Offers Refused
Did you receive a suppiemental unemployment benefit pursuant to a collective bargaining During the week beginning Sunday, May 24, 2020 and ending Saturday, May 30, 2020
Did you begin receiving a veteran's administration allowance, an employer pension or any Bid you retuse any job offers? Ne P
other pension (excluding Social Security benefits)? Shange irformaon on Job Ofers Aetused |
Were you still unemployed as a direct result of this disaster/pandemic? Summary of Earned Money
CRIOORERGRERY Y | ot our e the folos thot hove somings sasuciabed with tham dusing the wosk ioglming Senduy; Moy 34, 2020 and ending Seiunday, Moy 3 2020,
Did you wark [full o1 part timse) 5¢ 88 wWages Suring the week? Yo
E:t.lu‘aa.'."_\u:ak:.r:.nf_m:-a_\'.m:n!P

[ 1 am the person listed on this FUA clasm and | have read and uncerstand the information reganding potertal fraud penaties and acknowiedge that the inGrmation ¢n this page i true and
courate and with 1o continue 10 file my weedy cartfication.

1 ” e Erpg 1
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CLAIMANT GUIDE TO WEEKLY CLAIMS:
Partially Employed/Receiving Income

15. After clicking “Next,” the “What to Expect Next” page will display with your claim status overview.
If you would like to file another week’s certification, click the “Yes, | would like to continue” button.
If not, you may complete your certification process by selecting, “No, | would like to stop” button.

A HIRE
L =S GUAM

Explanation

Eligibility

You have successfully filed your certification for the week beginning Sunday, May 17, 2020
and ending Saturday, May 23, 2020.

Weekly Certification Filing Process

Job Contacts Job Offers Eamings

What to Expect Next

Certification Complete

Your weeldy claim certification has been filed and you are eligible for a payment of $783. Your payment i being processed. It may take up to 10 days for you to

réceve your payment.

If you do not receive a payment within 10 days, please contact our Call Center at (671) 735-0515 if you have questions.

If at this time you wish to file your next weeikly certification (week beginning Sunday, May 24, 2020 and ending Saturday, May 30, 2020) click Yes. Otherwise dick No.

Yes, I would like to continue No, I would like to stop

16. A “Claim Status” page will appear. To complete this week’s certification process and return to your dashboard, select the
“Continue” or “Exit Weekly Certification” button.

Weekly Certification Filing Process

Explanation Eligibility Job Contacts Job Offers Eamings
@ @ v v v
Cenification Complets
. o
“ For heip click the information icon.
Claim Status
Current Claim Data
Claim Number: 612 Claim Effective Date: 3/8/2020
Claim Type: New Benefit Year End Date: 12/26/2020
Claim Status: Requiar Active Payment Type: Paper Check
Available Credits: $13,455.00 Weekly Benefit Amount: $345.00
Claim Benefit Balance: $10,845.00 Claim Under Review: No
Claim Benefit Paid: $2,610.00 Unresolved Issues: No
Federal Tax Withheld: Yes
Claim Deductions
Federal Tax: 5264.00 Child Support: $0.00
Continue P
Exit Weekly Certification ‘

REMINDER: If you return to work and start earning more than $494.00 in wages each week, OR if you return to your
normal pre-pandemic work hours, you MUST STOP FILING YOUR WEEKLY CLAIMS CERTIFICATIONS.
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