
Mass Layoff:
Employer Filing Instructions following 

Business Closure



How can you help?  
All employers have the opportunity to use the NEworks Mass 
Layoff option when faced with a permanent reduction in their 

workforce.

By uploading the mass layoff documents you are:

Providing separation information for all separated individuals at one 
time.

Assisting in expediting the processing of the claim which will lead to 
receipt of payment sooner.

Submit the mass file as soon as the business closure date is known. 



Log in to your Neworks Employer 
Account

* If you need assistance accessing this account you can contact us at 402-471-9910. 
A representative will reach out to you and provide assistance in gaining access. 



Navigating NEworks
Select Directory of Services and then select 

Unemployment Services



Navagating NEworks
Select Mass Layoff 



Creating the Mass File

Select Create Mass Layoff or Partial Filed Claim  



Creating the Mass File
• Select Download Data Entry spreadsheet to Import Claimants. 

This action will present a download link in the bottom left hand 
side of your browser window.



Creating the Mass File
When this download link appears click on the up, arrow and select 

open.



Creating the Mass File

The spreadsheet contains two tabs: 
Instructions and Data Entry



Creating the Mass File
The Instructions tab gives a brief description on how to complete 

each field of the spreadsheet. 



Creating the Mass File
• Select to Enable Editing and then select to Enable Content to enter information 

in to the spreadsheet. 



Creating the Mass File
Select the Data Entry to enter employee information.

NOTE: Blue field denote a required information that must be entered in order to export the 
data



Creating the Mass File

Once the required information has been entered, select the Add button 
to clear the form and enter information on the next employee. 

Select OK and enter the information for the next 
employee. Repeat this step until all workers have been 
added. 



Creating the Mass File

Once information has been added for all employees, select 
Export Data



Creating the Mass File

Create a new file name and select to save the file to your computer. 



Creating the Mass File
You will receive a pop up indicating the data was exported with the name of the 
file. Note: the file will show as saved as .csv. 

Select OK to proceed



Uploading the Mass File

Once you have saved the file to your computer, it will need to be uploaded. 
Neworks will remain open on this screen. 

Select Chose File and open the Mass File document you created.



Uploading the Mass File
After you select upload, the upload progress will show on the lower left 
of the screen. It can take several minutes for the document upload to 
complete. 



Reviewing the Mass File

• Once the upload is complete, you can review the Mass Layoff Notice. Notices 
created will display by layoff date. If there are multiple layoff dates listed in the 
file, an entry will show for each group of individuals by the layoff date. 



What happens next? 

• When the employee files their claim, the system will take the 
information provided in the mass file and compare it to the 
information provided by the employee. Necessary issues will set 
and some will automatically resolve when the information 
matches. 

• This reduces the number of follow-up calls to the employer as the 
required information is provided up front.  
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