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All employers and TPA’s are required to submit a weekly certification for each employee participating in their STC plan, 
regardless of whether an employee has filed a claim. You have from Sunday to Wednesday to file your certification for the 
previous week. Failure to submit your certification may result in termination of your STC Plan. 

Your spreadsheet must be in a Text format. 
Note: Cutting and pasting will change the formatting in your spreadsheet, it is best to type the 
information in your spreadsheet.   

STEP 1  

If any of the responses below are zero, enter 0.

Enter the following information as shown in 
the sample below.

1. Plan ID Number

2. SSN’s of all participants in  
your STC plan

3. Name of affected unit for  
each participant

4. Whether the participant was offered 
hours for the week from their STC employer and if so, how many

5. Number of hours worked by each participant

6. Number of approved (paid or unpaid) leave hours for each participant

7. Whether the participant is still employed by your company

STEP 2  

Save your spreadsheet as a CSV document. Indicate the week you are certifying in the file name.
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This guide is not intended to take the place of the law, but to provide you with a general understanding of some of the requirements. This guidance document 
is advisory in nature but is binding on an agency until amended by such agency. A guidance document does not include internal procedural documents 
that only affect the internal operations of the agency and does not impose additional requirements or penalties on regulated parties or include confidential 
information or rules and regulations made in accordance with the Administrative Procedure Act. If you believe that this guidance document imposes additional 
requirements or penalties on regulated parties, you may request a review of the document.



STEP 3  

If you are an employer, sign into  
dol.nebraska.gov/UIconnect  
using your EAN and account password.  

If you are a third party administrator, 
click the “Complete” button under Weekly 
Certification, then enter your STC Login ID 
and password.

STEP 4  

Select the STC Center tab and select your STC plan from 
the dropdown list.

STEP 5  

Select the end date of the week you are certifying.  

STEP 6  

Upload your certification spreadsheet.  

STEP 7  

Review and confirm that all of your entries are correct. If a value 
entered for any employee does not match the employee’s entry in his or 
her weekly certification, there may be a delay in payment and a review 
of the participant’s week.

STEP 8  

Enter your STC contact information and submit your weekly 
certification.
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