eServices for employers-
Apply for SharedWork

eServices is the Employment Security Department’s secure website for employers and employees.

Create an account
You’ll need to complete three steps, but you might already have completed one or more of them:

1. Create a SecureAccess Washington (SAW) account if you don’t have one yet. SAW gives you access
to EAMS (for paying taxes and filing wage reports), other Employment Security online services and
services from other Washington state agencies.

You might already have a SAW account if you or your third-party representative use EAMS, if you
have managed your employees’ unemployment claims online or if you use other employer services
at the state departments of Labor & Industries, Revenue or Licensing. You can add eServices and
Shared Work to you SAW menu by entering the code BEEP at the Add A New Service page.

GOOD AFTERNOON!

What can we help you access today?

ADD A NEW SERVICE
I would like to browse a list
of services.
ENTER YOUR CODE _
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2. Request access to locked services within EAMS. Instructions.
Note: If you want to use eServices only to apply for the Work Opportunity Tax Credit, you don’t
need to complete this step.

3. Go to esd.wa.gov and select Sign in or Create new account.


https://esd.wa.gov/employer-taxes/about-EAMS
http://www.esd.wa.gov/

Sign in

1. Sign-in to eServices. Follow the three steps below. If you already have a SAW account, sign in using

your SAW username and password.
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Sign in for eServices

Individuals

Apply for unemployment benefits

Submit a weekly claim

Manage your unemployment benefits claim
Restart a current claim

Pay a benefit overpayment

Look up your past wages

SecureAccess Washington (SAW)

Use your SecureAccess Washington (SAW) username and password
What is SAW?

Employers: If you have ever paid taxes online with EAMS (Employer
Account Management Services), you must use the same SAW account.

Username:
Check to see if you have a SAW account

Username

Password:

Password

Trouble signing in?

Employers

* Paytaxes

* Apply for SharedWork

* Apply for the Work Opportunity Tax Credit

* Manage your employees' unemployment claims
© Send a secure message
o View and respond to correspondence
o File an appeal

Need an account?

If you haven't already, you must create and activate a SecureAccess
Washington (SAW) account to use our online services. What is SAW?

Check to see if you have a SAW account

Create new account

We use SecureAccesss Washington
to protect your personal
information

m SecureAccess
WASHINGTON




2. Confirm the computer or mobile device you are using by entering your telephone number and email
address. Then select and answer three challenge questions.

=== Employment Security Department
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Sign Out

Select and answer three challenge questions

In the future, when you sign in using an unrecognized device, we will ask you to answer a challenge
question to verify your identity.

Your answers should be 30 characters or under and include no symbols. You might want to record your
answers in a safe place for future reference.

Question1

Answer

Question2

| - Please select a challenge question - v

Answer

Question3

| - Please select a challenge question - v

Answer

3. Next, select for an employer and the Continue button.
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Sign out

eServices

Update your SAW profile and access services

) | from other government offices by visiting
You're almost there! SecureAccess Washington

Are you signing in for yourself or for an employer? Please select one.

» For yourself

OR

v For an employer

If you're an employer or a representative authorized to act on an

employer’s behalf -




Apply for the SharedWork Program

Select Apply for SharedWork.

For an employer

eServices: Full service management of your employees’ unemployment claims

+ Check the status of claims

- View and respond to correspondence about an employee’s claim, including job separation information
* File an appeal

* Report a refusal of work

- Send a secure message about a claim or employee

+ Request standby for an employee or a group of employees

+ Apply for Sharedwork

Apply for SharedWork

* What's Sharedwork?

- Manage your SharedWork plan

- Add or remove employees

» Access plan documents and letters

Apply for the WOTC (Work Opportunity Tax Credit)

+ Submit applications and documentation
- Check the status of applications
+ Print certifications

Manage your tax account with EAMS (Employer Account Management Services)

+ Pay taxes
* Submit wage reports

SIDES eResponse

+ If you are already signed up for eServices, you do not have to sign up for SIDES eResponse.
+ eResponse is limited to responding to separations (quit, fired, laid off, suspended) only. You cannot manage any other account information.
+ Ifyou sign up for SIDES eResponse, you will no longer get job separation documents via eServices or US postal mail.

= Employer eServices
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If you are an employer representative of several businesses, you will see all your clients displayed on the
employer home screen. If you are an employer acting on your own behalf, you will see only your business
displayed. Select Apply for SharedWork under | want to.

Select the client for whom you want to apply.

Igﬁ Select a Client
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SEATTLE WA 58108.5115 YANCOUVER Wa 58651
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On your client’s home page, again select Apply for SharedWork under | want to.

ﬂ P Alerts @ | want to
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Nothing new 81 this tme
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Enter all pertinent information about the employer.

= Register for Shared Work
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Choose a company representative who will be a liaison between the company employees and the
SharedWork Unit for everything related to the company’s SharedWork plan. Enter information about
that person on the screen below. You also may name an additional representative.

= Register for Shared Work

4} Home Cllenit Sedection

Shared Work Employer Registration

Ercioyer ieformadon Registration

Employer Representative Information

AN empioyer representacive mus oe provided to coordinate with Shared-Work Fr:s'a" =Y in 3l mazers peran ngothe empioyer
planand ¢ g Si¢ eMpioyee Cams
Primary Employer Representative informatian

Neme PETE MOSS

Jo5 Tivie R MANAGER

Ema PETESMOSS.COM

Phane Workphone ¥ | 505 123.5654 Fax

WS you hke 10 Provice AN STerase empioyer representacive’ [ ves n




“Sign” your name on this screen and indicate your role with the company.

= Register for Shared Work

4 Home Client Selactson Regrster for Shared Work

Shared Work Employer Registration
Erior riemacen Sepotretion |

Employer Represertative informas

Asatienl information

Signature

By your signature, you are certfying the folowing

*  You Rave s Minimum 0f &t lesst Two permanent empioyees who are enrolied In the Shared-Work plan

*  Affected employees were niced ON & permanent Dasis

*  Heaith venefits will continue 10 be provided under the ssme Terms and LONETIONS 83 when affected employee worked
for nisiner usual weekly Nours, unless dDenefits changed for all your employees

* Retirement benefiss under g dJefined benefs plan or contributions Under 8 defined CONNbUtIoN plan will to De provides
under the same terms and condiztions as when the affected empioyee worked Nis/Ner usual weekly NOLrS, uniess retirement
benefits changed for all your employees

*  Paid vacation, holidays, and sick leave continue 1o De provided under the Same Terms and CONATIONS 85 when affected
empioyee worked his/ her usual weekly hours of work

*  You agree to furnish all reports and INformation necessary for proper adMINISTration of your Snareo-Work

*  Your participation s consistent with your obligetions under fecleral and state law

e If tnere are any Changed Lo the INfOrMAtion in INIS Slan PRICATION OF e PIAN PATICIPATION KIT, you wWill nOtify Snared-
Work program staff immediately

*  Each employee's reduction (A work NOUrs is in lieu of layoffs that would Nave resulted if NOt using Shared Work

Oy 3igning delow, |, | PETE MosS certify that 1 am authorized 10 SEN this JOTUMEnt on Denaif of the business
And al information provided on RIS APPUCALON I8 true and correct

| voi':ota O

PETE MOSS

Empioyer Sgnarire ey e

| ceo

e BT EECTE
Corporate Officer

| General Manager
HR Manager
Owner
Payroll Manager
Proprietor

Dace

This screen confirms you finished the first part of the application. The next part requires you to add
employees to your plan. To add employees follow instructions below:

= con |rmati°n Welcome, Q Settings

ﬁ' Home Client Selection Apply for SharedWork Confirmation

@ Confirmation

Thank you for submitting your employer information. You're almost done! Finish your SharedWork application by adding employees.
Complete this step now or later, but we need your employee list to process your application.

To Add Employees:
- Return to the Home page
. Select Manage o ShoredWork pian

1
2
3. Find your desired SharedWork plan and select update iist
4. Select the Add ar view employeses button

Home




Home page - Select Manage a SharedWork Plan

F Alerts @ | want to

) J There are no alerts Send us a message

Submit a tip
Apply for SharedWork
Manage & SharedWaork plan

Requeast standly for & claimant

Online activity | Notices/letters S Decisions status

m Needs your attention @ Submitted Processed

Select Update list

= SharedWork plan Welcome,

ﬁ- Home Client Selection SharedWork plan

SharedWork plan [ Fier |
Address Filed date Approved date Denied date Plan start date  Plan end date Update employeses Update unions

Jun 42020 Updare list Updarte union

Jun 4 2020 Update list Update union

Select Add or view employees

kE Manage SharedWork employee list Welcome, L settings

ﬁ- Home Client Selection SharedWork plan Manage SharedWork employee list

SharedWork Employee List

Per WAC 192-250-045 -- Who is not eligible for participation in the SharedWork program?

1. The following employees are not eligible for participation in the SharedWork program:
8. Employees paid on any basis other than hourly wage. This includes, but is not limited to, employees paid on a piece rate, mileage rate, job rate, salary, or commission
basis. The commissioner may waive this provision for employees paid as listed above if an hourly rate of pay can be established, except that salaried employees may
participate only if they are eligible for paid overtime.
b. Officers of the corporation that is applying for participation.
. 5easonal employees during the off season.

How do you wiant to manage your employees? Add or view emplayees | Remave employees |




Type employee information into cells or select download compatible Import form, complete save and
Import. When finished select Submit

' = Manage SharedWork employee list Welcome,

ﬁ' Home Client Selection SharedWork plan Manage SharedWork employee list

SharedWork Employee List

Per WAC 192-250-045 -- Who is not eligible for participation in the SharedWork program?

1. The following employees are not eligible for participation in the SharedWork program:
a. Employees paid on any basis other than hourly wage. This includes, but is not limited to, employees paid on a piece rate, mileage rate, job rate, salary, or commission
basis. The commissioner may waive this provision for employees paid as listed above if an hourly rate of pay can be established, except that salaried employees may
participate only if they are eligible for paid overtime.
b. Officers of the corporation that is applying for participation.
c. 5easonal employees during the off season.

How do you want to manage your employees? Add or view employees Remove employees |

A If this information is incorrect please contact SharedWork at 800.752.2500.

Enter each employee by typing in boxes below or import employee list from your computer  Fitter |

First Name Last Mame 55N Date of Hire Usual Weekly Hours Before Plan| Hourly Pay Rate Associated Union Approved

Download compatible Import form

Confirmation

= Confirmation Welcome,

ﬁ- Home Client Selection SharedWork plan Manage SharedWork employee list Confirmation

@ Confirmation

‘We received your submission. We will contact you if we need mare information.




