How to file an appeal

Individuals and employers have the option to file an appeal when they receive an unfavorable determination of unemployment eligibility and
would like to explain how they feel the law was misapplied in their situation. An independent appeals referee will hear the case and make
decisions about unemployment eligibility. If a party receives a notice of a determination but is not able to file an appeal from that
determination electronically through the UC System, the party must use one of the other methods to file an appeal, such as USPS mail,
email, fax or personal delivery as described on the determination and on the web site www.uc.pa.gov/appeals.

The following instructions show how both claimants and employers can file appeals using the unemployment compensation system
dashboard.

From the left navigational menu of the dashboard, click the link for "Unemployment Services.”
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A menu will appear with multiple choices to select.
Claimants: Click on “"Appeals.”

Employers: Click on “"Notice of Separation.” Since employers may potentially have numerous claims to manage at
one time, you must first select the Notice of Separation for the claim you wish to appeal.
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Employers: Click on the "Determinations” tab on the "Notice of Separation” tab to see what can be appealed.
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The rest of the process is the same for both claimants and employers.

Click the “Determinations” tab.

In the Non-Monetary Determinations Panel, look through the Issue Type column to find which determination you
wish to appeal. Click on the “File Appeal” hyperlink in the Action column.

Below are the details of your latest appeal.
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A separate appeal must be filed for each determination you want to appeal.

Enter the reason you disagree with the determination and are filing an appeal in the text box provided; then click the
“Next” button.
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The next screen will ask if you would like to designate counsel for this appeal. If you wish to add a counsel contact,
select the Add New Contact link.
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Complete the following information fields for your counsel contact. Identify the contact type from the dropdown box
at the Contact type field.
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Once the fields are completed click “Save” and then click "Return to Previous Page.”

——

-

>

HUMNT, LILLY Name

sylvania
A

Enter or edit the information for this contact.
This contact will be associated with this appeal and will receive correspondence as necessary. Click Save to retain the
information or click Cancel to return 1o the previous page without saving the contact infarmartion.

Service Tracking: ON

¥ First Name:
Release Individual

Assist a new Individual Middl

B My Staff Wor . *Last Name:

My Staff Dashboard

My Staff Resources

Address

Directory of Services

" Address 1:

B Services for

nployment Ben Address 2:
Manage Claimants T City:
MMar mployers -
anage Employe ate:

Manage Claim
* Zip Code:
Manage Trade Act (TRA)

Manage Shared-Waork

Manage Benefit Charges Phone

Mone Selected - |

Manage Ul Accounting

Manage Disaster Primary Phone:

Unemployment Assistance

[{=lEF2Y]

Manage Overpayments

Manage Payments Cell Phone:
Manage Audits EAX Number:
Manage Appeals

Emai

Manage Multi-Claimant
Issues

* Contact Type:
Manage Investigations
Manage Monetary
Manage Non-Monetary
Manage Reemployment
Manage Interfaces

Manage Notifications

View Statistics

Phone Type | None Selected - |

None Selected -

Cancel

Return to Previous Page




The following screen will ask if you would like to designate someone to serve as a witness for this appeal. If you
wish to designate a witness, select the "Add New Contact” link.
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Complete the following information fields for a witness. Select the witness type indicated from the Contact Type
dropdown box. Once the fields are completed click “"Save” and click "Return to Previous Page.”
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In most cases documents which have already been uploaded during the fact-finding and determination process will
be made part of the appeal record. If there are additional documents to support your case, please upload them here

from the Supporting Document Uploads screen. Click the "Browse” button to find the document(s) on your
personal computer.
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Double click on the document and the file name will appear in the box to the left of the Browse button.

Click the ‘Upload” button to bring the document into your appeal case file.
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The next page is Do you need assistance? Read the description and then select “Yes or No” to the questions as
they apply to your situation.
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If language assistance is needed,
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If assistance is required because of a disability with hearing, speech or vision, select the specific need for assistance
in the second dropdown box.
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If neither an interpreter nor disability assistance is needed, select both "No” buttons.
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When the appropriate selections are complete, click “Finish.””
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Your appeal is filed when you see the message “Your appeal has been successfully filed.”

Click ‘Return to My Dashboard’
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As in the beginning of this process, click Unemployment Services on the left-navigation menu and click on
Appeals (both claimants and employers).
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Instead of clicking on the Determinations tab, this time click the "Appeals Filed” tab.
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The Appeal Information page will appear. Select which appeal you would like to view if appeals are filed to more
than one determination. The appeal information page includes important information such as:

e Docket Number: The unique number assigned only to your appeal.

e Appeal Authority: “"Appeals Referee” is the first level of the appeals process.

e Indication of stage of the appeal process: The example shows “"Your appeal is awaiting an initial review.”
This means the date, time, and location of your appeal is being assigned.
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At this point, you may submit any additional documents not previously submitted by selecting the “Upload
Documents” link at the bottom of the appeal Information page. The steps for uploading the documents are the
same as previously described.

If there is nothing further to add and you’ve reviewed all the information you wished to see, click "Return to

Previous Page” to get back to the dashboard. You now know how to log in and view all submitted appeals at any
time.
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After the appeal is processed, both the claimant (and employer, if an interested party) will receive a Notice of
Hearing in the mail which provides the date, time, and location of the hearing with a UC Referee. All hearing notices
are mailed via US Postal Service and emailed to your dashboard.

As the claimant and/or employer, you have successfully filed an appeal to the determination issued by a UC service
center.



