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KY-SPIN

(Special Parent Involvement Network)

Parent Training & Information (PTI) 

Center

Funded by the U.S. Dept. of Education under 
IDEA since 1988 when Kentucky first received 

a PTI. KY-SPIN Parent Center provides 
training, information and support for 
children and youth with all types of 

disabilities (birth through 26 years old), their 
parents, families, and professionals.
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We do NOT: 
Act as Attorneys

We DO:
♥ Empower Families to Effectively Advocate for  

their Children

♥ Provide peer support to help families access   

needed information and resources

♥ Lend a listening ear  
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“The key to success for all our 

children during this 

unprecedented time is to work in 

partnership as we all go down this 

uncharted territory together!”

Rhonda Logsdon, KY-SPIN
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Welcome to our Guest Speaker

Natalie Haden…..

Natalie Haden is a Workforce Development Specialist II for the Education and 

Workforce Development Cabinet.  She is in the Unemployment and Benefits 

Department.

Thank you for joining us today Natalie!
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How to File an 

Unemployment Claim
A Step-by-Step Guide



Step One: 

Create a KY Unemployment Online Profile

 Go to www.kcc.ky.gov 

 Click on Unemployment Services and select File or Access your Claim.

Next, you will be viewing our Unemployment Insurance Claims System page. It 

will show you when our system is available, what services it provides and what 

our internet requirements are. Please read through all of this information and 

then go to the bottom and select “I agree”

 Click on New User

 Put in your Legal First and Last name. Your middle initial is optional.

 Your email (our office sends out a lot of electronic documents so please be 

sure to put in a good email)



Step One: 

Create a KY Unemployment Online Profile

 Next you are going to be creating your 4 digit pin. This is a Pin that you 

create. Our office will never create a Pin for you. 

 Then you are going to be choosing a security question.

 1. What is the name of your favorite pets name?

 2. In what city were you born?

 3. What is your mothers maiden name

 4. what is your grandmothers maiden name?

Click on Next at the bottom and then put in your current address. Keep in mind 

even if you put in a forwarding of address at the post office, state mail can not 

be forwarded. It will come back to our office as undeliverable so please be sure 

to put in your correct address or update your address after you have moved by 

going to Profile Update on your online profile at any time. 

At the end of this page, click on Next



To begin the process of creating 

your online account you need to go 

to: 

www.kcc.ky.gov



Creating an account



Creating a profile

Click on New User if you have never 

filed a KY Unemployment Claim before

If you have ever had a claim in KY since 

2002 our records will still have your 

information. If you have ever filed a claim 

in KY please log in. Our system will tell you 

if there is an existing account. If you had an 

account between 2002 to early 2009 you 

will not have a security question. You will 

be required to turn in documentation; Your 

drivers license, Social Security Card, a 

letter to your address in your name and a 

good phone number to contact us back at. 

You will need to turn that in to:   

uiassistance@ky.gov

or 

Fax to 502-564-0065. 

You can also call our office and speak to a 

representative to turn in your documents 

via email. We will be sending it to a 

representative to reset your PIN. 

Forgot PIN? Click here to answer security 

questions if you had a claim before after 2009.

An Existing account

mailto:uiassistance@ky.gov


Please be sure to put in your Legal First and Last Name. A Middle Initial is not needed but helps 

staff find your claim easier. Please add it if you’d like. 

Next please enter in a valid email. Please be sure that you can access that email BEFORE you put it 

in our system. We sent out a lot of electronic documents if you are missing payments so please be 

sure to add a good email.

Now you are going to be entering in your SSN. Please be sure to check it two or three times before 

continuing. It will cause errors and delays in payment if you enter in the wrong SSN. 

Pick a PIN that you will remember. Please be sure to not give your PIN to anyone else and now pick 

a security question. The answer will be case sensitive. 

Then click on Next!



Please be sure to put your correct address. Our office will be 

sending you very important documents to your address listed. Even 

if you put in a forwarding of address at the post office, state mail 

will never be forwarded to your new address and will come back to 

our office as undeliverable. This will cause issues with payments if 

our office requires you to fill out a particular form mailed to you OR 

if our office requests you turn in specific documents, if you do not 

put in a correct address, it will cause issues. Keep in mind at any 

time, you will be able to update your demographics under profile 

update when you log in to your account at any time. Hit Next at the 

bottom to continue and you profile will be automatically created!



Your account should look like this. 

Now click on file a claim!



Getting Started filing a claim
This process will take about 30 minutes. 

Please make sure to have all the required 

information shown on the front page before 

you continue. Our screens will time out after 

10 minutes on each screen. 

Example: You worked for 

Kelly Services and you are 

contracted at Toyota. You 

would list Kelly Services as 

your employer. 

NOTE: Only submit one claim. Filing an additional claim on top of a 

claim that you just filed will cause issues with payment! At the end 

you will be receiving a confirmation number once it is submitted. 



Legally, we have to allow employers 6 months to report their W2 employees wages to 

Kentucky. Note: If a company has their central office in another state, please be sure to 

call into our office at 502-564-2900 to determine where your wages are reported. 

Companies can decide what state they report your wages to. If you have wages outside 

of state, you will need to report the state you worked within the base period wages as 

show above. Our system will automatically request your wages from another state once 

submitted. Getting the wages from another state can take up to 4 weeks depending on 

the state. If you worked in another state and listed it in your claim, you may receive a 

determination showing you do not have enough wages. Please, do not worry, allow our 

office time to get the wages we requested. You MUST have wages in KY during the base 

period wages to sustain a valid claim in KY.



If you have ever filed an additional claim in 

another state within 52 weeks, you can only 

have one claim at a time. It can cause issues if 

you have already filed a claim in another state 

and then filed a claim in KY. Please call our 

office for assistance if this situation has 

occurred! If you already have a preexisting 

claim with benefits still available in the other 

state, you will have to file a claim with the 

other state. If you have exhausted your claim 

in that state and you have earnings in KY 

within the Base Period Wages then you will be 

able to possibly draw. It will be determined 

based on your earnings in KY during the base 

period wages shown in the previous slide. 

Invalid Claim

Valid Claim



If you have had a prior claim existing in 

another state you will see this:

Please be sure to read everything very carefully beyond this point. Do not rush 

and any lengthy responses you have, please have a word document open and 

copy and paste any answers if it takes you longer than 10 minutes on each page. 

It will make you log out and log back in. Some information could be lost on the 

page that you were working on. This is why I’m advising you to do this to make 

your experience better while trying to file a claim. Additionally, sometimes our 

system may go down from time to time. It makes life easier if you have your 

answers ready when you get back into the system!



Common Issues Highlighted You have to work in KY in the base 

period shown to have a claim

For your wages to be requested outside of state please answer 

Yes. If you did not list a state, you can call into our office 

COVID-19 is not a Natural Disaster. 

Natural Disasters fall under:

Tornado

Flooding

Fire

Hail Damage

Lightning Strikes 

Earthquake Etc.

Please make sure you are 

honest with this answer. If 

you live in a different 

state you can draw 

unemployment benefits if 

found qualified. Outside of 

COVID-19 circumstances 

you would be required to 

register for work in the 

state that you live in. If 

you answer yes, please be 

sure to list your correct 

address.



Please list any other name you have 

used. This will allow our office to look 

for your wages that have been 

reported, could be missing possibly and 

work on name mismatch issues. 

If you are not a US Citizen 

you will be required to turn 

in the front and back of 

your Immigration Card and 

other ID’s. Our office will 

send you a letter 

Please be honest with your 

answer. 



Our office only offers payment through 

either Direct Deposit or Debit Card 

through Bank Of America. 

If you have selected Direct 

Deposit, you will need to 

enter in your information. 

Please have this ready. 

Warning: 

If our office has issues with 

your direct deposit 

information you have 

entered, you will be issued 

out a debit card from 

Bank Of America.

Bank Of America Debit Card Option:

You can change your 

payment method at 

any time.



Your Bank of America Card:

Your Name 

and Address

Your card will arrive to you more within 7-10 business days. This 

means payment will not be on your card when you receive it.  

Your Name 

and Address

To activate your card please 

call 1-833-215-1620. You will 

be creating a PIN number 

when you activate your card. 

Our office does not create a 

PIN for your card. If you have 

any issues with your PIN 

please call them at the 

number provided above and 

customer service will assist.

The Bank of America (BOA) 

debit card claimants are 

receiving for their benefits 

will be a generic BOA 

themed card. Due to the 

volume of claims, its 

depleted our Kentucky 

themed cards and won’t be 

able to use our branded 

cards until a later date.



Only select Yes if you did have a pension 

starting from 01/01/2019 in the Base Period

If you have received Workers Compensation 

at any point in the Base Period, wages could 

possibly be added to your claim. You will be 

required to turn in this information to be 

considered. Please turn in check stubs by 

uploading them to your claim online under 

miscellaneous and comment it is Workers 

compensation. This is the quickest way to 

process it. Additionally, you can email it to 

uiassistance@ky.gov or fax to 502-564-0065 

You can only change 

your taxes once in a 

52 week claim after 

this submission. To 

change your taxes, 

you will need to call 

our office to receive 

this form at:

502-564-2900

Please return with 

the options provided 

below.
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States you've 

worked in. 

Please ensure to 

list all states 

that you have 

worked in the 

Base Period 

wages if you 

have.



COVID-19



If you are a 1099 Employee you will see 

this screen: 

This information is really important! You 

need to provide your self-employed income 

to possibly increase your weekly benefit 

amount! Hit next once completed



 Types of Separations:

 1. Lack of work: Secondary Reason: No Recall or Recall

 2. Quit: (You decided to leave your job) Secondary Reason: Health/Physical Condition, 
Personal Reason, Prospect of other work, Reassigned Military Spouse, General or Working 
Conditions

 3. Discharge (Fully separated from employer): Secondary Reason: Absence/Tardiness, 
General, Substance Abuse, Unsatisfactory Work and Violation of work Rule

 4. Strike Lockout

 5. Full time to Part time: Disciplinary Action, Initiated by Claimant request, Reduced hours 
due to work load

 6.Leave of Absence (Still job connected) – Mostly Seen as Medical Leave

 7.Suspension (Still job connected) Non Separations:  Absence/Tardiness, General, Substance 
Abuse, unsatisfactory Work.

NOTE: If suspension leads to discharge, you will need to reopen your claim under a 

discharge or we will still determine you as still job connected.



This page is very important and if you fail to list correct information it can 

result with issues with your claim and delay in payment. 

1. Please list your Most Recent Employer. Do not list your 

employer in the base period wages unless that was quite 

literally was your last employer. By listing the correct 

employer it will make your claim process smoother for staff 

and allow us to look at other claims faster as well!

2. List your physical last date of work you were actually paid 

for. Example: If you physically worked only part time work 

that week and your last day working was Wednesday,     

please list Wednesday as your last date.

3. Example 2: You went into your job the next day and you 

were immediately discharged before you clocked in. Your 

last date of work would be day prior. 

Key Notes:



Separation questions:

Depending on the separation listed, you will be asked additional questions, up to 

10+ questions on the next page. 

At this point you need to have your word document open and copy and paste 

your answers in there this will save you a lot of time. As I have mentioned 

before, if you are on a page for too long, it will time out and you will have to 

enter in your information again. This is mentioned to make things easier for you 

especially if you have a lot of information to list. 



Certification Page

Do not type in Yes or NO
Please enter in your name 

as you had created it in 

your online profile. 



Finished!

Please Submit these documents as soon as possible if requested. You can upload it 

to your claim by using document upload. Please go to the Kentucky Career Center 

YouTube profile to check it out! You can also email it to uiassistance@ky.gov or fax it 

to our office at 502-564-0065. 



Questions??

(800) 525-7746
(502) 937-6894

spininc@kyspin.com 
www.kyspin.com

Please complete our evaluation at the end of 

the webinar.

Thank you!


