Manual WIA Core
Enrollment

NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display
field help.



This desk aid will cover how to
properly enroll a customer into
WIA Adult Core through
Toolbox. The WIA Adult Core
Enrollment should only be
completed in Toolbox when there
is a catastrophic problem with the
Membership Screens.

NOTE: Only Functional Leaders
and those with DWD Support staff
can validate a customer’s date of
birth in Toolbox.

1. Click Find Seeker icon

MissounCareerSoerce com ./ 3‘

Record: 11
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2.  Click Core Enroll tab.

| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker

== =)
File Edit Mavigation Options Utility MO Utility Window Help
PORBRAORICABS2VS B’ﬂ BEHEGKS®| « » M

‘@ Seeker Screen - [ AM A EXAMPLE N3 144) | EDWARD (573)522-3017

Find Seeker Seeker Info |Des..lnh Ttlel EduiCert | Work Histur)rl Referrals | Core Enroll | Other I ScratchPacll Svc F!efenall Adv. Query
— Name and Address Information

Mailing Address: Street Address:
| AM [ |ExampLE 0 123 MAIN
Phone Numbers
Home: Cell: JEFFERSON CITY [mc [es101 [
Work: Other: Bad Address| Homeless[ Emait|
— Perzonal Information — Seeker Status
Date of Birth:| 12/01/1995 Age{ 18 | ¥ Searchable N —— T o I
o [ T — Emp Exchange:|Active  ||04/24/14 04725114
Gender: [ Share resume Casze Management Active Next Appt: Time:
— Weteran Information Ul Ben Year Beg Dt/ Inactive | | Next Task:
VetStatus/y - none x| Transtonreticment vl Dislocated Bale: I €8 Foss
Actual Enroliments ible Enroliments
[# Recently Separated w’jsn&dm Job Contacts
[ served in Campaign 08/06/1987 | 05/0272014 - bpp ID]3123838528
[ Print on Summary (Resume) DCN;
[™ service Ended by Disabliity 1| [Trainee I0#
[~ Spouse of Deployed Guard/Reserve or spouse deployment | — Services Provided
T Date Type of Service Employment Counselor -
Branch:l ;I 04/18/14 [JobsMoGov Self Job search Counselor Web
Have you atte aTAP workshop Show Me HerulT 04/17/4[JobsMoGov Self Job search Counselor Web
in the past 36 months?11g - ; 04/15/14|Job Referral Counselor Web
Sll_ﬁm Verified | 014/11/14|JobsMoGov Self Job search Counselor Web -
Sgurce: [Counselor Web Partial Seeker
r Rﬁttd = |I' S5N Discrepancy B wish Info | {5 Save | 2.2 e

Cuuery Returned no Rows!

Record: 1/1 | | - | <0sC> |
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3. Demographic Information

a. Citizen-Populated from
jobs.mo.gov registration.

b. Undocumented Alien:
Populated from jobs.mo.gov
registration.

c. Alien Registration # A-
Populated if the customer is
not a US Citizen.

d. LEP-Is the customer Limited
English Proficient? “Y”” or
“N. If “Y” double-click
second LEP field to bring up a
List of Values with available
languages.

e. Race- Place a‘“Y” nexttothe
race(s) that apply. American
Indian Or Alaska Native,
Asian, Black or African
American, Native Hawaiian
or other Pacific Islander,
White, Not Declared.

| £:| Toolbox 2 (Test) Powered by Oracle11q - Seeker

(= 5]l

r— Other Information

American Indian or Alaska Native
MNaitive Havydii

Ethnicity: ¢ Latino/Hispanic

= ar Pari o | 2 it
gf or ot = L] | Lol = = R (4 11

" Non Latino/Hispanic

" Undeclared

sabled |

r— Employment Related Information

Muﬂ ~l
sy <l

Query Returned no Rows!

Currently Employed:| N Employed, but being Laid Off]  Laid off| ‘ears Completed
Werify Current - Are you attending college
Employment hd or have a college degree :l"
rtificate?
Farmworker Statusl_ Migrant Statusl_ Farmwork T}rpel_ or certiicate
r— Verify Information
i i Bi | weteran o
DOB Verified: | Werify Birth Date
= E T | Werification: 51
r oy F
Low Income: |_ Werify Law Inc. Additional
¥ 1 Comments: sl
Receiving TANF: |_ Vrfy Revd TANF = Objective =
—1 Statement: —
Receiving Vrfy Revd GA/ -
camcas | ossoel sl poufosspiss: -
Food Stamps: o
,{3? Save | 3 Cancel

f. Ethnicity-Select one of the Record: 1/1 _ |List of Valu <08C=
options.
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4. Employment Related
Information

a. Currently Employed-Indicate
if the customer is currently
employed. “Y” or “N”.

b. Employed, but being Laid
Off-If employed is the
customer being laid off. “Y”
or “N”.

c. Laid Off-Was the customer
laid off from employment.
llY” Or “N”.

d. Verify Current Employment-
Enter “Customer self attested
to their employment status.”

e. Farmworker Status-Is the
customer a farmworker. “Y”
or “N”,

f. Migrant Status-If the
customer is a farmworker are
they a Migrant Worker. “Y”
or “N”.

g. Farmwork Type-If the
customer is a farmworker
enter type.

| £ Toolbox 2 (Test) Powered by Oracle11g - Seeker

File Edit Mavigation Options Ulility MO Utility Window Help

POCRBRAAOHAIVACGSVERBEG BSCKSE « » @

EDWARD GREEMSLIT (573)522-3017

'@Seeker Screen -1 AM A EXAMPLE li#FR-H+-3144)

=N o>

Find Seekerl Seeker Info l Des Job Trtlel Edu/Cert l Work Histuryl Referrals  Core Enroll l Other l Scratch P‘adl Svc Referrall Adv. Quer}rl
r— Demographic |piacmatis r— Other Information
Citizen| ted Alien| N Alien Reg [ Disabled |
|_ Ameri pr Alaska Mative Black or Adfrican American Dizability Category i
|_ Maitive Hawaian or other Pacific Islander > Mot Declared
Ethnicity: \WatinoMispanic  * {Non Latino/Hilpanic ¢ Ubdeclared
i .pa = Current School Statusl ﬂ
r— Employment Related Information Elementary/HS l—Ll
Currently Employed:| N Employed, but being Laid 0f  Laid 0] Years Completed
Verify Current - 4d Are you attending college
Employment hd or have a college degree :l“'
i 7
Farmworker Statusl_ Migrant Statusl_ Farmwaork T}rpel_ or certificate?
r— Werify Information 4
: *| Weteran -
DOB Verified: [
= 4 ¥ | erification: —]
Low Income & =1 Additional :
| Comments: —
Receiving TANF:[ Vrfy Revd TANF *! Objective -
- -
—1 Statement: —
F
-

Receiving Wiy Rovd GA/
camcas | ssof ssif RCAFSISSDUSSE
Food Stamps:

Select either Latino/Hispanic button or Non Latino/Hispanic button.

Record: 1M1

=05C*

‘ 3¢ Cancel

C:j? Save
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| £ Toolbox 2 (Test) Powered by Oracle11lg - Seeker

R SOl E>x]
5. Other Information File Edit Navigation Options Ufility MO Utility Window Help
+ ar
: POBBRALAFOMRIVASSVEIRNG EBIHFCKSE [
a. Disabled- Is the customer , 5a
disabled. “Y” or “N” i Seeker Screen - | AM A EXAMPLE Ill#8-#4-3144) | EDWARD GREENSLIT (573)522-3017
' ' Find Seekerl Seeker Infu] Des Job Trtbel Edu/Cert l Work His.turyl Referrals  Caore Enroll l Other l Scratch Padl Sve ferrall Ady. Quer_vl
b. Disability Category-If — Demographic Information — Other Information
Disabled was a “Y” use the Ci“zl_e"F Undocumented Alien | N Alien Reg #li '-lfﬂm Disabled |
drop down arrow to select the Ar-n-enu:an Ind}an or Alaska Na-tn.re Aslén Black or Africa # Digability Category -
t fd b|t |— MNaitive Hawaiian or other Pacific Islander |— White F Not Declared
calegory or disability. Ethnicity: ¢ Latino/Hispanic ™ Mon Latino/Hispanic © Undeclare:
— TR - Current School Statusl ﬂ
_ . — Cmplioyment Ke nrormation Elementary/HS l—_l
c. Current School Statu_s l_JS'ng Currently Employed:| N Employed, but being Laid OfF N Laid Off:[ v ey Vears Completed =
the drop down arrow Indlcate Verify Current | Customer self attested to their employment status j Are you attending college
current school status. Employment > or have a college degree =l
Farmworker Statusm MWigrant Statusl_ Farmwork T}rpel_ Se or certificate?
d. Elementary/HS Years —\Verify nformation |
Completed-Use the drop DOB Verified: | Verify Birth Date = va;eratp | =
down arrow to indicate years = =
. . : * | Additional =
of elementary and high school Low Income: | Verify Low Inc. = | [ =
education. Receiving TANF: l_ Vrfy Rowd TANF : Objective :
—1 Statement: —
i Receiving Vrfy Rovd GAJ -
e. Are you attending college or camear | ssor| ss oW e sanyast =
have a college degree or Food Stamps: =
certificate? Use the drop {Hsave | X cance
down arrow to indicate if the
customer is attending college, | erify Current Emplayment
has a degree or a certificate. Record: 1/1 =08C=
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| £ Toolbox 2 (Test) Powered by Oracle11g - Seeker = = |
6.  Verify Information File Edit Mavigation Options Utility MO Utility Window Help
5 ] @ & %34 4 v [N
- Low trcome. Isthecsomer | PORBR FOMAEIVRABSVSHMA BEHGHS @
. s o intre () Seeker Screen - | AM AEXAMPLE lli###-##-3144) |  EDWARD GREENSLIT (573)522-3017
low income? “Y” or “N”.
Find SBekerl Seeker Infu] Des Job Trtlel Edu/Cert l Work Histnryl Referrals Core Enroll l Other l Scratch Padl Svec Referrall Ady. Query]
b. Receiving TANF-- Is the — Dremographic Information — Other Information
customer receiving TANF?. Ciizen] Y Undocumented Alln| 1 Alln Reg # A Lep:| v Disabled | 1
oy or “N” | American Indian or Alaska Native [ Asian | Black or African American Disabiity Category -
' | Naitive Hawaiian or other Pacific lslander | White [ Not Declared
. Ethnicity: ( Latino/Hispanic  ©* Mon LatinoHispanic ¢ Undeclared
c. Receiving GA/RCA/Food - b"'c't"’m — :' '?_”a"'c o enoeeane il Current School Status| Mot Attending - 6. |
— Cmployment Re nrormation — EIBI'I'PBI'ItE.I'}"ﬂ'lS l—_l
Stamps- Is the customer Currently Employed:| N Employed, but being Laid OFF| M Laid 0ff v Years Completeg’ 9" 500! - T
recelvmg General A55|stance, Verify Current Customer self attested to their employment status j Are you attending college
Refugee Cash Assistance, or Employment v or have a college degree 113 =]
i ¥
Food Stamps?. “Y” or “N”. Farmworker Status| N Migrant Status]  Farmwork T}rpel_ or certificate?
r— Verify Information
d. SSDI- Is the customer DOB Verifed | Verify Birth Date = e -
receiving Social Security E — ' =
L iy . : 2| Addiional
Disability Insurance?. “Y”* or Low Income: | Verify Low Inc. ~| comments: |
“N”. Receiving TANF: |— Vriy Revd TANF : Objective :
— 1 Statement: —
i Receiving Vrfy Revd GAJ -
e. SSI Is the customer receiving camcal | ssoe| sse e rasnysa -
Supplemental Security Food Stamps: 4 R —
Income?. “Y” or “N”. {% Save | 3 Canced
“eteran Verification Information
Record: 11 =0SC=
DWD Training April 2014 Page 7




7. Verify Information-cont’d

a. Verify Low Inc- Free form
field enter “Customer self
attested to either they are or
are not low income.”

b. Vrfy Rcvd TANF-- Free form
field “Customer self attested
to either they are or are not
currently receiving TANF.”

c. Vrfy Revd
GA/RCA/FS/SSDI/SSI- Free
form field “Customer self
attested to either they are or
are not currently receiving
GA/RCA/FS/SSDI/SSI.”

Veteran Information Free
form field enter Customer self
attested to either they are or
are not a veteran.”

| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker
File Edit Mavigation Options Ulility MO Utility Window Help

L= el

POCRBRAAOHITEAESVIERFEG BIBCKSE « » @

'@Seeker Screen - | AM A EXAMPLE |I|(#--3144) |

r— Demographic Information

EDWARD GREEMNSLIT (573)522-3017
Find SBekerl Seeker Infu] Des Job Trtlel Edu/Cert ] Work Histuryl Referrals Care Enroll I Other l Scratch Pad] Sve Referrall Adv. [luery]

Cizen| ¥ Undocumented Alien || AlenReg#A |
| American Indian or Alaska Native | asian
|_ Maitive Hawaiian or other Pacific Islander |_ White
Ethnicity:  Latino/Hispanic  * MNon Latino/Hispanic

Ler: N |

|— Black or African American
[ Mot Declared

" Undeclared

r— Other Information
Disabled | N

Disabilty Category =

Current School StatuslNlJt Aftending - G. . ﬂ

— Employment Related Information

Currenthy Emplude:IT

Employed, but being Laid OfF| N Laid off v

Verify Current
Employment

Customer self attested to their employment status j
-

~
o

Elementary/HS

Years Completed High School ... »

Are you attending college

or have a colege degree |13 =l

Food Stamps:

rtificate?
Farmworker Status| N Migrant Status|  Farmwork T}rpel_ LrERlLEEE
— Verify Information
: —— “| Weteran =
DOB Verified: [ Werify Birth Date
= i _* | Verification: |
rFY .y rY
Low Income: |/ Verify Low Inc. ETITE
W | Comments; fhdl
- L =~
Receiving TANF: [ 1y Wrfy Rovd TANF “!  Objective =
Y| Statement: —
Receiving riy Revd GA/ =
GARCAS RCAFS/SSDUSSE ~]

Received GA/RCAFood Stamps/SsSDISS] Verification Information

Record: 11 =QSC=

@ Save

| 3 Cancel
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8.  Verify Information-cont’d

NOTE: Prior to verifying the
customer’s date of birth (DOB)
please review the information that
was entered. Once DOB is entered
the record with be frozen to begin
performance.

a. DOB Verified- Once the
answers on the tab have been
reviewed, place a check mark
in the checkbox..

b. Verify Birth Date-- Free form
field enter what was used to
verify the customer’s date of
birth. Acceptable
documentation of date of birth
can be found in DWD
Issuance 03-2013: Missouri's
Wagner-Peyser (WP),
Workforce Investment Act
(WIA) Adult and Dislocated
Worker Automatic
Enrollment Policy (
https://worksmart.ded.mo.gov
/documents/detail _view.cfm?
MenulD=6&1D=2944 )

c. Click Save button

|£| Toolbox 2 (Test) Powered by Oracle 11g - Seeker
File Edit Mavigation Options Utility MO Utility Window Help

L= B S

PORBAAOAICVACS2VIFAG BEECKSE « » @

@Seeker Screen -1 AM A EXAMPLE lIl(#H--3144) |

r— Demographic Information

EDWARD GREEMSLIT (573)522-3017
Find S:Bekerl Seeker Infu] Des Job Trtle] EduiCert l Work His.tury] Referrals  Caore Enroll l Other l Scratch Padl Svc Fteferrall Adv. Quer_v]

Ciizen|"  Undocumented Alien (M Alien Reg # A
[ American Indian or Alaska Native [ asian
|_ Maitive Hawaiian or other Pacific Islander |_ White
Ethnicity: " Latino/Hispanic ™ Won Latino/Hispanic

[ NotDeclared
™ Undeclared

v [

l_ Black or African American

r— Other Information
Disabled | N

Disabilty Category =

Current School Statusll'lut Attending - G... j

r— Employment Related Information
Currently Employed:| N Employed, but being Laid OFF| N Laid Off v

Werify Current |Customer self attested to their employment status -
Farmworker Statusm Migrant Statusl_ Farmwork Typel_

Elementary/HS I—_l
Years Completed High School ... =

Are you attending college
or have a college degree 113 :l"

or certificate?

— Verify Information

¥

DOB Verified: | Werify Birth Date =
Low Income: F Verify Low Inc. ::;I::t;:::n:%” attested that they are E
Receiving TANF: [/ Wrfy Revd TANF E;f:g::; i::';ft;:m that they are ;
aneay [+ sl Ssl EERGHL [ e
Food Stamps: —

Customer self attested that they are
not a veteran.

Veteran
Verification:

Additional
Comments:

Objective

Y
-
Fy
-
Fy
-

Yeteran Verification Information
Record: 11

=05C=

| 3 Cancel

.{'E’P Save
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https://worksmart.ded.mo.gov/documents/detail_view.cfm?MenuID=6&ID=2944
https://worksmart.ded.mo.gov/documents/detail_view.cfm?MenuID=6&ID=2944
https://worksmart.ded.mo.gov/documents/detail_view.cfm?MenuID=6&ID=2944

9.  Click Options menu

10. Choose Seeker Services

ility Window Help

e vEFME BROCKSE « » @

L= I B S

¢ Seeker Screen - 1AM A
Find Saelcerl Seeker Info l
— Demographic Information
Citizen| ¥ Undocumentsd
| American Indian or Alas!

| Maitive Hawaiian or other
Ethnicity: © Latino/Hispa

— Employment Related Information
Currenthy Empmred:m

Werify Current
Employment

Farmworker Statusm

Emp!

Customer self attest

Migrant

— Verify Information

DOB Verified: |
Low Income: ’?

Receiving TANF: [ |y

Receiving
GAJRCAS F S50 W 551 r

Food Stamps:

Yeteran Verification Information
Record: 11

B Create Appointment

l:ﬁ Create Task

<§ Motes

24 Create Referral
Create Scratch Pad

éﬁ—) Correspondence
Senvice Referral
Send Info Card

":? Counselor Information

Seeker Sernvices

Seeker Alerts
m Seeker Placement
File Location

Activate/lnactivate Seeker

Reset Emp Exchange

Activate/inactivate Case Mgmt

Case Transfer

Case Transfer Inbox/Outbox
P RedFlag

Form Manager

Print Training Services

Print Trangcript

Print Resume

Print Scanable Resume

Alt+A
Alt+T
Alt+N
Alt+R
Alt+P
Alt+C
Alt+L

SLIT (573)522-3017
re Enroll l Other l ScratchPacll Svc F{eferrall Adv. Quer}rl

r— Other Information
Disabled | N
Disability Category -

rican American
al

Current School E‘.tatusll'll:lt Attending - G... j

ElementaryHS [ cchool .

] Years Completed

10 re you attending college

r have a college degree |12 |

or cenificate?

~ || vfeteran |Customer self attested that they are =«

_ | Werification: \not a veteran. i
are 4! Addiional =

1 Comments: —
are 4! Dbjective -

1 Statement: —
are &~

b

.{E‘/’P Save

| 3 Cancel
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"

| £ Toolbox 2

ered by Oracle11qg - Seeker EI@

File Edit NTTEPOT™ Utility MO Utility Window Help

PORBRAFOMNEVAGSVEIRBA BRCKSE « » M@

@SeekerScreen | AM A EXAMPLE Ni#F#-#-3144) | EDWARD GREEMNSLIT {(573)522-3017 el
Find S:Bekerl Seeker Info ] Des Job Trtlel Edu/Cert ] Work His.tur_l,rl Referrals  Core Enroll I Other l Scratch Padl Sve Referral] Adv. Quen
— Demographic Information Other Information
Citizen| " Undocumented Alien [N Alien Reg# A Lep:| N | Dizabled | N
| American Indian or Alaska Native | Asian | Black or African Aff {1 Disabiity Category -
11. Click drop down arrow |_ Maitive Hawaiian or other Pacific Islander |_ White F Mot Declared
Ethnicity: Latino/Hispanic Non Lal ¢ Seeker Senvices Entry nt School Status|Not Attending - G... v |
12.  Choose the Referred to WIA — Employment Related Information —————— L e
Services-Manual Currently Employed 1 Employed, but being Lai vears Completeg ' ©" S71%0! -
Service Type: [ .
Verify Current | Customer self attested to their empl Lt attending college
i Employment SN[
13. Click Save button . e e 3144 10 Connections N
Farmworker Statusm Migrant Statusl_ Far SSN: Non-WiA Traini
. ] on-¥i rainin
14. Click Close button iy I boTmchon Name:| AM A EXAMPLE Il DNE'; 9
. DOB Verified: [+ ebanidlEin ;  —
15. Click Seeker Info tab swe | Xcaca | e e
ey |7 Provide LMI Information 12
ow Income: Verify L i
B Referred To WA Services-Manual
Recaiving TANF: W Vrfy Revd TANF Cu stumgr lself attested thﬂtl 14 I: Objel Resume Assistance
not receiving TANF. — 1 Stabtd 8 Followup -
Receiving Wriy Rovd GA! |Customer self attested that they are =
GARCA/ I? =L W e W RCAFSISSDVSSE | receving food stamps. =2
Food Stamps:

{E{? Save 3 Cancel | Jﬂ
1] e

Type of Service provided to client

Record: 11 =05C=
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16. WIA Adult Core is now
displayed in the Actual

Enrollments box

WIA Core Enrollment is complete

| £ Toolbox 2 (Test) Powered by Oracle 11q - Seeker
File Edit Mavigation Options Ulility MO Utility Window Help

¥ Seeker Screen - | AM A EXAMPLE Il (#8253 144) |

EDWARD GREEMNSLIT (573)522-3017
| Des Job Ttlel EduiCert | Work Histnryl Referrals | Core Enroll | Other I SNatchPadl Sve F!efenall Adv. Query

==
POBBLAFOAIVASSVIFEG BHEKSE « » @

— Mame and Address Information Wailing Address: Strect Address:
[ [ [ExampLE m 123 MAN
Phone Numbers

Home: Cel JEFFERSON CITY [mc/[e5101 [

it s Bad Address/  Homeless|  Emait|
r— Personal Information — Seeker Status
Date of Birth 12/01/1955 Age] 18 | |V Searchable 41 11 IL‘“’ Last Update i =

o [ Deceased Emp Exchange:|4, 01414 05/01114

Gender: [V Share resume Case Management|a.ctive || Next Appt: Time:

— eteran Information LI Ben *¥ear Beg Dt Inacﬁl.ri | | e
Vet Stams:IN - Mone | Tfﬂll'lﬂ-ﬁﬂ“ilﬂetirem&nt jv Dislocated Date: V I leB

v Actual Enroliments Possible Enroliments

F!e::erlﬂi:..r 5enarat§d Eﬂuarmomgam?m umsmzrzou Job Contacts| Wla ADULT CORE
I" Served in Campaign Bipp D7 3123638529
[ Print on Summary (Resume) DCN:
[~ Service Ended by Disabliity I [Trainee ins]
[ Spouse of Deployed Guard/Reserve or spouse deployment | — Services Provided

ended within the past year Date Type of Service Employment Counselor .
Branch:l ;I 05/01/14 [Referred To WA Services-Manual |EDWARD GREENSLIT
Have you attended a TAP workshop Show Me Hern'T 04/18/14 [JobsMoGov Self Job search Counselor Web
in the past 36 "Dl'iﬁ'lﬂ?mu - ) 04/17/14|JobeMoGov Self Job gearch Counselor Web
Status Verified| 04/15/14 [Job Referral Counselor Web J
Spurce: |C|:ru nzelor Web |I_ Partial Seeker

FE wie It |

| 3 Cancel

Q‘? Save

Quuery Returned no Rows!

Record: 111 | | | | <0sC>
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