
How to Update the Participant List

Work Share is an Oregon Employment Department Program



How to Update the Participant List

• The Participant List can be updated at any point during 
the active period of a Work Share Plan.

• A minimum of three employees must always be present 
on a Participant List.

• When an employee separates from a business, they 
must be removed from the Participant List.
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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.

(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.

Select “View Plan Employees” to view 
the Participant List for a specific plan.

Select “Update Work Plan” to edit the 
Participant List for a specific plan.
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Select Edit “Manage Participant list” 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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Use this list of participating employees to add, 
update, or remove employees as needed.

Select “Add Employees” to add employees to 
the Participant List.

Select “Update” to make changes to existing 
participants, including updating employment 
from full-time to part-time.

Select “Remove” to update the list when an 
employee separates from the employer or 
requests to be removed from Work Share.
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Add Employee

Work Share is an Oregon Employment Department ProgramWork Share is an Oregon Employment Department Program

To add an employee to the Participant List, 
select “+ Add Employee” at the bottom of the 
screen.



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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Update Employee
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To update the condition of employment, such as 
a permanent transition from full-time to part- 
time employment, select the “pencil” icon next 
to the employee's name.



To update the employee information, 
select “Would you like to update or remove 
this employee?” and choose “Update” from 
the dropdown menu.
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Employee Information can be 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.

Select “OK” to continue.
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Remove Employee
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Select “Remove” to update the list when 
an employee separates from the employer
or requests to be removed from Work Share.

To remove a claimant from the Participant List, 
select the “pencil” icon next to their name.



To remove the employee from the Participant 
List, select “Would you like to update
or remove this employee?” and choose 
“Remove” from the dropdown menu.

Enter requested information on the 
conditions for removal.
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In the “Employee Removal” section, provide 
a reason for removal and whether the 
employee has separated from the employer. 
If the employee has separated, provide 
additional information, including the 
separation date and reason.

After providing the requested information, 
select “OK” to continue.
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Participant List changes will be reflected in 
the checkboxes below the headings “New,” 
“Update,” and “Remove.”

After completing desired updates, select 
“Next” 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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