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Section 1: How to Create an Employer Portal account if you don’t 

already have one 

After an employer has registered their organization/business with the Maine Department of Labor, 

Bureau of Unemployment Compensation, employers are encouraged to create a ReEmployME Portal 

Account.  

This is a self-service account through the ReEmployME system for employers to make adjustments, 

submit Tax & Wage Report, make payments and basically manage their account. Employer and TPA 

users will: 

• be able to use reset password functionality. 

• have Inquiry functions to review Tax & Wage Reports, Tax Payments, ability to upload Wage 

Files, and View Account Information. 

• be able to update the “My User Profile” option. 

• be able to complete a variety of Account Maintenance functions.  

• have the ability to Update the Registration - BIA Information.  

• be able to File Appeals. 

• be able to make Online Payments. 

• be able to review account balances. 

• If under Audit, has ability to complete Questionnaire and Post Audit Response. 

• be able to Maintain Bank Accounts. 

 

Pre-Condition: 

The Employer must be registered and have an Employer Account Number (EAN). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Maine Department of Labor 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

 Workshare Guide for Employers Page 5 

Scenario 1: Create ReEmployME Employer Self-Service Portal Account 

 

Step 1: Go to ReEmployME website page via hyperlink: www.maine.gov/reemployme  → Select 

“Create ReEmployME Portal Account – Employer or PEO” hyperlink 

 

Step 2: The “Employer Signup” screen displays → employer Enters all Required information to create 

a User ID → Make note of User Id and Password → Select Submit 

Passwords must be 8 to 15 characters. 

The first character must be a letter. The 

password must contain at least one 

uppercase letter, one lowercase letter, 

one number and two special characters. 

The special characters must be one of 

the following: (i.e., !@#$*._) 

http://www.maine.gov/reemployme
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Step 3: The “Employer Signup” Confirmation screen displays → the message will either be “Employer 

user singed up successfully.” <OR> The Employer Account Number (EAN) provided does not exist in 

the system 

 

 

 

Step 4: To verify the Self-Service Portal Account is established → Go back to the ReEmployME 

website via hyperlink: www.maine.gov/reemployme  → Select “Employer Login” hyperlink 

 

 

 

 

http://www.maine.gov/reemployme
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Step 5: The “Email Notification – Correspondence Sign-up/Password Reset” screen displays → Enter 

Email Address → Confirm Email Address → Select Application → Check-off “I Agree” Terms and 

Conditions → Select “Next”  

 

 

 

 

 

 

 

 

 

 

 

 

Step 6: The “Email Notification – Verification” screen displays → Review → Select “Back” if adjustment 

needed <OR> Select “Submit”  

 

 

Employer Account 

Number 
Employer Name 

Employer Email Address Confirm Email Address 

Employer Account 

Number 
Employer Name 

Employer Name 
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Step 7: The “Email Notification Confirmation” screen displays → Message Confirmation: “Email 

notification information saved” 

 

Step 8: The “Information Usage Disclosure” popup screen displays → Select “I accept” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employer Name 
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Step 9: The employer will receive a system email notification “MDOL EMAIL VERIFICATION” → An 

example of this notification follows: 
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Step 10: Login to the ReEmployME website via hyperlink: www.maine.gov/reemployme  → Select 

“Employer Login” hyperlink 

 

Step 11: The employer ReEmployME Portal Account menu displays → To finish the MDOL Email 

Verification process → Employer Selects “Verify E-mail” hyperlink via Main Menu page <OR> Tab 

hyperlink 

 

http://www.maine.gov/reemployme
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Step 12: The “Email Verification” screen displays → Enter the “Unique Verification Code” from the 

automatic email notification you received to your email address 

 

 

Step 13: The “Email Verification” screen redisplays with Confirmation message: Your email address 

has been verified. You may sign up to receive correspondence via email if not already done. You may 

also reset your password should you forget it, or need to change it, via our automated system. Please 

make sure you check your email regularly. → An example of this screen follows:  
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Section 2: How to assign the WorkShare Role to your Employer Portal 

In order to apply for WorkShare or do any modifications to the WorkShare plan an Employer must 

assign the role to their portal account. 

 

Step 1: To add the WorkShare Role, the Employer will log in to ReME with their User ID and password 

→ Select not a robot → Submit 
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Step 2: Select I accept 
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Step 3: Select My User Profile 

 

Step 4: Select Edit to add the role to an existing User or Add User to add a new User 

 

Helper text: 

 

 



 

 

Maine Department of Labor 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

 Workshare Guide for Employers Page 15 

Step 5: Enter all required fields → Select Workshare Application → Next 

 

 

Step 6: Verify the User has been added 

 

 

 

 

 

 

 

Now that the Role has been added you can apply for the 

Workshare Program. 
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Section 3: How an Employer Files an Online Workshare Application 

 

WorkShare is an Unemployment option that helps businesses retain their workforce during a temporary 

slowdown in work.  The program allows employers to voluntarily reduce the hours of staff in a particular 

unit, shift, or company from 10% to 50%, in lieu of layoffs.  The reduction must be temporary and not 

related to a seasonal, or intermittent down-turn.  Employees of the business are allowed to collect a 

partial Unemployment benefit to help them offset the loss of income.   

The WorkShare program helps businesses keep trained workers during a temporary downturn, and it 

helps workers stay connected to jobs and maintain their skills. 

 

Step 1: To file for the WorkShare Application, the Employer will log in to ReME with their User ID and 

password → Select not a robot → Submit 
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Step 2: Select Workshare 

 

Step 3: Select Workshare application 
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Step 4: The system will display the “WorkShare Employer Application Introduction” screen with links to 

view a PowerPoint and PDF Slideshow about how to retain the workforce during temporary economic 

slowdowns.  On this screen, the Employer can also click the Calculation page hyperlink to determine if 

they are eligible for the WorkShare Program. After review of each section the Employer will select Next 
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Step 5: The Employer will answer questions to see if they qualify for the WorkShare Program. These 

details will not be saved in the system and will not affect an Employers ability to file the WorkShare 

Application 

 

 

Step 6: Depending on the answers provided, the system will display the following message on screen: 

If you answered ‘Yes’ to any question in 1-4 or ‘No’ to question 5 and/or 6, then WorkShare might not 

be a good fit for you. If you still have questions regarding your potential eligibility for WorkShare, please 

call 207-623-6783. 
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If you answered ‘No’ to questions 1-4, and ‘Yes’ to questions 5 & 6, you may qualify for WorkShare. 

Select Next 

 

Step 7: Review the details. Select Back to edit or Next to continue 
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Step 8: The Employer will choose the Mailing Address from the drop down list or type in a new 

address.  Then they will answer Q2 regarding Physical Address (if Physical Address is different from 

Mailing Address, choose Physical Address from the drop down list or provide a new address), then 

select Next 

 

Step 9: The Employer will enter the Primary Representative and Official Responsible for WorkShare 

Certification (required) and Alternative Representative (optional), then select Next 
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Step 10: Answer the required WorkShare questions and upload the WorkShare Plan Employees 

Notification Template, then Select Next 

 

 

Step 11: Answer required fields → Next 
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Step 12: If Yes was selected to question 1 these additional questions will need to be answered. If no 

was selected it will advance you to step 14. Enter required fields → Select Add Agent to save the 

details of each agency 

 

 

Step 13: Select Next 
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Step 14: Enter required fields → Next 

 

 

Step 15: Enter Employee details → Add Employee → Next 

There is a 2 Employee Minimum per Unit 
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Step 16: Verify information → Back to edit or Next 

 

 

Step 17: Select Required fields → Next 
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Step 18: Select Required fields → Submit 

 

 

Step 19: Confirmation screen appears 
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Step 20: To verify this information was submitted, login to your account and select the Workshare 

dashboard 

 

 

Once a Representative has reviewed the application and approved it you will be sent correspondence 

with the details of the program. 

 

 

 

 

 

 

 

 



 

 

Maine Department of Labor 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

 Workshare Guide for Employers Page 28 

If at any point in the Application process, you selected the Finish Later button the Application will be 

incomplete, and you will be able to return to it to complete it or a Representative can delete it. 

 

 

If you selected finish later and then return to complete the Application, select the Complete Application 

to finish. 
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Section 4: Modify Employer Workshare Plan 

Once the application has been approved the Employer can request modifications to the plan when 

needed. The Employer can log into their WorkShare dashboard to do these modifications. 

 

Scenario 1: Log In to the WorkShare Dashboard 
An Employer can make many changes such as add an employee or a unit and many other options to 

their WorkShare account online by logging in to their account and selecting the Workshare tab. 

 

Step 1: Employer selects Employer Login 
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Step 2: Enter User ID and password → Submit 

 

Step 3: If the Employer has not signed up for email notifications this screen will pop up and require 

them to enter email → Confirm email → Agree → Next 
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Step 4: Select Workshare → WorkShare Application 
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Step 5: The “WorkShare Employer Application Dashboard” is displayed.  From here, Employers can 

update many details of the Workshare plan.  The following scenarios describe how to make changes to 

the WorkShare Plan. 
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Scenario 2: Update Employer Address 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Update Address. 
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Step 7: Update the required fields → Submit 

 

Step 8: Confirmation screen appears 
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Scenario 3: Update Representative 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Update Representative. 
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Step 7: Enter the Representative’s information → Submit 

 

Step 8: Confirmation screen appears 
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Scenario 4: Update Bargaining Agent 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Bargaining Agent. 

 

 

Step 7: Enter Agent information → Upload the signed Document → Add Agent  
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Step 8: The Agent and the uploaded document appear on the bottom of the screen. Select Submit 

 

 

Step 9: Confirmation screen appears 
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Scenario 5: Extend WorkShare Plan 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Update Plan. 

 

Step 7: Enter the Required fields and the new end date → Submit 

 

 

 

 

 

 

 

 

 

 

 

Step 8: Confirmation screen appears 

 

 

 

 

 

 

 

 

Note:  

• Workshare plan end date must be a Saturday 

• The plan end date cannot be before the current plan end date.  

• The plan end date cannot be more than 1 year after the plan start date. 
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Step 9: Verify that the plan information was updated with the new information 

 

 

 

 

 

 

 

Once you have completed the request to extend your plan, a Representative will need 

to approve or deny this request. You can check your Employer account to verify if this 

has been completed and approved. Select Modification History on your account → 

Select Plan Update 

 



 

 

Maine Department of Labor 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

 Workshare Guide for Employers Page 41 

Scenario 6: Add a Unit 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Add Unit 

 

Step 7: Enter all the required fields → Next 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  

• The Unit start date needs to be a Sunday 

• The percentage of reduction in work hours of the work week 

can’t be less than 10 percent or more than 50 percent 
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Step 8: Enter the required fields → then Select Add Employee 
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Step 9: After at least 2 Employees have been added Select Submit 

 

 

 

 

Step 10: Confirmation screen appears 

 

 

 

 

 

Note: All Units should have at least 2 Employees 

When a Unit is added this needs to be reviewed and approved by staff.  

Keep checking under modifications in your account to verify this has been approved. 



 

 

Maine Department of Labor 
Bureau of Unemployment Compensation 

Training & 
Support Unit 

 Workshare Guide for Employers Page 44 

Scenario 7: Update a Unit 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Update Unit 

 

Step 7: Select the Unit you are updating → Select the update request field → Submit 

 

 

Step 8: Confirmation screen appears 

 

 

 

 

 

Staff will need to approve the update request.  

Keep checking modifications in your account for approval. 
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Scenario 8: Add Unit Employees 
Follow Steps 1 – 5 above to access the WorkShare Dashboard. 

Step 6: Select Add Unit Employees 

 

 

Step 7: Select the Unit you are adding Employees to → Next 
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Step 8: Enter the Employee information → Select the reason for adding → Add Employee 
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Step 9: Verify that the Employee was added → Submit 

 

Step 10: Confirmation screen appears 

 

 

 

 

 

When adding a new Employee staff will need to review and approve the request.  

Keep checking modifications in your account for approval. 
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Section 5: Workshare Weekly Certification 

Once the plan has been approved the Employer can now enter or check the status of Weekly 

Certifications. 

 

Scenario 1: Employer enters Weekly Certification 
 

Step 1: Employer logs in by selecting Employer Login 

 

 

Step 2: Enter User ID → Password → Submit 
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Step 3: Select I accept 

 

Step 4: Select Workshare → File Weekly Certification 
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Step 5: Enter EAN or Employer Name → Search 

 

 

Step6: Select the Unit → Next 
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Step 7: Select the week to be certified → Next 

 

 

Step 8: Enter fields → Next 

 

The reason for increase/decrease 

drop downs will only show if hours 

worked do not match the normal 

workshare hours 
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Step 9: Verify the information you entered. Select back to edit or Submit if finished 

 

 

Step 10: Confirmation screen appears 
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