
Claimants must submit three (3) new, verifiable work search activities for each week 
a request for payment is submitted through the MyUI Claimant Portal. Failure to do so 
could result in a delay or denial of unemployment benefits. Use the four easy steps 
below to submit your activities.

REPORT WEEKLY WORK SEARCH
DESK AID

STEP 1

Log into the MyUI 
Claimant Portal and 
enter the information 
requested.

STEP 2

Select Report 
Weekly Work Search 
Activities from the 
MyUI Dashboard under 
Employment Services 
Requirements.
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STEP 3

Select the week ending 
date, then enter the 
information requested. 

Note: Only week 
ending dates for weekly 
payments requested 
will be displayed. Week 
ending dates previously 
submitted will not be 
listed as options. 

STEP 4

Submit your entries and 
receive a confirmation 
number for the Week 
Ending Date entered.


