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Work Share allows eligible employees to work a reduced number of hours in a work week, rather than being laid off.  The 
plan permits employers to retain valuable employees while the employees receive a portion of weekly unemployment 
benefit compensation. 
 
The Work Share program has eligibility requirements and an application process which is outlined in the UIA Fact Sheet 
#156 (located on the Agency’s public website).   
 
 
 
 
 
 
 
 
 

Monetary Protests 

      Desk Guide 

 Work Share 

Processing Work Share in MiDAS 
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Work Share 

Employer Login in MiWAM 
 

MiWAM is the only way an employer can register for Work Share.  Employers may contact the Agency’s Work Share Hotline at  
1-844-967-5474 for assistance in enrolling in Work Share. 

1.  Once an employer is signed into their 
MiWAM account, they must click the UI 
Tax account  hyperlink from the My 
Accounts sub-tab.      
 

 

 
 

   

 

 

 

 
 

2.  Next, click the Register For Shared-
Work hyperlink to proceed to the 
enrollment page. 
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Work Share 

Work Share is not automatically granted to 
employers.  There is a process that 
employers must follow to receive Work Share 
status. 
 
There are specific requirements that must be 
met to quality for Work Share.  They are 
outlined in the Enrollment Eligibility section of 
MiWAM.   

1. Must have filed all quarterly reports. 
2. Must not have filed a $0 gross   

wages report in the last 12 
completed quarters. 

3. Must have paid all assessments, 
contributions, reimbursements in 
lieu of contributions, interest, and 
penalties due through the date of 
the employer’s application. *except 
for employers approved for 
apportionment (see p. 22).   

 
 

Eligibility and Enrollment 
 

 

1. Read the eligibility application and click the appropriate 
response; Yes or No. 

 
2. Enter the MiWAM password. 
 
Note:  Click the correct View File Format hyperlink to 
display the layout specifications for employer filed claims 
or Work Share certifications *see p. 5 for an example. 

Click No or Yes 

Note:  Selecting Yes 
does not automatically 
approve an employer 
for the Work Share 
program. 
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Work Share 

Eligibility and Enrollment (cont.) 
 

 

1. Click the OK button to return to the previous screen. 
 
2. Click the Printable View to view the confirmation page in a 

printable format.  To Print the confirmation page, click the 
print icon in the right hand corner or select File, then print 
from the tool bar. 

Staff will be able to search for 
an employer’s application using 
the system generated 
confirmation number.   
 
Note: Searching for a 
confirmation is done through 
the Search manager, then Web 
tab or the Web Profile 
springboard (Requests tab, 
Processed sub-tab). 
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Layout Specifications 
 
Once the View File Format hyperlink is selected, examples will appear outlining the acceptable formats for submitting information to 
the Agency.  Examples are shown below. 
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Work Share 

Notices in MiWAM 
 
Whether approved or denied to participate in the Work Share program, the employer will receive a Notice in their MiWAM Inbox.   

 

2. An approval notice will be titled, 
Notice of Approval to participate in 
Shared-Work.  

 
The notice will be viewable when the 
hyperlink is clicked (see p. 7). 

1. Click the Notices tab, then the Inbox  
      sub-tab to view the Agency  
      notification. 

Note: The approval and denial web 
notice is displayed on the next page.  
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Examples of Notices  
 

Below are examples of an approval and denial notice sent to an employer.  The employer will receive a web notice advising that the 
application was approved or denied. 
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Work Share 

Work Share Plans and Application 
 
Upon approval to participate, the employer must complete an application for a Work Share plan. If they applied for Work Share 
previously, all prior plans will also be listed. The employer’s options are:   

 

1. Click the Mange Shared-Work Plans 
hyperlink located in the I Want 
To...section. 

 
2. Next, click the Shared-Work Plan 

Application button to continue the 
process. 

The Shared-Work Plan 
Application button starts a new 
application.   
 
The View Plan, File Certification 
or Terminate Plan hyperlinks are 
the options an employer will  have 
if they have other plans. 
 
The File Certification hyperlink will 
allow the employer to file certs 
associated with that plan number. 
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Work Share 

Work Share Application 
 
The Work Share application includes a series of questions to determine if the employer’s plan will be approved.   

The View Employee List hyperlink 
at the bottom of the application 
allows employers to upload a file or 
manually enter the Work Share 
covered workers to their 
application.   
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Work Share 

Work Share Application (cont.) 
 
Once the file is uploaded the employer must click the submit button to complete the application. 

The Employees section is where 
employers manually enter or 
upload an electronic file of 
employees in the Work Share 
plan. 
 
Once the file is uploaded the 
employer must click the submit 
button to complete the 
application. 

1a. Use Import to electronically upload a 
file. 
1b.  Use the Add Employee hyperlink to 
manually add employees. 
1c.  Click Submit once the data is either 
uploaded or manually entered. 

All employee records can be edited 
prior to submitting the file only! 
 
Remember: Use the import button 
when uploading an electronic file. 
 
When manually entering names, be 
sure to enter all names first, then 
click Submit. 
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Work Share Claim 
 
The employer’s Work Share application will be processed immediately.  The Work Share claim(s) are web requests in MiDAS which 
will be generated during the nightly batch.   

 

 

NOTE:  
A Work Share and regular claim can be concurrent.  A claimant can 
have both Work Share and a regular UI claim within the same benefit 
year. The claimant can only be paid benefits for one claim at a time. 
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Work Share Attributes Tab in MiDAS 

The Attributes tab in MiDAS is where details about a 
claim is displayed.  From the  Account springboard 
navigate to the Claim tab and Claim sub-tab to view 
the information.   
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Notice for Work Share Tab in MiDAS 

The Notice For Shared-Work tab in MiDAS is 
where details about Weekly Shared Amount, 
eligibility dates, charging detail and 5x 
requirements are displayed.   
 
From the  Account springboard navigate to the 
Claim tab and Claim sub-tab to view the 
information.  Next, click the Notice For Shared-
Work tab. 
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Notice To Employees Form 

Form UIA 1054, Notice To Employees of Approval Of 
Shared-Work Plan, is generated and mailed to the 
claimant once an employer is approved to participate in 
the Work Share plan.   
 
This form is similar to a monetary determination on a 
regular UI claim. 
 
The claimant cannot protest this claim or 
document. 

  

 

 

XXX 
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Employer Certification 
 
Claims that are approved for the Work-Shared plan must complete certifications in order for the claimant to receive benefit 
payments.  All certifications must be submitted by the employer via their MiWAM account for the claimant.   

1. Select the UI Tax Account, then click the Manage Shared-Work 
Plans hyperlink. 

2. Select File Certification hyperlink for the plan corresponding with the 
claimant. 

3. The certification may be entered by the employer only using two 
methods:  a. manually entered or b. file uploaded  by clicking the 
Import button. The employer can select View File Format to see the 
format needed for the file. 
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Employer Certification (cont.) 
 

The certification will process through the nightly job or it can be manually processed into MiDAS, the same as any other certification, 
but via the employer’s account.   

4. The employer will enter the appropriate 
information in the fields under the 
Employee Certification section.   

 
5. Click the submit button when finished. 
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Employer Certification - MiDAS View 
 
To view any certification that is pending, click the Web tab then the Require Attention sub-tab. To manually process a Work Share 
certification, click the Process hyperlink. Once the hyperlink is clicked, the certification will immediately process in MiDAS.   

 

The example above displays what the completed web requests look like from the Employer Account springboard.   

Employer Customer 
springboard 

 

Employer Account 
springboard 
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Employer Certification - MiDAS View (cont.) 

 
 

 

Click here to see the cert 

The Work Share certification is located on the 
summary sub-tab and certifications sub-tab on the 
claimant’s Account springboard.    
 
Click the Shared Work Cert  hyperlink to view the 
actual cert questions. 
 
Two examples are shown here. 
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 Taxes and FOC   
payments will not be 
deducted from Work 

share claims. 

Work Share 

Employer Certification - MiDAS View (cont.) 

 

 

 

 

 

The completed Work Share certification and Calculation and Charging can be viewed from the Report springboard; just like a regular 
UI certification by clicking the Shared Work Cert hyperlink (shown on previous page).  The cert is shortened and the questions are 
different from a regular UI cert. See the examples below. 
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Viewing Work Share Payments in MiDAS  

The Period springboard is where detailed transactions 
associated with each cert week are located.   

1. Click the Shared Work Cert hyperlink to view the 
certification and/or the Calculation and Charging tab. 

 
2. The Benefit Payment sub-tab will display details of 

the payment. Click the MiDAS generated ID hyperlink 
located beneath the Benefit Payment column to view 
the Refund springboard. 
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3.  The Refund springboard will display details 
of the associated benefit payment requested 
which corresponds with the certification week. 

Work Share 

Viewing Work Share Payments in MiDAS (cont.) 
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3.  The Refund springboard will display details 
of the associated benefit payment requested 
which corresponds with the certification week. 

Work Share 

Employers with Apportionment 
 

Apportionment allows employers with 25 or less employees to divide their first quarter payment if they meet the criteria outlined in 
in Section 13(3) of the MES Act.  Employers with a negative balance are not considered delinquent if they are apportioning their 
first quarter liability and does not disqualify this type of employer from Work Share.    

 

 

 

 

 

 

  

 

 

 
 

 

When a negative balance is present, verify the 
combined report on an employer’s account to 
determine if the Apportionment Election box is 
checked.   
 

The employer is eligible if all other defining 
factors are present (p. 3). 


