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If 30 days has passed since a participant was enrolled in Dislocated Worker, a new application needs 
to be completed.  If new application is needed follow Dislocated Worker desk aid for completion. 
 
Access the eligibility module by selecting “ ” icon at top of the screen (1).  If this is the second (or 
more) record (2) being created to enter the active Dislocated Worker into a National Emergency  
Grant (NEG), duplicate all of the previous “personal” and “status” information from the 1st application 
record (3).  
 
After completion of the eligibility screens (see WIA Dislocated Worker Desk Aid), the applicant 
must be enrolled into a WIA service to complete the NEG Enrollment. 
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Open a new “Eligibility” screen (1); complete the necessary information on left side under “Personal” 
and “Status”.  For an active participant, duplicate the information from the original record under 
“Personal” and “Status” (2).   
 
Note: Only information from the first eligibility record is captured for reporting the NEG and  
Dislocated Worker information to USDOL.  If the eligibility information under the 2nd (or more)  
record varies from the active participant’s original record, the new information entered will not be 
captured when records are pulled for USDOL reporting. 
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For eligibility determination for Dislocated Worker and the NEG, complete the WIA DW and  
NEG section.  The “Mass Layoff” employer must correspond with the NEG “Employer” and  
“Grant Number”. 
 
 

 
 
 
 
Select “Check Verification ” button to complete verification screens. 
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On the General tab, complete the necessary information under “General” and “WIA Dislocated 
Worker/NEG” sections.  This is essential in order to obtain a check mark in the “green box” for  
NEG section (see screen shot on page 3).  Select “Save ” then “Close ” to return  
to the Eligibility screen. 
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Before saving the record make sure the WIA DW and NEG box has a “green box” with a check  
mark, or the participant’s record will not have the WIA NEG selection choice on the Eligible 
Enrollment screen (see page 8). 
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NOTE: Below are examples of errors to avoid: 1) WIA DW with a field outlined with a green box 
 with the check mark missing; 2) NEG field with a check mark, but missing a green outline around it; 
and 3) The correct Employer, Mass Layoff Number and Grant number are listed, containing a green 
outline around the box, but both fields are missing the check mark.  Make sure the necessary 
information is complete with an outlined green box and a check mark before saving. 
 
For the purpose of enrolling a participant into an NEG:  
If record is saved without an outlined green box and a check mark, another new eligibility screen  
will have to be completed.                                               
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Enter the “Eligibility Verification Date” and select “Save ”. 
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Select the Enrollment tab (1); Under Eligibility Enrollments, select the WIA Dislocated Worker and 
WIA National Emergency Grant boxes (2). Select the “Enroll (3)” button to place participant in  
“Actual Enrollments” section (4). 
 

 
 

This step must be completed in order to select the service “WIA National Emergency Grant” or “WIA 
Disaster NEG” on the participant’s Employment Plan (see pages 9, 10 & 11).  Select “Save (5)”. 
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Select Employment Plan/Enrollment Icon  
 

 
 
 
 

Select Employment Plan Tab.   
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Double click on a new objective area (1) to obtain a new objective box (2).  Select the objective  
and services (3).  Complete “Employment Plan” and save as instructed under the WIA Dislocated 
Worker desk aid (4).   
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Disaster National Emergency Grants (NEG) 

 
If participant is being enrolled as part of a Disaster National Emergency Grant – follow the  
same process outlined in enrolling into the National Emergency grant.  Select the Mass Layoff  
Number associated with the Disaster NEG – example: “20080100 - Disaster Long-Term Unemployed”  
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Select the employer name set up for the Disaster NEG (example: Storms and Flooding 2008 –  

Disaster National Emergency Grant (NEG) (1).  Select “Check Verification” (2) and follow the  
steps outlined on entering a participant into an NEG. 
 

 

 
 
By selecting the National Emergency Disaster grant (example: “WIA National Emergency Grant | 
MO27-Storms and Flooding 2008”) the option to select the service “Disaster Relief 
Assistance/Employment” (p. 16) will be available on the participant’s Employment Plan. 
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To complete the enrollment process, follow instructions outlined on pages 3-11.  Below is an  
example showing a NEG enrollment. 
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Disaster NEG Employment Plan 
 

If enrolling a participant in a Disaster National Emergency Grant: Select Employment 
Plan/Enrollment Icon  and follow instuctions outlined on pages 9-11. 

 

 
 
 

On the Employment Plan “Objective” field choose “WIA Disaster NEG”.   
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Choose the service “Disaster Relief Assistance/Employment” (1).  Click the “Select” button (2) to  
save the record. Follow the enrollment and employment plan process and outlined starting on page 8.   
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