
How to file a Weekly Certification

Work Share is an Oregon Employment Department Program



How Employees File Weekly Claims
• Employees will need to submit Weekly Claims using Frances 

Online
• Claims must be filed during the week (Sunday – Saturday) immediately 

following the week being claimed.
• If hours are reduced this week, the weekly claim should be filed between 

Sunday-Saturday of next week
• All weeks can be claimed regardless of if they are eligible for benefits

• If not eligible for benefits, it is simply not paid
• If reduction is outside of 10%-50% range, the claim will default to Regular UI 

rules, but can still be claimed
• If there is a break between weeks claimed, an “Additional Claim” will need to be 

filed before weekly claiming can resume
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After logging in, navigate to the “Current 
Unemployment Insurance Benefits” tile and 
look for the week to be claimed and the 
status of “Ready to File”. If this is present, 
click on “File Now” to start the weekly 
claim.

If “Ready to File” is not present or the only 
week visible is “Not Filed” and “Restart My 
Claim” is visible in the bottom of the UI 
Benefits tile, an “Additional Claim” is 
required. In this case, please refer to the 
guide for submitting an Additional Claim.
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The first question asked is whether the 
claimant was temporarily laid off by their 
Work Share Employer.

Temporary Layoff (TLO):
• 0 hours of work offered
• $0 paid
• Employer still paying for benefits at 

same level as normal
• Employee still accruing leave at same 

rate as normal

*If claimant is TLO for more than 4 
consecutive weeks, they will need to begin 
performing work searches until they return 
to work.

After selection, click “Next” to continue
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The first question on this screen is whether 
the claimant failed “to accept any offer of work 
last week”. Another way of asking this is, 
“was there a missed work opportunity?”

“Missed Work”
•  When the employer offers a reasonable 

opportunity for work and the employee 
does not accept it (i.e. out for vacation, 
sick, bereavement, Jury Duty, etc.)

Not “Missed Work”
• Paid Holidays
•  Accrued leave solely used to increase 

hours paid and not due to absence

Missed Work may be allowed if accrued leave is used to cover it completely and is “for the purposes of serving jury 
duty, the employee being sick, caring for immediate family member who is sick or in response to a declared 
emergency as defined by OAR 471-030-0071 and the entire week is not “missed”.
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Remaining questions should be answered 
truthfully.

After selection, click “Next” to continue

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



Provide information regarding Work Share 
Employer hours and earnings.

“Hours Worked” is combination of actual 
hours work, paid holidays, and any 
accrued leave taken.

“Earnings” is a combination of pay from 
actual hours work, paid holidays, and any 
accrued leave taken.

“Other Pay” is a reflection of earnings not 
associated with hours worked. Examples 
include bonuses, commissions, tips, etc.

After entry, click “Next” to continue
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Provide information regarding possible 
payment from Workers Compensation.

Provide information regarding possible 
changes to retirement/pension/annuity 
payments.

After entry, click “Next” to continue
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Provide information regarding earnings 
from other/secondary employment. If there 
were secondary earnings, click “yes”, else 
“no”

“Hours Worked” is combination of actual 
hours work, paid holidays, and any 
accrued leave taken.

“Earnings” is a combination of pay from 
actual hours work, paid holidays, and any 
accrued leave taken.

“Other Pay” is a reflection of earnings not 
associated with hours worked. Examples 
include bonuses, commissions, tips, etc.

After entry, click “Next” to continue
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To ensure claim information remains 
accurate, indicate if there is any change 
to the claimant’s address.

After entry, click “Next” to continue
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This screen offers an opportunity to 
review all answers to questions provided 
prior to submission.

If all answers are accurate, click “Submit” 
to continue
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This screen offers an opportunity to print 
all answers to questions provided.

If desired, click “Printable View”. 

When ready to finish, click “OK”.
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After submission, the claim should 
reflect:

“Processing”: no issue with the 
submission, claim should release 
payment on the following 1-2 days

“In Suspense”: submission has at least 
one item that requires adjudication

“Denied”: claim will not pay due to issues 
such as an adjudication decision, excess 
hours worked (40 or more) or excess 
earnings.
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