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Community Learning Center

Our Mission:

The CLC empowers a diverse community 
of adult learners to transform their lives 

and realize their potential through 
education, skills development, 
and community participation.



CLC Programs and Offerings
• Learn English
• Preparation for HiSET and GED tests
• Preparation for College
• Certified Nursing Assistant (CNA) course
• Information Technology Career Training
• U.S. Citizenship Classes
• Education and Career Advising
• Volunteer Opportunities



Office of Workforce Development
Our Mission:

OWD expands employment and training opportunities for Cambridge residents by 
developing partnerships with employers, community-based organizations, 
Cambridge schools, and post-secondary institutions. OWD offers a variety of 
programs, including:

Cambridge Employment Program (CEP) provides Cambridge residents with career 
counseling including job search, resume/cover letter help and interviewing skills 
and preparation.

Cambridge Works is a transitional jobs program providing Cambridge residents 
ages 18-35 with a paid internship, professional development training and case 
management.



Agenda

• Part 1 – How to File for Unemployment Benefits & 
Request Weekly Benefits

• Part 2 – How to File for Pandemic Unemployment Assistance (PUA)

• Part 3 – Common Pitfalls

• Part 4 – Q & A



Part 1 – How to Apply for 
Unemployment Benefits

Step-by-Step Instructions from the
Department of Unemployment Assistance (DUA)

https://www.mass.gov/doc/filing-a-new-unemployment-
claim-covid-19/download

https://www.mass.gov/doc/filing-a-new-unemployment-claim-covid-19/download


Who is Eligible for 
Standard Unemployment Benefits?

To be eligible, you must:

• Have earned at least:
• $5,100 during the last 4 completed calendar quarters, and
• 30 times the weekly benefit amount you would be eligible to 

collect

• Be legally authorized to work in the U.S.

• Be unemployed, or working significantly reduced hours, through 
no fault of your own

• Be able and willing to begin suitable work without delay when 
offered

https://www.mass.gov/info-details/how-your-unemployment-benefits-are-determined#unemployment-benefits-determination-calculator-


Updated forCOVID-19

Unemployment Insurance  
Online Information Guide
A Step-By-Step Guide to Filing an Unemployment Claim Online
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Collect the documents and information you will needwhile

you file yourclaim:

• Your Social SecurityNumber

• If you are not a citizen of the United States, your alien

registration number

• Your residentialaddress

• Your mailing address

• Your telephonenumber

• Your birth date

Before youbegin
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• Your employment history for the last15 months,which includes:

• The names of all your employers

• Employeraddresses

• Employerphone numbers

• Reasonsfor separationfrom youremployers

• Employment start and end dates

• Recall dates

Before youbegin



BeginYour  
Claim

Personal  
Informatio
n

Employme
nt  
Overview

Tax andPayment  
Information

Detailed  
Employme

nt  
Information

Eligibility Reviewand  
CompleteGetting Started

Optional:

• If you want to use direct deposit, your bank account number & routing number

• Your email address

If these apply to you:

• The social security numbers and dates of birth for your dependents

• Your union name and local number (if you are a member of a union)

• If you were in the Military, information from your DD-214 Member 4 (not 

mandatory to apply)

• If you were a Federal Employee, you will need information from your SF8

(not mandatory to apply)
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1. Turn on your computer and access theInternet

2. On the address bar, typewww.mass.gov/dua

3. Recommended webbrowsers:

• Microsoft® Internet Explorer

• MozillaFirefox

• Google®Chrome

How to file a new  unemploymentclaim

http://www.mass.gov/dua


Scroll down and ClickApply
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CheckEligibility

Click Apply forunemployment
benefitsonline

EligibilityGetting Started

Click on Apply for  
unemploymentbenefits
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ClickNext

Enter Social SecurityNumber
in bothfields

ReadandClicktoAuthorize
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Clickto Start theApplication

EligibilityGetting Started

Start theUnemployment  
BenefitsApplication

Helpful tip: This page has several  
helpful links for furtherreading

BeginYour  
Claim

Personal  
Informatio
n

Employme
nt  
Overview

Tax andPayment  
Information

Detailed  
Employme

nt  
Information

Eligibility Reviewand  
Complete

1



ClickNext

Readthe informationchecklist

EligibilityGetting Started

Review applicationchecklist
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Readthe Data PrivacyAuthorization

If you agree, ClickYes

ClickNext

EligibilityGetting Started

Read the Data Privacy  
Authorizationstatement
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Helpful tip: If you do not  
approve, you cannotproceed
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Click Yes only if you workedfewer
than your regular scheduled hours  
Click No if you worked yourregular
scheduledhours

ClickNext
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Determine unemployment  
claim begindate
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ClickNext

Enter the number of hoursyou
worked or will work thisweek

Enter the number of hoursyou
work in a regular workweek
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thisweek

Helpful tip: Select the Sunday of  
the week you are filing theclaim
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Select all types of employmentsince
1/1/2016. Check as many boxes as  
needed.

Enterresidentialaddress

Confirmif you are currently inMA

EligibilityGetting Started

Answer initial questions
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Helpful tip: Most applicants will  
have worked in MA and will select  
this box. Select the box below only  
if you have worked outside ofMA.



ClickNext

Confirmyouraddress

EligibilityGetting Started

Confirm youraddress
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Confirmyouraddress

ClickSubmit

EligibilityGetting Started

Enter personalinformation
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Helpful tip: This page will only  
appear for first-timeapplicants

Helpful tip: Only enter yourmiddle  
initial and driver’s license info if  
this applies toyou
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Completeall fields withasterisks

EligibilityGetting Started

Create your password and  
securityquestions

2

1

Helpful tip: This page will only  
appear for first-timeapplicants

Helpful tip:Writedownthisinfoina
safeplace.Youwillneedit toaccess
yourclaimandportalonline.

ClickSave

Personal  
Informati
on

Employme
nt  
Overview

Tax andPayment  
Information

Detailed  
Employme

nt  
Information

Eligibility Reviewand  
Complete

BeginYour  
Claim



If the place you live is thesame as
your mailing address, Check the box.  
If you live in a different place than  
where you receive your mail, fill it in.  
Scrolldown

EligibilityGetting Started

Confirm mailingaddress
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Select if you prefer to becontacted
by email or USMail

Enter your home and celltelephone
numbers. If you do not have ahome  
telephone, enter your cell inboth.
Enter your email address,then
confirm itbelow

Select if English is yourprimary
language

EligibilityGetting Started

Enter telephone number,  
contact method, andlanguage
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3

Helpful tip: Select Electronic for  
faster claimprocessing
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Helpful tip: “other” and  
“international” are optionalfields



Completeall fields withasterisks

ClickNext

EligibilityGetting Started

Enter additional personal  
information
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Helpful tip: If you are adding  
dependent children, you will need  
to provide additionalinformation



Completeall fields withasterisks

ClickNext

EligibilityGetting Started Personal  
Information

Enter workinformation

1

Helpful tip: In most cases,  
applicants do not have a  
definitive return-to-workdate
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Enter your job title (forexample,
“busdriver”)

ClickSearch

EligibilityGetting Started Personal  
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Identify your jobtitle
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ClickNext

When you find the job and  
description that mostclosely
matches yours, Select that job

EligibilityGetting Started Personal  
Information

Select jobdescription
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Helpful tip: Click on adifferent  
page for additional job title  
descriptions
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Enter the number of yearsyou’ve
had thisjob

ClickNext
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worked this job
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Helpful tip: If you have had this  
job for less than one year, enter1



Select your preferredtax
withholdingoption

ClickSubmit
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incometax withholdingchoiceat
anytime
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Select whether you prefer toreceive
your payment via mail ordirect  
deposit

ClickSubmit
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receive yourbenefit
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Helpful tip: Direct deposit claims  
will be processedfaster
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ClickUpdate

If your Employer does notauto  
populate, or to addadditional
employment, Click the Employment  
Type dropdownmenu
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Helpful tip: Your full employment  
historyfrom1/1/2016tothecurrent  
date is required to determine your  
eligibility and benefitamount

In most cases the “Employer” will  
auto populate once hittingUpdate
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Select if you have worked fora
Massachusettsemployer

Type your employer’s nameexactly
as it appears on your W-2 as wellas  
the employer’scity
ClickSearch
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Search for employername

Helpful tip: It is very important that  
you enter the employer name exactly  
as it appears on your paystubor W-2,  
or your claim may bedelayed
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Click and select youremployer
*Example for illustrative purposesonly.

ClickNext
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Fill out physical workaddress
ifdifferent than the MA address  
listedabove

Completeall fields withasterisks
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Select and click jobdescription

ClickNext
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Select your reason forseparating
from thisemployer

ClickNext
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Helpful tip: If yourunemploymentisa
resultof theCOVID-19emergency,the
ReasonforSeparationis“Layoff”
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Review all employer detailsand
confirm status for each ismarked  
Complete

ClickNext
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ClickNext

Completeall fields withasterisks
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Answer eligibility questions
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Helpful tip: The answer to mostof  
these questions will beNo
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ClickNext

Review all informationand
click tocertify
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Acknowledge unemployment  
information
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Helpful tip: If your claim filing is a  
result of the COVID-19 emergency  
the only requirement is that you  
notify us if your address ortelephone  
number changes
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Scroll down to review andconfirm
allinformation
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1

Employment  
Overview

BeginYour  
Claim



Review all Initial Questions andonly
make changes if the info isincorrect
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Review all informationand
only make changes if itis incorrect
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Review all informationand
only make changes if itis incorrect
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Review general information  
(cont.)
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Review all employmentinformation
and only make changes if itis incorrect
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Revieweligibility
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Review all eligibilityinformation
and only make changes if itis incorrect



Check box to verify thatyou
truthfully filled out all information
andunderstandpenaltiesfor false
submissions

Enter your Social SecurityNumber

Select SubmitUnemployment
BenefitApplication
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Verify identity and submit  
application
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Helpful tip: You must click “Submit”  
for your application to be received  
and processed. Do not exit this  
page while next screen isloading
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Review information andresources
onpage
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Receive claim submission  
confirmation
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When finished, Click Logoff toexit
the UI OnlineSystem
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benefitsoverview
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Helpful tip: This page will show  
the status ofyour claim, as well  
as your benefits history and  
paymentpreferences
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Questions?



Requesting Weekly Benefits

 Must log back on to UI website to request benefits every 
week: 

 The following screenshots were taken with the claimant's 
permission and walk us through the step by step process of 
requesting weekly benefits.



Requesting Weekly Benefits: Log-on to MA UI Online Application



Select Week to Request Benefits



Select Request Benefits



Verify Contact Info & Click "Update"



Answer Initial Questions



Work Search Requirements: Check Off Statement



Work Search Verification Questionnaire



Work Search Log



Work Search Details



Work Search Log Continued…



Acknowledgement



Confirmation Page



Visit mass.gov/dua for the most recent information, including:

• Applying for weeklybenefits

• Attending virtual town halls for more help

• Contacting the Department ofUnemployment Assistance



No internet? 
You can call DUA to file and 

claim weekly benefits

Call: (877) 626-6800
Monday - Friday | 8:30am – 4:30pm

Saturdays  | 8:00am – 12:00pm

Multilingual call agents are available.



Part 2 - Pandemic Unemployment
Assistance (PUA)

 The following screenshots are from the state website:
 https://www.mass.gov/how-to/apply-for-pandemic-

unemployment-assistance

https://www.mass.gov/how-to/apply-for-pandemic-unemployment-assistance




Pandemic Unemployment 
Assistance (PUA)



Pandemic Unemployment 
Assistance (PUA)





Pandemic Unemployment 
Assistance (PUA)



Pandemic Unemployment 
Assistance (PUA)



Pandemic Unemployment 
Assistance (PUA)



Pandemic Unemployment 
Assistance (PUA)

 Be careful, the wording in the application can be tricky
 "If you are able to work from home, have you made a voluntary 

decision to not work from home?” NO (Maybe you could work 
from home, but your job won’t allow it, so you have 
not chosen not to work from home)

 “Did you earn more than $5,100.00 of employment income from 
employer(s) who took taxes out of your paycheck in 2019?”
 NO if you’re an independent contractor: Uber/Lyft don’t take 

taxes out. If yes, you will be directed to apply for regular 
unemployment



PUA - Continued

 Claiming a dependent on your claim and your partner’s? NO. 
Each dependent can be claimed on one unemployment claim 
only.

 PUA texts or e-mails a code when people sign in. You need to 
enter the code before you can log in

 Think about this question: Did you earn more than $5,100.00 
of employment income from employer(s) who took taxes out 
of your paycheck in 2019? If you answer YES, you should 
apply through the regular UI system.



Part 3 - Common Pitfalls When Filing 
for Unemployment Benefits

1. Before you apply
2. While you’re applying
3. After you’ve applied
4. Requesting weekly benefits



Before You Apply

 Make sure you have the information and documentation that you need 
to apply

 Have your W2 with you if possible
 Budget at least an hour for the application
 Find the alien registration number on your green card
 Identify someone who can help you with a computer if you don't have one. 

You can't use a phone to verify your account or change your password for 
traditional unemployment

 Know the difference between the bank routing number and your 
account number. Call your bank for their routing number, or find the 
left number on a check



Green Card Information



While You Are Applying

 Read everything very carefully
 Make sure to click the box to the left of “I have read and understand the 

information above” on the first page
 DO NOT use the "BACK" button at the top of your web browser window. 

Only use the "PREVIOUS" or "NEXT" buttons provided at the bottom of the 
page.

 Save your password and security question answer somewhere safe where 
you can easily find it
 People often forget their password
 People often spell or capitalize their security question answer 

incorrectly. Take your time typing these.
 Saves time



After You Have Applied

 Making mistakes delays your eligibility determination
 You must claim benefits for the past week, every week. You can do 

this beginning on Sunday.
 Sunday starts a new week. When calculating your weekly 

earnings to claim benefits, count the previous Sunday, not the 
most recent one.

 If someone applies for you and they do not enter your information 
correctly or tell you what they put down exactly you could have 
trouble getting on or cause fraud

 Correcting mistakes is very time consuming



After You Have Applied -
Continued

 Check mail, email, UI inbox and text messages for updates
 Answer all requests for documentation promptly
 If you mail in a copy of something make sure it is readable
 You can't upload a picture from a phone to the system. It 

needs to be a scanned document (PDF) that is clear.
 If you don’t have a scanner, visit Staples or other stores that 

provide that service. 
 You can also use a PDF scanning app on your phone (Genius 

Scan, etc.)



Fraud and Scams

 Fraudsters are posing as job recruiters, the IRS, and DUA
 Callers ask for your SSN and other types of information
 Websites present like DUA's but end in .org, .com, or .it
 They may ask you to upload birth certificates, social security 

card, etc.
 Fake stimulus checks are mailed. Recipients are called and told 

there's been a mistake and they must wire money back.
 Emails with links to fake webpages request you share information to 

apply for your DUA debit card
 Payment is requested online to apply for benefits

(applying for benefits is free)



Avoiding Scams

 DUA will not call you about unemployment unless you have 
requested a call back online

 Only share your resume with known job sites
 Do not enter your credit card number when apply for 

unemployment or stimulus money (this is a fake site)
 Only apply for government benefits on .gov webpages
 Only use irs.gov/coronavirus to check your stimulus money

 The IRS won't call about your stimulus check
 There are no processing fees to obtain your stimulus check
 Do not pay to apply for government benefits



Need Help Applying?

 Metro North Career Centers
o Fill out the contact form on website 

https://masshiremncareers.com/contact/

 Call one of the centers' phone lines:
o Cambridge Career Center: 617-661-7867 
o Woburn Career Center: 781-932-5500 
o Chelsea Career Center: 617-884-4333 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmasshiremncareers.com%2Fcontact%2F&data=02%7C01%7Cresteve%40Cambridgema.gov%7Cae5d3603ff484523b45408d7fc4c66c9%7Cc06a8be784794d73b35193bc9ba8295c%7C0%7C0%7C637255277392987509&sdata=udE5PrVxTfM4TdKlCoQAc4X4vBr9lBP640g2UH3S5TM%3D&reserved=0


Unemployment in the Time of COVID-19
Upcoming Webinar

Join us next Thursday for the final webinar in the "Unemployment in the Time of COVID-
19" program series presented by The Job Connector by MIT and the City of Cambridge 

Department of Human Service Programs.

Staying Job Ready
Presented by The Job Connector by MIT

Thursday, May 28th
10:00 – 11:00 am

Free Zoom Webinar

Learn more and register: jobconnector.mit.edu/covid-19

https://jobconnector.mit.edu/covid-19


Part 4 – Q & A
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