FP&M Employees on Work-Share
Frequently Asked Questions (FAQs)

Please note: FP&M Human Resources provides this only as reference for FP&M employees. This information is accurate
as of June 10, 2020 and may not apply to other campus areas. Information about COVID-19 is changing often. Please
contact your supervisor or FP&M Human Resources if you have specific questions.

Am I eligible to apply for unemployment benefits?
•
•

Yes. You are an employee in the Work-Share program, so you are eligible for unemployment benefits for the
number of hours that UW-Madison reduced your schedule.
If you have another job outside of UW-Madison, the time you work at your two jobs combined cannot be more
than 90% of the total hours you normally work for UW.
Example: If you normally work 40 hours/week at UW and now have a 50% reduction in hours, your new
schedule is 20 hours/week.
90% of 40 hours = 36 hours
To stay eligible for unemployment benefits, you should not work 36 or more total hours in all of your jobs
combined. This means you cannot work 16 or more hours at your other job outside of UW. If you work more
than this, you will not be eligible for unemployment benefits.

•

You decide if you want to apply. The Department of Workforce Development (DWD) decides to approve you or not.

What happens if DWD rejects my Work-Share Unemployment Claim?
As soon as possible:
•

•

Email (or ask your supervisor to email) the Unemployment Benefits mailbox
(unemploymentbenefits@ohr.wisc.edu) and copy Kula Yang (kula.yang@wisc.edu),
or
Leave a phone message for the UW Unemployment Support Team at 608-265-2257 between 8:00 am – 3:00 pm,
Monday – Friday.

Give as much detail as possible about why DWD rejected your claim in the rejection letter you received.
The UW Office of Human Resources will usually email or call you within 24 hours.

Do I include Memorial Day on my unemployment claim?
•

•

If a legal holiday falls within your scheduled work hours:
o list it on the time sheet for that day, and
o report it as work hours (because UW pays it)
▪ Earned Wages = (number of hours worked + legal holiday hours) x hourly pay rate
If a legal holiday does not fall within your scheduled work hours, then the holiday becomes a floating holiday. Do
not include floating holidays as work hours on your unemployment claim.
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I can’t access or log into MyUW. Can HR give me a copy of my paystub?
•
•

HR cannot print and mail your earnings statements.
Contact DoIT to unlock your MyUW account. It’s important you have access to MyUW to see work emails, paystubs,
benefit information, and more.
o Call Cultural Linguistic Services (CLS) for help contacting the DoIT Help Desk from 7:00 am to 9:00 pm,
Monday – Friday. DoIT is available for 2nd shift until 9pm and 3rd shift employees can contact DoIT at the
end of their shift.
o You can use work time to call for help.
o You can also call from home to get help accessing MyUW from a home computer or phone.
o Go to DoIT website for many resources and links: https://kb.wisc.edu/helpdesk/

Can HR help me apply for unemployment benefits?
•
•
•
•

You must submit your own weekly claims online. (UW does not have access to view or enter the DWD
unemployment system.)
HR can provide resources, tools, and guidance that may help in the process.
If the Unemployment Guide or these Frequently Asked Questions don’t answer your questions, email
unemploymentbenefits@ohr.wisc.edu and copy Kula Yang at kula.yang@wisc.edu.
HR is working very hard to respond to questions in 24 hours or less.

When do I have to file for unemployment benefits?
Dates you…
• Worked, and
• file claim, and
• used vacation,
sick leave,
holiday
5/17/20-5/23/20
5/24/20- 5/30/20
5/31/20-6/6/20
6/7/20-6/13/20
6/14/20-6/20/20
6/21/20-6/27/20
6/28/20-7/4/20
7/5/20-7/11/20
7/12/20-7/18/20
7/19/20-7/25/20
7/26/20-8/1/20

You Can File
between these
dates

5/24/20-6/6/20
5/31/20-6/13/20
6/7/20-6/20/20
6/14/20-6/27/20
6/21/20-7/4/20
6/28/20-7/11/20
7/5/20-7/18/20
7/12/20-7/25/20
7/19/20-8/1/20
7/26/20-8/8/20
8/2/20-8/15/20

Report Bonus for

Find Shift
Differential / Bonus
Pay on paycheck

4/26/20-5/9/20

5/21/20

5/10/20-5/23/20

6/4/20

5/24/20-6/6/20

6/18/20

6/7/20-6/20/20

7/2/20

6/21/20-7/4/20

7/16/20

7/5/20-7/18/20

7/30/20
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How do I estimate and calculate my weekly wage?
•
•

Once you calculate your claim, it will be similar each week. (See the paystub example below).
You must enter these calculations on the DWD website:
o Weekly wage: report the week you work
▪ Weekly wage = number of hours worked x hourly pay rate (“x” means “multiplied by”)
▪ Enter the dollar ($) amount, not the hours
o Differential/Bonus: report this during the week you receive it on your paycheck (NOT for the week
you worked)
▪ Night Differential = number of hours worked between 6:00 pm to 6:00 am x $0.80
• If you work on weekends between 12:01 am Saturday to 12:00 am Sunday, you
must also add your weekend shift differential
▪ Weekend Differential = number of hours worked on weekend x $0.80
▪ Enter the dollar ($) amount, not the hours
o Holiday/vacation/sick time: report this during the week you use it
▪ Holiday/vacation/sick = number of hours taken x hourly pay rate

What do I report, and when?
How do I report shift differential payments on my weekly unemployment claim? Here are some examples:

Example 1:
A university staff employee is filing a weekly claim certificate for 5/24/20-5/30/20.
They make $15.00/hour and worked the below schedule.
Shift Worked
Sunday, May 24th
Monday, May 25th
Tuesday, May 26th
Wednesday, May 27th
Thursday, May 28th
Friday, May 29th
Saturday, May 30th
TOTAL Reported to
DWD

12:00pm-4:00pm
3:00pm-11:00pm
5:30pm-12:00am
12:00am-1:30am

Wages

Holiday/Vacation/Sick
Leave

Bonus Pay

$60.00
$120.00
$97.50
$22.50
$300.00

On every weekly claim certificate, you report:
•
•
•
•

hours worked
leave taken
*bonus paid
Report *all differentials when you get paid for them.

You earned 12.5 hours night differential and 1.5 hours weekend differential during this weekly claim, but you do
not report this pay on this week’s claim.
The night and weekend differential for 5/24/20-5/30/20 are paid on 6/18/20, so the employee reports all of those
differential earnings on the 6/14/20-6/20/20 weekly claim certification.
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Example 2:
The same employee is filing a weekly claim certification for 6/14/20-6/20/20.
They worked the same schedule as in Example 1.
Shift Worked
Sunday, June 14
Monday, June 15
Tuesday, June 16
Wednesday, June
17
Thursday, June 18

Friday, June 19
Saturday, June 20
TOTAL Reported to
DWD

Wages

12:00pm-4:00pm

$60.00

3:00pm-11:00pm

$120.00

5:30pm-12:00am
12:00am-1:30am

$97.50
22.50
$300.00

Holiday/Vacation/
Sick Leave

Bonus Pay

$22.40 paid on
differential earned
5/24/20-6/6/20

$22.40

On every weekly claim certificate, you report:
•
•
•
•

hours worked
leave taken
*bonus paid
Report *all differentials when you get paid for them.

On 6/18/20 you are paid for differential earned from work hours before this week’s claim, during 5/24/20-6/6/20.
You earned $11.20 differential for each week. Your paycheck is for two weeks, so your total bonus pay to report is
$22.40 total.
Report this total bonus pay on this week’s claim. Not when you worked the hours.
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Where can I find my pay rate, hours worked, and differential payments on my earning
statement (paystub)?

•

•
•

Look for the HOURS AND EARNINGS section
o Important: Use --- Current --- Hours and Earnings (see the green box in the example).
o This section shows any bonus payments you’re receiving on this paycheck.
You must claim all bonus payments on the weekly claim certification for the week they are paid on your paycheck.
DWD considers all lump sums, differential payments, and holiday premiums to be bonus payments.
In the example, the orange highlighted codes under “Description” show bonus payments. Find your pay rate
and check the payment date for the earnings you are reporting. The yellow stars in the example show where to
find pay rate and payment date.

Will future lump sums affect my unemployment claim?
•

You must report any lump sums on your weekly claim certification.
o UW cannot give you advice about your individual unemployment claims. However, the UW-Madison Office
of Human Resources talked with DWD and believes that lump sum payments for working during the
pandemic will not affect unemployment claims.

What happens if I have to call in sick on the days I’m scheduled to work?
•
•
•

Follow normal call-in procedures.
Cover the missed hours with leave time (as usual).
Follow the Attendance Policy. (5/5/20)
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My application status says:
•

Your issue is being reviewed by an adjudication
or

•

Issue: Review of educational employment
or

•

Issue: Review of workshare

What does this mean?
This means that DWD is still reviewing your application. If DWD needs more information, they will contact you directly
by mail or through central OHR at 21 N Park Street.

I’ve tried calling the Unemployment Help Center many times. I can’t get through or they put
me on hold.
How can I reach them?
We know it’s a challenge to reach the Unemployment Help Center or claims specialist. Please keep trying!
Tips:
•
•
•
•
•

Email through your unemployment account.
If your last name starts with a letter A – M, try calling between 7 am – 12 noon (Monday-Friday).
If your last name starts with a letter N – Z, try calling between 12 noon – 5 pm (Monday-Friday).
Call early in the morning when the office opens.
Try online services:

•

Go to the DWD website at https://dwd.wisconsin.gov/uiben/ for many Unemployment Insurance resources and
answers. CLS can help you read the Frequently Asked Questions (FAQs).
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How do I correct my application after I submit it?
•

If you submit your claim with a mistake, you can correct it the same day you submitted it.
o Click the link on your summary page and correct the information.
o If you can’t do this, submit the contact form or call the Unemployment Help Center as early as 7:00 am.

When will I get my unemployment paycheck?
•
•

•

The DWD website says that approved applicants should get unemployment benefits within 7 days of filing their
initial claim, but the department is so busy it may take longer.
Submit your weekly claims as soon as possible and check the status of your application often.

Delays may happen for different reasons:
o Many people are contacting DWD about unemployment applications right now.
o You might have an eligibility issue. (DWD contacts you by mail about this.)
o DWD might find a mistake on your application. (DWD contacts you by mail about this.)
If DWD needs more information, they will contact you directly by mail or through central OHR at 21 N Park Street.
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What financial help is available while I wait for my unemployment paycheck?
•

UW-Madison has an Employee Emergency Loan Program if you are having financial problems because you are on
Work-Share or Position Specific Furlough.
o
o
o
o
o

Loans have no interest.
The maximum loan amount is equal to 1 month of your take home (net) pay.
You repay the loan in 2021.
The fastest way to apply is online. You can contact CLS to help or ask your supervisor to print out translated
instructions.
You can also use a paper application. Business Services can give you a copy, or your supervisor may be able
to print the form for you.
▪ YOU CAN NO LONGER MAIL THE FORM IN. If you want to drop it off in person, you must make an
appointment using the instructions on the form.
It’s ok if you already put your application in the mail. You do not need to reapply, but you must
show ID and pick up the promissory note in person.

o

Find more information at: https://businessservices.wisc.edu/emergency-loan-program/

Do I have to be looking for work to qualify for unemployment benefits?
•

•

No. You are not required to search for work. You may be required to register for work with the Job Center of
Wisconsin if DWD tells you to do that. DWD will provide detailed steps to register. Not everyone has to do this
step.
Find more information about this on the DWD website: https://dwd.wisconsin.gov/covid19/public/ui.htm
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Topics that DO NOT apply to FP&M
1. Pandemic Emergency Unemployment Compensation (PEUC)
• This program provides 13 more weeks of emergency benefits for people who are still unemployed after
they use all their regular Unemployment Insurance benefits.
• You cannot apply, because you are on Work-Share or Position Specific Furlough.
2. Pandemic Unemployment Assistance (PUA)
• This program provides up to 39 weeks of unemployment benefits to people not eligible for regular
Unemployment Insurance benefits (for example, self-employed, independent contractors, workers with
limited work history).
• You cannot apply for PUA at this time. We’ll tell you if that changes.
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Addendum: Screen Shots of DWD Site
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DWD Frequently Asked Questions - https://dwd.wisconsin.gov/covid19/public/ui.htm
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