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Massachusetts UI Online – Claimant User Guide 

Reopening a Claim 

This section describes how to reopen a claim for Massachusetts unemployment benefits using the web-based 
UI Online system.  

If you have an inactive claim you can request to reopen it.  

You can request to reopen the claim by answering questions on a series of pages in UI Online. The pages that 
appear depend on your circumstances. More pages may need to be filled in if, for instance, you moved or 
received partial earnings, or want to choose an earlier date to reopen the claim. 

 The Reopen Claim link only appears if the claim is inactive.   

 A claim becomes inactive if you have not requested benefits for 21 days, or you declined benefits the 
last time you requested benefits. 

 Information in the reopen request is saved if it is not completed in a single session provided the 
request is completed before 9:59 PM Saturday of the week that the request was started. (After 9:59 
PM, the information in the request is purged.) 
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Reopening a Claim 

HOW TO BEGIN 

1. Log into UI Online. The Claimant Home Page appears. 

2. Click Reopen Claim. 

NOTE: The Reopen Claim link is only visible when you have an inactive claim.  

 
 

3. The Important Information about Your Unemployment Benefits page displays. 
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IMPORTANT INFORMATION ABOUT YOUR UNEMPLOYMENT BENEFITS 

The first page in the sequence during a reopen is the Important Information about Your Unemployment 
Benefits page. The page provides the following information: 

 Work search requirements 
 Eligibility requirements (able, available, and actively looking for work) 
 Instructions on changing contact information 
 Information about registering at a Career Center 
 A certification box to check. 

1. Put a check in the box. 

2. Click Next to continue. 
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Reopening a Claim 

VIEW AND MAINTAIN CONTACT INFORMATION 

The View and Maintain Contact Information page displays your contact information. 

1. Review the information on the page.  

2. Click Previous, Edit, or Next. 

 To change any information, click Edit. The Maintain Contact Information page appears.  

 To return to the Important Information page without saving any changes, click Previous.  

 To proceed to the View and Maintain Payment and Tax Withholding Information page, click 
Next. 
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MAINTAIN CONTACT INFORMATION 

This page only appears if Edit was clicked in the View and Maintain Contact Information page. 

The Maintain Contact Information page is the same as the View and Maintain Contact Information 
page, except the information on the page can be edited.  

1. Edit the information on the page. 

 

2. Click Previous or Submit. 

 Click Previous to return to the View and Maintain Contact Information page without saving 
any changes. 

 Click Submit to save the changes and display the Address Verification page. Select the correct 
address and click Next to return to the View and Maintain Contact Information page. 
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Reopening a Claim 

VIEW AND MAINTAIN PAYMENT AND TAX WITHHOLDING INFORMATION 

This page displays your current payment and tax withholding information. 

1. Review the information on the page.  

2. Click Previous, Edit, or Next. 

 To change payment information, click Edit under the Payment section.  

 To change tax withholding information, click Edit under the Tax Withholding section.  

 To proceed to the Claimant Question page, click Next. 
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CLAIMANT QUESTION 

The Claimant Question page requests information about any work and self-employment since your last 
request for benefits. 

1. Select Yes or No in answer to the question about having worked since the date indicated. 

2. Select Yes or No in answer to the question about self-employment. 

 

3. Click Next.  

NOTE: Answers on the Claimant Questions page may cause a Questionnaire to appear before the 
Reopen Your Claim – Reopen Date page. 
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Reopening a Claim 

ADDITIONAL AND COMPLETE EMPLOYMENT 

This page only displays if Question 1: Did you work or collect earnings, was answered Yes, and Question 2: 
Was all employment self employment, was answered No on the Claimant Question page. 

The Additional and Complete Employment page lists Employers for which you previously worked (if any). 
You can also add Employers to the list from this page. 

 

1. Verify that the list of Employers is correct:  

 To delete an Employer, click the Delete button to the right of its name. 

 If an Employer belongs in the list, click the Update button to the right of its name to add required 
information.  

 To add an Employer, select an Employment Type, and click Add. Enter information as requested 
on ensuing pages, until the Additional and Complete Employment page displays again. 

NOTE: For detailed information on adding Employers, see “About Employment and Employer 
Information” in the Initial Claims chapter. The process is explained in detail. 

2. Click Next. 
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REOPEN YOUR CLAIM – REOPEN DATE 

This page displays the possible reopen date of the claim.  

 If you had no earnings, the effective date of a reopen is the Sunday of the current week. 

 If you had partial earnings from self-employment only, the effective date of a reopen is the Sunday of 
the current week. 

Reopen Your Claim – Reopen Date page for no earnings, or only self-employment earnings 

 

Reopen Your Claim – Reopen Date page for partial non-self-employment earnings 

 

 If you had partial earnings for employment other than self-employment, two effective dates (current 
week, and previous week) display. You may opt to predate the reopen by selecting the previous week 
if you have reason. 

 You may request an earlier date than the one(s) shown by checking good cause box.  

 

1. Review the information on the page. 

 Select an effective date (current week or previous week).  

 To request an earlier reopen date, check the good cause box. 
 

2. Click Next.  
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Reopening a Claim 

CLAIMANT - REPORTING REQUIREMENTS - PREDATE REQUEST 
QUESTIONNAIRE 

This Questionnaire only appears if the good cause box was checked on the Reopen Your Claim – Reopen Date 
page. 

1. Complete the Questionnaire. Verify that the certification is checked and that a phone number is 
provided.  

2. Click Submit. 

DUA Staff will review your request. Look in your Inbox or US Mail for a determination. 
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REOPEN CONFIRMATION 

The Reopen Confirmation page summarizes the reopen information entered so far. If you had non-Self-
Employment, the Employer(s) are listed on the page. 

 Click Modify to return to the Claimant Question page where you can edit answers. 
 

 Click Submit to complete the reopen. 
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REOPEN CLAIM CONFIRMATION 

The Reopen Claim Confirmation page displays after the Reopen Confirmation page. It confirms that the 
claim has been reopened, and provides the effective date. 

Click Home to return to the Claimant Home page. 
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