
BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

These instructions are designed to help you with completing the initial application for the BSD & Oregon Employment Department Workshare Program.  Please take your time and make sure that you are following along 
with the instructions. You should complete this process only if you received confirmation of eligibility for the Work Share program from Beaverton School District. If you are uncertain of your eligibility, please 
contact HR-Classified-Jobs@beaverton.k12.or.us . You will only need to complete this process one time.

This claim form was designed for the regular unemployment claim form process; it is not specific to the Work Share program. All required fields, even if they don’t pertain to the Work Share program, must be 
completed in order to submit the claim form. Optional fields may be skipped. While you will be submitting information for an unemployment insurance claim, OED can process BSD’s Work Share program claims much 
faster using this process.

Review the information below before beginning the claims process. To avoid additional delays, the Initial Claim Form must be completed online by 4:00PM on May 28, 2020. Employees who become eligible prior to 
July 24 should complete the Initial Claim Form during this time.

Note: If you submitted an Unemployment claim in the past two months, regardless if it was related to BSD or another employer, you do not need to complete this process.

If you need assistance completing the form, please email HR-Classified-Jobs@beaverton.k12.or.us or call 503-356-4590. If we are unable to answer, please leave a voicemail and someone will return your call as soon as 
possible. You can complete the application from a smartphone if you do not have access to a computer.  If you do not have access to a device or the internet, we are offering in-person support sometime next week. More 
information will be shared once we have these sessions scheduled. 

Tips prior to starting your application

• Be prepared with the following information:
o Social Security Number.
o Driver’s license number
o Start date with BSD. If your employment with BSD started before November 1, 2018, an estimated date will be adequate.
o Work history for the last 18 months, including dates of employment, your employers' business names, addresses and phone numbers.

Ø You will be asked about other employment. You must answer this honestly - even if your work with the other employer has not changed.
o Estimated salary and total income from each employer.

o You can find your hire date and gross salary in Employee Online Services. If your employment with BSD started before November 1, 2018, an estimated date will be adequate. To look up 
your start date:

o Hire Date: This information is available in Employee Online under Menu > Personal Information > Additional Dates > Date of Hire. If you previously were a substitute and then were
hired on as full time employee, your date of hire may not include your time as a substitute. If you have questions about your hire date, please email: HR-Classified-
Jobs@beaverton.k12.or.us

o Gross pay : Entering an estimate will be fine. If you want to look it up, your gross can be found on your paystub which is available in Employee Online Services under Menu > Payroll 
Information > Check Stubs

o If you are not a citizen of the United States, you will need your Alien Registration Number and documentation.
o If you are a veteran, you will need your DD-214.
o When you are finished you will receive a confirmation page - do not close out before you receive that page or your form will not be saved.

Last Updated: May 21, 2020
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Click ”File Your New 
Claim

Filing the Initial Claim Form - YOU WILL ONLY FILE THIS INITIAL CLAIM APPLICATION ONE TIME for the BSD Work Share Program and you will NOT be required to submit weekly 
claims to the Oregon Employment Department.

Go to the Oregon Employment Department “File Your New Claim” website and click File Your New Claim. You will be guided through several screens to begin a claim. Please note, you cannot 
pause the application - you will have to complete it in one sitting. If you are unable to you will have to start over from the beginning. There is a 30 minute time out.

• Follow all steps in the process, answering each required question honestly, to the best of your ability. The following will help you answer some of the questions:
Note: Benefits will be backdated to when BSD began the program.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Read the disclaimer, 
make sure you have all 
recommended 
documents found on 
Page “1” and Click 
“Begin Claim” 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Answer all questions 
completely and click 
”Continue”
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Read the disclaimer, 
enter all required 
information and click 
“Continue” 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Depending on when you fill out your 
application, these dates will change. This 
is VERY important. Always pick the 
bottom option which is the date of current 
week ending on Saturday.
Do not backdate your application.  

BSD will provide the employment 
department with the true start date of our 
work furlough program. 

Click “Continue”
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Enter all required 
information and click 
”Continue”

7



BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Enter all required 
information and click 
”Continue”. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Review your address 
for accuracy and if all 
appears correct click 
”Continue”

If you need to make 
a correction, click 
“return to form to 
make corrections.” 

Your address will appear here

The suggested postal service address will appear here
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Enter all required 
information and click 
”Continue”

If you live in 
Washington State, 
this page will have 
two additional 
questions for you to 
answer.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Enter all other 
required information 
and click ”Continue” 

Are you a member 
of a Union that 
allows you to seek 
work only through 
your union hiring 
hall? 

Select “No” for 
this question. 

If you answer “Yes” for retirement 
income, additional questions will be 
asked. Answer this information 
honestly and to the best of your ability. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Click “K-12, Education, 
Training, and Library” and 
click ”select” to continue. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Click “Education, Training, and 
Library Workers, All Others” and 
click ”select and save” to continue. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Are you seeking and 
willing to accept this type 
of work now? 

Very Important! 
You must select “Yes” for 
this question. 

Click “continue” 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Very Important! You 
must answer all 
questions on this 
page as instructed.

Are you willing to work full and part-time? Select 
“Yes”.

Are you willing to work during all of the days and 
hours normal for that type of work? Select “Yes”

Enter your hourly wage with BSD. Entering an 
estimated monthly wage is sufficient. If you want to 
look up the information, your gross wages can be 
found on your paystub which is available in 
Employee Online Services under Menu > Payroll 
Information > Check Stubs. 

Are you willing to accept the same rate of pay for 
future work? Select “Yes”

Is there a reason you cannot begin full-time work 
now? Select “No”

Did you turn down any work since you last 
worked? Select “No”

Are you attending school? Select “No”, regardless 
of whether you are a current student. This 
question does not apply to the work share 
program. If you select yes, you will be required to 
enter additional information that is not required for 
work share. 

Click “continue”. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Are you currently 
employed? Select 
”Yes” 

Answer all questions 
based on your 
specific 
circumstances and 
click “continue”. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & InstructionsSelect “Beaverton 

School District.” 

If Beaverton School 
District does not pre-
populate, you will be 
required to type in 
the information 
manually.  

You must use this 
exact name and 
address provided to 
expedite the 
processing of your 
application. Do not 
abbreviate. 

Starting date of employment: You can find your hire date 
and gross salary in Employee Online Services. If your 
employment with BSD started before November 1, an 
estimated date will be adequate.  2018, To look up 
your start date: Note: this information is available in 
Employee Online under Menu > Personal Information > 
Additional Dates > Date of Hire

Last Day of Work - enter today’s date. 

Total gross earnings for this period: (or best estimate for 
the last 12 months) - this may be an estimate. We 
recommend using your monthly or annual gross, which can 
be found on your paystub in Employee Online Services. 
BSD is providing this information under the Work Share 
program so an estimate is sufficient for the application.

Employer Mailing Address: Leave as is. Do not edit this  
information. 

Did you work for this employer in a state other than 
Oregon? Select “No”

Is this employer an agency of the Federal 
Government?: Select “No”

Address where you worked: Enter the address for the site 
where you are primarily based out of. If you are not sure, 
click the box for mailing address is the same as address 
where you worked. 

Employer Phone: Enter 503-356-4500

Job Title: Enter your job title.  

Job Duties: Leave blank. Not required. 

Last pay rate: You can use your monthly gross wages from 
your paystub. This may be an estimate. BSD is providing 
this information under the Work Share program.

Have you separated from employer?: Select “No”
Remember - you have a reduction of hours, you were not 
laid off. Once you select “No” an additional question will 
appear. 

Why are you filing for Unemployment Insurance 
benefits at this time?: Select “Still working/hours cut”

If you are temporarily unemployed, enter your expected 
return to work date here: Leave this question blank. 17
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

If you have had any 
additional employers 
since January 1, 
2019, select “Yes” 

By selecting ”yes” 
you will be returned 
to the employer 
screen to enter 
another employer. 

If you answer “no” 
you will be taken to 
the next screen. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

The WorkShare and 
CARES Act funds are 
considered taxable income, 
if you are required to file a 
tax return.  It is your 
personal decision to have 
federal and/or state taxes 
withheld from the funds 
you receive.

Complete all required fields 
and click “Continue”. 
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

This does not apply 
to Work Share. Click 
“Continue”
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

The first payments you receive will be by 
check from the Oregon Employment 
Department. Subsequent payments will be 
issued via a Visa ReliaCard. Please read the 
terms and fees associated with the ReliaCard.

You will have the option to set up direct 
deposit once your claim has been set up. 

Scroll to the bottom of the page and check the 
box, “I have read the ReliaCard information”, 
then click “Continue”.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

This page outlines “Your Work Search 
Requirements”.  These requirements are not 
applicable to you as BSD is participating in the 
Work Share Program. 

Scroll to the bottom of the page 
and select the checkbox to agree 
and click continue.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Under the Work Share program 
you will not be completing 
weekly claims.  

BSD will be submitting this 
information on your behalf 
each week. 

Click, “What happens next”.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

This page outlines what 
happens next for regular 
unemployment claims. 

This information is not 
applicable to you as BSD 
is participating in the Work 
Share program. 

You will not be required to 
submit weekly claims. BSD 
will be submitting these on 
your behalf. 

You will not be required to 
register for iMatchSkills. 
Please disregard this 
information. 

Click “Continue”.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Click “Complete 
Application” in order to 
submit your initial claim 
form.
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BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions

Important! 

Click “Print This Page” and 
save it as a PDF or jot down 
your confirmation number.

You will not be 
able to set up 
Direct Deposit until 
after your claim 
has been 
approved. See 
additional 
information on 
next slide.

Do not create a 
profile with 
iMatchSkills, this 
is not a 
requirement for 
the Work Share 
program.
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PLEASE NOTE: AFTER COMPLETING THIS PROCESS YOU MAY RECEIVE AN EMAIL OR PAPER MAIL INDICATING 
APPROVAL OR DENIAL. YOU DO NOT NEED TO DO ANYTHING WITH THIS INFORMATION EVEN IF YOU RECEIVE A 
DENIAL NOTICE. THE LETTER IS AUTOMATICALLY GENERATED. OED WILL STILL PROCESS YOUR CLAIM VIA THE 
WORK SHARE PROGRAM AS SUBMITTED BY BSD.

Reminder: You only need to complete this online claim one time. BSD is participating in the Work Share program so you 
will not need to submit a weekly claim form through OED. Some eligible employees who earn additional income, receive 
retirement pay, or submit short leave will have to submit information on a weekly basis to BSD to report through the Work 
Share program.

Note regarding Payments: The first payments will be issued by check from the Oregon Employment Department, the following 
payments will be via a Visa ReliaCard. 

Direct Deposit: You will not be able to set up Direct Deposit until after your claim has been approved. If you would like to set up 
Direct Deposit, you can do this by completing this authorization form (English | Spanish) and submit directly to the Oregon 
Employment Department by fax or US Mail. You can view additional information on Direct Deposit and ReliaCard on the OED 
website here.

BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions
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Online, Email, & Phone Support

The Initial Claim Form must be completed by all eligible employees and submitted online, and can be completed on a smartphone.
If you need assistance completing the form, please email HR-Classified-Jobs@beaverton.k12.or.us or call 503-356-4590. If we are unable to answer, please 
leave a voicemail and someone will return your call as soon as possible. The quickest way to get a response is via email. 

Language Access Support Lines
Insert info here

In-Person Support
If you do not have access to a device or the internet, in-person support will be available:

Insert Support Times here. 

Location for In-person Support:
Insert address here

• In order to maintain social distancing, we ask that you follow these guidelines if you need to come to BESC for support:
• If possible come alone, or limit the number of individuals that must come with you
• Wear cloth face coverings
• Wear gloves
• Enter through the front door and exit out the back door
• Follow all directions of the volunteers
• Maintain proper social distancing at all times

BSD & Oregon Employment Department Work Share Program
Initial Claim Form - Process & Instructions
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