
How to Review Weekly Claims

Work Share is an Oregon Employment Department Program



How to Review Weeks Claimed

• An employer can view their Work Share employees' weekly claims
• If the claim was made within the past 14 days, the employer 

can dispute the details of the claim
• Employers are not required to review
• Weekly claims will be paid from the information originally provided
• Any logged disputes will be investigated, and over or under-payments will 

be addressed if necessary
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On the Home tab, select the “More” 
hyperlink in either the Wages and 
Contributions panel or the 
Unemployment Insurance panel.

(Depending on your access, you 
may not see both panels.)
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On the More tab, you will see several 
sub-panels, including Work Share Plans.
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(Depending on your access, you may 
not see all panels.)
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From the Work Share Plan panel, you can:

• Select “Apply for Work Share” to submit an 
application.

• Select "Work Share Plans" to change an existing 
plan.

• Select "View Filed Claims" to view or dispute 
previous weeks claimed.
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Enter the date of a Saturday to
review claims submitted by Work Share 
participants for that week.
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Example:
• The claimant’s hours were reduced 

during the week of 02/04/24 – 
02/10/24.

• To claim for that week, they need to 
submit a weekly claim during the week 
of 2/11/24-02/18/24.

• To review the claim, the employer must 
select the date of 02/10/24.
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You can enter the date manually or
by selecting the calendar icon on the right 
side of the field and choosing the date.
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After entering the date, select “Get 
Earnings” to view the claims submitted for 
that week.
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You can use this request process to 
manage all Work Share earnings.
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To review other weeks, enter a new date 
in the “Saturday” box and select “Get 
Earnings” to refresh the list for the desired 
week.

If there the entries are correct, select 
“More” at the top left of the screen to exit 
the window.

If you need to report discrepancies, 
select “Report Corrected Earnings.”
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Individual claims can be disputed for the 
selected period.
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To dispute claimant data, select the 
“pencil” icon on the left, next to the 
claimant’s name.
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Corrections can be entered for each data 
point on the selected claim.
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Here the employer corrected:
• Reported hours

• Adjusted 32 to 30
• Reported earnings

• Adjusted $1200 to $1,125
• Reported time off

• Adjusted 0 to 2.0 hours
• Unreported missed work opportunity

Select “OK” after making corrections or 
“Cancel” if no corrections are needed.
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Changes in the system happen in real 
time.
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Select the “pencil” icon on the left of each 
row to complete all additional updates.

Select “Next” to continue.
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Review corrections before submitting. If 
needed, select “Previous” to return to the 
“Corrected Earnings” screen.

If all corrections are in order,
select “Submit” to complete the process.
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