
Unemployment 
Insurance

Weekly claim instructions for state agency SharedWork
participants, updated July 13, 2020.



ESD.WA.GOV

Select Login now if 
you have already 
started application.
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Presenter
Presentation Notes
Washington State began to participate in the program in 1937 when the first conforming laws were passed and the state government began collecting UI taxes from Washington employers. In 1939, Washington began to make Unemployment Insurance payments to unemployed and underemployed workers. The maximum weekly payment was about $15, with an average of just under $12. 
The average wage for all workers in the state was about $27 per week at that time.

Every state has a different agency that is responsible for administering the program. In Washington State, the responsibility falls to the Employment Security Department (ESD) under the supervision of the U.S. Department of Labor.




Type your 
Username and 
Password and 
click Sign in.
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Click this link 
to apply for 
benefits or 
manage claims.
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Use either link 
to file your 
weekly claim.
It will appear 
every Sunday.
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This will not 
apply to 
SharedWork
participants.
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If you answer “yes,” you will be asked:
• Did you or will you receive holiday pay?
• Did you or will you receive sick pay?
• Did you or will you receive vacation pay (PTO)?
You will need to report the hours and gross earnings 
for any that you answer “yes” to.
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If you answer “yes,” you will be asked:
• Is there a contract that requires your employer or 

union to make these payments?
• Is your employer paying you through a notice period?
• Has your employer attached any stipulations to the 

pay, such as having to remain available for work for 
any period of time after your last day worked?

• Would these payments stop if you accepted new 
employment before the payment period ends?
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This includes work for your 
agency, so the answer will 
almost always be “Yes,” 
unless you were on leave 
without pay.
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Employment Security

Click the hyperlinked employer 
(your agency), type in the hours 
and earnings and click “Enter”.  
If you have another employer, 
such as for a second job, it 
should offer you a hyperlink 
with that employer’s name.  If 
you worked for another 
employer, but it does not offer 
you the hyperlink, click on “Add 
another employer” and search 
for the name.



32.00 640.00
Employment Security

In this example, just 
multiply your hours with 
your hourly rate of pay to 
get your gross earnings.

SharedWork participants 
will always say “No” to this 
question, since they are still 
employed by their agency, 
regardless of furloughs.
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If you answer “yes,” you will be asked:
• Was this casual labor, such as mowing a 

neighbor’s lawn or helping a friend move?
• You will need to provide:

- Total hours worked
- Your net profit (gross income minus           
reasonable business expenses)
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If you answer “yes,” you will be asked to:
• Enter the total reimbursement amount, 

excluding out-of-pocket expenses.
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If you answer “yes,” you will receive a fact 
finding questionnaire or an “alert” after the 
weekly claim has been submitted.  You will 
need to complete that questionnaire.  A 
decision will be made after the fact finding 
is conducted to either allow you benefits for 
the week or you could receive a denial, 
which may result in an overpayment.
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If you answer “yes,” you will be presented with 
additional questions about your retirement.
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If you answer “yes,” you will receive a fact finding 
questionnaire or an “alert” after the weekly claim has been 
submitted.  You will need to complete that questionnaire.  
A decision will be made after the fact finding is conducted 
to either allow you benefits for the week or you could 
receive a denial, which may result in an overpayment.
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Employment Security

If you answer “no,” you will receive a fact finding 
questionnaire or an “alert” after the weekly claim has been 
submitted.  You will need to complete that questionnaire.  
A decision will be made after the fact finding is conducted 
to either allow you benefits for the week or you could 
receive a denial, which may result in an overpayment.

Your agency will 
be listed here
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If you answer “yes,” you will receive a fact finding 
questionnaire or an “alert” after the weekly claim has been 
submitted.  You will need to complete that questionnaire.  
A decision will be made after the fact finding is conducted 
to either allow you benefits for the week or you could 
receive a denial, which may result in an overpayment.
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Clicking on this 
link will get 
you into your 
current and 
active claim.
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To check the status of your weekly claims(s), on 
your Home page, select the “Weeks Summary” 
tab.  If the status is “Pending,” check the 
“Pending Issues” tab for more information.
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If payment status is “Invalid,” it means 
you are not monetarily eligible. 
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If payment status is “Excess Earnings,” this means 
you have earned too much money to be eligible 
for unemployment benefits for that week. 
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If payment status is “Disqualified,” 
click on the Decisions Status tab 
to find out for what reason.

Click on the 
hyperlink of the 
dollar amount 
under “Benefits 
paid” to get 
additional details.
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Click on “Benefits Paid”
to view details.
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Unemployment Questions  

When do I file my weekly claims?
Sunday through Saturday, for the previous week.

What do I do when I am furloughed only one day a month?
Continue to claim every week, reporting your hours and earnings.  This will 
prevent you from having to restart your claim every time you have a furlough day.

Do I have to report earnings from a second job?
Yes, you must report all hours worked the previous week, regardless of who you 
worked for.

Do I need to do anything to receive the additional $600?
No, if you are eligible, you will automatically receive it.

If I make a mistake on my weekly claim, can I fix it after                    
I have submitted?
No. You will need to contact your agency’s SharedWork representative.
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SharedWork Web page 
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Resources to Help!

For everything SharedWork: 
www.esd.wa.gov/SharedWork

Your Agency SharedWork Point of Contact

Frequently Asked Questions for state employees: 
https://esd.wa.gov/SharedWork/state-furlough-faq

SharedWork: 800-752-2500
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http://www.esd.wa.gov/SharedWork
https://esd.wa.gov/SharedWork/state-furlough-faq
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