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Work share application instructions
Updated June 3, 2020

BEFORE YOU BEGIN
Confirm you have Adobe Reader installed
Contact the help desk to download the application, 
helpdesk@oregonmetro.gov or 503-797-1722.

Download and save forms
• Visit oregonmetro.gov/workshare

• Click on the Initial claim form, direct deposit and
withholding forms at the bottom of the page to open.
Save the form to your computer. Information will not
be saved if you fill it out online.

• Download and save the Schedule preference form.

Use this format when naming files: 
LAST NAME_FIRST NAME_Initial claim form 
LAST NAME_FIRST NAME_Direct deposit 
LAST NAME_FIRST NAME_Withholding 
LAST NAME_FIRST NAME_Schedule form 

COMPLETE THE FORMS
Step1: Complete the Initial Claim form 
Step 2: Complere direct deposit form 
Step 3: Complete tax ithholding forms
Upload the complete form to the secure file location 
provided below for your department.

Step 4: Complete the schedule preference form.
Provide your preferred, weekly schedule reduction days or 
hours off and email to your supervisor. Instructions are on 
page 6 of this document. They will approve and provide to 
the Kronos help desk to enter your Work Share schedule 
into your timesheet. Do not upload it to the secure site.

Department Coordinators Upload URL

Capital Asset Management Emily Puro, Jennie Spencer https://oregonmetro.sharefile.com/r-
rd5ddd9605c14d0c8

Communications Amanda Lopez, Jason Meyer https://oregonmetro.sharefile.com/r-
r44f7786fe9944cf8

Finance and Regulatory 
Services

Liz Scott, Somer Erickson, Emily Puro, 
Jennie Spencer

https://oregonmetro.sharefile.com/r-
r339da3b76164407a

Information Services Amy Padilla, Craig Seeger, Amanda 
Lopez, Jason Meyer

https://oregonmetro.sharefile.com/r-
r9d37bca460d4e4a9

Oregon Convention Center Stacy Coonfield, Janet Lee, Jennie 
Spencer

https://oregonmetro.sharefile.com/r-
rc317f86946642719

Planning and Development Elissa Gertler, Janet Lee, Jennie 
Spencer

https://oregonmetro.sharefile.com/r-
rb806ce1cbdb44798

Research Center Janet Lee, Jennie Spencer https://oregonmetro.sharefile.com/r-
r7b9cbd7f7d646dbb

Expo Center Matthew Rotchford, Amanda Lopez, 
Jennie Spencer

https://oregonmetro.sharefile.com/r-
r47cd5569a484b6b8

Parks and Nature Areas Linda Lechler, Marybeth Haliski, 
Melissa Weber, Amanda Lopez, Jason 
Meyer

https://oregonmetro.sharefile.com/r-
rf0872547616489e8

Portland’5 Centers for 
the Arts

Jeannie Baker, Amanda Lopez, Jennie 
Spencer

https://oregonmetro.sharefile.com/r-
r7798d6b78a24015b

Oregon Zoo Lori Ford, Sarah Keane, Emily Puro, 
Jason Meyer

https://oregonmetro.sharefile.com/r-
r4dd2c89eee74b70a

Contact any of these staff If you have questions about Work Share or filling out 
application forms.
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Employee information

STEP 1: Initial claim form

Metro information
(pre-filled)

Start date at Metro
Provided by HR or 
department coordinators.

Current classification

Metro is not part of the 
federal government. 
Mark yes only if you have 
another job with a federal 
agency. 
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Metro employment info
Enter Metro as your most 
recent employer, include 
start date. Leave end date 
blank or enter “current”.

STEP 1: Initial claim form

Check “still working”

Enter the annual wage 
information provided from 
Human Resources. See 
notes below. If you cannot 
locate that amount contact 
one of your department 
Work Share coordinators.

If you have worked at 
Metro for less than two 
years, enter previous 
employers for last two 
years to June 2018. 

Enter hourly or annual pay 
rates. No need to calculate 
total gross wages. If you do 
not remember your exact 
rate, estimate as closely as 
possible. 

Confirm agreement.

Provide digital signature. 
Follow these steps to 
create your Adobe digital 
signature.

Adobe tutorial here
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STEP 2: Direct deposit authorization

Check the “start” box.

Sign electronically and date

Personal information and 
bank name, branch phone 
and address.

Enter bank routing number 
and account number. See 
below on how to locate 
this information from a 
check or contact your bank 
for this information.

Locating your bank routing 
number and account 
number.

Complete this page to have your weekly unemployment 
compensation payments directly deposited to your bank account.
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STEP 3: Tax withholding

Personal information

Sign electronically and date

Under “Start”, enter how 
you would like taxes 
withheld. leave blank if you 
do not want tax withheld.

Unemployment compensation payments are taxable income. 
Complete this page to have taxes withheld from payments.
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STEP 2: Schedule preference form

Name, employee 
information

Select preferred schedule

Sign electronically and date

Complete this form and email to your supervisor for approval.

Email the completed form to your 
supervisor. 

Do not upload this form to the file 
server.


