
 
 

Create Application, Eligibility, Enrollment, Appropriateness, Employment Plan for, WIA Dislocated 
Worker 

After receiving the customer’s eligibility documentation required for program enrollment, the case manager should proceed to enroll the customer 
in Toolbox 2. All job seeker information must be completed before proceeding to the eligibility screen. Working with the customer, complete the 
appropriate Assessment Screens to assist the customer in identifying employment related strengths and weaknesses. Each customer’s 
circumstances will vary based on their education and experience, not all of the assessment tools will be necessary for every customer. 

 

POINTS TO REMEMBER 
 

 Contact with the customer must be made to provide ongoing services, an attempted contact is not a reason to add or extend a service 
 A service note reflecting the actual start date of training must be entered 
 A participant will exit after 90 days of no service 
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1. Locate and open the Job Seeker 
record. 

2. From the Seeker Info tab, check 
the “Actual Enrollments” section 
to verify a Core enrollment. (If UI 
benefit Year Beg Dt is active 
Toolbox will create both a WIA 
Adult Core and WIA Dislocated 
Worker Core when the customer 
completes the Welcome Screens) 

3. Click on the Eligibility speed 
button . 
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4. Once you click on the Eligibility 
button, a pop-up box may appear, 
asking you to assign a Primary 
Employment Counselor.  

5. If you are going to be the 
Primary Counselor working with 
this individual, click “YES” on the 
popup.  

 
This example already has a primary 
counselor so the popup is bypassed. 

6. On the screen title, notice the 
Primary Counselor has now been 
assigned. The name and phone 
number of the Primary Counselor 
appears in the title bar of the 
screen.  

7. Birth Date and UI Status are 
populated based upon the 
information in the Seeker Info 
screen.  

8. Enter information in all fields on 
the Application tab based upon the 
job seeker’s status, as indicated in 
the steps below.  
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9. Enter the number of Family 
Members living in the household.  

10. Enter the number of 
Dependents that are 18 or under.  

11. Enter the Monthly Earned 
Income of these Family 
Members.  

 
12. Enter if the customer is a U.S. 
Citizen. 

13. If not a U.S. Citizen enter Alien 
Registration # and authorization 
to work in the US. 

 
14. Enter if the customer is 
currently employed. 

15. The question, “If Yes, are you 
at risk of losing your current 
level of income”, this question will 
need to be completed if the 
“Currently Employed” question 
was a “Yes”.  

16.  Complete the Registered With 
Selective Service field if the job 
seeker is a male 18 years or older.  

17.  Enter the Selective Service 
Registration # if  “Registered with 
Selective Service” field is “Yes”. 
Click on the Selective Service 
button to register or verify 
Selective Service Registration  
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18.  “Do you have a disability that 
is a barrier to employment?” 
Click the arrow to respond “Yes” 
or “No”. 

19.  “Are you homeless?” Click 
the arrow to respond “Yes” or 
“No”. 

20. If the “homeless” response is 
yes, answer the question “If Yes, 
live in shelter?”. Click the arrow 
to respond “Yes” or “No”.  

21. To answer the question “Are 
you a Dislocated Worker?” click 
the arrow and select “Yes” or 
“No”.  

22. If the response to the 
“Dislocated Worker” question is 
“Yes”, complete the fields for 
“Letter from employer?”, 
“Layoff Date” and 
“Employer/Company Name?”. 
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23. “Are you receiving or have 
you received in the past 6 
months: Food Stamps?” click the 
arrow and select “Yes” or “No”.   

24. “Are you a PELL Grant 
recipient?”, click the arrow and 
select “Yes” or “No”.   

25. “Was the customer unable to 
achieve self-sufficiency after 
receiving core services?” click the 
arrow and select “Yes” or “No”. 

26. “What is your employment 
objective?”, type in the objective .  

27. “What is your employment or 
training need?” type in the 
information.  

28. Click on the “Show Me Hero” 
button. 
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29. “Are you one of the following” 

1. the spouse of an active duty 
military personnel or 

2. the spouse of an active duty 
military personnel who separated 
from the military within the last 
12 months or 

3. the spouse of a National 
Guardsman or a Reservist who 
was deployed for at least four 
months and has returned from the 
deployment within the last twelve 
months?” If the customer can 
answer “Yes” to any of the three 
questions, click the drop down 
arrow and select Yes. If not, the 
select “No”. 

30. “Are you a member of the National 
Guard or a Reservist who was deployed at 
least four months and has returned from the 
deployment within the last thirty-six 
months?” Click the arrow and select “Yes or 
No” 

31. “Are you a Veteran who served in the 
military within the last 365 days?” Click the 
arrow and select “Yes or No” 
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32. Click OK button 
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33. Complete Dt: double click in 
this box and the current date will 
appear.  

34. Click Save.  
 

 

 

 

 

 

 

 
35. A pop-up box will appear 
indicating that the “Application 
record will be frozen. This 
application will only be good 
for 30 days.”  

36. Click YES.  
 

NOTE: Once this Application is 
frozen, the information cannot be 
changed. If a wrong entry needs to be 
corrected, a new Application will 
have to be created before completing 
the Eligibility screen. 
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37. The Application is now 
Saved. You can verify this by 
looking at the Completed Dt 
field and also the Information 
Bar, which indicates the record 
is saved. You are now ready to 
proceed to “Eligibility”.  

38. Click on the Eligibility tab.  
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39. Auto Populated fields from 
Seeker Info 

a. Date of Birth 
b. U.S. Citizen 

40. Auto populated fields from 
the Application screen.  

c.  HH Have Dep 
Child (<18)  

d. Homeless  
e. Registered – 

Selective Service  
f. Service #  
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Personal Section 

41. Disability Status: Click the 
arrow to select the applicable 
choice.  

42. Disability Type: If disabled 
click the arrow to select the 
applicable choice.  

43. Single Parent: Click the 
arrow to choose “Yes” or “No”.  

44. Limited English: Click the 
arrow to choose “Yes” or “No”.  

Status Section 
45. Vet Status: Click the arrow 
to select the applicable choice.  

46. Employment Status: Click 
the arrow to select the applicable 
choice.  

47. UI Claim Status: Click the 
arrow to select the applicable 
choice.  

48. Current Education Status: 
Click the arrow to select the 
applicable choice.  

49. Highest Grade Comp: Click 
the arrow to select the applicable 
choice.  

50. Dislocated Worker: Click 
the arrow to choose “Yes” or 
“No”.  
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WIA Section 
 

51. While the WIA eligibility box 
will be green, the WIA Adult 
section is not addressed in this 
desk aid.  

 

Show Me Hero Section 
 

52. Show Me Hero-This 
customer is not eligible for Show 
me Hero. Show Me Hero 
example will be added to the end 
of this desk aid. 

 
WIA DW 
 

53. Category: Click the arrow 
box and select the applicable 
choice.  

54. Layoff Date: Enter the job 
seeker’s layoff date.  

55. Mass Layoff: If mass layoff, 
click the arrow and scroll 
through the list to select the 
applicable choice.  
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56. WIA DW check box now has 
a green halo around it. If you 
have gotten this far and the green 
halo is missing STOP and 
review the eligibility form 
because something is missing. 
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NEG 
 

57. NEG-This is not being 
addressed in this desk aid 

 
58. Click Check verification 
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General Section 
 

59. Each of the white boxes needs 
to be checked to attest to staff 
verification. (Identity, 
Citizenship/Employment Status, 
and Age)  

60. Enter the documentation type 
used to verify the information in 
the comment box below the 
checkboxes.  

 
WIA/WIA Adult/Youth  Section 
 

61. Family Size- Only needs to 
be completed if enrolling in WIA 
Adult or WIA Youth. 

62. Last 6 Months Income-Only 
needs to be completed if 
enrolling into WIA Adult or 
WIA Youth. 

63. Selective Service-If customer 
is male, born after 1959 the 
check box must be checked. 

64. Enter the documentation used 
to verify the information in the 
comment box below the check 
boxes. 
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WIA Dislocated Worker/NEG 
 

65. Each of the white boxes needs 
to be checked to attest to staff 
verification. (Dislocated Worker 
Status and layoff date) 

66. Enter the documentation type 
used to verify the information in 
the comment box below the 
checkboxes.  

 

Show Me Hero 
 

67. Customer is not Show Me 
Hero eligible. This section 
should not be completed for this 
customer.. 

 

 

 

67 

65 

66 

DWD Technical Training December 2014 Page 17 

 



 

 

 

 

 

 

 

 

68. Click Save button 

69. Click the Close button 
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70. Verify that there is a 
Checkmark in the WIA DW 
check box. If you have gotten 
this far and there is no 
checkmark STOP go back and 
review the check verification 
again and find what is missing. 

71. Eligibility Verif Date: 
Double-click in the box and the 
current date will be entered. 

72. Click Save button 

 

 

 

70 

71 
72

 

DWD Technical Training December 2014 Page 19 

 



 

 

 

 

73. After Save a popup will 
appear indicating the record will 
be frozen. 

74. Click Yes 

NOTE: When the Yes button has 
been clicked, changes can no longer 
be made to this Eligibility record. If 
the record needs to be changed, a 
new Eligibility record will need to 
be created before the enrollment is 
created. 

75. Click on the Enrollment Tab 

 

 

 

73 

74 

75 

DWD Technical Training December 2014 Page 20 

 



 

 

 

 

 

 

 
76. Click in the box next to WIA 
Dislocated Worker  
 

77. Click Enroll button.  
 
 
 
 
SPECIAL NOTE 
The start date of the enrollment 
must be no later than the actual 
start date of the first service being 
funded.  
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Actual Enrollments 

 
78. The WIA Dislocated 
Worker enrollments are seen in 
the Actual Enrollments section, 
along with a Start Date.  

79. Click Save button.  
80. Click on the Employment 
Plan speed button.  

 
SPECIAL NOTE 
The start date of the enrollment 
must be no later than the actual 
start date of the first service being 
funded. 
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81. Click on Employment Plan 
tab 
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82. Select an ONet by double 
clicking in the ONet field.  

83. Choose the ONet that you want 
to select by clicking on it (this 
will highlight it) If the ONet you 
need is not listed click the Cancel 
button.  

84. Click OK (if you have selected 
the correct ONet from the list)  

 

NOTE: For this desk aid we will step 
through adding a new ONet title. 
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85. Enter the title of the ONet you 
need into the Job Title field. 

86. Click Search button. 

87. Locate the ONet you wish to 
add on the list and click on it. 

88. Click Select button 
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89. ONet is now populated.  
90. Goal: Type in a goal for the 
job seeker.  

91. Justification: Type in the 
justification reason to explain the 
goal entered.  

92. Objective: Double click in the 
Objective field  
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NOTE: Customer must have a 201 
Comprehensive Assessment & a 202 
WIA Full Development of an Indiv 
Emp Plan before they can receive a 
WIA Training level service.  The 201 
Comprehensive Assessment & a 202 
WIA Full Development of an Indiv 
Emp Plan are intensive services and 
may be opened and closed the same 
day.  

 

93. Click the Objective box  
94. Highlight the Objective 
needed by clicking on it.  
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95. Highlight the Service/Activity 
needed by clicking on it.  

96. Click Select  
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97. The Objective and Service 
now display in the boxes. 

98. Start Date: Automatically 
enters the current date. 

99. Click Save button 

 
NOTE: Staff has the ability to 
backdate a service 7 days – be 
careful as the service date should not 
precede the enrollment start date 
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100. The service is now saved to 
the Employment Plan and it now 
displays in the Employment Plan 
tree. 

NOTE: WIA Intensive level services 
are only good for 90 days. They 
WILL NOT keep a record from 
exiting after they are older than 90 
days. You can open and close WIA 
Intensive level services the same day, 
this can help to ensure none stay open 
longer than 90 days. 

101. Double-Click in the End 
Date field. This will bring up a 
calendar. 

102. Click the OK button. 

103. Double-click in the Outcome 
field. This will bring up a list of 
values containing the outcomes 
available. 

104. Choose the outcome you wish 
to use. 

105. Click OK button. 
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106. The End Date and    
Outcome fields are now 
populated. 

107. Click Save button. 

108. After Save a popup will 
appear informing you that 
Closures are permanent. 

109. Click OK button 
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110. Service has been closed and 
no longer is shown in the 
Employment Plan tree 

111. If you need to view closed 
services put a check in the Show 
Closed Services box. 

NOTE: The 202 WIA Full 
Development of an Indiv Emp Plan 
service is opened and closed in the 
same way the 201 Comprehensive 
Assessment was. 

 

112. Click on the 
Appropriateness tab 

 

NOTE: Services can also be closed 
on the closures tab. All Employment 
Plan Services are closed using steps 
101-109. 
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113. Click the drop down box for 
each question and select “Yes” or 
“No”. (All must be Yes to justify 
spending training dollars) 

114. Enter a detailed description in 
the text boxes regarding each 
question.  

115. Enter a Completed Date by 
double clicking in the box.  

116. The “Training Services 
must be added to plan by” 
automatically defaults to 90 days 
in the future. (If training services 
need to be entered after the date 
this screen must be completed 
again.)  

117. Click Save button  
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118. After Save popup will 
appear informing you that 
Closures are permanent. 

119. Click Yes button 

120. Click Employment Plan tab 

 

 

 

118 

119 

120 

DWD Technical Training December 2014 Page 34 

 



 

 

 

 

 

 

 

 

 

121. Objective: Double-click in 
the Objective field 
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122.  Click on the Objective box. 
123. Highlight the Objective 
needed by clicking on it 
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124. Highlight the 
Service\Activity needed by 
clicking on it. 

125. Click Select button 
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126. The Objective and Service 
now displays in the boxes.  

127. Start Date: Automatically 
enters the current date.  

128. JO #: Enter the OJT Job 
Order number (client must be 
listed as a referral to this job 
order and job order must still 
be open).  

129. Hourly Wage: Enter in the 
hourly wage for this OJT job 
order.  

130. Actual Start Date: Enter 
date the training actually 
begins 

 
NOTE: Staff has the ability to 
backdate a service 7 days – be 
careful as the service date should 
not precede the enrollment start 
date. Actual Start Date must be 
entered into a service note. 
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131. Click Save button.  
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132. The service is now saved to 
the Employment Plan and now 
displays in the Employment 
Plan tree.  

 

NOTE: WIA Training level 
services will prevent a participant 
from exiting indefinitely. Training 
level services MUST be closed 
when the participant completes 
training. 
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Once the participant has completed 
training the 302 On-The-Job 
training service must be closed.  

 

133. Double-Click in the End 
Date field. This will bring up a 
calendar. 

134. Click the OK button. 

135. Double-click in the 
Outcome field. This will bring 
up a list of values containing the 
outcomes available. 

136. Choose the outcome you 
wish to use. 

137. Click OK button. 
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138. The End Date and Outcome 
fields are now populated. 

139. Click Save button. 

140. After Save a popup will 
appear informing you that 
Closures are permanent. 

141. Click OK button 
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142. Service has been closed and 
no longer is shown in the 
Employment Plan tree 

143. If you need to view closed 
services put a check in the Show 
Closed Services box. 

144. Click on the Closures tab 

 

NOTE: Services can also be closed 
on the closures tab. All Employment 
Plan Services are closed using steps 
the same step above. 

 

After 90 days of no countable 
service the customer will Exit the 
WIA Dislocated Worker Program 
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