
 

Manual WIA Core 
Enrollment 

NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display 
field help.
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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 
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2. Click Core Enroll tab. 
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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”  next to the 
race(s) that apply. American 
Indian Or Alaska Native, 
Asian, Black or African 
American, Native Hawaiian 
or other Pacific Islander, 
White, Not Declared. 

f. Ethnicity-Select one of the 
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. 
“Y” 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. 

 

 

4a 
4b 4c 

4d 
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5. Other Information 

a. Disabled- Is the customer 
disabled. “Y” or “N”. 

b. Disability Category-If 
Disabled was a “Y” use the 
drop down arrow to select the 
category of disability.  

c. Current School Status- Using 
the drop down arrow indicate 
current school status. 

d. Elementary/HS Years 
Completed-Use the drop 
down arrow to indicate years 
of elementary and high school 
education. 

e. Are you attending college or 
have a college degree or 
certificate? Use the drop 
down arrow to indicate if the 
customer is attending college, 
has a degree or a certificate. 
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6. Verify Information 

a. Low Income- Is the customer 
low income? “Y” or “N”. 

b. Receiving TANF-- Is the 
customer receiving TANF?. 
“Y” or “N”. 

c. Receiving GA/RCA/Food 
Stamps- Is the customer 
receiving General Assistance, 
Refugee Cash Assistance, or 
Food Stamps?. “Y” or “N”. 

d. SSDI- Is the customer 
receiving Social Security 
Disability Insurance?. “Y” or 
“N”. 

e. SSI Is the customer receiving 
Supplemental Security 
Income?. “Y” or “N”. 
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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 Rcvd 
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.” 
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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?
MenuID=6&ID=2944 ) 

c. Click Save button 
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9. Click Options menu 

10. Choose Seeker Services 
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11. Click drop down arrow  

12. Choose the Referred to WIA 
Services-Manual 

13. Click Save button 

14. Click Close button 

15. Click Seeker Info tab 
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16. WIA Adult Core is now 
displayed in the Actual 
Enrollments box 

WIA Core Enrollment is complete 
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