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1 Brief Description

This Use Case begins when the User (Interested Party with appeal rights to the determination or Staff) is ready to file an appeal.  This Use Case ends when the System records the appeal request and prepares it for further processing.  
The term “Interested Parties” or “Interested Party” used throughout this use case and other Appeals use cases refers to all participants that are affected by the appeal in one way or another (e.g. Appellant, Appellee, Claimant, Employer, Claimant Representative, TPA,TPR, DOR or Department). “Participants” include the individuals or entities added to the appeal case that aren’t directly affected by the outcome (including Witnesses and Interpreters).
2 Actors

This use case interacts with the following actors:

· Claimant

· Employer

· Third Party Administrator

· Third Party Representatives

· Staff
· DOR Staff

· System 

3 Pre-Conditions

This use case provides the following pre-conditions.  All of the following conditions must be met in order to trigger this Use Case:

· The User must be logged in the System and have access to file an appeal.

· For Appeal level:

· An appealable Determination/Decision/Order must exist in the system:

· Non-monetary Determination
· Monetary Determinations (Wage Transcript)
· Exception: DOR Staff – Department of Revenue determinations are not part of the Connect system and the information must be added manually on behalf of the Employer appealing the DOR determination.

· If the User is a Claimant/TPR they can appeal if they or the party they represent is adversely affected. (det result code = anything but ‘eligible’)

· If the appeal is a Wage Transcript appeal:

· The claimant can Request Reconsideration or File an Appeal of any Wage Transcript.  All Reconsideration requests will go to the Wage unit for review and will be forwarded to Appeals only if no change is made to the Wage Transcript.

· If the User is an Employer/TPA/TPR, the employer or the TPA/TPR on behalf of the employer, can appeal if the claimant is determined eligible.  (det result code = ‘eligible’) 
· If the User is an Employer/TPA/TPR, the employer or the TPA/TPR on behalf of the employer, can appeal if the employer’s account is charged.   (det result code = ‘chargeable’)
· If the Non-Monetary appeal requests are sent in via US Mail/submitted in person/fax, they become available in the “Pending Requests” workflow queue (Request Type = “Paper Appeal Request”).
· If the Monetary (Wage Transcripts) appeal requests are sent via US Mail/submitted in person/fax, they become available in the “Mange Appeals” workflow queue (Request Type = “Paper Appeal Request”)

4 Post-Conditions

This use case provides the following post-conditions:

· An appeal record is added to the issue (a new issue level and appeal status).
· A new appeal record for Special Deputy is created. 
· Appropriate workflows are created.
· Appropriate correspondences are sent to the appeal participants for Special Deputy cases according to business rules.
5 Main Flow

The Main Flow describes a scenario where a User logs into the System and submits the Appeals Level Appeal Request made on a determination through self-service.  If Staff is acting on behalf of the Appellant in response to a Paper Appeal Request, they will use the same process used by the Claimant or Employer to complete the appeal request.
1. The System determines the User’s action to begin the appeal process.

1.1. If the User chooses to file an appeal (from the Eligibility Determination Details screen (View & Maintain Claimant Inbox or View Employer Inbox use cases) or from Paper Appeal Request work item in Pending Request queue) and selects Next on a non-multi-claimant determination using self-service, proceed to Step 2.

1.2. If the Staff/DOR chooses to file an appeal on a DOR determination, proceed to Alternate Flow 5.1 – Appeal Request Made on a DOR  Determination.

1.3. If Staff chooses to create an appeal for a Monetary Determination/Wage Transcript, proceed to Alternate Flow 5.2 - Create Monetary Appeal.
2. System displays the appropriate File Appeal Message Information screen according to business rules.

3. User selects “Next.”

4. System checks to see if the Appeal Request is timely based on the business rules.
4.1. If the System determines that the appeal is being filed timely, then proceed to Step 5 of the Main Flow.

4.2. If the System determines that the appeal is NOT timely, then the System creates a “Late Appeal” issue (associated to the underlying issue) by calling the Create New Issue use case. 

4.2.1. System shall display the Reason for Late Appeal screen.

4.2.2. User must enter the reason for the late appeal and select Next.
5. System displays the appropriate Appeal Request Information screen depending on whether the Appellant is the Claimant or Employer.

6. User completes the Appeal Request Information screen.
6.1. If the User is a Claimant/TPR or Staff acting on the claimant’s behalf elects to modify the contact information, the System navigates to update the Claimant contact information functionality by calling the View and Maintain Contact Information Use Case.
6.2. If the User is an Employer/TPA/TPR or Staff acting on the Employer’s behalf elects to modify the contact information, the System navigates to update the Employer’s Benefit contact information functionality by calling the Maintain Employer and TPA Address Use Case.
6.3. If the User indicates they will be represented by an attorney or other representative at the hearing, the System will display the Add Representation – Claimant/Employer screen.
6.4. If the User indicates they will present witnesses, the System will display the Witness List – Claimant/Employer screen.
6.5. If the User is a Claimant/TPR and indicate the Claimant needs an Interpreter, the System will display the list of languages.

6.6. If the User chooses to upload file(s), proceed to Alternate Flow 5.3 – User Uploads Appeal File(s).
7. System displays appropriate Appeal Confirmation screen.

8. User reviews, confirms and submits the File Appeal Request (Confirmation is not required for Staff.).

8.1. If the User chooses to make changes to the appeal request before submitting, the System allows the User to update appeal request information.

9. System creates the Appeal Case Folder.

9.1. System assembles the Appeal Case folder by retrieving associated documents from the issue information (see business rules for specific document types).

9.2. System creates a PDF version of the Appeal Confirmation screen and attaches it to the Appeal Case folder (Manage Appeal Case Folder and Exhibits use case).
9.3. System adds all files uploaded by the Appellant to the Appeal Case Folder (if any).
10. System calculates appeal time-lapse dates, program codes, and saves the appeal request information.

11. System displays the Appeal Acknowledgement screen to the User (Appeal Acknowledgement screen is not displayed for Staff).

12. If the appeal request is a Special Deputy appeal, the System distributes the “Notice of Docketing” correspondence to the Interested Parties.
13. System displays the Witness List screen populated with a list of any Interested Parties to the User based on the appeal participant type.(Managed Interested Parties UC).
13.1. If the Issue Type is Liability in the Special Deputy Appeal Request queue screen the System displays the two addresses (DOR Respondent, and Blocked Claim).

13.2. If a multi-claimant appeal is created the System creates a Pending Multi-Claimant work item.
14. System creates a work item for the appropriate group queue.

14.1. If Type = “Special Deputy”, create a work item for Manage Appeals queue.
14.2. If Type = “Monetary”, create a work item for Manage Monetary Appeals group queue.

14.3. If Type = “Multi Claimant” create a Pending Multi-Claimant work item in the Pending Appeal Request queue. 

14.4. If Type = “Non-Monetary” create a work item to be auto scheduled or assigned to a Referee in the Auto Scheduling UC.
15. The Main flow ends.

Alternate Flow – Appeal Request Made on A Special Deputy Determination 

This Alternate Flow describes a scenario in which the User/DOR chooses to file an appeal on a Special Deputy determination using self-service.

16. From the DOR Staff Homepage the DOR Staff chooses to file an appeal.

17. The System displays Special Deputy Appeal Request screen.

18. The DOR Staff enters the required information and selects ‘Next’.

19. The System displays the Special Deputy Appeal screen.

20. The DOR Staff selects Next.
21. This Alternate Flow returns to the Main Flow at Step 14.
Alternate Flow – Create Monetary Appeal

This Alternate Flow describes a scenario where the Claimant/TPR (or Staff acting on their behalf) creates a Monetary appeal to a Monetary Determination/Wage transcript.
1. User selects the monetary determination from the Determinations and Decision Summary screen (View and Maintain Claimant Inbox Use Case).

2. System displays the associated Monetary Determination Detail screen (View and Maintain Claimant Inbox Use Case). 
3. User completes the questions and selects the File Appeal button.
4. Alternate Flow returns to the Main Flow Step 2.
Alternate Flow – User Uploads Appeal File(s) 
This Alternate Flow describes a scenario in which User uploads a file(s) for the appeal case:

1. User chooses to upload a file to the appeal case from the File Appeal Request screen by selecting Yes.

2. System displays “Upload Appeal File” screen
3. User selects Browse button to add a file from the local drive/network shared drive.

4. User selects Upload button.

5. System validates the file to be uploaded. 
5.1. If the validation fails, it displays an error message and returns to Step 1 of this Alternate Flow.

6. System refreshes screen and populates the blank row in the Upload Appeal File screen with the editable and non-editable data associated with the uploaded file.
7. User enters the Description.  

8. System populates the Date Received.

9. User selects the Save button.

10. System stores the files in a temporary “cache” with appropriate identifying information (metadata) until the User completes the file appeal request. 

11. If User chooses to add another file returns to Step 3 of the Alternate Flow.

12. User selects Next.

13. System proceeds to Step 7 of the Main Flow.

6 Business Logic – Main Flow

1. The System must use the following mapping to initially display the “File Appeal Message Information” screen. Thereafter, the screens will be displayed in their flow according to the issue level, issue type, and appellant, according to screen name. 
	Criteria
	Screen to be displayed

	· Issue Level = [Appeals level]

· Appellant = [Claimant]

· Issue Type NOT = [Monetary]

· Issue Type NOT = [Special Deputy]

· MultiClaimantIssue = False
	File Appeal Message Information – Claimant (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Claimant TPR]

· Issue Type NOT = [Monetary]

· Issue Type NOT = [Special Deputy]

· MultiClaimantIssue = False
	File Appeal Message Information – Claimant TPR (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Claimant]

· Issue Type = [Monetary]

· Issue Type NOT = [Special Deputy]

· MultiClaimantIssue = False
	File Appeal Message Information – Claimant Monetary (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Claimant TPR]

· Issue Type = [Monetary]

· Issue Type NOT = [Special Deputy]

· MultiClaimantIssue = False
	File Appeal Message Information – Claimant TPR (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Claimant]

· Issue Type = (Any) (NOT [Monetary] or [Special Deputy])

· MultiClaimantIssue = True
	File Appeal Message Information – Claimant (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Claimant TPR]

· Issue Type = (Any) (NOT [Monetary] or [Special Deputy])

· MultiClaimantIssue = True
	File Appeal Message Information – Claimant TPR (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Employer]

· Issue Type NOT = [Monetary]

· Issue Type NOT = [Special Deputy]

· MultiClaimantIssue = False
	File Appeal Message Information – Employer (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [TPA/Employer TPR]

· Issue Type NOT = [Monetary]

· Issue Type NOT = [Special Deputy]

· MultiClaimantIssue = False
	File Appeal Message Information – TPA/ Employer TPR (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [Employer]

· Issue Type = (Any) (NOT [Monetary] or [Special Deputy])

· MultiClaimantIssue = True
	File Appeal Message Information – Employer (Appeals Level)

	· Issue Level = [Appeals level]

· Appellant = [TPA/Employer TPR]

· Issue Type = (Any) (NOT [Monetary] or [Special Deputy])

· MultiClaimantIssue = True
	File Appeal Message Information – TPA/Employer TPR (Appeals Level)


2. The System must use the following rule to create the Appeal Case folder upon submitting the appeal request:
	Criteria
	Documents

	· Issue level = [Appeals Level]
	· PDF of the Appeal Confirmation screen or paper Appeal Request
· Everything in the Adjudication case folder
· Any documents uploaded by the Appellant during the file appeal process

	· Issue level = [Any]

· Issue Type = [Special Deputy]
	· All documents uploaded by DOR as part of the file appeal process.

	· Issue level = [Any]

· Issue Type = [Monetary]
	· PDF of online appeal request or the paper Appeal Request
· PDF of Monetary Determination Detail screen (View and Maintain Claimant Inbox use case)

· Monetary Determination/Wage Transcript
· Most recent wage transcript
· Any Fact Finding associated to the issue

· PDF of Initial Application


3. Each of the appeal case folder documents must be assigned a System generated document number in the following format:
NOTE:  See Manage Appeal Case Folder and Exhibits for business rules relating to the assignment of document information.
4. The following rules apply for calculating timeliness:
4.1. Appeal Filed Date = Postmark Date of the Appeal Request

4.1.1. If the Appeal is entered online today, the current day will be stored as the Appeal Date.

4.1.2.  If an Appeal Request is received via Mail, the Appeal Date will use the Postmark date entered during scanning/indexing of the appeal document if available. If postmark date is not available/blank, the Appeal Date will use the date the appeal document was received.  Staff can change the Appeal Filed Date. 
4.1.3. If an Appeal Request is received via fax or hand delivered, the Received Date will be enetered during scanning/indexing as the Appeal Date.
4.2. The Appeal Due Dates are as follows:

4.2.1. For an appeal on a non-monetary determination is 20 days from the distribution date. 
4.2.2. For Special Deputy on a DOR determination is 20 days from the distribution date.
4.2.3. For Monetary appeal the appeal due date is 20 days from the Wage Transcript distribution date.
4.2.4. For DUA appeal the appeal due date is 60 days from the non-monetary determination distribution date.
Note: In computing any period of time prescribed or allowed by these rules, the date of the issuance of a determination, redetermination, order, decision or notice shall not be counted. The last day of the period shall be counted unless it is a Saturday, Sunday or designated holidays (see configurable Holiday Table); in which event, the period shall run until the end of the next day that is not a Saturday, Sunday or designated holiday. 

5. If an Appeals level appeal is untimely, the System will add a non-monetary section of law for a “Late Appeal” to the case and associate it with the issue being appealed for the Notice of Hearing.
6. The System must use the following rule to determine the issue subtype for the “Late Appeal” issue (Florida has one subtype for “Late Appeal”).  The rule applies to Benefits and Special Deputy appeals.
	Criteria
	Appeal Request Due Date
	Issue Sub Type

	· .Issue level = [Appeals Level]

· Appeal filed date is greater than appeal due date (advanced for Saturday, Sunday or holidays)
	(Appeal Filed Date – Appeal Due Date) is beyond 20 days
	[Late - beyond 20 days


7. The System must use the following logic to determine the appeal time-lapse due dates for Benefit cases:
	Issue Level
	Program
	Time-lapse Dates Calculation

	· Appeals Level
	All (except DUA)
	· 30 day time-lapse date = Appeal Filed Date + 30 Calendar days
· 45 day time-lapse date = Appeal Filed Date + 45 Calendar days
· 90 day time-lapse date = Appeal Filed Date + 90 Calendar days

· 120 day time-lapse date = Appeal Filed Date + 120 Calendar days
Note: If the calculated due date falls on a non-business day, the due date is set to the previous business day.


8. The System will calculate the Special Deputy case time lapse due dates in the same manner as the Benefit appeal cases but only for a 90 day time-lapse date.

9. The System will calculate the DUA case time lapse due dates in the same manner as the Benefit appeal cases but only for a 30 day time-lapse date.

10. The displayed languages appearing in all drop down lists that involve an Interpreter language preference will be populated by the  PREFERRED_LANGUAGES & ADDITIONAL_PREFERRED_LANGUAGES table 
11. The following attributes are available for the issue/appeal throughout the life of an issue/appeal:
	Appeal Attribute Types:

	Issue Level
	Determination Status
	Appeal Status
	Appeal Disposition/ Orders

	Adjudication
	Pending
	Pending
	Affirm

	Redetermination
	Determined
	Active
	Reverse

	Corrected
	Distributed
	Complete
	Affirm in Part / Reverse in Part

	End Indefinite Denial
	Complete
	Void
	Dismissed - <Reason> 
*see Dismiss Appeal UC for Reasons

	Nullified
	Void
	
	Remanded - <Reason>
*see Process UAC Remand Order UC for Reasons

	Appeals 
	
	
	Withdrawn

	Remand 
	
	
	Reopen

	Reopen
	
	
	Dismiss in Part/Affirm in Part

	Proposed Corrected 
	
	
	Dismiss in Part/Reverse in Part

	Corrected 
	
	
	Dismiss in Part/Affirm in Part / Reverse in Part

	UAC Appeal 
	
	
	Recommended Order

	District Court of Appeals
	
	
	Final Order

	Supreme Court
	
	
	


12. Almost all hearings are held by telephone.  When the hearing is a telephone hearing, the workload will be distributed on a state-wide basis based on configurable business rules to be determined by the Department.
12.1. For in person hearings, assignment will be done manually to locally available staff.
13. The System validates the entered address information (when adding participant types with addresses) with the address validation software and enables the User to accept the corrected address change or accept the address as entered.

14. The System must allow the User to add additional representation and/or witnesses.

15. The System must use the following rule while generating Notice of Docketing correspondence:

15.1. Notice of Docketing is generated only for Special Deputy appeals

15.2. Notice of Docketing correspondence is sent to all Interested Parties for the appeal case.
16. The System shall record the internal staff or DOR User ID and User Name that enters an appeal request.

17. The System shall, for online requests, confirm the address to mail the notices to and allow entry of a temporary appeal address.

18. An appellant can file an appeal through self-service for a configurable period of time (currently 90-days) after the distribution date of the determination/decision (for all appeal levels).

19. The above rule does NOT apply to Staff filing on behalf of an appellant.

20. During data entry, when the user clicks on Previous button, display an error message to warn them to save all the changes before navigating away from the updates. 
21. For distribution of work items, the System will use the following rules:

21.1. The System will determine if the appeal case can be auto scheduled based on the rules in the Auto-Schedule Hearing UC.

21.2. If the appeal case cannot be auto scheduled, the work items will be distributed based on the rules in the Schedule Hearing UC.
22. When an appeal is NOT filed from the Template Details screen (Create and Process Multi Claimant Issue use case), the System will NOT recognize this as a multi-claimant appeal. It will treat each appeal as an individual appeal.

23. The System will create a new (child) multi-claimant template at an Appeals level. The System will carry over the fact finding for that Claimant to the new template and associate it with the parent template. As additional Appellants file an appeal, they will be added to the child template until the hearing for the multi-claimant appeal is scheduled.

24. When a template is created at the appeal level, the System will create a new appeal level for every child issue that is attached to it. 

25. When the Employer files an appeal on a Multi-Claimant template, all claimants are copied over to the new level of the Template.

26. If a hearing is scheduled and more appeals are filed for the same issue, a new (child) multi-claimant template will be created and attached to the parent template.

27. The System must assign appeal status for multi claimant appeal following the same logic as single claimant appeals.
Business Logic – Appeal Request Made on A Special Deputy Determination
1 If the Issue is a Special Deputy “Issue”, the DOR will be given a Staff role to enter the appeal on behalf of the Employer.
2 The System shall require User to enter all details required for the Special Deputy Appeal including uploading the documents for the Appeal Case Folder.
3 For all Special Deputy appeals, the System will assign Issue Type = “Special Deputy” and Issue Sub-Type = <’determination types’>

4 The System shall allow the following ‘determination types’ to be appealed:

	Determination Name
	Sub-Type (abbreviation)

	Liability
	Independent Contractor: Class

Independent Contractor: Joined Party Only

Independent Contractor: Audit

General Liability

Corporate Officer Wages 

Waiver of Penalty and Interest
Other

	Rating
	Tax Rate Computation

SUTA Dumping

Reimbursement

Other


5 If an appeal is received for “Special Deputy,” then the appeal is routed to the Manage Appeals Group Queue workflow with Type = “Special Deputy Appeal Request”  All Special Deputy Appeals are assigned to the Special Deputy Coordinator in the Manage Special Deputy Appeals Group queue for review and assignment to the Special Deputy.

6 When an appeal request is received at the Department of Revenue on a Special Deputy determination, the DOR Staff will upload all documents associated with the appeal case.
7 To access other actions for the Appeal Case, DOR Staff will use the Employer Search function with a filter based on the DOR Staff role that will link the DOR Staff to the Special Deputy Appeal screen for the selected Employer.   
Exception:  If the appeal case is a Special Deputy appeal, an Order to Show cause is sent to the Petitioner.  
Business Logic – Create Monetary Appeal
1. When Staff files an appeal on behalf of the Claimant, the System follows the same processes and rules as through self-service.  If the appeal is determined to be untimely add a Timeliness issue to the appeal case.
2. The following Issue Details will apply when a Monetary Appeal is filed on a Wage Determination.  Since there is no issue at the Adjudication level, this use case creates a Monetary issue at the Appeal level:
· Issue Identification Number - The System assigns a unique Issue Identification Number to each issue when the issue is created (e.g. 1234 5678 90-01). The first 10 digits are the Issue Identification Number and the “1” is the Sequence reference. When an issue is created, the Sequence will always be “01”. The numbers are assigned in sequential order. The Issue Identification Number is always displayed to Staff, or Claimant, or Employer, or TPR, or TPA in the following manner: 4 digits, space, 4 digits, space, 2 digits, hyphen, and 2 digits (e.g. 1234 5678 90-10)

· Issue Status – The System assigns the Issue Status of Pending for each new issue.

· Type –  Monetary
· Sub-type – Sub-type from the Master Issue Type/Sub-type spreadsheet/table
· Program Type – The Program Type that the Claimant is currently on at the time of the Issue Start Date of the issue.

· Issue Level –Appeals 
· Distribution Date – Date of Wage Transcript and Determination
· Issue Start Date: - The Issue Start Date will be the Benefit Year Begin Date of the Claim
· Issue End Date – The Issue End Date will be the Benefit Year End Date of the Claim.
· Issue Source – Dependent upon initiating activity or staff selection:

· New Claims

· Employer Name –Default to Null
· Employer Account Number – Selected through Employer search if Employer  Name is added to the Appeal
3. No fact finding is generated for this issue created at the Appeal level.
4. If an appeal is received for a “Monetary” issue, then the appeal is routed to the Manage Monetary Appeals Group Queue workflow with Type = “Monetary Appeal Request”.
Business Logic – User Uploads Appeal File(s)

1. When User files an appeal on behalf of the Claimant or Employer, the System follows the same processes and rules for both external Users (self-service) and Staff. 

2. System must validate the following business rule when a file is uploaded in the system:

2.1. The file type must be one of the types determined acceptable by the technical team.  File Type has been added to the configurable business rules so updates can be made as business needs demand.

2.2. The maximum file size must be limited to the maximum approved by the technical team. 

2.3. If a file that is uploaded does not meet the criteria (File Size, and File Type) then display the Warning message (see the Screen matrix).

2.4. The System shall clear the file upload field when an error message is displayed. The User can only click Cancel button on the message dialog.

3. For file management FileNet Indexing purposes, the System automatically assigns the File Class as “Appeals” and File Title as Other when files are uploaded. 

4. The System must adhere to the following rule when uploading a file:

4.1. The Date Received defaults to current date.

4.2. User must enter a brief Description of the file(max of 300-characters).

5. After a file upload is initiated and the uploaded file is displayed on the Upload File Appeal screen, the Upload button is disabled until the newly uploaded file is saved or abandoned.

6. The Description fields must be completed.  

7. Disable the Save/Upload buttons when an error message appears until the User takes an appropriate action to correct the error.

7 Configurable Business Rules

The following table contains descriptions of the configurable business rules in this use case:
	#
	Configuration Description
	Additional Notes

	1
	Appeal Timeliness Date 
The number of days the Appellant is allowed to file a timely appeal.  
	

	2
	Language List
The languages that the user can select when indicating a language preference.
	

	3
	Holiday List
This list includes all 

State of Florida holidays

Postal holidays

Any day the Department/Post Office is closed unexpectedly.
	DEO will need to add dates to the table on an ad hoc basis for disasters and other situations that close the State offices and/or Post Offices.

	4
	Number of Calendar Days from the Determination Date that the  File Appeal option is available in Self Service
	Currently 90 days


8 Screen Flow

The following diagram illustrates the screen flows for this Use Case:
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9 Screen Layouts

Summary – List of Screens
· 9.1
Screen 1 – File Appeal Message Information – Claimant/Employer/TPA/TPR
· 9.2
Screen 2 – File Appeal Message Information – Claimant Monetary
· 9.3
Screen 3 – Appeal Request Information - Claimant
· 9.4
Screen 4 – Appeal Request Information – Employer
· 9.5
Screen 5 – Witness List – Claimant/Employer
· 9.6
Screen 6 – Add Representation – Claimant/ Employer
· 9.7
Screen 7 – Upload File Appeal
· 9.8
Screen 8 – Reason for Late Appeal
· 9.9
Screen 9 – Appeal Confirmation – Claimant
· 9.10
Screen 10 – Confirm Appeal Information – Employer
· 9.11
Screen 11 – Appeal Acknowledgement
· 9.12
Screen 12 – What You Need to Know About the Appeals Process – Claimant/Employer
· 9.13
Screen 13 – Special Deputy Appeal Request
· 9.14
Screen 14 – Special Deputy Appeal


Screen 1 – File Appeal Message Information – Claimant/Employer/TPA/TPR 

Title Tag: UC Online – File Appeal Message Information – Claimant
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To file an appeal on this determination, please complete the following screens. If you wish to appeal another determination, you will need to file a separate appeal on that determination.

Atelephone hearing will be scheduled to resolve your appeal. f an employer was listed on your determination, that employer may participate in your hearing. You have the right to be
represented by an attomey or representative and you may bring witnesses to help you present your case. If you plan to seek representation, you shouid do so now. ff you obtain an
attomey or representative after the filing of your appeal, please update your information through the Add/ Update Appeal Participants action on the Eiigibilty Determinations Detail
screen. If you indicate that you need an interpreter, we will provide one for you.

The hearing is conducted by an Appeals Hearing Officer. The Hearing Officer is responsible for obtaining allinformation necessary to make a decision that s legally correct. Al parties
testify under oath. We urge you to read the appeals pamphlet describing the hearing process and providing information to help you prepare for the hearing. You must appear for your
hearing. I you fail to appear for your hearing your appeal will be dismissed and this determination will remain in effect.

After your hearing is complete, you will receive a written decision. If the referee's decision is in your favor, you will be paid for all eligible weeks requested. ffthe referee’s decision is not
in your favor, the decision will contain additional appeal rights.

VERY IMPORTANT: While your appeal is pending, you MUST continue to request your benefits for each week you are not working and are actively seeking work. You

will not be paid for weeks that you do not request.
e |




Title Tag: UC Online – File Appeal Message Information – Employer
[image: image5.png]le Appeal
Tofile an appeal on this determination, please complete the following screens. If you wish to appeal another determination, you will need to file a separate appeal on that determination.

Atelephone hearing will be scheduled to resolve your appeal. You have the right to be represented by an attorney or representative and you may bring witnesses to help you present your

case. If you plan to seek representation, you should do S0 now. If you obtain an attorney or representative after the filing of your appeal, please update your information through the Add/
Update Appeal Participants action on the Eligibility Determinations Detail screen.

The hearing is conducted by an Appeals Hearing Officer. The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct. All parties
testify under oath. We urge you to read the appeals pamphlet describing the hearing process and providi formation to help you prepare for the hearing. You must appear for your
hearing. If you fail to appear for your hearing your appeal will be dismissed and this determination will remain in effect.

After your hearing is complete, you will receive a written decision. If the referee’s decision is not in your favor, the decision will contain additional appeal rights.

Provous | Next |





Title Tag: UC Online – File Appeal Message Information – TPA

[image: image6.png]File Appeal

To file an appeal as the agent for the employer listed on this determination, please complete the following screens. If you wish to appeal another determination, you
will need o file a separate appeal on that determination.

Atelephone hearing will be scheduled to resolve the appeal. The employer has the right to bring witnesses to help present their case. The hearing is conducted by
an Appeals Hearing Officer. The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct. Al parties testify
under oath. We urge you to read the appeals pamphlet describing the hearing process and providing information to help you and your client prepare for the
hearing. Not participating in the hearing could result in a decision unfavorable to your client

After the hearing is complete, all interested parties will receive a written decision. If the referee’s decision is not in favor of your client, the decision

will contain additional appeal rights.




Title Tag: UC Online – File Appeal Message Information – TPR

[image: image7.png]File Appeal

To file an appeal as the representative of the appellant on this determination, please complete the following screens. If you wish to appeal another determination, you will need to file a
separate appeal on that determination.

A telephone hearing will be scheduled to resolve your appeal. Your client has the right to bring witnesses to help present their case. The hearing i conducted by an Appeals Hearing
Officer. The Hearing Officer is responsible for obtaining allinformation necessary to make a decision that is legally correct. Al parties testify under oath. We urge you to read the

appeals pamphlet describing the hearing process and providing information to help you and your client prepare for the hearing. Not participating in the hearing could resultin a decision
unfavorable to your client

After the hearing is complete, all interested parties will receive a written decision. If the Referee’s decision is not in favor of the client, the decision will contain additional
appeal rights.

Very Important: While the appeal is pending, the claimant MUST continue to request their benefits for each week they are not working and are actively seeking work.
They will not be paid for weeks that they do not request.





The following table provides an explanation of each of the screen elements found on the aforementioned screen:  
	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	File Appeal
	Section Header
	Section Header
	NA
	System
	
	

	Message Text – Appeal Information

Claimant/Employer/TPA/TPR
	Static Text
	File Appeal Message Information – Claimant Appeal ONLY

To file an appeal on this determination, please complete the following screens.  If you wish to appeal another determination, you will need to file a separate appeal on that determination.

A telephone hearing will be scheduled to resolve your appeal.  If an employer was listed on your determination, that employer may participate in your hearing.   You have the right to be represented by an attorney or representative and you may bring witnesses to help you present your case.  If you plan to seek representation, you should do so now.  If you obtain an attorney or representative after the filing of your appeal, please update your information through the Update Appeal Participants action on the Eligibility Determination Detail screen.  If you indicate that you need an interpreter, we will provide one for you.  

The hearing is conducted by an Appeals Hearing Officer.  The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct.  All parties testify under oath.  We urge you to read the appeals pamphlet describing the hearing process and providing information to help you prepare for the hearing.  You must appear for your hearing.  If you fail to appear for your hearing your appeal will be dismissed and this determination will remain in effect. 

After your hearing is complete, you will receive a written decision.  If the referee’s decision is in your favor, you will be paid for all eligible weeks requested.  If the referee’s decision is not in your favor, the decision will contain additional appeal rights.

Very Important:  While your appeal is pending, you MUST continue to request your benefits for each week you are not working and are actively seeking work.  You will not be paid for weeks that you do not request.
And

File Appeal Message Information – Employer Appeals ONLY

To file an appeal on this determination, please complete the following screens.  If you wish to appeal another determination, you will need to file a separate appeal on that determination.

A telephone hearing will be scheduled to resolve your appeal.  You have the right to be represented by an attorney or representative and you may bring witnesses to help you present your case.  If you plan to seek representation, you should do so now.  If you obtain an attorney or representative after the filing of your appeal, please update your information through the Update Appeal Participants action on the Eligibility Determination Detail screen.  

The hearing is conducted by an Appeals Hearing Officer.  The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct.  All parties testify under oath.  We urge you to read the appeals pamphlet describing the hearing process and providing information to help you prepare for the hearing.  You must appear for your hearing.  If you fail to appear for your hearing your appeal will be dismissed and this determination will remain in effect. 

After your hearing is complete, you will receive a written decision.  If the referee’s decision is not in your favor, the decision will contain additional appeal rights.

And

File Appeal Message Information – Third Party Representative Appeal (TPR) ONLY

To file an appeal as the representative of the appellant on this determination, please complete the following screens.  If you wish to appeal another determination, you will need to file a separate appeal on that determination.

A telephone hearing will be scheduled to resolve your appeal.  Your client has the right to bring witnesses to help present their case. The hearing is conducted by an Appeals Hearing Officer.  The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct.  All parties testify under oath.  We urge you to read the appeals pamphlet describing the hearing process and providing information to help you prepare for the hearing. Not participating in the hearing could result in a decision unfavorable to your client.
After the hearing is complete, all interested parties will receive a written decision.  If the Referee’s decision is not in favor of the client, the decision will contain additional appeal rights.  

Very Important:  While the appeal is pending, the claimant MUST continue to request their benefits for each week they are not working and are actively seeking work.  They will not be paid for weeks that they do not request.  

And

File Appeal Message Information – Third Party Administrator Appeals (TPA) ONLY

To file an appeal as the agent for the employer listed on this determination, please complete the following screens.  If you wish to appeal another determination, you will need to file a separate appeal on that determination.

A telephone hearing will be scheduled to resolve the appeal.  The employer has the right to bring witnesses to help present their case.  The hearing is conducted by an Appeals Hearing Officer.  The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct.  All parties testify under oath.  We urge you to read the appeals pamphlet describing the hearing process and providing information to help you and your client prepare for the hearing. Not participating in the hearing could result in a decision unfavorable to your client.

After the hearing is complete, all interested parties will receive a written decision.  If the referee’s decision is not in favor of your client, the decision will contain additional appeal rights.
	
	System
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	
	User Select
	
	

	Next
	Action Button
	System takes user to the next screen based on business rules.
	
	User Select
	
	


Screen 2 – File Appeal Message Information – Claimant Monetary 

Title Tag: UC Online – File Appeal Message Information – Claimant Wage Transcript
[image: image8.jpg]File Appeal

NOTE: If you need to correct wage or employer information, you do not need to appeal your Monetary Determination. Select the following link to return to
the Monetary Summary screen. You will need to print the Wage Correction form and send proof of wages to the address listed.

To file an appeal on this determination, please complete the following screens. If you wish to appeal another determination, you will need to file a separate appeal on that
determination.

A telephone hearing will be scheduled to resolve your appeal. f an employer is included on your notice hearing, that employer may particpate in your hearing. If you
indicate that you need an interpreter, we will provide one for you.

The hearing is conducted by a Appeal Hearing Officer. The Hearing Officer is responsible for obtaining all information necessary to make a decision that s legally
correct. Al parties testify under oath. We urge you to read appeals pamphlet describing the hearing process and providing information to help you prepare for the
hearing. You must appear for your hearing. If you fail to appear for your hearing your appeal will be dismissed and the determination will remain in effect After your
hearing is complete, you will ecieve a written decision.

VERY IMPORTANT: While your appeal is pending, you MUST continue to request benefits for each week you are not working and actively seeking work.

You cannot be paid for weeks that you do not request.
[ Previous | Next ]




 
The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	File Appeal
	Section Header
	System displays “File Appeal”
	NA
	System
	
	

	Message Text – File Appeal
	Static Text
	System displays the following message text: ‘NOTE: If you need to correct wage or employer information, you do not need to appeal your Monetary Determination. Select the following link to return to the Monetary Summary screen. You will need to print the Wage Correction form and send proof of wages to the address listed.
To file an appeal of this determination, please complete the following screens. If you wish to appeal another determination, you will need to file a separate appeal for that determination.

A telephone hearing will be scheduled to resolve your appeal. If an employer is included on your notice of hearing, that employer may participate in your hearing. If you indicate that you need an interpreter, we will provide one for you. 

The hearing is conducted by an Appeals Hearing Officer. The Hearing Officer is responsible for obtaining all information necessary to make a decision that is legally correct.  All parties testify under oath.  We urge you to read the appeals pamphlet describing the hearing process and providing information to help you prepare for the hearing. You must appear for your hearing.  If you fail to appear for your hearing your appeal will be dismissed and this determination will remain in effect. After your hearing, you will receive a written decision.
VERY IMPORTANT: While your appeal is pending, you MUST continue to request benefits for each week you are not working and actively seeking work. You cannot be paid for weeks that you do not request.’
	NA
	System
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	NA
	User Select
	
	

	Next
	Action Button
	System allows user to file appeal
	Directs user to Appeal Request Information screen
	User Select
	
	


Screen 3 – Appeal Request Information – Employer 

Title Tag: UC Online – Appeal Request Information – Employer 
[image: image9.jpg]Contact Information
Please enter your contact information below.

“Name of individual fiing appeal
“Job fitle of individual filing appeat
“Name of contact person for hearing:
“Job itle of contact person for hearing:

“Contact Telephone Number z 5 Ext

Employer Address:
Street address line 1:<ADDR_1>
Street address line 2:<ADDR_2>
City <CITY>
State <STATE>
ZIP Code: <ZIP_CODE>
Work Site Address

Name:
Street address line 1
Street address line 2:
City

State: FL ~
ZIP Code:

Reason for Appeal

‘

“Please describe the reason for this appeal

‘

Hearing Details

Claimant Name:Anna Elizabeth

“Will the Employer be represented by an agent or attorney who was not sent a copy of
o oty © Yes © No O Unknown

“Will the Employer present witnesses other than the contact person for this hearing? © Yes © No © Unknown
“Enter Telephone Number for Hearing: - 4 Ext

Upload File
“Do you have any files related to the appeal to upload?  Yes © No




The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Contact Information
	Section Header
	System displays “Contact Information” 
	NA
	System
	
	

	Informational Text
	Static Text
	Please enter your contact information below
	N/A
	System
	
	

	Name of individual filing appeal
	Text Area
	Allows user to enter Name of individual filing appeal
	Required
	User Input
	
	

	Job title of individual filing appeal
	Text Area
	Allows user to enter Job title of individual filing appeal
	Required
	User Input
	
	

	Name of contact person for hearing
	Text Area
	Allows user to enter Name of contact person for hearing
	Required
	User Input
	
	

	Job title of contact person for hearing
	Text Area
	Allows user to enter Job title of contact person for hearing
	Required
	User Input
	
	

	Contact Telephone Number
	Text Area
	Allows user to enter Contact Telephone Number
	Required
	User Input


	
	

	Ext
	Text Area
	Allows user to enter Extension of Contact Telephone Number
	Optional

	User Input


	
	

	Employer Address
	Section Header
	System displays “Employer Address” 
	NA
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2
	NA (Optional)
	System
	
	

	City
	Dynamic Text
	System displays City
	NA
	System
	
	

	State
	Dynamic Text
	System displays State
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code
	NA
	System
	
	

	Work Site Address
	Section Header
	System displays “Work Site Address” 
	NA
	System
	
	

	Business Name
	Text Box
	System displays name of the business
	N/A
	User Input
	
	

	Street address line 1
	Text Box
	System displays Street address line 1
	NA
	User Input
	
	

	Street address line 2
	Text Box
	System displays Street address line 2
	NA 
	User Input
	
	

	City
	Text Box
	System displays City
	NA
	User Input
	
	

	State
	Drop Down List
	System displays State
	NA
	User Select
	
	

	Zip Code
	Text Box
	System displays Zip Code
	NA
	User Input
	
	

	Reason for Appeal
	Section Header
	System displays “Reason for Appeal” 
	NA
	System
	
	

	Message Text – Instructions
	Static Text / Text Box
	System displays the following message text: ‘Please describe the reason for this appeal 
	Required field

3000 Character Limit
	User Input
	
	

	Hearing Details
	Section Header
	System displays “Hearing Details”
	N/A
	System
	
	

	Claimant Name
	Static Text
	System displays “Claimant Name”
	N/A
	System
	
	

	Will the Employer be represented by an agent or attorney who was not sent a copy of the initial determination?
	Radio Button
	System displays “Will the Employer be represented by an agent or attorney who was not sent a copy of the initial determination?”
	User must select from one of the following: 

· Yes 

· No (Default)

· Unknown 

If User selects Yes, System directs user to Add Representation screen 
	User Select
	
	

	Will the Employer present witnesses other than the contact person for this hearing?
	Radio Button
	System displays “Will the Employer present witnesses other than the contact person for this hearing?”
	User must select from one of the following: 

· Yes 

· No (Default)

· Unknown 

If User selects Yes, System directs user to Witness List screen
	User Select


	
	

	Enter Telephone Number for Hearing
	Static Text / Text Box
	System displays the following message text: ‘Enter Telephone Number for Hearing’
	Required field


	User Input
	
	

	Ext
	Static Text / Text Box
	Allows user to enter Extension of Hearing Telephone Number
	Optional
	User Input


	
	

	Upload File
	Section Header
	System displays “Upload File” 
	NA
	System
	
	

	Do you have any files related to this appeal that you want to upload?
	Static Text/Radio Button
	System displays “Do you have any files related to this appeal that you want to upload?”
	User must select from one of the following: 

· Yes 

· No (Default)

If User selects Yes, System displays Upload File Appeal Screen when Next is selected
	User Select
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	NA
	System

User Select
	
	

	Next
	Action Button
	System takes user to next screen based on input entered on this screen.
	NA
	System

User Select
	
	


Screen 4 – Appeal Request Information - Claimant 

Title Tag: UC Online – Appeal Request Information - Claimant 
[image: image10.png]Contact Information
Please review your contact information below. If you need to update your information, select "Modify'.
*Street address line 1:123 Cambridge Street
*Street address line 2:
*City: Tallahassee
*State:FL
*ZIP Code:30218
*Home Telephone number:618-854-5444
Cell Number:618-853-5222
Other Phone Number:
*Preferred Contact Number: ©© Home Number @ Cell Number © Other Number
Modify

Reason for Appeal

*Please describe the reason for this appeal.

‘ ‘

Hearing Details

Wllwuberq)resﬂledmanaﬂmneymmmpmsemﬁ:,i:;go Yes © No © Unk atthis time

*Will you present witnesses? = Yes = No . Unknown at this time
“Willyou need an interpreter? © Yes © No
If you need an interpreter, select the languange needed. SelectLanguage ~
Do you want to add a temporary mailing address for this appeal? © Yes © No
Enter Telephone Number for Hearing

Upload File
* Do you have any fiies related to the appeal to upload © Yes © No

=




The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Contact Information
	Section Header
	System displays “Contact Information”
	NA
	System
	
	

	Informational Text
	Static Text
	System displays the following message text: ‘Please review your contact information below. If you need to update your information, select Modify.’
	
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2
	NA 
	System
	
	

	City
	Dynamic Text
	System displays City
	NA
	System
	
	

	State
	Dynamic Text
	System displays State
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code
	NA
	System
	
	

	Home Number
	Dynamic Text
	System displays Home Number, if available
	NA
	System
	
	

	Cell Number
	Dynamic Text
	System displays Cell Number, if available
	NA
	System
	
	

	Other Number
	Text Field
	System displays standard GUI format for telephone numbers.
	NA
	User Input
	
	

	Preferred Contact Number
	Radio Button
	Allows user to select the preferred number for them to be contacted
· Home Number

· Cell Number

· Other Number
	Required
	User Select
	
	

	Modify
	Action Button
	Allows user to Modify Contact Information
	Directs user to use case: View and Maintain Contact Information use case to update address of record.
	User Select
	
	

	Reason for Appeal
	Section Header
	System displays “Reason for Appeal”
	NA
	System
	
	

	Informational Text
	Static Text / Text Box
	System displays the following message text: ‘Please describe the reason for this appeal.’
	Required field

3000 Character Limit
	User Input
	
	

	Hearing Details
	Section Header
	System Displays: “Reason for Appeal”
	NA
	User Select
	
	

	Will you be represented by an attorney or other representative in this appeal?
	Radio Button
	System displays “Will you be represented by an attorney or other representative in this appeal?”
	User may select from one of the following: 

· Yes 

· No (Default)
· Unknown at this time

If User selects Yes, System directs user to Add Representative screen.
	User Select
	
	

	Will you present witnesses?’
	Radio Button
	System displays “Will you present witnesses?”
	User may select from one of the following: 

· Yes 

· No (Default)
· Unknown at this time

If User selects Yes, System directs user to Witness List screen.
	User Select


	
	

	Will you need an interpreter?
	Radio Button
	System displays “Will you need an interpreter?”
	User must select from one of the following: 

· Yes 

· No (Default)
	User Select
	
	

	If you need an interpreter, select the language needed
	Drop-down
	System displays “If you need an interpreter, select the language needed:”
This will be a configurable table.
	Required field if user selects Yes to Interpreter Needed

System prefills with language preference indicated on initial claim, if available. Else, display list of available languages (see business rules)
	User Select
	
	

	Do you want to add a temporary mailing address for this appeal?
	Dynamic Text
	System displays “Do you want to add a temporary mailing address for this appeal?”

	User must select from one of the following: 

· Yes 

· No

If Yes, System displays the Update Participants screen defaulted to the User contact information.
	System
	
	

	Enter Telephone Number for Hearing 
	Text Area
	GUI standard for Telephone Numbers.
	Required 
	User Input
	
	

	Upload File
	Section Header
	System displays “Upload File”
	N/A
	System
	
	

	Do You Have Any Files Related To This Appeal To Upload
	Static Text/Radio Button
	System displays the “Do You Have Any Files Related To This Appeal To Upload” along with Yes/No
	User selects from one of the following: 

· Yes 

· No (Default)

If User selects Yes, System directs user to the ‘Upload File Appeal’ screen.
	User Select
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	N/A
	User Select
	
	

	Next
	Action Button
	System takes user to next screen based on input entered on this screen.
	N/A
	User Select
	
	


Screen 5 – Witness List – Claimant/Employer 
Title Tag: UC Online – Witness List – Claimant/Employer[image: image11.png]Witness List - Claimant / Employer
You indicated that you will present witnesses to help prove your case. Witnesses should have direct knowledge of the issue(s) to be heard. You are responsible for
notifying the witnesses of the date and time of the hearing.
Witness First Name Witness Last Name Telephone Number

<FIRST_NA> <LAST_NA> <PHONE_NU>





The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Witness List – Claimant/Employer
	Section Header
	System displays “Witness List - Claimant/Employer”
	NA
	System
	
	

	Informational Text
	Static Text
	System displays the following message text: ‘You indicated that you will present witnesses to help prove your case. Witnesses should have direct knowledge of the issue(s) to be heard. You are responsible for notifying the witnesses of the date and time of the hearing.’
	NA
	System
	
	

	Witness Checkbox
	Checkbox
	Allows user to select Witness record row
	NA
	User Select
	
	

	Witness First Name
	Static Text
	Title bar and section displaying Witness First Name
	NA
	System
	
	

	Witness Last Name
	Static Text
	Title bar and section displaying Witness Last Name
	NA
	System
	
	

	Telephone Number
	Static Text
	Title bar and section displaying Telephone Number
	NA
	System
	
	

	Witness First Name
	Text Area
	Allows user to enter Witness First Name
	Required

Maximum length is 60 characters
	User Input
	
	

	Witness Last Name
	Text Area
	Allows user to enter Witness Last Name
	Maximum length is 60 characters
	User Input
	
	

	Telephone Number
	Text Area
	Allows user to enter Telephone Number
	Required
	User Input
	
	

	Select All
	Check Box
	System selects all the witness
	NA
	User Select
	
	

	Add New
	Action Button
	Saves user input and refreshes screen to allow for entry of additional witness(es)
	If the User selects “Add New,” any data is validated and saved if it meets the criteria. The System will save current information on the screen and refresh with a row (or multiple rows) of previously entered data, along with a new blank section for the user to add additional witnesses before the screen refreshes.
	User Select
	
	

	Save
	Action Button
	Saves user input and refreshes screen
	If the User selects “Save,” all data on the screen is validated and saved if it meets the criteria. 
	User Select
	
	

	Delete
	Action Button
	Removes selected Witness
	NA
	User Select
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	NA
	User Select
	
	

	Next
	Action Button
	System takes user to the next screen based on the input from Appeal Request Information screen.
	The Next button will validate and save any data as long as all the required fields are completed, otherwise a Warning Message will display “All the required fields are not complete. Complete them before clicking Next.”
	User Select
	
	


Screen 6  – Add Representation – Claimant/ Employer 
Title Tag: UC Online – Add Representation – Claimant/Employer 
[image: image12.png]Add Representation - Claimant/Employer

You indicated that you will be representated by an attorney or other representative at the hearing. Please provide the contact information for your
attorney or other representative below.

“Attorey/Representative's Name:
Firm Name:
“Address Line 1:
Address Line 2:
ity
“State: FL
“Zip Code:
“Contact Telephone Number:

“Telephone Number for Hearing:
Alternate Appeal Address

Street address line 1
Street address line 2:
City

State: FL ~
ZP Code:

[ereviovs I Next |





The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Add Representation - Claimant/Employer
	Section Header
	System displays “Add Representatioin - Claimant/Employer”
	NA
	System
	
	

	Informational Text
	Static Text
	System displays the following message text: ‘You indicated that you will be represented by an attorney or other representative at the hearing. Please provide the contact information for your attorney or other representative below.’
	
	System
	
	

	Attorney/ Representative’s Name
	Text Area
	Allows user to enter Attorney/Representative’s Name
	60 Characters

Alphanumeric w/Special Characters

Required
	User Input
	
	

	Firm Name
	Text Area
	Allows user to enter Firm Name
	60 Characters

Alphanumeric w/Special Characters
	User Input
	
	

	Address line 1
	Text Area
	Allows user to enter Street address line 1
	Required
	User Input
	
	

	Address line 2
	Text Area
	Allows user to enter Street address line 2
	NA (Optional)
	User Input
	
	

	City 
	Text Area
	Allows user to enter City
	Required
	User Input
	
	

	State
	Drop-down
	Allows user to enter State
	Required
	User Select
	
	

	Zip Code
	Text Area
	Allows user to enter Zip Code
	Required
	User Input
	
	

	Contact Telephone Number
	Text Area
	Allows user to enter Contact Telephone Number
	Required
	User Input
	
	

	Telephone Number for Hearing
	Text Area
	Allows user to enter Telephone Number for Hearing
	Required
	User Input
	
	

	Alternate Appeal Address
	Section Header
	System displays “Alternate Appeal Address ”
	NA
	System
	
	

	Street address line 1
	Text Area
	Allows user to enter Street address line 1
	Required
	User Input
	
	

	Street address line 2
	Text Area
	Allows user to enter Street address line 2
	NA (Optional)
	User Input
	
	

	City 
	Text Area
	Allows user to enter City
	Required
	User Input
	
	

	State
	Drop-down
	Allows user to enter State
	Required
	User Select
	
	

	Zip Code
	Text Area
	Allows user to enter Zip Code
	Required
	User Input
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	NA
	User Select
	
	

	Next
	Action Button
	System takes user to next screen based on the input from Appeal Request Information screen.
	The Next button will validate and save any data as long as all the required fields are completed, otherwise a Warning Message should be displayed.

“All the required fields are not complete. Complete them before clicking Next.
	User Select
	
	


Screen 7 – Upload File Appeal 
Title Tag: UC Online – Upload File Appeal
[image: image13.png]Upload File Appeal

Description Date Received
a 7
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Upload File
If you have a documentffile to upload then choose the file by selecting the ‘Browse' button.

Upload





The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Upload File Appeal
	Section Header
	System displays “Upload File  Appeal”.
	NA
	System
	
	

	Checkbox
	Checkbox
	Allows user to select a file to delete
	NA
	User Select
	
	

	Description
	Column Header
	System displays the description of the uploaded file
	User enters the description of the file after doing an upload.
	User Input
	
	

	Date Received
	Column Header
	System displays the date the file was uploaded to the system
	NA
	System
	
	

	Upload File
	Section Header
	System displays “Upload File”
	N/A
	System
	
	

	If you have a document/file to upload then choose the file by selecting the ‘Browse’ button
	Instructional Text
	System displays “If you have a document/file to upload then choose the file by selecting the ‘Browse’ button” as instructional text
	N/A
	System
	
	

	Text box
	Text Box
	Allows User to enter file name or System to populate text box when a file is selected using browse button. 
	N/A
	User Input


	
	

	Browse
	Action button
	System displays button to the right of Text Box and allows User to select Browse button in order to select file to upload
	When the Browse button is selected the system will display a standard windows browse screen so User can locate the file to be uploaded. Once selected, the file name appears in the text box. 
	User Select
	
	

	Upload
	Action button
	System displays button to the right of Browse button and allows User to upload the selected file to the case folder
	When selected the System will upload the selected file and mark it as temporary. Upon completing the appeal filing process, the System will move these temporary files to the appeal case folder.
If validation fails, display error message: “Acceptable File Types are: <<populate from the list of valid File Types (configurable item)>>; File size must be less than <<to be determined>>. Please try again.”
	User Select
	
	

	Save
	Action Button
	System displays action button and allows User to temporally save any files to cache until the File Appeal Request has been submitted.
	System displays an error message if the User did not enter a Desctiption of the uploaded file: “You must enter a Description to complete the upload process.”  
	User Select
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	N/A
	User Select
	
	

	Next
	Action Button
	System takes users to next screen based on the input from Appeal Request Information screen.
	System displays an error message if the User did not enter a Desctiption of the uploaded file: “You must enter a Description to complete the upload process.”  
	User Select
	
	

	Delete
	Action Button
	System displays action button and allows the User to delete selected file(s).
	When this button is selected, the system deletes the selected file(s) from cache.
	User Select
	
	


Screen 8 – Reason for Late Appeal 
Title Tag: UC Online – Reason for Late Appeal
[image: image14.png]Reason for Late Appeal

Your appeal is being filed more than twenty (20) days from the date of the determination.
Please state the reason that your appeal is not timely:





The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Reason for Late Appeal
	Section Header
	System displays “Reason for Late Appeal”.
	NA
	System
	
	

	Message Text – Reason for Late Appeal
	Static Text
	System displays the following message text ONLY if appeal is filed untimely:”Your appeal is being filed more than <appeal timeliness based on business rules> days from the date of the determination.  Please state the reason that your appeal is not timely.”
	NA
	System
	
	

	Text Box – Reason for Late Appeal
	Text Area
	System displays text area for User to enter reason for the late appeal of the determination.
	Required
3000 Characters Limit
	User Input
	
	

	Previous
	Action Button
	System takes users to the screen where they came from 
	NA
	User Select
	
	

	Next
	Action Button
	System takes users to next screen based on the input from Appeal Request Information screen.
	NA
	User Select
	
	


Screen 9 – Confirm Appeal Information – Claimant 
Title Tag: UC Online – Confirm Appeal Information – Claimant 
[image: image15.png]Confrim Appeal Information

If you wish to change any of the information listed below, you must select the Modify button at the bottom of the appropriate section.

You must review and confirm all information and click Submit to complete your appeal.

Contact Information

“Street address line 1:<ADDR_1>
Street address line 2:<ADDR_2>
“City-<CITY>
“State <STATE>
“ZIP Code <ZIP_CODE>
Home Number <HOME_PHONE_NU>
Cell Number <CELL_PHONE_NU>

Other Number <OTHER_PHONE_NU>

Preferred Contact Number <PREFER_CON_NUM>

Reason for Appeal

Please describe the reason for this Appeal.<Reason>
Modify

Hearing Details

“Will you be represented by an attomey or other representative in this appeal?<YES/NO/UNKNOWN>
“Will you present witnesses?<YESINO/UNKNOWN>
“Willyou need an interpreter?<YESINO/UNKNOWN>
Ifyou need an interpreter, select the language needed:<LANGUAGE>
Do you want to add a temporary mailing address for this appeal? = Yes = No
Do you have any files related to this appeal that you want to upload? ~ Yes = No
‘Telephone number for Hearing: <HEARING_NUMBER>

Additional Representation

Attomey/Representative's name:<ATTORNEY_REP_NA>
Firm name:<FIRM_NA>
Street address line 1:<ADDR_1>
Street address line 2:<ADDR_2>
City:<CITY>
State:<STATE>
2P code:<ZIP>
‘Telephone Number for Hearing<HEARING_NUMBER>
ContactTelephone number-<PHONE_NU>

Alternate Appeal Address
“Street address line 1T

Witness Information

‘Witness First Name Witness Last Name Telephone Number
<FIRST_NA> <LAST_NA> <PHONE_NU>
Modify
Description Date Received
<DESCRIPTION> <DATE_RECVD>

" "I confirm that the information above is correct. You must check this box to complete your appeal request.




The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Confirm Appeal Information
	Section Header
	System displays “Confirm Appeal Information”
	NA
	System
	
	

	Message Text – Instructions
	Static Text
	System displays the following message text: ‘If you wish to change any of the information listed below, you must select the Modify button at the bottom of the appropriate section. 

You must review and confirm all information and click Submit to complete your appeal.’
	NA
	System
	
	

	Contact Information
	Section Header
	System displays “Contact Information”
	NA
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2
	NA
	System
	
	

	City
	Dynamic Text
	System displays City
	NA
	System
	
	

	State
	Dynamic Text
	System displays State
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code
	NA
	System
	
	

	Home Number
	Dynamic Text
	System displays Home Number, if available
	NA
	System
	
	

	Cell Number
	Dynamic Text
	System displays Cell Number, if available
	NA
	System
	
	

	Other Number
	Dynamic Text
	System displays Other Number, if available
	NA
	System
	
	

	Preferred Contact Number
	Dynamic Text
	System displays Preferred Contact Number 
	NA
	System
	
	

	Modify
	Action Button
	Allows user to modify Contact Information
	System takes user to use case: View and Maintain Contact Information
	User Select
	
	

	Reason for Appeal
	Section Header
	System displays “Reason for Appeal”.
	NA
	System
	
	

	Please describe the reason for this Appeal
	Dynamic Text
	System displays Reason for this Appeal,: <REASON>
	NA
	System
	
	

	Modify 
	Action Button
	Allows user to modify Reason for Appeal
	System takes user to associated Appeal Request Information Claimant Screen
	User Select
	
	

	Hearing Details
	Section Header
	System displays “Hearing Details”.
	NA
	System
	
	

	Will you be represented by an attorney or other representative in this appeal?
	Dynamic Text
	System displays  “Will you be represented by an attorney or other representative in this appeal?” 
· Yes

· No

· Unknown 
	NA
	System
	
	

	Will you present Witnesses?
	Dynamic Text
	System displays “Will you present Witnesses?”: <> 
· Yes

· No

· Unknown 
	NA
	System
	
	

	Will you need an Interpreter?
	Dynamic Text
	System displays “Will you need an Interpreter”: <> 

· Yes

· No

· Unknown
	NA
	System
	
	

	If you need an Interpreter, select the language needed
	Dynamic Text
	System displays “If you need an Interpreter, select the language needed”<Language>
	NA
	System
	
	

	Do you want to add a temporary mailing address for this appeal?
	Dynamic Text
	System displays “Do you want to add a temporary mailing address for this appeal?”< >

· Yes

· No
	NA
	System
	
	

	Do you have any files related to this appeal that you need to upload? 
	Dynamic Text
	System displays “Do you have any files related to this appeal that you need to upload?”< >

· Yes

· No
	NA
	System
	
	

	Telephone number for Hearing
	
	System displays Telephone number for Hearing <Telephone Number>
	NA
	System
	
	

	Modify 
	Action Button
	Allows user to modify Hearing Details
	System takes user to associated Appeal Request Information Claimant screen
	User Select
	
	

	Additional Representation
	Section Header
	System displays “Additional Representation”
	If multiple attorney/representatives were added, display each data set as new section-rows
	System
	
	

	Attorney/Representative’s name
	Dynamic Text
	System displays Attorney/Representative’s name <Name>
	NA
	System
	
	

	Firm Name
	Dynamic Text
	System displays Firm Name: <Firm Name> 
	NA
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1: <Street Address>
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2: <Street Address>
	NA


	System
	
	

	City
	Dynamic Text
	System displays City; <City>
	NA
	System
	
	

	State
	Dynamic Text
	System displays State: <State>
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code: <Zip Code>
	NA
	System
	
	

	Telephone Number for Hearing
	Dynamic Text
	System displays Telephone Number for Hearing <Telephone #> 
	NA
	System
	
	

	Contact Telephone Number
	Dynamic Text
	System displays Contact Telephone Number <Telephone #> 
	NA 


	System
	
	

	Modify 
	Action Button
	Allows user to modify Additional Representation
	System takes user to Add Representation screen and allows the user to modify.
	User Select
	
	

	Alternate Appeal Address
	Section Header
	System displays “Alternate Appeal Address”
	If multiple addresses were added, display each data set as new section-rows
	System
	
	

	Street address line1 
	Static Text / Text Field
	System displays Street address line 1: <Street Address>
	NA
	System
	
	

	Street address line 2
	Static Text / Text Field
	System displays Street address line 2: <Street Address>
	NA


	System
	
	

	City
	Static Text / Text Field
	System displays City; <City>
	NA
	System
	
	

	State
	Static Text / Text Field
	System displays State: <State>
	NA
	System
	
	

	Zip Code
	Static Text / Text Field
	System displays Zip Code: <Zip Code>
	NA
	System
	
	

	Modify 
	Action Button
	Allows user to modify temporary address information
	System takes user to Manage Appeal Participants screen
	User Select
	
	

	Witness Information
	Section Header
	System displays “Witness Information”.
	NA
	System
	
	

	Witness First Name
	Column Header
	System displays the Witness First Name
	NA
	System
	
	

	Witness Last Name
	Column Header
	System displays the Witness Last Name
	NA
	System
	
	

	Telephone Number
	Column Header
	System displays the Telephone Number
	NA
	System
	
	

	Modify 
	Action Button
	Allows user to modify appeal participant(s) information.
	System takes user to Manage Appeal Participants screen
	User Select
	
	

	Uploaded Files
	Section Header
	System displays “Uploaded Files”
	NA
	System
	
	

	Description
	Column Heading
	System displays the description of the uploaded file
	NA
	System
	
	

	Date Received
	Column Heading
	System displays the date the file was uploaded to the system
	NA
	System
	
	

	Certification Checkbox
	Checkbox
	Allows user to select ‘I confirm that the information above is correct. You must check this box to complete your appeal request.’
	User cannot proceed without selection of checkbox.

Error Message: “You must select the check box in order to file your appeal.”

Required
	User Select
	
	

	Previous
	Action Button
	System takes users to screen they came from
	NA
	User Select
	
	

	Submit
	Action Button
	System takes user to appropriate Appeal Acknowledgment screen
	NA
	User Select
	
	


Screen 10 – Confirm Appeal Information – Employer 
Title Tag: UC Online – Confirm Appeal Information – Employer 
[image: image16.jpg]Confirm Appeal Information

If you wish to change any of the information listed below, you must select the Modify button at the bottom of the appropriate section

You must review and confirm all information and click Next to complete your appeal

Contact Information

Name of Individual filng appeal:Robin Bird
Job Titke of Individual iing appeal:HR Supervisor
Name of contact person for hearing:Robin Bird
Job title of contact person for hearing:HR Supervisor
Contact Telephone Number-234-324-3242 Ext. 242

Employer Address

“Street address line 1:<ADDR_1>
Street address line 2:<ADDR_2>
“City <CITY>
“State <STATE>
“ZIP Code <ZIP_CODE>

Work Site Address

“Name <NAME>
“Street address line 1:<ADDR_1>
Street address line 2.<ADDR_2>
“City <CITY>
“State <STATE>
“ZIP Code <ZIP_CODE>

Reason for Appeal

Please describe the reason for this appeal <REASON>

Hearing Details

Claimant Name: Anna Claimant
The reason you are appealing tis decision  The Claimant was not truthful.
Will the Employer be represented by an agent or
aftormey who was not senta copy of the initalYes
determination?
Willthe Employer present witnesses ofher than
contact person forthis hearing’
Do you have any fles related to this appeal that =
you wantto upload? Y¢S © No
Telephone Number for Hearing <HEARING_NUMBER> Ext. <Num>

Additional Representation

Attomey/Representative's name:Rhonda C. Lockwood
Firm name:Lockwood Law Office
Street address line 1:145 Milk Street
Street address line 2:
City Tallahassee
State:FL
ZIP code 32303
Phone number for hearing: 565-845-5548

Uploaded Files

Description Date Received
<TITLE7FILE7NAME> <DESCRIPTION> <DATE_RECVD>
I™ *I confirm that the information above is correct. You must check this box to complete your appeal request.




The following table provides an explanation of each of the screen elements found on the aforementioned screen:
	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Confirm Appeal Information
	Section Header
	System displays “Confirm Appeal Information”
	NA
	System
	
	

	Message Text – Instructions
	Static Text
	System displays the following message text: “If you wish to change any of the information listed below, you must select the Modify button at the bottom of the appropriate section. 

You must review all information and click Submit to complete your appeal.”
	NA
	System
	
	

	Contact Information
	Section Header
	System displays “Contact Information”
	NA
	System
	
	

	Name 
	Dynamic Text
	System displays Name of individual filing appeal
	NA
	System
	
	

	Job Title 
	Dynamic Text
	System displays Job title of individual filing appeal
	NA
	System
	
	

	Contact Name
	Dynamic Text
	System displays Name of contact person for hearing
	NA
	System
	
	

	Contact Job Title
	Dynamic Text
	System displays Job title of contact person for hearing
	NA
	System
	
	

	Contact Telephone Number
	Dynamic Text
	System displays Telephone Number of the contact person for hearing
	NA
	System 
	
	

	Ext
	Dynamic Text
	System displays Extension of Telephone Number of the contact person for hearing
	NA
	System 
	
	

	Modify
	Action Button
	Allows user to modify Contact Information
	Directs user to associated Appeal Request Information Employer screen
	User Select
	
	

	Employer Address
	Section Header
	System displays “Employer Address”
	NA
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2
	NA
	System
	
	

	City
	Dynamic Text
	System displays City
	NA
	System
	
	

	State
	Dynamic Text
	System displays State
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code
	NA
	System
	
	

	Modify
	Action Button
	Allows user to modify Employer Address Information

If selected, System displays the Update Benefit Address on the Modify Address Information screen (Maintain Employer and TPA Address use case).  If the Employer needs to update the DOR address of record, the Employer must contact DOR.
	NA
	User Select
	
	

	Work Site Address
	Section Header
	System displays “Work Site Address”
	NA
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2
	NA
	System
	
	

	City
	Dynamic Text
	System displays City
	NA
	System
	
	

	State
	Dynamic Text
	System displays State
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code
	NA
	System
	
	

	Modify
	Action Button
	Allows user to modify Work Site Address Information
	Directs user to associated Appeal Request Information screen
	User Select
	
	

	Reason for Appeal
	Section Header
	System displays “Please describe the reason for this appeal”.
	NA
	System
	
	

	Reason
	Dynamic Text
	System displays text entered.
	NA
	System
	
	

	Modify
	Action Button
	Allows user to modify Work Site Address Information
	Directs user to associated Appeal Request Information  Employer screen
	User Select
	
	

	Hearing Details
	Section Header
	System displays “Hearing Details”


	NA
	System
	
	

	Claimant Name
	Dynamic Text
	System displays Claimant Name
	NA
	System
	
	

	Will you be represented by an agent or attorney who was not sent a copy of the initial Determination?
	Static Text
	System displays “Will you be represented by an agent or attorney who was not sent a copy of the initial Determination?”
	NA
	System
	
	

	Will you present witnesses other than the contact person for this hearing?
	Static Text
	System displays” Will you present witnesses other than the contact person for this hearing?” 
	NA
	System
	
	

	Telephone number for hearing
	Dynamic Text
	System displays hearing contact telephone number
	NA
	System
	
	

	Ext
	Dynamic Text
	System displays Extension of Telephone Number for hearing
	NA
	System 
	
	

	Modify
	Action Button
	Allows user to modify Contact Information
	Directs user to associated Appeal Request Information  Employer screen
	User Select
	
	

	Additional Representation
	Section Header
	System displays “Additional Representation”


	If multiple attorney/representatives were added, display each data set as new section-rows
	System
	
	

	Attorney/Representative’s name
	Dynamic Text
	System displays Attorney/Representative’s name
	NA
	System
	
	

	Firm Name
	Dynamic Text
	System displays Firm Name
	NA
	System
	
	

	Street address line 1
	Dynamic Text
	System displays Street address line 1
	NA
	System
	
	

	Street address line 2
	Dynamic Text
	System displays Street address line 2
	NA
	System
	
	

	City
	Dynamic Text
	System displays City
	NA
	System
	
	

	State
	Dynamic Text
	System displays State
	NA
	System
	
	

	Zip Code
	Dynamic Text
	System displays Zip Code
	NA
	System
	
	

	Telephone Number
	Dynamic Text
	System displays Telephone Number 
	NA
	System
	
	

	Modify 
	Action Button
	Allows user to modify Additional Representation
	Directs user to Add Representation screen
	User Select
	
	

	Witness Information
	Section Header
	System displays “Witness Information”

This section is conditional on Employer adding a witness on the Witness List screen.
	NA
	System
	
	

	Witness First Name
	Column Header
	System displays the Witness First Name
	NA
	System
	
	

	Witness Last Name
	Column Header
	System displays the Witness Last Name
	NA
	System
	
	

	Telephone Number
	Column Header
	System displays the Telephone Number
	NA
	System
	
	

	Modify 
	Action Button
	Allows user to modify appeal participant(s) information.
	System takes user to Manage Appeal Participants screen
	User Select
	
	

	Upload File
	Section Header
	System displays “Upload Files”


	NA
	System
	
	

	Description
	Column Heading
	System displays the description of the uploaded file
	NA
	System
	
	

	Date Received
	Column Heading
	System displays the date the file was uploaded to the system
	NA
	System
	
	

	Certification Checkbox
	Checkbox
	Allows user to select ‘I confirm that the information above is correct.  You must select the check box in order to file your appeal.’
	User cannot proceed without selection of checkbox.

Display warring message if checkbox is not selected: “You must confirm that the appeal request information is correct and select the check box in order to file your appeal.  Select Previous to cancel your request.”
	User Select
	
	

	Previous
	Action Button
	Takes users to the screen they came from
	NA
	User Select
	
	

	Submit
	Action Button
	Takes user to appropriate Appeal Acknowledgment screen
	NA
	User Select
	
	


Screen 11 – Appeal Acknowledgement  
Title Tag: UC Online – Appeal Acknowledgement 
[image: image17.png]Appeal Acknowledgement

Your request for appeal has been successfully submitted. The Office of Appeals schedules all cases in the order received. Once your case is
scheduled for a date and time, a Notice of Hearing will be distributed to you either by mail or electronically, depending on the method of
communication you selected when setting up your account.

Very Important: While your appeal is pending, you MUST continue to request your benefits for each week you are not working and
are actively seeking work. You will not be paid for weeks that you do not request.

[“revious [ Next |



 
The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Appeal 
Acknowledgement
	Section Header
	System displays “Appeal 

Acknowledgement”
	NA
	System
	
	

	Message Text – Notice of Appeal
	Static Text
	System displays the following message text ONLY if appeal is filed timely: “Your request for appeal has been successfully submitted.  The Office of Appeals schedules all cases in the order received.  Once your case is scheduled for a date and time, a Notice of Hearing will be distributed to you either by mail or electronically, depending on the method of communication you selected when setting up your account.”
	NA
	System
	
	

	Message Text – Notice of Appeal
	Static Text
	System displays the following message text ONLY if appellant is a Claimant:

Very Important:  “While your appeal is pending, you MUST continue to request your benefits for each week you are not working and are actively seeking work.  You will not be paid for weeks that you do not request.”
	NA
	System
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	NA
	User Select
	
	

	Next
	Action Button
	System takes user to Claimant/Employer Home page after creating the PDF of the Appeal Request Information screen and links it to the Appeal Case Folder.
	NA
	User Select
	
	


Screen 12 – What You Need to Know About the Appeals Process – Claimant/Employer 

Title Tag: UC Online – What You Need to Know About the Appeals Process – Claimant/Employer 
[image: image18.png]What You Need to Know About the Appeals Process

1. Why is this hearing important?

The decision from this hearing will replace the determination that was appealed. Only one hearing level is provided by law. To protect your fights, you must
participate evenif the other party filed the appeal. f you cannot attend as scheduled, immediately follow the instructions in Section 9 to request rescheduling.
Otherwise, you may receive an unfavorable decision. A claimant who receives an unfavorable decision will have to repay benefits that should not have been paid. An
employer who receives an unfavorable decision may receive benefit charges that increase the employer’s tax rate or require reimbursement to the trust fund.

Be prepared to present evidence on allissues listed on the Notice of Hearing. The decision will be based only on evidence presented at the hearing. A second
appeal level exists, but includes only a review of the existing record, not a new hearing.

2. Why was a hearing scheduled?
Ahearing was scheduled because an Agency determination was appealed. Participating in the hearing is important, even if the other party filed the appeal

3. What happens i

don’t participate?

Ifthe party who filed the appeal participates, a hearing will be held. The decision will be based on the evidence presented. ff you don't participate, your evidence will
not be considered. If you filed the appeal and do not participate, your case will be dismissed.

4. What are my rights at the hearing?

As a party, you have the right o
A Testify in your own behalf;

Present documents and other evidence;

Question your own witnesses;

Question the opposing party’s witnesses;
Examine and object to evidence presented;
Explain or rebut evidence presented; and

Make a closing statement at the end of the hearing.

o OMMOO®

How can | arrange for witnesses?

Contact and ask the witness to testify. The best witness is one with personal knowledge of the facts. A witness who was present at an event is much better than one
who was told about it by someone else. If possible, you and your witness(es) should be at the same location for the hearing. If a witness cannot be at your location
and must be contacted at a different telephone number, provide the witness name and telephone number to the deputy clerk whose name and telephone number
appear on the Notice of Telephone Hearing. Instruct the witness to be available at the scheduled hearing time and to remain available until dismissed by you or the
appeals referee

If a witness refuses to testify voluntariy, a subpoena can be requested by writing to the address on the Notice of Hearing. Mail or fax the request as soon as
possible, so the subpoena can be served before the hearing. Include the case docket number; the witness' name, address, and telephone number (if available), as
well as a detailed description of any document(s) the witness should furnish for the hearing.

6. How do i prove i looked for work?

Ifthe issue is whether you were able and available for work, send a copy of your work search contact sheets to the Appeals Office before the hearing. Include each
job contact date and method, as well as each employer contact's name and address.

7. How do i show i filed my appeal on time?

Ifthe appeal does not appear to have been filed within the time allowed by law, the referee will first take evidence on the timeliness of the appeal. If timeliness is
listed as an issue, the person who filed the appeal would be an important witness. The case will be dismissed without competent evidence of timely fiing.

8. Cani withdraw my Appeal?

The appellant may withdraw an appeal by mail or fax to the Appeals Office address or fax number on the Notice of Hearing o to: Office of Appeals; MSC 347; 107
E Madison Street; Tallahassee FL 32399-4143. Include the claimant's Social Security number and docket number. In most situations, a withdrawn appeal cannot be
reopened.

9. Can i request a postponement?

Apostponement may be requested if there is a compelling reason why you cannot participate as scheduled. The request can be made in writing before the hearing
or on the record during the hearing. Include the reason you cannot participate and what, if any, attempts you made to re-arrange your schedule o you could
participate. The referee wil et you know in writing if the request is granted. If a written reply is not received, assume the request was denied. Be available for the
hearing and prepared to present your case.

10. How can | get a copy of the case file?

Copies of all documents available to the referee are enclosed with the Notice of Telephone Hearing. Review and have these documents with you
during the hearing.

11. What evidence should | provide?

The best evidence is testimony from a person who was present at an event and can answer specific questions about what happened. Claimants almost always have
first-hand knowledge of the events. Employers should choose witnesses carefuly to ensure competent evidence is presented.

If a document you previously submitted is not included with the hearing notice, you must send another copy to the hearing officer and all other
addresses on the Notice of Telephone Hearing in order to have the document considered. To have documents considered, mail fax, or deliver a copy of
each to the Appeals Office and all addresses on the hearing notice, before the hearing date. Only documents received by all parties can be considered.
unless the right to view the documents is waived. All evidence becomes public record when the hearing is convened.

Most documents and affidavits are hearsay and may be used for the purpose of supplementing or explaining other evidence or to support a finding if it
would be admissible over an ojection in civil actions. Hearsay may support a finding of fact if it meets the stafutory requirements set forth in 443.151(4)(b)5, Florida
Statutes. The above referenced statute states that hearsay evidence may be used for the purpose of supplementing or explaining other evidence, or to support a
finding if it would be admissible over objection in civil actions. Notwithstanding s. 120.57(1)(c), hearsay evidence may support  finding of fact f
1 The party against whom it is offered has a reasonable opportunity to review such evidence prior to the hearing; and
2 The appeals referee or special deputy determines, after considering all relevant facts and circumstances, that the evidence is trustworthy and probative
and that the interests of justice are best served by its admission into evidence.

Ifthe hearsay evidence does not meet the statutory requirements, then the evidence may qualify as an exception under the hearsay rule, (see Chapter 90, F.S.). An
employer who must rely on business records should provide a witness who can testify how the records were prepared and vouch for their authenticity. Once the
hearing is closed, no additional evidence will be accepted.

12. Should | hire an attorney?

Professional representation is not required and most people represent themselves at unemployment hearings. You have the right to be represented by an attorey or
authorized representative at your own expense. Fees for representing a claimant must be approved by the appeals referee, but paid by the claimant. Legal
representation may be available through a local Legal Aid Office at reduced or no cost for low-income claimants. For information about hiring an attorey, contact the
Florida Bar Association toll-ree at 1-800-342-8011. If you hire an attorney or authorize someone to represent you, provide the person’s name, address, and
telephone number to the Appeals Office to ensure all notices are sent to that person.

13. What if | need a translator?

The hearing will be in English. Translation will be arranged for claimants who indicate a primary language other than English when filing for benefits. If a translator is
needed and the Notice of Hearing does not indicate a translator was arranged, have the deputy clerk contacted at once to advise what language is needed so
translation arrangements can be made. The deputy clerk’s telephone number is on the Notice of Hearing.

What if i need more information?

The address, telephone, and fax numbers of the Appeals Office where your case was assigned is shown on the Notice of Telephone Hearing, as well as the name
of the deputy clerk who should be contacted to provide o receive information. A complete list of Appeals Offices is shown on the last page of this pamphlet. Include
the docket number or claimant's social security number on all correspondence.

15. What are the hearing procedures?
The appeals referee assigned to the case wilt

Obtain permission to record from each participant and electronically record the hearing.
Explain the issues, purpose of the hearing, order of testimony, and other procedures;
Identify the determination on appeal and make known the contents of the case file;

Place all witnesses under oath or affirmation;

Question parties and witnesses to obtain the facts;

Assist parties s they question witnesses; and

Determine if testimony and documents being offered should be received and considered.

NooawN

16. How do | know the decision will be fair?

The appeals referee is required by law to be impartial and issue a decision based on competent evidence. The appeals referee is responsible for conducting a fair
hearing, questioning the witnesses, and protecting the basic rights of each party. The appeals referee cannot discuss the case with any party before or after the
hearing.

17. What if | missed the hearing?

If you missed a hearing you must exercise due diligence in requesting re-opening. Any request for rehearing must be filed on the Internet at

wnw fluidnow. com/appeals, or by mailing or faxing a written request to the address or fax number on the Notice of Hearing or Decision. No other methods are
permitted. Include the Docket Number or the claimant's social security number and the reason for not attending. Only compelling and necessary reasons
constitute good cause. If a rehearing request is granted, you must present evidence of good cause at the new hearing and show due diligence in trying to re-
arrange your schedule or requesting postponement. If good cause is not shown, the prior decision will be reinstated.

18. When will | receive a decision?

A decision will be mailed to all parties as soon as possible after the hearing. The decision willinclude findings of fact, conclusions of law, and the resut, which wil
affirm, reverse, or modify the determination or dismiss the appeal.

19. What if | disagree with the decision?

If you disagree with the decision, you can request review by the Unemployment Appeals Commission (UAC). Instructions for requesting review are on the decision.
Any request for review must be filed within 20 calendar days after the decision was mailed. The UAC will not hold another hearing; its decision will be
based on the testimony and other evidence presented to the referee and how the referee used that evidence to reach a decision. Therefore, presenting all of your
evidence at the hearing is very important. Upon completing its review, the UAC will mail a written order to all parties.

Ifyou did not attend the hearing for good cause and received an adverse decision, refer to Section 17 for information about requesting a new hearing.

20. will the case record be confidential?
No, except for the claimant's social security number, appeal information becomes public record when the hearing is convened.

21. Where can | find more information?

UC Appeals information, including links to UC Law and Administrative Code Rules, can be located on our website at www fluidnow.com by choosing Unemployment
Appeals Information or at www. fluidnow com/appeals by choosing Receive Other UC Information. Information about Disaster Unemployment Assistance, TRA, and
other federal unemployment compensation programs can be located on the Internet at www. doleta qov. Information about claiming weeks of unemployment while an
appeal is pending can be located by choosing Claim Your Weeks on our website at wwfluidnow. com

In accordance with the Americans with Disabilities Act, persons needing special accommodation to participate in the hearing may contact the deputy
clerk at the number shown on the Notice of Hearing at least 5 days before the hearing or via Florida Relay Service at 1-800-955-8770.

Unemployment Compensation is an equal opportunity program of the Department of Economic Opportunity. Auxiliary aids and services are available upon request
to individuals with disabilties.

Appeals Office Addresses, Phone & Fax Numbers:

South Florida Appeals Office and Ft Lauderdale Appeals Office
PO Box 8697

Fort Lauderdale Florida 33310-8697

Phone: 954/535-5205  Fax: 954/497-1597

Jacksonville Appeals Office
215 Market Street, Site 240

Jacksonville, Florida 32202-2850

Phone: 904/350-6825 Fax: 904/798-4238

Tallahassee Appeals Office
Caldwell Building MSC 347

107 East Madison Street

Tallahassee, Florida 32399-4143

Phone: 850/921-3262 Fax: 850/921-3219

Winewood Appeals Office
Caldwell Building MSC 350WD

107 East Madison Street

Tallahassee, Florida 323994143

Phone: 850/617-0575 Fax: 850/617-0613

THE APPEALS OFFICE ADDRESS, PHONE AND FAX NUMBERS FOR YOUR CASE ARE ON THE NOTICE OF TELEPHONE HEARING. IF YOU ARE
‘SCHEDULED TO APPEAR IN PERSON, THE LOCATION IS ON THE NOTICE OF HEARING.

This pamphlet is for informational purposes only and does not have the full effect of law and/or regulations.

Unemployment Compensation

Appeals Information
weww. fluidnow.com/appeals

Twportant - Read this Now!

“This pamphlet provides a summary of general information about unemployment compensation appeals and how to prepare for your hearing. Thehearing notice may
contain specific instructions and information. Failure to comply with those instructions may cause a delay in resolving the case o exclusion of evidence you wish to
present

Ifyou have questions after reading the pamphiet, call the deputy clerk at the telephone number on the Notice of Telephone Hearing o check our website at

www fuidnow.com. If you are an unemployed claimant, continue claiming weeks as scheduled while any appeal is pending. If you receive a favorable decision,
benefits wil only be paid for properly claimed weeks.

Be ready on time to receive the hearing officer’s telephone call. If you do not receive a call within ten minutes after the scheduled hearing time,
contact the deputy clerk whose telephone number appears on the Notice of Telephone Hearing. Employers must provide the name and number of the:
person to be telephoned for the hearing. Claimants will be called at the telephone number shown on the hearing notice unless a different number is provided before
the hearing. Itis each party's responsibility to remove any call-blocking service that would prevent the telephone call from reaching you. Any party scheduled to
appear in person, will receive special supplemental instructions.

If you do not speak or read English well, have this important information translated immediately.
Tenga esta informaciA®n importante traducida inmediatamente.

Avere queste informazioni importanti tradotte immediatamente.

Avoir cette information importante traduite immA@diatement

“Tradui information importan sa a immediatemant

Lassen Sie diese wichtigen Informationen Abersetzen sofort.
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1. Why is this hearing important?

The decision from this hearing will replace the determination that was appealed. Only one hearing level is provided by law. To protect your fights, you must
participate evenif the other party filed the appeal. f you cannot attend as scheduled, immediately follow the instructions in Section 9 to request rescheduling.
Otherwise, you may receive an unfavorable decision. A claimant who receives an unfavorable decision will have to repay benefits that should not have been paid. An
employer who receives an unfavorable decision may receive benefit charges that increase the employer’s tax rate or require reimbursement to the trust fund.

Be prepared to present evidence on allissues listed on the Notice of Hearing. The decision will be based only on evidence presented at the hearing. A second
appeal level exists, but includes only a review of the existing record, not a new hearing.

2. Why was a hearing scheduled?
Ahearing was scheduled because an Agency determination was appealed. Participating in the hearing is important, even if the other party filed the appeal

3. What happens i

don’t participate?

Ifthe party who filed the appeal participates, a hearing will be held. The decision will be based on the evidence presented. ff you don't participate, your evidence will
not be considered. If you filed the appeal and do not participate, your case will be dismissed.

4. What are my rights at the hearing?

As a party, you have the right o
A Testify in your own behalf;

Present documents and other evidence;

Question your own witnesses;

Question the opposing party’s witnesses;
Examine and object to evidence presented;
Explain or rebut evidence presented; and

Make a closing statement at the end of the hearing.

o OMMOO®

How can | arrange for witnesses?

Contact and ask the witness to testify. The best witness is one with personal knowledge of the facts. A witness who was present at an event is much better than one
who was told about it by someone else. If possible, you and your witness(es) should be at the same location for the hearing. If a witness cannot be at your location
and must be contacted at a different telephone number, provide the witness name and telephone number to the deputy clerk whose name and telephone number
appear on the Notice of Telephone Hearing. Instruct the witness to be available at the scheduled hearing time and to remain available until dismissed by you or the
appeals referee

If a witness refuses to testify voluntariy, a subpoena can be requested by writing to the address on the Notice of Hearing. Mail or fax the request as soon as
possible, so the subpoena can be served before the hearing. Include the case docket number; the witness' name, address, and telephone number (if available), as
well as a detailed description of any document(s) the witness should furnish for the hearing.

6. How do i prove i looked for work?

Ifthe issue is whether you were able and available for work, send a copy of your work search contact sheets to the Appeals Office before the hearing. Include each
job contact date and method, as well as each employer contact's name and address.

7. How do i show i filed my appeal on time?

Ifthe appeal does not appear to have been filed within the time allowed by law, the referee will first take evidence on the timeliness of the appeal. If timeliness is
listed as an issue, the person who filed the appeal would be an important witness. The case will be dismissed without competent evidence of timely fiing.

8. Cani withdraw my Appeal?

The appellant may withdraw an appeal by mail or fax to the Appeals Office address or fax number on the Notice of Hearing o to: Office of Appeals; MSC 347; 107
E Madison Street; Tallahassee FL 32399-4143. Include the claimant's Social Security number and docket number. In most situations, a withdrawn appeal cannot be
reopened.

9. Can i request a postponement?

Apostponement may be requested if there is a compelling reason why you cannot participate as scheduled. The request can be made in writing before the hearing
or on the record during the hearing. Include the reason you cannot participate and what, if any, attempts you made to re-arrange your schedule o you could
participate. The referee wil et you know in writing if the request is granted. If a written reply is not received, assume the request was denied. Be available for the
hearing and prepared to present your case.

10. How can | get a copy of the case file?

Copies of all documents available to the referee are enclosed with the Notice of Telephone Hearing. Review and have these documents with you
during the hearing.

11. What evidence should | provide?

The best evidence is testimony from a person who was present at an event and can answer specific questions about what happened. Claimants almost always have
first-hand knowledge of the events. Employers should choose witnesses carefuly to ensure competent evidence is presented.

If a document you previously submitted is not included with the hearing notice, you must send another copy to the hearing officer and all other
addresses on the Notice of Telephone Hearing in order to have the document considered. To have documents considered, mail fax, or deliver a copy of
each to the Appeals Office and all addresses on the hearing notice, before the hearing date. Only documents received by all parties can be considered.
unless the right to view the documents is waived. All evidence becomes public record when the hearing is convened.

Most documents and affidavits are hearsay and may be used for the purpose of supplementing or explaining other evidence or to support a finding if it
would be admissible over an ojection in civil actions. Hearsay may support a finding of fact if it meets the stafutory requirements set forth in 443.151(4)(b)5, Florida
Statutes. The above referenced statute states that hearsay evidence may be used for the purpose of supplementing or explaining other evidence, or to support a
finding if it would be admissible over objection in civil actions. Notwithstanding s. 120.57(1)(c), hearsay evidence may support  finding of fact f
1 The party against whom it is offered has a reasonable opportunity to review such evidence prior to the hearing; and
2 The appeals referee or special deputy determines, after considering all relevant facts and circumstances, that the evidence is trustworthy and probative
and that the interests of justice are best served by its admission into evidence.

Ifthe hearsay evidence does not meet the statutory requirements, then the evidence may qualify as an exception under the hearsay rule, (see Chapter 90, F.S.). An
employer who must rely on business records should provide a witness who can testify how the records were prepared and vouch for their authenticity. Once the
hearing is closed, no additional evidence will be accepted.

12. Should | hire an attorney?

Professional representation is not required and most people represent themselves at unemployment hearings. You have the right to be represented by an attorey or
authorized representative at your own expense. Fees for representing a claimant must be approved by the appeals referee, but paid by the claimant. Legal
representation may be available through a local Legal Aid Office at reduced or no cost for low-income claimants. For information about hiring an attorey, contact the
Florida Bar Association toll-ree at 1-800-342-8011. If you hire an attorney or authorize someone to represent you, provide the person’s name, address, and
telephone number to the Appeals Office to ensure all notices are sent to that person.

13. What if | need a translator?

The hearing will be in English. Translation will be arranged for claimants who indicate a primary language other than English when filing for benefits. If a translator is
needed and the Notice of Hearing does not indicate a translator was arranged, have the deputy clerk contacted at once to advise what language is needed so
translation arrangements can be made. The deputy clerk’s telephone number is on the Notice of Hearing.

What if i need more information?

The address, telephone, and fax numbers of the Appeals Office where your case was assigned is shown on the Notice of Telephone Hearing, as well as the name
of the deputy clerk who should be contacted to provide o receive information. A complete list of Appeals Offices is shown on the last page of this pamphlet. Include
the docket number or claimant's social security number on all correspondence.

15. What are the hearing procedures?
The appeals referee assigned to the case wilt

Obtain permission to record from each participant and electronically record the hearing.
Explain the issues, purpose of the hearing, order of testimony, and other procedures;
Identify the determination on appeal and make known the contents of the case file;

Place all witnesses under oath or affirmation;

Question parties and witnesses to obtain the facts;

Assist parties s they question witnesses; and

Determine if testimony and documents being offered should be received and considered.
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16. How do | know the decision will be fair?

The appeals referee is required by law to be impartial and issue a decision based on competent evidence. The appeals referee is responsible for conducting a fair
hearing, questioning the witnesses, and protecting the basic rights of each party. The appeals referee cannot discuss the case with any party before or after the
hearing.

17. What if | missed the hearing?

If you missed a hearing you must exercise due diligence in requesting re-opening. Any request for rehearing must be filed on the Internet at

wnw fluidnow. com/appeals, or by mailing or faxing a written request to the address or fax number on the Notice of Hearing or Decision. No other methods are
permitted. Include the Docket Number or the claimant's social security number and the reason for not attending. Only compelling and necessary reasons
constitute good cause. If a rehearing request is granted, you must present evidence of good cause at the new hearing and show due diligence in trying to re-
arrange your schedule or requesting postponement. If good cause is not shown, the prior decision will be reinstated.

18. When will | receive a decision?

A decision will be mailed to all parties as soon as possible after the hearing. The decision willinclude findings of fact, conclusions of law, and the resut, which wil
affirm, reverse, or modify the determination or dismiss the appeal.

19. What if | disagree with the decision?

If you disagree with the decision, you can request review by the Unemployment Appeals Commission (UAC). Instructions for requesting review are on the decision.
Any request for review must be filed within 20 calendar days after the decision was mailed. The UAC will not hold another hearing; its decision will be
based on the testimony and other evidence presented to the referee and how the referee used that evidence to reach a decision. Therefore, presenting all of your
evidence at the hearing is very important. Upon completing its review, the UAC will mail a written order to all parties.

Ifyou did not attend the hearing for good cause and received an adverse decision, refer to Section 17 for information about requesting a new hearing.

20. will the case record be confidential?
No, except for the claimant's social security number, appeal information becomes public record when the hearing is convened.

21. Where can | find more information?

UC Appeals information, including links to UC Law and Administrative Code Rules, can be located on our website at www fluidnow.com by choosing Unemployment
Appeals Information or at www. fluidnow com/appeals by choosing Receive Other UC Information. Information about Disaster Unemployment Assistance, TRA, and
other federal unemployment compensation programs can be located on the Internet at www. doleta qov. Information about claiming weeks of unemployment while an
appeal is pending can be located by choosing Claim Your Weeks on our website at wwfluidnow. com

In accordance with the Americans with Disabilities Act, persons needing special accommodation to participate in the hearing may contact the deputy
clerk at the number shown on the Notice of Hearing at least 5 days before the hearing or via Florida Relay Service at 1-800-955-8770.

Unemployment Compensation is an equal opportunity program of the Department of Economic Opportunity. Auxiliary aids and services are available upon request
to individuals with disabilties.

Appeals Office Addresses, Phone & Fax Numbers:

South Florida Appeals Office and Ft Lauderdale Appeals Office
PO Box 8697

Fort Lauderdale Florida 33310-8697

Phone: 954/535-5205  Fax: 954/497-1597

Jacksonville Appeals Office
215 Market Street, Site 240

Jacksonville, Florida 32202-2850

Phone: 904/350-6825 Fax: 904/798-4238

Tallahassee Appeals Office
Caldwell Building MSC 347

107 East Madison Street

Tallahassee, Florida 32399-4143

Phone: 850/921-3262 Fax: 850/921-3219

Winewood Appeals Office
Caldwell Building MSC 350WD

107 East Madison Street

Tallahassee, Florida 323994143

Phone: 850/617-0575 Fax: 850/617-0613

THE APPEALS OFFICE ADDRESS, PHONE AND FAX NUMBERS FOR YOUR CASE ARE ON THE NOTICE OF TELEPHONE HEARING. IF YOU ARE
‘SCHEDULED TO APPEAR IN PERSON, THE LOCATION IS ON THE NOTICE OF HEARING.

This pamphlet is for informational purposes only and does not have the full effect of law and/or regulations.

Unemployment Compensation

Appeals Information
weww. fluidnow.com/appeals

Twportant - Read this Now!

“This pamphlet provides a summary of general information about unemployment compensation appeals and how to prepare for your hearing. Thehearing notice may
contain specific instructions and information. Failure to comply with those instructions may cause a delay in resolving the case o exclusion of evidence you wish to
present

Ifyou have questions after reading the pamphiet, call the deputy clerk at the telephone number on the Notice of Telephone Hearing o check our website at

www fuidnow.com. If you are an unemployed claimant, continue claiming weeks as scheduled while any appeal is pending. If you receive a favorable decision,
benefits wil only be paid for properly claimed weeks.

Be ready on time to receive the hearing officer’s telephone call. If you do not receive a call within ten minutes after the scheduled hearing time,
contact the deputy clerk whose telephone number appears on the Notice of Telephone Hearing. Employers must provide the name and number of the:
person to be telephoned for the hearing. Claimants will be called at the telephone number shown on the hearing notice unless a different number is provided before
the hearing. Itis each party's responsibility to remove any call-blocking service that would prevent the telephone call from reaching you. Any party scheduled to
appear in person, will receive special supplemental instructions.

If you do not speak or read English well, have this important information translated immediately.
Tenga esta informaciA®n importante traducida inmediatamente.

Avere queste informazioni importanti tradotte immediatamente.

Avoir cette information importante traduite immA@diatement

“Tradui information importan sa a immediatemant

Lassen Sie diese wichtigen Informationen Abersetzen sofort.
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1. Why is this hearing important?

The decision from this hearing will replace the determination that was appealed. Only one hearing level is provided by law. To protect your fights, you must
participate evenif the other party filed the appeal. f you cannot attend as scheduled, immediately follow the instructions in Section 9 to request rescheduling.
Otherwise, you may receive an unfavorable decision. A claimant who receives an unfavorable decision will have to repay benefits that should not have been paid. An
employer who receives an unfavorable decision may receive benefit charges that increase the employer’s tax rate or require reimbursement to the trust fund.

Be prepared to present evidence on allissues listed on the Notice of Hearing. The decision will be based only on evidence presented at the hearing. A second
appeal level exists, but includes only a review of the existing record, not a new hearing.

2. Why was a hearing scheduled?
Ahearing was scheduled because an Agency determination was appealed. Participating in the hearing is important, even if the other party filed the appeal

3. What happens i

don’t participate?

Ifthe party who filed the appeal participates, a hearing will be held. The decision will be based on the evidence presented. ff you don't participate, your evidence will
not be considered. If you filed the appeal and do not participate, your case will be dismissed.

4. What are my rights at the hearing?

As a party, you have the right o
A Testify in your own behalf;

Present documents and other evidence;

Question your own witnesses;

Question the opposing party’s witnesses;
Examine and object to evidence presented;
Explain or rebut evidence presented; and

Make a closing statement at the end of the hearing.

o OMMOO®

How can | arrange for witnesses?

Contact and ask the witness to testify. The best witness is one with personal knowledge of the facts. A witness who was present at an event is much better than one
who was told about it by someone else. If possible, you and your witness(es) should be at the same location for the hearing. If a witness cannot be at your location
and must be contacted at a different telephone number, provide the witness name and telephone number to the deputy clerk whose name and telephone number
appear on the Notice of Telephone Hearing. Instruct the witness to be available at the scheduled hearing time and to remain available until dismissed by you or the
appeals referee

If a witness refuses to testify voluntariy, a subpoena can be requested by writing to the address on the Notice of Hearing. Mail or fax the request as soon as
possible, so the subpoena can be served before the hearing. Include the case docket number; the witness' name, address, and telephone number (if available), as
well as a detailed description of any document(s) the witness should furnish for the hearing.

6. How do i prove i looked for work?

Ifthe issue is whether you were able and available for work, send a copy of your work search contact sheets to the Appeals Office before the hearing. Include each
job contact date and method, as well as each employer contact's name and address.

7. How do i show i filed my appeal on time?

Ifthe appeal does not appear to have been filed within the time allowed by law, the referee will first take evidence on the timeliness of the appeal. If timeliness is
listed as an issue, the person who filed the appeal would be an important witness. The case will be dismissed without competent evidence of timely fiing.

8. Cani withdraw my Appeal?

The appellant may withdraw an appeal by mail or fax to the Appeals Office address or fax number on the Notice of Hearing o to: Office of Appeals; MSC 347; 107
E Madison Street; Tallahassee FL 32399-4143. Include the claimant's Social Security number and docket number. In most situations, a withdrawn appeal cannot be
reopened.

9. Can i request a postponement?

Apostponement may be requested if there is a compelling reason why you cannot participate as scheduled. The request can be made in writing before the hearing
or on the record during the hearing. Include the reason you cannot participate and what, if any, attempts you made to re-arrange your schedule o you could
participate. The referee wil et you know in writing if the request is granted. If a written reply is not received, assume the request was denied. Be available for the
hearing and prepared to present your case.

10. How can | get a copy of the case file?

Copies of all documents available to the referee are enclosed with the Notice of Telephone Hearing. Review and have these documents with you
during the hearing.

11. What evidence should | provide?

The best evidence is testimony from a person who was present at an event and can answer specific questions about what happened. Claimants almost always have
first-hand knowledge of the events. Employers should choose witnesses carefuly to ensure competent evidence is presented.

If a document you previously submitted is not included with the hearing notice, you must send another copy to the hearing officer and all other
addresses on the Notice of Telephone Hearing in order to have the document considered. To have documents considered, mail fax, or deliver a copy of
each to the Appeals Office and all addresses on the hearing notice, before the hearing date. Only documents received by all parties can be considered.
unless the right to view the documents is waived. All evidence becomes public record when the hearing is convened.

Most documents and affidavits are hearsay and may be used for the purpose of supplementing or explaining other evidence or to support a finding if it
would be admissible over an ojection in civil actions. Hearsay may support a finding of fact if it meets the stafutory requirements set forth in 443.151(4)(b)5, Florida
Statutes. The above referenced statute states that hearsay evidence may be used for the purpose of supplementing or explaining other evidence, or to support a
finding if it would be admissible over objection in civil actions. Notwithstanding s. 120.57(1)(c), hearsay evidence may support  finding of fact f
1 The party against whom it is offered has a reasonable opportunity to review such evidence prior to the hearing; and
2 The appeals referee or special deputy determines, after considering all relevant facts and circumstances, that the evidence is trustworthy and probative
and that the interests of justice are best served by its admission into evidence.

Ifthe hearsay evidence does not meet the statutory requirements, then the evidence may qualify as an exception under the hearsay rule, (see Chapter 90, F.S.). An
employer who must rely on business records should provide a witness who can testify how the records were prepared and vouch for their authenticity. Once the
hearing is closed, no additional evidence will be accepted.

12. Should | hire an attorney?

Professional representation is not required and most people represent themselves at unemployment hearings. You have the right to be represented by an attorey or
authorized representative at your own expense. Fees for representing a claimant must be approved by the appeals referee, but paid by the claimant. Legal
representation may be available through a local Legal Aid Office at reduced or no cost for low-income claimants. For information about hiring an attorey, contact the
Florida Bar Association toll-ree at 1-800-342-8011. If you hire an attorney or authorize someone to represent you, provide the person’s name, address, and
telephone number to the Appeals Office to ensure all notices are sent to that person.

13. What if | need a translator?

The hearing will be in English. Translation will be arranged for claimants who indicate a primary language other than English when filing for benefits. If a translator is
needed and the Notice of Hearing does not indicate a translator was arranged, have the deputy clerk contacted at once to advise what language is needed so
translation arrangements can be made. The deputy clerk’s telephone number is on the Notice of Hearing.

What if i need more information?

The address, telephone, and fax numbers of the Appeals Office where your case was assigned is shown on the Notice of Telephone Hearing, as well as the name
of the deputy clerk who should be contacted to provide o receive information. A complete list of Appeals Offices is shown on the last page of this pamphlet. Include
the docket number or claimant's social security number on all correspondence.

15. What are the hearing procedures?
The appeals referee assigned to the case wilt

Obtain permission to record from each participant and electronically record the hearing.
Explain the issues, purpose of the hearing, order of testimony, and other procedures;
Identify the determination on appeal and make known the contents of the case file;

Place all witnesses under oath or affirmation;

Question parties and witnesses to obtain the facts;

Assist parties s they question witnesses; and

Determine if testimony and documents being offered should be received and considered.

NooawN

16. How do | know the decision will be fair?

The appeals referee is required by law to be impartial and issue a decision based on competent evidence. The appeals referee is responsible for conducting a fair
hearing, questioning the witnesses, and protecting the basic rights of each party. The appeals referee cannot discuss the case with any party before or after the
hearing.

17. What if | missed the hearing?

If you missed a hearing you must exercise due diligence in requesting re-opening. Any request for rehearing must be filed on the Internet at

wnw fluidnow. com/appeals, or by mailing or faxing a written request to the address or fax number on the Notice of Hearing or Decision. No other methods are
permitted. Include the Docket Number or the claimant's social security number and the reason for not attending. Only compelling and necessary reasons
constitute good cause. If a rehearing request is granted, you must present evidence of good cause at the new hearing and show due diligence in trying to re-
arrange your schedule or requesting postponement. If good cause is not shown, the prior decision will be reinstated.

18. When will | receive a decision?

A decision will be mailed to all parties as soon as possible after the hearing. The decision willinclude findings of fact, conclusions of law, and the resut, which wil
affirm, reverse, or modify the determination or dismiss the appeal.

19. What if | disagree with the decision?

If you disagree with the decision, you can request review by the Unemployment Appeals Commission (UAC). Instructions for requesting review are on the decision.
Any request for review must be filed within 20 calendar days after the decision was mailed. The UAC will not hold another hearing; its decision will be
based on the testimony and other evidence presented to the referee and how the referee used that evidence to reach a decision. Therefore, presenting all of your
evidence at the hearing is very important. Upon completing its review, the UAC will mail a written order to all parties.

Ifyou did not attend the hearing for good cause and received an adverse decision, refer to Section 17 for information about requesting a new hearing.

20. will the case record be confidential?
No, except for the claimant's social security number, appeal information becomes public record when the hearing is convened.

21. Where can | find more information?

UC Appeals information, including links to UC Law and Administrative Code Rules, can be located on our website at www fluidnow.com by choosing Unemployment
Appeals Information or at www. fluidnow com/appeals by choosing Receive Other UC Information. Information about Disaster Unemployment Assistance, TRA, and
other federal unemployment compensation programs can be located on the Internet at www. doleta qov. Information about claiming weeks of unemployment while an
appeal is pending can be located by choosing Claim Your Weeks on our website at wwfluidnow. com

In accordance with the Americans with Disabilities Act, persons needing special accommodation to participate in the hearing may contact the deputy
clerk at the number shown on the Notice of Hearing at least 5 days before the hearing or via Florida Relay Service at 1-800-955-8770.

Unemployment Compensation is an equal opportunity program of the Department of Economic Opportunity. Auxiliary aids and services are available upon request
to individuals with disabilties.

Appeals Office Addresses, Phone & Fax Numbers:

South Florida Appeals Office and Ft Lauderdale Appeals Office
PO Box 8697

Fort Lauderdale Florida 33310-8697

Phone: 954/535-5205  Fax: 954/497-1597

Jacksonville Appeals Office
215 Market Street, Site 240

Jacksonville, Florida 32202-2850
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Caldwell Building MSC 347
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107 East Madison Street

Tallahassee, Florida 323994143

Phone: 850/617-0575 Fax: 850/617-0613

THE APPEALS OFFICE ADDRESS, PHONE AND FAX NUMBERS FOR YOUR CASE ARE ON THE NOTICE OF TELEPHONE HEARING. IF YOU ARE
‘SCHEDULED TO APPEAR IN PERSON, THE LOCATION IS ON THE NOTICE OF HEARING.

This pamphlet is for informational purposes only and does not have the full effect of law and/or regulations.

Unemployment Compensation

Appeals Information
weww. fluidnow.com/appeals

Twportant - Read this Now!

“This pamphlet provides a summary of general information about unemployment compensation appeals and how to prepare for your hearing. Thehearing notice may
contain specific instructions and information. Failure to comply with those instructions may cause a delay in resolving the case o exclusion of evidence you wish to
present

Ifyou have questions after reading the pamphiet, call the deputy clerk at the telephone number on the Notice of Telephone Hearing o check our website at

www fuidnow.com. If you are an unemployed claimant, continue claiming weeks as scheduled while any appeal is pending. If you receive a favorable decision,
benefits wil only be paid for properly claimed weeks.

Be ready on time to receive the hearing officer’s telephone call. If you do not receive a call within ten minutes after the scheduled hearing time,
contact the deputy clerk whose telephone number appears on the Notice of Telephone Hearing. Employers must provide the name and number of the:
person to be telephoned for the hearing. Claimants will be called at the telephone number shown on the hearing notice unless a different number is provided before
the hearing. Itis each party's responsibility to remove any call-blocking service that would prevent the telephone call from reaching you. Any party scheduled to
appear in person, will receive special supplemental instructions.

If you do not speak or read English well, have this important information translated immediately.
Tenga esta informaciA®n importante traducida inmediatamente.

Avere queste informazioni importanti tradotte immediatamente.

Avoir cette information importante traduite immA@diatement

“Tradui information importan sa a immediatemant

Lassen Sie diese wichtigen Informationen Abersetzen sofort.
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1. Why is this hearing important?

The decision from this hearing will replace the determination that was appealed. Only one hearing level is provided by law. To protect your fights, you must
participate evenif the other party filed the appeal. f you cannot attend as scheduled, immediately follow the instructions in Section 9 to request rescheduling.
Otherwise, you may receive an unfavorable decision. A claimant who receives an unfavorable decision will have to repay benefits that should not have been paid. An
employer who receives an unfavorable decision may receive benefit charges that increase the employer’s tax rate or require reimbursement to the trust fund.

Be prepared to present evidence on allissues listed on the Notice of Hearing. The decision will be based only on evidence presented at the hearing. A second
appeal level exists, but includes only a review of the existing record, not a new hearing.

2. Why was a hearing scheduled?
Ahearing was scheduled because an Agency determination was appealed. Participating in the hearing is important, even if the other party filed the appeal

3. What happens i

don’t participate?

Ifthe party who filed the appeal participates, a hearing will be held. The decision will be based on the evidence presented. ff you don't participate, your evidence will
not be considered. If you filed the appeal and do not participate, your case will be dismissed.

4. What are my rights at the hearing?

As a party, you have the right o
A Testify in your own behalf;

Present documents and other evidence;

Question your own witnesses;

Question the opposing party’s witnesses;
Examine and object to evidence presented;
Explain or rebut evidence presented; and

Make a closing statement at the end of the hearing.

o OMMOO®

How can | arrange for witnesses?

Contact and ask the witness to testify. The best witness is one with personal knowledge of the facts. A witness who was present at an event is much better than one
who was told about it by someone else. If possible, you and your witness(es) should be at the same location for the hearing. If a witness cannot be at your location
and must be contacted at a different telephone number, provide the witness name and telephone number to the deputy clerk whose name and telephone number
appear on the Notice of Telephone Hearing. Instruct the witness to be available at the scheduled hearing time and to remain available until dismissed by you or the
appeals referee

If a witness refuses to testify voluntariy, a subpoena can be requested by writing to the address on the Notice of Hearing. Mail or fax the request as soon as
possible, so the subpoena can be served before the hearing. Include the case docket number; the witness' name, address, and telephone number (if available), as
well as a detailed description of any document(s) the witness should furnish for the hearing.

6. How do i prove i looked for work?

Ifthe issue is whether you were able and available for work, send a copy of your work search contact sheets to the Appeals Office before the hearing. Include each
job contact date and method, as well as each employer contact's name and address.

7. How do i show i filed my appeal on time?

Ifthe appeal does not appear to have been filed within the time allowed by law, the referee will first take evidence on the timeliness of the appeal. If timeliness is
listed as an issue, the person who filed the appeal would be an important witness. The case will be dismissed without competent evidence of timely fiing.

8. Cani withdraw my Appeal?

The appellant may withdraw an appeal by mail or fax to the Appeals Office address or fax number on the Notice of Hearing o to: Office of Appeals; MSC 347; 107
E Madison Street; Tallahassee FL 32399-4143. Include the claimant's Social Security number and docket number. In most situations, a withdrawn appeal cannot be
reopened.

9. Can i request a postponement?

Apostponement may be requested if there is a compelling reason why you cannot participate as scheduled. The request can be made in writing before the hearing
or on the record during the hearing. Include the reason you cannot participate and what, if any, attempts you made to re-arrange your schedule o you could
participate. The referee wil et you know in writing if the request is granted. If a written reply is not received, assume the request was denied. Be available for the
hearing and prepared to present your case.

10. How can | get a copy of the case file?

Copies of all documents available to the referee are enclosed with the Notice of Telephone Hearing. Review and have these documents with you
during the hearing.

11. What evidence should | provide?

The best evidence is testimony from a person who was present at an event and can answer specific questions about what happened. Claimants almost always have
first-hand knowledge of the events. Employers should choose witnesses carefuly to ensure competent evidence is presented.

If a document you previously submitted is not included with the hearing notice, you must send another copy to the hearing officer and all other
addresses on the Notice of Telephone Hearing in order to have the document considered. To have documents considered, mail fax, or deliver a copy of
each to the Appeals Office and all addresses on the hearing notice, before the hearing date. Only documents received by all parties can be considered.
unless the right to view the documents is waived. All evidence becomes public record when the hearing is convened.

Most documents and affidavits are hearsay and may be used for the purpose of supplementing or explaining other evidence or to support a finding if it
would be admissible over an ojection in civil actions. Hearsay may support a finding of fact if it meets the stafutory requirements set forth in 443.151(4)(b)5, Florida
Statutes. The above referenced statute states that hearsay evidence may be used for the purpose of supplementing or explaining other evidence, or to support a
finding if it would be admissible over objection in civil actions. Notwithstanding s. 120.57(1)(c), hearsay evidence may support  finding of fact f
1 The party against whom it is offered has a reasonable opportunity to review such evidence prior to the hearing; and
2 The appeals referee or special deputy determines, after considering all relevant facts and circumstances, that the evidence is trustworthy and probative
and that the interests of justice are best served by its admission into evidence.

Ifthe hearsay evidence does not meet the statutory requirements, then the evidence may qualify as an exception under the hearsay rule, (see Chapter 90, F.S.). An
employer who must rely on business records should provide a witness who can testify how the records were prepared and vouch for their authenticity. Once the
hearing is closed, no additional evidence will be accepted.

12. Should | hire an attorney?

Professional representation is not required and most people represent themselves at unemployment hearings. You have the right to be represented by an attorey or
authorized representative at your own expense. Fees for representing a claimant must be approved by the appeals referee, but paid by the claimant. Legal
representation may be available through a local Legal Aid Office at reduced or no cost for low-income claimants. For information about hiring an attorey, contact the
Florida Bar Association toll-ree at 1-800-342-8011. If you hire an attorney or authorize someone to represent you, provide the person’s name, address, and
telephone number to the Appeals Office to ensure all notices are sent to that person.

13. What if | need a translator?

The hearing will be in English. Translation will be arranged for claimants who indicate a primary language other than English when filing for benefits. If a translator is
needed and the Notice of Hearing does not indicate a translator was arranged, have the deputy clerk contacted at once to advise what language is needed so
translation arrangements can be made. The deputy clerk’s telephone number is on the Notice of Hearing.

What if i need more information?

The address, telephone, and fax numbers of the Appeals Office where your case was assigned is shown on the Notice of Telephone Hearing, as well as the name
of the deputy clerk who should be contacted to provide o receive information. A complete list of Appeals Offices is shown on the last page of this pamphlet. Include
the docket number or claimant's social security number on all correspondence.

15. What are the hearing procedures?
The appeals referee assigned to the case wilt

Obtain permission to record from each participant and electronically record the hearing.
Explain the issues, purpose of the hearing, order of testimony, and other procedures;
Identify the determination on appeal and make known the contents of the case file;

Place all witnesses under oath or affirmation;

Question parties and witnesses to obtain the facts;

Assist parties s they question witnesses; and

Determine if testimony and documents being offered should be received and considered.
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16. How do | know the decision will be fair?

The appeals referee is required by law to be impartial and issue a decision based on competent evidence. The appeals referee is responsible for conducting a fair
hearing, questioning the witnesses, and protecting the basic rights of each party. The appeals referee cannot discuss the case with any party before or after the
hearing.

17. What if | missed the hearing?

If you missed a hearing you must exercise due diligence in requesting re-opening. Any request for rehearing must be filed on the Internet at

wnw fluidnow. com/appeals, or by mailing or faxing a written request to the address or fax number on the Notice of Hearing or Decision. No other methods are
permitted. Include the Docket Number or the claimant's social security number and the reason for not attending. Only compelling and necessary reasons
constitute good cause. If a rehearing request is granted, you must present evidence of good cause at the new hearing and show due diligence in trying to re-
arrange your schedule or requesting postponement. If good cause is not shown, the prior decision will be reinstated.

18. When will | receive a decision?

A decision will be mailed to all parties as soon as possible after the hearing. The decision willinclude findings of fact, conclusions of law, and the resut, which wil
affirm, reverse, or modify the determination or dismiss the appeal.

19. What if | disagree with the decision?

If you disagree with the decision, you can request review by the Unemployment Appeals Commission (UAC). Instructions for requesting review are on the decision.
Any request for review must be filed within 20 calendar days after the decision was mailed. The UAC will not hold another hearing; its decision will be
based on the testimony and other evidence presented to the referee and how the referee used that evidence to reach a decision. Therefore, presenting all of your
evidence at the hearing is very important. Upon completing its review, the UAC will mail a written order to all parties.

Ifyou did not attend the hearing for good cause and received an adverse decision, refer to Section 17 for information about requesting a new hearing.

20. will the case record be confidential?
No, except for the claimant's social security number, appeal information becomes public record when the hearing is convened.

21. Where can | find more information?

UC Appeals information, including links to UC Law and Administrative Code Rules, can be located on our website at www fluidnow.com by choosing Unemployment
Appeals Information or at www. fluidnow com/appeals by choosing Receive Other UC Information. Information about Disaster Unemployment Assistance, TRA, and
other federal unemployment compensation programs can be located on the Internet at www. doleta qov. Information about claiming weeks of unemployment while an
appeal is pending can be located by choosing Claim Your Weeks on our website at wwfluidnow. com

In accordance with the Americans with Disabilities Act, persons needing special accommodation to participate in the hearing may contact the deputy
clerk at the number shown on the Notice of Hearing at least 5 days before the hearing or via Florida Relay Service at 1-800-955-8770.

Unemployment Compensation is an equal opportunity program of the Department of Economic Opportunity. Auxiliary aids and services are available upon request
to individuals with disabilties.

Appeals Office Addresses, Phone & Fax Numbers:

South Florida Appeals Office and Ft Lauderdale Appeals Office
PO Box 8697

Fort Lauderdale Florida 33310-8697

Phone: 954/535-5205  Fax: 954/497-1597

Jacksonville Appeals Office
215 Market Street, Site 240

Jacksonville, Florida 32202-2850

Phone: 904/350-6825 Fax: 904/798-4238

Tallahassee Appeals Office
Caldwell Building MSC 347

107 East Madison Street

Tallahassee, Florida 32399-4143

Phone: 850/921-3262 Fax: 850/921-3219

Winewood Appeals Office
Caldwell Building MSC 350WD

107 East Madison Street

Tallahassee, Florida 323994143

Phone: 850/617-0575 Fax: 850/617-0613

THE APPEALS OFFICE ADDRESS, PHONE AND FAX NUMBERS FOR YOUR CASE ARE ON THE NOTICE OF TELEPHONE HEARING. IF YOU ARE
‘SCHEDULED TO APPEAR IN PERSON, THE LOCATION IS ON THE NOTICE OF HEARING.

This pamphlet is for informational purposes only and does not have the full effect of law and/or regulations.

Unemployment Compensation

Appeals Information
weww. fluidnow.com/appeals

Twportant - Read this Now!

“This pamphlet provides a summary of general information about unemployment compensation appeals and how to prepare for your hearing. Thehearing notice may
contain specific instructions and information. Failure to comply with those instructions may cause a delay in resolving the case o exclusion of evidence you wish to
present

Ifyou have questions after reading the pamphiet, call the deputy clerk at the telephone number on the Notice of Telephone Hearing o check our website at

www fuidnow.com. If you are an unemployed claimant, continue claiming weeks as scheduled while any appeal is pending. If you receive a favorable decision,
benefits wil only be paid for properly claimed weeks.

Be ready on time to receive the hearing officer’s telephone call. If you do not receive a call within ten minutes after the scheduled hearing time,
contact the deputy clerk whose telephone number appears on the Notice of Telephone Hearing. Employers must provide the name and number of the:
person to be telephoned for the hearing. Claimants will be called at the telephone number shown on the hearing notice unless a different number is provided before
the hearing. Itis each party's responsibility to remove any call-blocking service that would prevent the telephone call from reaching you. Any party scheduled to
appear in person, will receive special supplemental instructions.

If you do not speak or read English well, have this important information translated immediately.
Tenga esta informaciA®n importante traducida inmediatamente.

Avere queste informazioni importanti tradotte immediatamente.

Avoir cette information importante traduite immA@diatement

“Tradui information importan sa a immediatemant

Lassen Sie diese wichtigen Informationen Abersetzen sofort.






The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	What you need to know about the Appeal process
	Section Header
	System displays “What you need to know about the Appeal process”
	NA
	System
	
	

	Message Text – Appeal
	Static Text
	System displays the  message text for what the appellant needs to know about the appeal process. 

	
	System
	
	

	Close
	Action Button
	Closes browser window
	
	System


	
	


Screen 13 – Special Deputy Appeal Request
This screen is displayed for the Employer/DOR who would like to choose whether to file a new appeal or maintain an existing appeal. Their selection brings them to the Special Deputy Appeal Request screen or Employer Search (Special Deputy) screen. The screens are dynamic based on level, appellant type, and hearing type.
Title Tag: UC Online – Special Deputy Appeal Request
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The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Special Deputy Appeal Request
	Header
	System displays “Special Deputy Appeal Request”
	NA
	System
	
	

	Employer Account Number
	Text Box
	System displays associated employer account number
	NA
	User Input
	
	

	Refresh
	Action Button
	System opens a Claimant Search screen in a new window and brings the selection back to populate the Joined Claimant information.
	NA
	User Select
	
	

	Employer Name
	Text Box
	System displays associated Employer name
	NA
	User Input
	
	

	Determination Date
	Text Box
	System displays the Determination date.
	NA
	User Input
	
	

	Appeal Date
	Text Box
	System displays the Appeal date.
	NA
	User Input
	
	

	Issue Type
	Drop down
	System displays the Issue Type
	NA
	User Select
	
	

	Issue Sub-Type
	Drop down
	System displays the Issue Sub-Type
	NA
	User Select
	
	

	Joined Claimant SSN
	Dynamic Text
	After search function is performed, the System displays the employee’s SSN.
	NA
	System
	
	

	Refresh
	Action Button
	System opens a Claimant Search screen in a new window and brings the selection back to populate the Joined Claimant information.
	NA
	User Select
	
	

	Joined Employer EAN
	Dynamic Text
	After search function is performed, the System displays the employer’s EAN.
	NA
	System
	
	

	Refresh
	Action Button
	System opens an Employer Search screen in a new window and brings the selection back to populate the Joined Employer information.
	NA
	User Select
	
	

	Joined Claimant
	Dynamic Text
	System displays the name of the joined claimant.
	NA
	System
	
	

	Joined Employer
	Dynamic Text
	System displays the name of the joined employer
	NA
	System
	
	

	DOR Office
	Text Box
	User enters appropriate DOR Office
	Required

60 characters
	User Input
	
	

	DOR Coordinator
	Text Box
	User enters appropriate DOR Coordinator
	Required

60 characters
	User Input
	
	

	DOR Representative
	Text Box
	User enters appropriate DOR Representative
	Required

60 characters
	User Input
	
	

	Level
	Drop Down Box
	Values for the Special Deputy levels are:

Appeals

Court
	One must be selected – default to Appeals 
	User Input
	
	

	Previous
	Action Button
	System takes users to the screen they came from
	NA
	User Select
	
	

	Next
	Action Button
	System takes user to Special Deputy Appeal screen
	NA
	User Select
	
	


Screen 14 – Special Deputy Appeal 
This screen is displayed for the DOR after selecting a Special Deputy appeal that has a filed) from their Special Deputy Appeal Search screen. The screen elements and actions are dynamic and are described in both the business rules and in the screen matrix below.
Title Tag: UC Online –Special Deputy Appeal
 [image: image23.png]Special Deputy Appeal

ppeal Case Folder

Eligibility Determination
Employer Account Number:10225178
Docket Number-00234522
Determination Date: 102212011
Issue Type:Liability
Joined Claimant
Joined Claimant ID:
DOR Office: Tallahassee
DOR Coordinator-Jane Smith

DOR Representative: Tim Jones

Actions: Request Subpoena ~

Employer Name:: Tim's Plumbing
Timely-Yes
Appeal Date:10/2112011
Issue Sub-Type: Successorship
Joined Employer-Joe’s Plumbing
Joined Employer EAN: 05234001

[Fion T e ]




The following table provides an explanation of each of the screen elements found on the aforementioned screen:

	Screen Element
	Field Type
	Description
	Validation Logic
	Data Source
	Tab Order
	Alt Tags

	Special Deputy Appeal
	Section Header
	System displays “Special Deputy Appeal”.
	None
	NA
	
	

	Appeal Case Folder
	Hyperlink
	System displays “Appeal Case Folder” as a hyperlink. When selected, navigates to Appeal Case Folder screen for the appeal.
	None
	User
	
	

	Eligibility Determination
	Section Header
	System displays “Eligibility Determination”.
	None
	NA
	
	

	Employer Account Number
	Static Text / Conditional Text
	System displays “Employer Account Number” and EAN for the appeal.
	None
	System
	
	

	Employer Name
	Static Text / Conditional Text
	System displays “Employer Name” and Employer Name for the appeal.
	None
	System
	
	

	Docket Number
	Static Text / Conditional Text
	System displays “Docket Number” and Docket Number for the appeal.
	None
	System
	
	

	Timely
	Static Text / Conditional Text
	System displays “Timely” and timeliness indicator for the appeal.
	None
	System
	
	

	Determination Date
	Static Text / Conditional Text
	System displays “Determination Date” and determination date for the appeal.
	None
	System
	
	

	Appeal Date
	Static Text / Conditional Text
	System displays “Appeal Date” and appeal date for the appeal.
	None
	System
	
	

	Issue Type
	Static Text / Conditional Text
	System displays “Issue Type” and issue type for the appeal.
	None
	System
	
	

	Issue Sub-type
	Static Text / Conditional Text
	System displays “Issue Sub-type” and issue sub-type for the appeal.
	None
	System
	
	

	Joined Claimant
	Static Text / Conditional Text
	System displays “Joined Claimant” and joined claimant for the appeal, if any.
	None
	System
	
	

	Joined Employer
	Static Text / Conditional Text
	System displays “Joined Employer” and joined employer for the appeal, if any.
	None
	System
	
	

	Joined Claimant ID
	Static Text / Conditional Text
	System displays “Joined Claimant ID” and joined claimant ID for the appeal, if any.
	None
	System
	
	

	Joined Employer EAN
	Static Text / Conditional Text
	System displays “Joined Employer EAN” and joined employer EAN for the appeal, if any.
	None
	System
	
	

	DOR Office
	Static Text / Conditional Text
	System displays “DOR Office” and DOR Office for the appeal.
	None
	System
	
	

	DOR Coordinator
	Static Text / Conditional Text
	System displays “DOR Coordinator” and DOR Coordinator name for the appeal.
	None
	System
	
	

	DOR Representative
	Static Text / Conditional Text
	System displays “DOR Representative” and DOR representative for the appeal.
	None
	System
	
	

	Action
	Drop Down
	System displays the actions that DOR representative is able to access as a party to a Special Deputy Appeal.  The list includes:
Request Subpoena

Modify Subpoena Request

Motion to Quash Subpoena

Request Continuance

Request Reopen

Update Appeal Participants

View Case Folder (DOR)

Note: DOR Staff as a party to the appeal case will have the same access as an Employer has to the above functions.
	
	User Select
	
	

	Previous
	Action Button
	System takes users to the screen they came from.
	System displays previous screen.
	User Select
	
	

	Next
	Action Button
	System takes users to the screen based on the action selected.
	System displays next screen in flow.
	User Select
	
	


10 Integration Points

This use case interacts with the following use cases:

	Use Case
	Description

	View and Maintain Contact Information
	This Use Case describes the functionality for updating claimant contact information.

	Manage Appeal Case Folder
	This Use Case describes contains all of the documents related to the appeal in one case folder.

	Create New Issue
	This Use Case describes the functionality to create a new non-monetary issue in the system.

	Create and Process Multi Claimant Issue
	This Use Case describes the functionality to associate claimants with a multi claimant template for processing the same/similar set of facts for two or more claimants.

	View and Maintain Claimant Inbox
	This Use Case describes the functionality for how a claimant accesses their account to file, view, and maintain their appeal(s). 

	View Employer Inbox
	This Use Case describes the functionality for how an employer accesses their account to file, view, and maintain their appeal(s).

	View TPA Inbox
	This Use Case describes the functionality for how a TPA accesses an Employer’s account to file, view, and maintain their appeal(s).

	View TPR Inbox
	This Use Case describes the functionality for how a TPR accesses an Employer’s account to file, view, and maintain their appeal(s).

	Manage Interested Parties
	This Use Case describes the actions necessary for a Staff to manage (add, remove, and update) appeal participants of an appeal and the associated information.


11 Interfaces

No interfaces have been identified for this use case

12 Reports

The table below lists all reports that have been identified for this Use Case. A separate Supplemental Requirements Specification (SRS) document contains the detailed information required for the creation of each report.

	Report Name
	Description

	Aging Cases by Region
	This is an Appeals level monthly report of aging cases by region.

	Appeals Filed by Issue Type
	This is an agency wide appeals filed by issue type (resolution code and by office) monthly report. 

	ETA 5130
	This report is the basic source of information on the appeals case workload in each State under the regular programs of State UI, UCFE and UCX. 


13 Correspondence

The table below lists all types of correspondence that have been identified for this use case. A separate Supplemental Requirements Specification (SRS) document contains the detailed information required for the creation of each type of correspondence.

	Correspondence Name
	Description

	Notice of Docketing (Special Deputy Appeals)
	This correspondence is generated when the appeal request is completed by the Department of Revenue for Special Deputy cases. These document specifications are included in the Notice of Docketing SRC.

	Joined Party Acknowledgement
	This correspondence is generated when a Joined Party us participating in the case. This notice accompanies the Notice of Docketing.  These document specifications are included in the Notice of Docketing SRC


14 Workflow 

The table below lists all workflows that have been identified for this use case. A separate Supplemental Requirements Workflow Specification (SRW) document contains the detailed information required for the creation of each workflow.

	Workflow Name
	Description

	Pending Requests
	This work item is created when the Staff submits a paper appeal request in the System (and assigns “Request Type” = “Paper Appeal Request

	Schedule Hearing
	This work item is created when an appeal request is filed at the Appeal level or when the Special Deputy Coordinator assigns the case to a Special Deputy.

	Pending Multi-Claimant Appeal
	This work item is created when a multi-claimant appeal is received and recorded in the system.

	Pending Appeal Requests (Monetary)
	This work item is created when a Request for Reconsideration of the Wage Transcript is denied by the Wage Unit.

	Pending Appeal Requests (Special Deputy)
	This work item is created when a Special Deputy appeal is entered by the Department of Revenue and recorded in the system. 
Staff can review the appeal request, upload additional documents to the appeal case folder, and assign the appeal to a Special Deputy for scheduling.


15 Security

The following table lists all security function groups for this use case. 

	Function Group
	Description
	Screens
	Actor

	StaffFileAppealsLevelAppeal
	The ability to complete and submit an Appeals Level appeal request for further processing. 
	· File Appeal Message Information - Claimant/Employer (Appeals Level) 

· File Appeal Message Information - Claimant Monetary (Appeals Level) 

· Appeal Request Information - Claimant (Appeals Level) 

· Appeal Request Information - Employer (Appeals Level) 

· Appeal Request Information - Claimant Monetary Determination Appealed (Appeals Level)

· Add Representation - Claimant/ Employer (All Levels)

· Witness List (Appeals Level) 

· Appeal Confirmation - Claimant (Appeals Level) 

· Appeal Confirmation – Claimant Monetary Determination Appealed (Appeals Level)

· Appeal Confirmation – Employer (Appeals Level)

· Appeal Details – Claimant / Employer (Appeals Level)

· Special Deputy Appeal

· Employer Search
	Staff

	ClaimantFileAppealRequest
	The ability for a claimant to complete and submit an appeal request for further processing.
	· File Appeal Message Information - Claimant/Employer (Appeals Level) 

· File Appeal Message Information - Claimant Monetary (Appeals Level) 

· File Appeal Message Information – Claimant/Employer 

· Appeal Request Information - Claimant (Appeals Level)

· Appeal Request Information - Claimant Monetary Determination Appealed (Appeals Level)

· Appeal Request Information – Claimant 

· Add Representation - Claimant/ Employer (All Levels) 

· Witness List (All Levels) 

· Reason for Late Appeal 

· Appeal Confirmation - Claimant (Appeals Level) 

· Appeal Confirmation - Claimant 

· Appeal Acknowledgment - Claimant/ Employer (All Levels) 

· What You Need to Know About the Appeals Process - Claimant/Employer (All Levels)
	Claimant

	EmployerFileAppealRequest
	The ability for an employer to complete and submit an appeal request for further processing.
	· File Appeal Message Information - Claimant/Employer (Appeals Level) 

· File Appeal Message Information – Claimant/Employer 

· Appeal Request Information - Employer (Appeals Level)

· Appeal Request Information – Employer 

· Add Representation - Claimant/ Employer (All Levels) 

· Witness List (All Levels) 

· Reason for Late Appeal 

· Appeal Confirmation - Employer (Appeals Level) 

· Appeal Confirmation - Employer 

· Appeal Acknowledgment - Claimant/ Employer (All Levels) 

· What You Need to Know About the Appeals Process - Claimant/Employer (All Levels)
	Employer

	TPAFileAppealRequestClaimant
	The ability for a third party agent to complete and submit an appeal request for further processing.
	· File Appeal Message Information - Claimant/Employer (Appeals Level) 

· File Appeal Message Information - Claimant Monetary (Appeals Level) 

· File Appeal Message Information – Claimant/Employer 

· Appeal Request Information - Claimant (Appeals Level)

· Appeal Request Information - Claimant Monetary Determination Appealed (Appeals Level)

· Appeal Request Information – Claimant 

· Add Representation - Claimant/ Employer (All Levels) 

· Witness List (All Levels) 

· Reason for Late Appeal 

· Appeal Confirmation - Claimant (Appeals Level) 

· Appeal Confirmation - Claimant 

· Appeal Acknowledgment - Claimant/ Employer (All Levels) 

· What You Need to Know About the Appeals Process - Claimant/Employer (All Levels)

· Special Deputy Appeals

· Special Deputy File Appeal

· Employer Search
	TPA

	TPAFileAppealRequestClaimant
	The ability for a third party agent to complete and submit an appeal request for further processing.
	· File Appeal Message Information - Claimant/Employer (Appeals Level) 

· File Appeal Message Information – Claimant/Employer 

· Appeal Request Information - Employer (Appeals Level)

· Appeal Request Information – Employer 

· Add Representation - Claimant/ Employer (All Levels) 

· Witness List (All Levels) 

· Reason for Late Appeal 

· Appeal Confirmation - Employer (Appeals Level) 

· Appeal Confirmation - Employer 

· Appeal Acknowledgment - Claimant/ Employer (All Levels) 

· What You Need to Know About the Appeals Process - Claimant/Employer (All Levels)

· Appeal Information (Result)
	Employer


16 Account History

The table below lists all transactions that are required to be documented in account history. 

	Transaction Name
	Description

	Appeal Request Received
	System records an entry in the claim history when the appeal request is processed and the appeal record is created. 

“Appeal Request is received for: <Issue Id>, <Issue Type> - <Issue Sub Type> at the <issue level> level.


17 Audit Logging

Refer to the Global use case on audit logging for details.

18 Assistive Content

This use case is associated with or references the following assistive content (AC).

	FAQ
	Description

	Temporary Mailing Address
	“You may provide us with a temporary address to receive your appeal information.  If you have opted to receive your appeal information by mail, the information will be sent to both your permanent address and the temporary address you enter.  If you have opted to receive notification electronically, information will be sent to you electronically and to your temporary address by mail.  Please note: The temporary address you give us does not change the permanent address in your account and will be used only for this appeal.”


19 Other Notes
Demonstrate DOR Staff homepage

20 Activity Diagram

The following activity diagram illustrates the main and alternate flows for this use case: 
[image: image24.jpg]



21 Exhibits

No exhibits have been identified for this use case.
