Welcome

to the
Unemployment Benefits Services Tutorial

WORg

S £

SRS

Ly i o

- I

7 *,. o
Op P

8  Electronic
” Correspondence

forC lazmants




What Electronic Correspondence Does

Electronic Correspondence (EC) allows you to access
unemployment benefits correspondence electronically on a
secure, online mailbox, such as:

e time-sensitive determinations

e unemployment benefits claim information

* instructional materials




How Electronic Correspondence Works

You can receive ECdocuments After you optin:
electronically, deliveredto a secure
inbox on your Unemployment
Benefits Services (UBS) account at
ui.texasworkforce.org

OR

 we send an e-mail to notify you
when we send new
correspondence to your inbox.

e youcanview, print, and save
your claim correspondence.
TWC can mail your documents by

To sign up, you must provide a
the U.S. postal service. gnup,y P

valid e-mail address, and agree to
If you select Electronic TWC’s EC Terms and Conditions.
Correspondence:

* youcan view your
unemployment benefits
correspondence directly from
the online inbox.




How Electronic Correspondence Works . . .

Electronic Correspondence allows you to receive most, but not all, of your
unemployment notices and forms electronically in a secure, online mailbox.

Documents Included Documents Not Included

e benefits information packet e appeals correspondence, including

e s hearing notices or appeals decisions
e work search notification

 Workforce Solutions

e payment request filing correspondence

instructions

e information about applying for
benefits under special programs,

e statements and determinations such as Trade Adjustment Assistance

e most benefits forms and notices

Note: You are responsible for regularly
checking your online inbox, regardless of
whether you receive an e-mail notifying you
of new mail.




Getting Started

First, log on to UBS, or set up a User

ID and password.

New to Unemployment Benefit Senaces? If you already have a User 1D for ancther TWC Intemet

application, such as WorkinTexas.com, try logging on with that ID. Otherwise, please sign up for
aUseriD

You must verify your
identity using your
personal
identification number
(PIN) and Password.

I

I

*indicates required information

User ID * |

Password %* |

Needhelp? B | Q) yania sspatior

Ver esta phgina gn gnoafiol

Technical Requirements
Recommended bovasrs am Intemet
Explorer, Firafux, Chrome or Safan
CHck on the respectiv e Ik 1o download
the latest free v ersion upgmde

QD pubsic Computer

11 you are using & computer in & public
place, logolf and close the browser
when you ara finished entering
nformation. This i for y our protection
and wil prevent someane else from
wlewing y oor information

Agcessibity

Jane Jones | L

Identity Verification

* indicates required information

To protect your claim information, enter your 5 Personal identification Number (PIN)

Personal Identification Number (PIN). % I:I Forgot your PIN?

To venfy your Mame and User |D, re-enter your password

Logaed in as Jane Jones

Logged in with User 1D; jone123 I rl

Current Password *
| Next |




Ways to Sign Up

Jane Jones | Logoff

Go Paperless!

For fast, online access to your unemployment benefits correspondence 24/7, sign up for Unemployment Benefits Electronic Correspondence Senice. Select Sign-
up to learn more about this comenient and ime-savwng serace

[signup | [ RemindMelater | [ Notinterested |

If you have a currentclaim, a “Go Paperless” message displays.

e Select Sign-up if you want to sign up now.

e Select Remind Me Later if you want the systemto display the “Go Paperless!” page
the next time you log on. You will continue to receive correspondencein paper
format.

* Select Not Interested if you are not interestedin electronic correspondence. You
will continueto receive correspondencein paper format. If you change your mind,
you can still sign up by selecting the “Sign-up” option from the Quick Links.




Ways to Sign Up

Quick Links menu.

If you don’t sign up from the “Go Paperless” message, you can still sign up from
the My Home screen by selecting Electronic Correspondence Sign-up from the

Jane Jones | Logaff

Apply For Benefits

Electronic Correspondence
Sign-up

Clam and Payment Status
Paymeant Request

Work Search Log
WorkInTex as.com

IRS 1099-G Informaton
Payment Opbon

Appaal List

Contact Inform aton
Password
Security Informaton

Personal Inform ation

My Home

Beware of e-mail scams asking for your Social Security number (SSN), debit card number, or PIN. TWC never asks for your PIN
or debit card number, and requests your SSN number only after you make an inquiry If you receive benefits by debit card from
Chase Bank, a Chase representative may call you o verify transactions as par of a fraud detection program Chase will not ask
for your card number or PIN. Do not volunteer that information

If you have moved to another state or Canada you need to register for work search assistance in your place of residence at a
public workforce office or online. Y ou must register within seven (7) days of moving and continue to meet your required weekly
work search actmaties. TWC wall verify that you registered wath your state of residence. If you do not register for work search, your
benefits may be delayed or denied

See the list of state 5 Public Workforce Offices for help finding out how to register in your state. PDF files require Adobe
Reader for viewing

JANE JONES , welcome to Unemployment Benefits Senices

Here are your messages.

+ You are required to do at least 4 work search activities each week.
Check & Unemployment Benefits Work Search Guidelines for examples of activilies

If you need further assistance, call a & TWC Tel nter




Sign-Up for EC

To sign up, you must:

* read, acknowledge,
and agree to the
Electronic
Correspondence
Service Terms and
Agreement

e provide a valid e-
mail address

e confirm your e-mail
address

e Select Submit

You are not
finished until
you confirm
your e-mail!

Jane Jones

I SEERERE Electronic Correspondence

How It Works

Elactronic Coiresaanderss

Electromc Correspondencs Bionws you 1o moess mosl, bul not all, of your unemployman benehls nobcas and loems

1 11 Ll
glecironically, such as your clsmand informagion packed, work search notdcation, payment request Bing instructions and your
Payment Reguest benefils stalgments and delerminations

cearch Log Documents Mot Included:

» Appeals comespondence, such as hearing notices or appoals decisions

# Worlkdorce Solutions office comespondence, such as motices 1o attend Resmployment Seraces al your local

Wedkdorce Solutiens office of nobois regarding b cpeningd and referrals

s |nformation aboul appheng lor benelts under special programs, sueh as & Ti

IEHSRERNRNR ~rer you sion up:

s TWC crestes 3 sacum, pevsonal comespondence mbox on Linamployment Benefits Seraces (Ui texasworklons org)

» MNes unemployment tenefits comespondence is delrened and stored in your mbex. Whea we send res
comespandence to your mbax, we send an e-mail to bt you know. E-mads are senf once dady egardless
of new comespondence

s Yiou can vew, pnnt, and sive corespondence aboul your clam
v You musi respond to TWE s request for contact

« T sign up & elecironic comespondancs, you miss prowds 3 valid a-mail address and agres 1o TWC's
= Unsmpioymend Banefits Elecironic Corespondence Teims and Conditions

acknirledge that | have read and agree to the  Electionic Correspondence Sersce Tems and
Agreament.
We have the following e-mail address on our records:
E-mail address; jane jonesiBdef com
i théfe 15 Ao &-mid Gddess dapliyed sbive of the é-mal addreds Sl anyed o ".'l'=,'*' vahd, effer 4 vabd -l dddress
Bisberar
— Enter ¢.majil addross:
Confirm s-mail address:
TWE wall send an e-mail to venfy your s-mad address. You must sedect the ok in the g=mail and log in to LIBS agein to wenlfy your
address. M you donot verdy your e-mal address. TWC will send comespondence by US. Postal Servce
— Subrmt | [ Cancel




Confirm E-mail

TWC will send an e-mail to verify your address.

* You MUSTselect thelink in the e-mail and log in to UBS again to verify your
address.

e If youdo not verify your e-mail address, TWC will continue to send
correspondence by the U.S. Postal Service.

oilcom O S Y S 0]

Contacts Organizer File Storage Premium Log out
Compose E-mail Delete | Spam || Reply = | Forward | Move - -+
canrch o TWC Electronic Correspondence Registration & | B | Close Fullscreen
E From: | do-not-reply@iwe.stabe.tx 0 10/237/15 at ol |
Unread E-mails 26|
Favorites Dear JANE JONES,

m \o@ You signed up to receive Unemployment Benefits correspondence through TWC's Electronic Correspondence service,

Trash To verify your e-mail address, you must select the following link and login to Unemployment Benefits Service again. If you do
Spam not verify your e-mail address, TWC will send correspondence by U.S. Postal Service,

sent Select to Complete Electronic Correspondence Registration

Drgeis Remember ta add TWC to your contact lists to ensure praper delivery of mail from TWC.

3 New folder You are solely responsible for reading and responding to any and all electronic correspondence.

ﬂ Add e-mail acoount

OPT OUT: To no langer receive electronic correspondence, go to Unemployment Benefits Services, logon, and select opt out.
If received in error, please disregard this e-mail,

This e-mail was sent from a notification-only e-mail address that cannot accept incoming e-mail, Messages sent to this e-mail
address are autormatically deleted. This message is intended only for the use of the individual to whom it is addressed.




Electronic Correspondence Inbox

Once you have successfully signed up AND confirmed your e-mail address, TWC will send
electronic correspondenceto your Correspondence Inbox.

Jane Jones | Logoff

Select the Correspondence

Inbox from the Quick Links | |
menu to view the inbox. GEERERE Electronic Correspondence Confirmation
™ Appl i Congratulations! You have successfully signed up for Unemployment Benefits Electronic Correspondence. TWC will send electronic
— Correspondence Inbox(0) comespondence to your Cormespondence Inbox
Clai Payment Status Select Comespondence Inbox from the Quick Links menu on the left side of the screen to view your online inbox
ayme: equ Ok
WorklIr
IRS 1099
Payment Opti
al Li
. Jane Jones | Logol
The inbox shows the document 8%
)

name, date mailed, date
opened, and provides an
option to view the document
as a Portable Document Format
(.pdf) or accessible document.

GRS Correspondence Inbox

Correspondence Inbox (1)

Unemployment Benefits Defermination View POE Viow Accossible
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Opt Out of Electronic Correspondence

You may opt out at any time. To
opt out, log in to Unemployment
Benefits Services and select “opt
out” under Change My Profile.

If you opt out:

e TWC mails your new
correspondence throughthe
U.S. Postal Service beginning
the next business day.

* You have 21 days to view,
print, or save documents you
may need.

* You receive an Opt Out
Confirmation screen and
select OK.

[ EEERERE Opt Out Of Electronic Correspondence

You may opt out of Electronic Correspondence at any time, If you opt out:

= TWC will resume mailing your unemployment benefits comespondance through the ULS. Postal Senace, begenning the
next busmess aay

= ‘fou have 21 days 1o access your comespondeance to vew, pnnt, or save documents you may naed

+ “ou must sign up for Electronic Comespendence if you change your mind

* | wanl to opt oul of Electronic Comespendence

% | Select Opt Out Reason w

— I

I EERIEE Opt Out Confirmation

Thank you. You have successfully opted out of Electronic Correspondence. TWC will begin sanding your
= | comespondence by mail.

rm
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Still need help?

§ Callthe TWC Tele-Center
at 800-939-6631

to speak with one of our
customer service
representatives.

12
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