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UCMS: Shared-Work Guide 
 
You can manage your Shared-Work application and plan modifications through the Unemployment Compensation 
Management System (UCMS) at www.UCTax.PA.Gov. 
 
Below is the homepage of UCMS. If you already have a Keystone ID & Password, you’ll simply login at the green keystone 
location field prompts.  
 
If you do not already have a UCMS account, you’ll select the “New User?” link directly below. This may be completed with the 
assistance of your payroll or accounting department.  
 
Note: If a UCMS account is already established for your company, but you do not have login credentials,  you should request to be given 
adminstrative permissions from your accounting or payroll department. 
 

 
 
  

Login location 

New User Account Link 

http://www.uctax.pa.gov/
http://www.uctax.pa.gov/
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Once you’ve successfully created a UCMS account and are logged into the system under your company account number, you 
will see the below landing page, the Profile Maintenance page.  
 
To access the Shared-Work internet application, simply select “Shared-Work” in the left-hand navigation.  
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If you meet the UC Tax requirements, you will see the below screen stating that “You are eligible to participate in the Shared-
Work Program.”  
 
To proceed with submitting an application, select the green “Manage Shared-Work” button.  
 

 
 
  



 4 

If there are UC Tax issues that would prevent your Shared-Work application from being approved, a message will appear on 
this page, there are a variety of items that might show up, below is an example. While you may enter the Shared-Work 
internet application while there are pending UC Tax issues, it is recommended that you contact UC Tax Operations before 
proceeding. You may receive assistance through 866-403-6163 or email SharedWork@pa.gov.  
 
However, you can simply select ‘Manage Shared-Work’ to continue into the Shared-Work application. 
 
Please note: If you submit a plan without first addressing the issues shown on this page, your plan will most likely be denied and you will need to 
reapply and by  filling-out the entire application again as there is not a ‘save progress’ or ‘redo’ feature.  
 

 

mailto:SharedWork@pa.gov
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After selecting “Manage Shared-Work” you will be directed to your Shared-Work landing page. This is the Shared-Work 

internet application that will now allow you to continue through the process of submitting the Shared-Work plan via the 

“Submit New Plan” button.   
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Once you select “Submit a new plan,” you’ll be direct to an introductory page, simply select “Continue” to proceed with your 
Shared-Work application.  
 

 
 
  



 7 

Below is the first page of the Shared-Work application process. Part A of the application asks about your company and the 
contact person for your Shared-Work application. 
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You’ll then be directed to the Written Plan section of the Shared-Work application screen: Part B of the application asks 
questions relating to how you will implement the Shared-Work program to help your company. Please be sure to provide 
separate statements regarding how health care benefits, fringe benefits and training will be managed during the Shared-Work 
period. 
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Then, you’ll fill out Part C: Plan Information for your Shared-Work program within the application. Part C asks for more specific 
information regarding implementation of Shared-Work for your company. 
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Part D of the Shared-Work application is to identify the employees that will be participating in the program. Include 
employees that may return from FMLA or other absence from work during the reduction period (employees may not be 
added to an approved Shared-Work plan). 
 

 
 

 
The final portion of the Shared-Work application includes certifications regarding your Implementation of the program, 
assurances to which you agree regarding the implementation, and an authorization signature. 
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When the you select “Next” on the Certifications page, you will have an opportunity to review your entire Shared-Work 
application to make any edits or revisions as necessary. 
 
Once you have reviewed the entire plan, select “Submit” and you will receive the below message: 



 12 

 

 
 
 

After selecting “OK”, you will be routed back to the Shared-Work landing page where the plan that you just submitted will be 
displayed in the “Current Shared-Work Plans” queue.  
 
You may then enter another application for the next affected unit, or you may exit the Shared-Work internet application.  
 
Response to the application(s) will be sent to the email address that you have provided. Approval/Disapproval may take up to 
15 days.  
 


