
How to Submit a Work Share Application

Work Share is an Oregon Employment Department Program



How to Apply for or Renew a Work Share 
Plan
• Work Share plans are valid for 52 weeks.
• Plans can start on the Sunday of the week the application 

is submitted or on a future Sunday.
• Plans can be renewed year after year.
• Plans are tied directly to the Oregon Business 

Identification Number (BIN) that provides payroll for the 
affected employees.
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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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The Introduction screen 
shows minimum requirements 
information and Work Share 
program guidelines.
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After reviewing, select “Next” to 
continue.
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Review the list of information 
needed to complete the Work 
Share application.
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After reviewing, select “Next” to 
continue.
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This screen describes Employer 
and Participating Employees' 
responsibilities related to the Work 
Share program.
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After reviewing, select “Next” to 
continue.
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Choose the appropriate answer 
form the dropdown menu and 
select “Next” to continue.
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Enter the name and contact 
information for an authorized Work 
Share program representative.

You must provide one Primary 
Employer Representative; 
however, we strongly encourage 
designating an alternate.

Enter the appropriate information 
and select “Next” to continue.
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Here you will enter information about your 
plan, including:

Plan Preferred Name (required): Can be 
any combination of numbers and/or 
letters. Names commonly seen are plan 
numbers, dates/years or office locations.

Requested Plan Start Date (required): 
Must be a Sunday date, can be the 
Sunday of the current week or a future 
Sunday date.

After providing your plan information, 
select “Next” to continue.
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If the affected employees have a 
Union Affiliation, use this screen to 
upload signed approvals.

OED does not have a formal form 
for this purpose. You may use your 
own letter or document signed by 
the Authorized Union 
Representatives.

After providing the appropriate 
information, select “Next” to 
continue.
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You must add a minimum of three 
employees to your Work Share participant 
list to submit your plan.

You can manually add participants or add 
multiple names at once using an Excel 
spreadsheet.

Select “View Upload Format 
Specifications” to use an Excel 
spreadsheet.
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Select “Excel Template” to 
download the Participant 
List template.

After downloading the Excel 
Template, select “OK” to continue.
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Example Participant List spreadsheet:

“Current Hours” = number of hours the 
employee works during normal (not 
reduced) operations.

“Reduced Hours” = estimation of 
proposed reduced hours during a 
business slowdown.

Actual reductions may differ and do not 
require approval or updates to the 
Participant List.
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To upload the Participant List Excel 
spreadsheet, select “Upload 
Participant List.”

To upload correctly, the file name
must be: WorkShareParticipants

(no spaces)
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Confirm participating employees are listed 
correctly.

To remove employees, select the “X” next 
to the appropriate line.

To update other participant information, 
select the “pencil” icon next to the 
appropriate line.
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Employee Information can be manually added 
on this screen.

“Current Hours” = number of hours 
the employee works during normal 
(not reduced) operations.

“Reduced Hours” = estimation of proposed 
reduced hours during a business slowdown.

Actual reductions may differ and do not require 
approval or updates to the Participant List.

After entering all required information, 
select “Add” to continue.
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When you are finished adding participating 
employees, select “Next” to continue.

If you did not add at least three 
participants, you will see an error message 
and will need to add additional employees 
to continue.
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Review the agreements and enter 
your name in the “Print Name” 
block.

Select “Submit” to complete the 
application.
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The application will show as “Plan 
Pending Review” while Work Share 
staff are reviewing your plan.

Select “More" at the top of the 
screen to return to the More tab.
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When the Work Share plan has 
been approved, the status on this 
screen will change to “Plan 
Approved on (date)”

After your plan is approved, more 
options will be visible in the Work 
Plans panel, including:
• “View Plan Employees”
• “Update Work Plan.”

Select “More" at the top of
the screen to return to the More 
tab.
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