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UNEMPLOYMENT INSURANCE

How to Create a
Frances Online Account

Use this guide to create an account in Frances Online so you can apply for benefits from the
Unemployment Insurance Program. Frances Online responds to the information you enter, so you
may see different screens and receive different questions based on your situation.

Note: We are making regular updates to the system, so the screens you see may look a little different
from the images in this guide. You can use the “next” and “previous” buttons to move between
screens and update your answers without losing your information. Selecting “cancel” will erase your
progress.

Step 1 — Go to frances.oregon.gov.
e Under “Employees and Claimants,” click “Log on to Frances Online.”

f Orege

State of Oregon
‘ EDr;lgLOr mgm Job Seekers Unemployment Businesses Agency Information Modernization Paid Leave Oregon

= FRANCES

Employees and Claimants Employers, Self-Employed, and Third
Apply for Paid Leave Oregon benefits, check on a claim Party Administrators

update information, or upload documents

File a payroll report, file payroll reports on behalf of others,
choose self-employed Paid Leave Oregon coverage, apply

> Log on to Frances Online for an equivalent plan, or apply for an assistance grant.

> Verify My {dentity > Logonto Frances Online
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Unemployment Insurance — How to Create a Frances Online Account

Step 2 — On the next screen, click on “Sign Up for an Online Account.”
e Moving forward, you can reach this page directly at frances.oregon.gov/claimant

= FRANCES ' '

0/ a i m 3 n t - Forgot usemarme or password? :

New to Frances Online2
Sign Up for an Online Account

Verify My identity Contact Us Sign up for an Online Account
Respond to an Identity Verification letter. Send a message to Paid Leave or the Unemployment As a claimant, you can use this secure portal to sign in, file
insurance Department. a claim, and manage benefits online.
> Verify My Identity > ContactUs > Sign Up for a Claimant Online Account

Step 3 — The next screen shows what information you need to create an account in
Frances Online.
e Gather the required information and select the “Next” button.

< Home

Sign Up for an Online Account

What You'll Need
Here's what you'll need to create your online account. Please have all the needed information before you begin.
@ Social Security Number (SSN) or Individual Taxpayer Identification Number (ITIN)
E Date of birth
© Home address and mailing address, if different than your home address
2> Email address - You will use this to log in to your account. We will use this to send you email alerts and other electronic communication

If you have filed a claim with us before, you may need to have us send you a letter to set up your account securely

Cancel eviou . ' Next >
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 4 — We need to know about one employer you have recently worked for.
e Add at least one employer you have worked for since the required date.
e Select the “Add Employer” link to search for employers.

< SARAH NIX

File a Benefit Claim
SARAH NIX

Provide the following information to help decide how to proceed.

Use the Add Employer link to add an employer you worked for since January 1, 2021.

You only need to add one employer at this time. You will be asked to provide the details of your recent employment history on a different screen.

+ add Employer,

Employer Name : ROSE MINT TEA

Employer Address : 550 £ JOHNSON ST CARLTON OR 97111-1060

Employer Type : in-State Employer

e You can search by their Federal Employer Identification Number (FEIN or EIN), which would
be listed on a paystub or W-2, or their Business Identification Number (BIN). Using the FEIN,
EIN, or BIN is the most accurate method.

e You can also search for the name of the company but be aware that some employer names
look similar.

e Make sure you choose the correct employer. Selecting the wrong employer will delay
processing of your claim.

e Select the “X” in the upper right corner to close the window after you have added at least one
employer.

< SARAH NiX

File a Benefit Claim

SARAH NIX
0211

Provide the following information to help decide how to proceed.

;5 *
Use the Add Employer link to add an employer you worked for since January 1, 2021.

You only need to add one employer at this time. You will be asked to provide the details of your recent employment history on a different screen.

Select a Claim @ x
Search for Employer Results
ROSE MINT TEA
Jatng 5 Contributiors
550 £ JOHNSON ST CARLTON OR €7111-1060
Adg a New Emgloyer
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 5 — You will need to read the requirements for benefit eligibility and have the following

information available:
e Your complete work history for the past 18 months, including:
o Employer names
o Employer addresses
o Employer phone numbers
o Start and end dates of your employment for each employer
o Any self-employment

e If you want to sign up to have your benefits paid to you through direct deposit, you will need your

bank account number and routing number.

< SARAH NIX

Regular Unemployment Insurance Claim
SARAR NiX
w03t

Gather Materials

Unemployment Insurance Oregon Application for Benefits

ide the foll

please gather and be prepared to p
he last 18 months, including

Before filing your clai ing Information:

. N P

keep Wrack of vour
xr more than haif

tause of & permansnt

tes require that you disclose your Social Sscunty Number when ¢z

Reverue Senvice and Cregon D ment of Revenue 35 inzome th,
used as a recorg for processing your claim, for statistical purpeses. ¢
rvices. The number may be used for state agency debt collection activities 3
selzct ReliaCare for your berefit payments,

ioyment compar
The number will be sent &

Cancel Save Draft

ay be sert to U.S. Bank to issue you a RelizCard VISA card if you

Step 6 — Provide any other names you have used with a current or former employer.

Regular Unemployment Insurance Claim
SARAH NIX

0211

Gather Materials

Other Name(s)

s s B

Do your current or past employe:

Yes No

Cancel Save Draft

<

Previous
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 7 — Make sure we have your current contact information.
e Check the box if you would like to give us permission to leave detailed messages with

information about your claim.

Regular Unemployment Insurance Claim
SARAH KiX

211

Tather Materizls Other Neme

Contact

“lease provide your cortact infermation

Updated Contact
. +

Usa i

1 give the Oregon tmployment Department permission to leavs 2 dets led message or Questions regarcing my Sizim

Cancel Save Draft

¢ Previous

Step 8 — Confirm your address.

Regular Unemployment Insurance Claim

SARAH NIX

Gatrer Malenal: Other hame Corlact Fhys:zal Accress

Physical Address

550 EJOHANSCN 5T CARLTCN QR §7111-1050

Cancel Save Draft <« Previous
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 9 — Choose if you would like to receive important documents electronically or through
the mail.
e |If you select to have letters sent electronically, be aware that some letters are still required by
law to be sent through the U.S. mail, so check your mail regularly.

Regular Unemployment Insurance Claim

SARAH NiX

..... 0211
Aaterials Other Name Contact Physical acdress Mailing Adcress Mail Delivery

Mail Delivery Option

wour mail delivery options will determing how you receive correspondence and what your language preference 5. You £an change your preferences 3t any time through Frances Online.

¥
el SOIres
Yes No
Cancel Save Draft <  Previous

Step 10 — We need to know if you have applied for unemployment insurance in another state,
worked outside of Oregon, worked for the federal government, or were on active duty for 180
days or more.

< SARAM NIX

Regular Unemployment Insurance Claim

? @ ] ] o >

{ame Contact Piysical Address Mating Aodrass “ad Delivary Wage Tyne

Wage Type

Betwees January 1, 2023 and Decamber 31, 2023 did you:

& Draft < Previous
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 11 — We need details about your employment history.
e Select your employer to answer the questions.
e A red triangle or a popup message will appear if there are questions.

Regular Unemployment Insurance Claim

SARAH NIX
neaa20211
“tact Physical Address Mailing Address Mail Delivery Wage Type Work History

Employment History
We have retrieved your known employment since Cctober 14, 2622
To complete your employment history:

1. Select each employer's name below to answer guestic
@ Please answer everything before moving on to the next step.
2. 1f you do not see an employer that you have worked | Questions about ROSE MINT TEA need attention.

3. After you have added all employers and answered qu : button to continue,

Employers
Name Address Employer Type
A ROSE MINT TEA 550 E JOHNSON ST CARLTON OR 97111-1060 In-State Employer

+ Add Employer

Step 12 — Answer all the questions presented.
¢ You may see different questions depending on your answers.
e Make sure you select “Search for Occupation.”

bariment ; . 2024 (7 B2
All Questions ® x
< SARAH NIX
: ROSE MINT TEA
Regular Unemploym
SARAH NIX | ot .
....... o211 5
:
tact N; Wtk Histery
Employment Histc
We have retrieved your kna
To complete your employm =
1. Sefect each empioyer's
2.1f you do not see an en Your Occupation
r2 utten Search for Occupancr 1a “ind your ocouRItR S
3. After you have added
Employers
“n
Nome
. o ereperiry 5 s
A ROSEMINT TE4 9
i amemt 5t o3 o ey + add employer
Anar e yor o wie? © s
| nd : s
EEOrngon.qav
gov
Ppioyee Seath
8ANZ
3y
oy
Cancel | osonsers
Disclaimer of hyperinks:Tre 300 &
of §x1emal Nypeinis 00es "ot CoNSTNAE’ sl 2 .’.““—-“L.‘". wuu::nm N
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 13 — When you select “Search for Occupation,” a new screen will open so you can

search by keyword.

e Please read the available options and choose the occupation that best fits your previous job.

 All Questions

'ROSE MINT TEA

Activity Code Search

Search
Results

fode

383081
151288
541244
15-1234
27401
408
FERLT
SRR
ELSE R

38-3051

Tithe

Food et

Compaiter Ntk Suppon Specalists

Network sod Computer Syslenis AUmknstatens

Web Developass

Audio 3 Vicee Tech

Gealogeoal Techeicany, Except Mydhologic Techmsans

Sanibing Sovelseos Ofees and Gambling inveshigaterny

Srote: Sarace Wirkess Al Gtber

fant fond and Counter Warkers

Waters and Waitresses

Cancel

Step 14 — On the next screen, select “Search for Primary Occupation” to choose the option
that best describes your main work during the past 18 months.

e This can be different than your previous job.
e This will help us understand what work you will search for.

e Answer the questions to help us decide what you are eligible for.

< gARAN KX

Regular Unemployment Insurance Claim

Eligibility

Oregon Employment Department

unemployment.oregon.gov

Page 8 of 11



Unemployment Insurance — How to File an Initial Application for Benefits

Step 15 — You will see different questions based on your situation.
e Please answer them accurately.

Regular Unemployment Insurance Claim

SARAH KX

001

> ] ] o o

Agdress Mail Delivery Vage Type Work History sligibitity Acditicnal Questions
Additional Questions
D2 you intend o seek work in Cregon?
Yes Ne
0 the last 18 months. did you ive in another sTate and frequantly commite 0 Oregon to work?
Yes Ne
" . +
Sse you receiving o7 you recehe ratirement o, ccial S in the net 12
e Ne
+
i you sapiovad st a & sthiste during
Yes No
*
Tid you work &5 3 US. Merchant Maring mariner since January 1. 20237
Yes Ne
Yes No
*
Lee ber o s »
ves Ne
Cancel Save Draft

Step 16 — There are several questions to help us better understand the customers and

communities we serve.
e You may answer “Prefer not to say.”

Regular Unemployment Insurance Claim

SARAH NX

0211
)
3 (] e (] (] [>]
shvery Wage Type Wark History Ekg:bity Azgitionsl Questicns Volurtary Disclosares
Voluntary Disclosures
¢ oncerstand the cifferent Communities we SEIYe. we €nTurage jCu 10 answer the demographics questions
.
retec
Cancel Save Drat < Previous
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Unemployment Insurance — How to File an Initial Application for Benefits

Step 17 — Choose how you would like to receive your payments.
¢ If you choose direct deposit, you will need to provide your banking information.
e If you choose a debit card, you will need to read and acknowledge a statement about it.

€ SARAH NIX
Regular Unemployment Insurance Claim
=2t
a
? ] (] ] ] o
iy ST STONS Chunty w2 veluntary Disticsures velumary Disciosires Paymenty
Receiving Your Benefits

Step 18 — Choose how much tax you would like withheld from your payments.

Regular Unemployment Insurance Claim

.,
o
[
L
L]

Tax Withholding

Step 19 — You must enter your name to certify that the information you provided is correct.
e Read the requirements so you know what you need to do to remain eligible.

Regular Unemployment Insurance Claim

“

Certification

Eligibility Notice: Your work search requirements.

Fadlure to seek work as required will result in 3 denial of benefits.

0O
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