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W-2 Contact Information 

Questions regarding this training material should be directed via your local agency 
process to the Partner Training Team,  

Email: PTTTrainingSupp@wisconsin.gov 
A contact person is available to answer e-mailed questions related to this training 

material, assist you in completing any activity that you are having difficulty with, and/or 
provide explanation of anything else about this training material. 

 
Questions regarding W-2 production cases and systems should 

be directed via your local agency process to the BWF Work Programs Help Desk at: 
Email: bwfworkprogramshd@wisconsin.gov  

Telephone: (608) 422-7900. 
W-2 Policy questions should be directed to your Regional Office staff. 

 

DCF is an equal opportunity employer and service provider. If you have a 
disability and need information in an alternate format, or need it 

translated to another language, please contact 
(608) 535-3665 or the Wisconsin Relay Service (WRS) – 711. 

 
For civil rights questions call (608) 422-6889 or  

the Wisconsin Relay Service (WRS) – 711. 

mailto:PTTTrainingSupp@wisconsin.gov
mailto:bwfworkprogramshd@wisconsin.gov
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Ana  
Ana is applying for W-2 because she wants help finding a job. Ana (age 24) has one 
child, Elena (age 6). She lives in an apartment with her daughter, does not provide any 
contact information, and does not have an alternate mailing address. 

 

CWW Home Page 

 
 

☐ 
Step 1: From the CWW Home Page, click on the Client Registration tab in 

the Navigation Menu. 

☐ 
Step 2: Click on Basic Information. 
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Basic Information 

 

☐ 
Step 1: Enter Ana’s First Name and Last Name.  

o Note: Make up a last name for Ana; don’t use a common last 
name such as Smith, Jones, etc. 

☐ 
Step 2: Select FEMALE for Gender. 

☐ 
Step 3: Enter Ana’s SSN. Enter a unique sequence of numbers. 

☐ 
Step 4: Enter Ana’s Birth Date. Remember, Ana is 24 years old. 

☐ 
Step 5: Click Next. 
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Potential Individual Matches 

 
 

☐ 
Step 1: Select Create New RFA using entered Basic Information. 

☐ 
Step 2: Click Next. 
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Additional Data 

 
 

☐ 
Step 1: Select ES – ECONOMIC SUPPORT (ES) as the RFA Type. Enter 

today as the Contact Date and select W – WALK-IN as the 
Contact Method. Select E - ENGLISH as the primary language 
from the Language drop-down menu. 

☐ 
Step 2: The County/Tribe office is 18 – EAU CLAIRE COUNTY, and the 

Eligibility Office number is 5518.  

☐ 
Step 3: Enter your CARES ID as the Assigned Worker ID. 

☐ 
Step 4: Do not enter ethnicity and race information for Ana. You will be 

asked for this information again during Eligibility.  

o Note: Yellow banners are informational. You don’t need to take 
any action at this time. 
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☐ 
Step 5: Enter Ana’s address in the Household Address section.  

o Note: Because this is a fictional case, enter your W-2 agency 
address, city, and zip code. 

☐ 
Step 6: Ana does not provide you with any Contact Information, and she 

does not have an Alternate Address. 

☐ 
Step 7: Click Next. You will see an informational banner. 

☐ 
Step 8: Click Next, again. 
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Program Requests 

 
 

☐ 
Step 1: Select YES for Wisconsin Works (W-2).  

☐ 
Step 2: Click Next. 
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Print Application Registration  

 
 

☐ 
Step 1: On the Print Application Registration page, select the View 

button to view the application. After viewing the application click on 
the X to close out the application.  
 

☐ 
Step 2: Click Next. 

 
 
 



   Requesting W-2 Entry Guide 

DFES/Partner Training Team 10 10/16/25 
S:…\\New_Worker_Training\Guides\Entries\02_RequestingW2_EntryGuide_101625 

Complete Request for Assistance 

  
 

☐ 
Step 1: Enter today’s date for the Registration Filing Date and the 

Program Filing Date. Do not enter any information for Extension 
or Withdraw.  

☐ 
Step 2: Click Next. 
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RFA Comments 

 
 

☐ 
Step 1: Enter the following RFA Comments: Ana is applying for W-2 for 

assistance in obtaining employment. She has one daughter, Elena, 
age 6. 

☐ 
Step 2: Click Add.  

☐ 
Step 3: Click Next.  
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RFA Summary 

 
 

☐ 
Step 1: Write down Ana’s RFA number from the top of the page.  

RFA: _____________________ 

☐ 
Step 2: The status on the top right of the page should read “CR Complete.”  

☐ 
Step 3: Click the Cancel box, and then click on CARES Home in the 

Navigation Menu to leave this case.  

 
You are at the end of Ana’s entries for Requesting W-2.  
 

 
 
Do not continue processing this case. You will make further CWW entries in a later 
course.  
 

• Send an email to PTTTrainingSupp@wisconsin.gov.  

• Subject Line: Requesting W-2 – Ana and Ana’s RFA number. 
 
A trainer will review your entries and provide feedback. Do not start making entries for 
Brittany until a trainer has confirmed Ana’s entries are complete.  
  

mailto:PTTTrainingSupp@wisconsin.gov
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Brittany 
Brittany (age 34) is the mother of two children, Mason (age 9), and Ella (age 3 weeks). 
She lives in an apartment with her children. Brittany does not provide any contact 
information. She does not have an alternate mailing address. She is applying for W-2 
for financial assistance and help with finding work.  
 
 

☐ 
Step 1: In CWW, click on the Client Registration tab in the Navigation 

Menu.  

☐ 
Step 2: Click on Basic Information page. Complete the Basic 

Information page. (You might need to click the New RFA button to 
get a blank screen.) 

 

 
 

☐ 
Step 3: On the Potential Individual Matches page, select Create a New 

RFA.  

☐ 
Step 4: Complete the Additional Data and Program Requests pages.  

☐ 
Step 5: On the Print Application Registration page, select the View button 

to view the application.  

☐ 
Step 6: Complete the Complete Request for Assistance page.   

☐ 
Step 7: Enter RFA Comments. 

☐ 
Step 8: You are now on the RFA Summary page.  
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Write down Brittany’s RFA number.  

RFA: _____________________ 
 
You are at the end of Brittany’s entries for Requesting W-2.  
 

 
 
Do not continue processing this case. You will make further CWW entries in a later 
course.  
 

• Send an email to PTTTrainingSupp@wisconsin.gov.  

• Subject Line Requesting W-2 – Brittany and Brittany’s RFA number.  
 
A trainer will review your entries and provide feedback. Do not start making entries for 
Chantelle until a trainer has confirmed Brittany’s entries are complete. 

mailto:PTTTrainingSupp@wisconsin.gov
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Chantelle 
Chantelle (age 38) is the mother of Anthony (age 14). She lives in an apartment with her 
son. Chantelle does not provide any contact information. She does not have an 
alternate mailing address. She is applying for W-2 for financial assistance and to help 
her find a job.  
 
 
Key reminders for Chantelle entries: 

• Create the RFA for Chantelle.  
o Refer back to the instructions for Ana and Britany, if needed. 

• The status on top right is “CR Complete”. 
 
 
Write down Chantelle’s RFA number.  

RFA: _____________________ 
 
You are at the end of Chantelle’s entries for Requesting W-2.  
 

 
 
Do not continue processing this case. You will make further CWW entries in a later 
course.  
 

• Send an email to PTTTrainingSupp@wisconsin.gov.  

• Subject Line Requesting W-2 – Chantelle and Chantelle’s RFA number.  
 
 

mailto:PTTTrainingSupp@wisconsin.gov

