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• An employer can make changes to the Authorized 
Representatives at any point while a plan is active.

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

• Only Authorized Representatives may have access 
to Work Share plan information.
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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.



The Work Share Plans panel shows all 
active and inactive Work Share Plans 
associated with the business' BIN.

To edit the Authorized Representatives 
for a specific plan, select “Update Work 
Plan” for the appropriate plan.
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Choose edit “Employer Representatives” 
from the list of options and select “Next” 
to continue.
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Read the Introduction and select “Next” 
to continue.
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Edit the Primary and Alternate Employer 
Representative information and select 
“Next” to continue.
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Return to Table of Contents
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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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