
 
Shared Work Claimants New Claim Desk Aid  

 (New Claim) 

 
Security Warning: For security purposes, it is the responsibility of employees participating in the Shared 

Work program to set up their own accounts in RECT (ID and PW), to file their New Claims, and to file their 

Weekly Claims for Shared Work. If the employer files any of the above for their employee(s) it will alert our 

system to a possible Fraud issue and create a hold on the employee(s) account, claims, and payments. This 

will delay the filing process. 

 
Claimants will go to www.FileCTUI.com, the CTDOL unemployment filing page.  
  
You will need to click on “Start a New Claim” if: 

• If you are a first-time filer, or 

• Your Benefit Year has ended and a new claim is needed. 
 

PLEASE NOTE:  A new claim should be filed during the first week you are receiving a reduction.   

For example:   

If you have your first reduction on Monday the 3rd of the month, you can file a 
new claim in ReEmployCT anytime starting that Monday the 3rd of the month up 
to 11:59 on Saturday the 8th.  Then, on Sunday the 9th you will file your weekly 
certification.  Please see the desk aid on how to file a weekly certification provided 
to your employer or view on our website www.SharedWorkCT.com.  

After clicking on “Start a New Claim”: 

• If this is your first time using ReEmployCT you will need to set up a new username and password; 
(Every unemployment filer must create a new account in the ReEmployCT system). If you need 
assistance setting this up, please refer to the desk aid on how to set up a “ReEmployCT- User ID and 
Password”.  

• Attention: Prior to filing a new claim for Shared Work, your employer must have applied for Shared 
Work and been approved. Please do not file your initial claim until you receive confirmation that 

this has been completed. 
 

Once you’ve clicked on “Start a New Claim” you’ll be directed to the “Benefit Filers/Claimant Information” 
page.  From here you can scroll to the bottom of the page and click on “Ready? Let’s go: Click here to file in 
ReEmployCT”. 

 
 

 

Enter your user ID and Password, and then click <Log In> (please note you cannot just hit “enter” as the 
system requires the “click”) 

http://www.filectui.com/
http://www.sharedworkct.com/


 
Step 1:  Click on <Unemployment Claim> 

 

  
 

Step 2:  Click on <File Unemployment Claim> 

  
After clicking <Next> you will be directed to the “Claim Filing Notification” screen. 

 

Step 3:  After reading the “Claim Filing Notification” click <Next>After clicking <Next> you will be directed 

to the “Personal Information” screen. 

 
 

 



Step 4:  On the “Personal Information” Screen, you will need to answer the questions and then click 

<Next>.  Please note all fields marked with an “*” require an answer to proceed. 
*Please note, this is a sample, and you should answer questions as they pertain to you* 

 

 
After clicking <Next> you will be directed to the “Contact Details” screen. 

 

Step 5:  On the “Contact Details” screen, you will need to answer questions and then click <Next>.  Please 

note all fields marked with an “*” require an answer to proceed. 

*Please note, this is a sample, and you should answer questions as they pertain to you* 

 

 



After clicking <Next> you will be directed to the “Verify Contact Details” screen. 

 

Step 6:  On the “Verify Contact Details” screen, verify that the information that appears on the screen is 

correct, if it is, click <Next>. If the information is incorrect, click <back> to make corrections.  

  
After clicking <Next> you will be directed to the “Security Confirmation” screen. 

 

Step 7:  On the “Security Confirmation” screen, you will enter your name exactly the way it appears on 

your Social Security Card and then click <Next> 

  
After clicking <Next> you will be directed to the “File Claim” screen. 

 

Step 8:  On the “File Claim” screen, you will need to answer the questions and then click <Next>.  Please 

note all fields marked with an “*” require an answer to proceed. PLEASE NOTE: Do not enter a return-to-

work date while on Shared Work.  
*Please note, this is a sample, and you should answer questions as they pertain to you* 

 

  

 
Do not enter a 

return to work 

date while on 

Shared Work 



After clicking <Next> you will be directed to the “File Claim Continuation” screen. 

 

Step 9:  On the “File Claim Continuation” screen, you will need to answer questions and then click <Next>.  

Please note all fields marked with an “*” require an answer to proceed. 
*Please note, this is a sample, and you should answer questions as they pertain to you* 

 

 
After clicking <Next> you will be directed to the “Employment History” screen. 

 

Step 10:  On the “Employment History screen, you will verify the information and then click <Next>. 

  
After clicking <Next> you will be directed to the “Primary Job Title/Description Search” screen. 

 

Step 11:  On the “Primary Job Title/Description Search” screen, you will need to choose a job title that best 

describes your position.  Enter one or two Key Words in the “Job Title” Field and then click <Search>. 

  
After clicking <Search> you will be directed to the “Primary Job Title/Description Search” screen. 

 

 

 

 

 

 

 

 

 



Step 12:  On the “Primary Job Title/Description Search” screen, select the <radio button> next to the job 

title that best describes your position, then click <Next>. 

 
After clicking <Next> you will be directed to the “Job Title Summary” screen. 

 

Step 13:  On the “Job Title Summary”, enter the Work Experience in years and months, answer question 

#1, and then click <Next>.  Please note all fields marked with an “*” require an answer to proceed. 

 

 
After clicking <Next> you will be directed to the “Geographical Preference for Work” screen. 

 

Step 14:  On the “Geographical Preference for Work” screen, select a distance and enter the zip code for 

which you would be willing to work, then click <Next>.  Please note all fields marked with an “*” require an 

answer to proceed. 

 
After clicking <Next> you will be directed to the “Employment Details” screen. 

 

 

Radio 

Button 



Step 15:  Under “Employment Details”, you will need to answer the questions and then click <Next>.  All 

fields marked with a “*” require an answer to proceed.  PLEASE NOTE:  When filing for Shared Work, you 

must choose “Shared Work Participation” from the drop down menu for question 1j. If this option does 

not appear STOP and contact your Shared Work Employer. After answering all the question, click <Next>. 
*Please note, this is a sample, and you should answer questions as they pertain to you* 

 

 
After clicking <Next> you will be directed to the “Employment Summary” screen. 

 

 

 

 

 

 

 

 

If this option does 

not appear STOP & 

contact your SW 

Employer. 



Step 16:  On the “Employment Summary” screen, you will need to answer the questions and then click 

<Next>.  Please note all fields marked with an “*” require an answer to proceed. 

 

 
After clicking <Next> you will be directed to the “Able and Available Details” screen. 

 

Step 17:  On the “Able and Available Details” screen, you will need to answer the questions and then click 

<Next>.  Please note all fields marked with an “*” require an answer to proceed. 

*Please note, this is a sample, and you should answer questions as they pertain to you* 

 

 
After clicking <Next> you will be directed to the “Tax Withholding and Payment Option” screen. 

 

Step 18:  On the “Tax Withholding and Payment Option” screen, you will need to answer the questions and 

then click <Next>.  Please note all fields marked with a “*” require an answer to proceed. 

 

 
After clicking <Next> you will be directed to the “Benefit Rights Information” screen. 

 



Step 19:   On the “Benefit Rights Information” screen, you will need to read the information provided.  

Then sign by entering the last 4 digits of your Social Security Number (SSN) and date.  Then, click <Submit>. 

 
 

After clicking <Submit> you will be provided with important weekly filing instructions and a claim 

confirmation.  This completes the filing an initial/new claim process. 

 

REMINDER: Once the New claim is processed you will be responsible for filing your weekly 

certifications timely while on the Shared Work program. If you have questions about filing 

weekly certifications, please refer to the desk aid on filing weekly certifications if you have 

questions.  


