
 
 

System Entry Guide: 
Client Registration 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Purpose: 
This guide provides hands-on learning of system entries for the Client 
Registration process in CARES Worker Web (CWW). 
 
Learning Objective: 

• Record a Request for Assistance in CWW. 
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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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Introduction 
Welcome to the first System Entry Guide: Client Registration. In this and subsequent 
System Entry Guides, you complete system entries for two cases: Carmen and Haylee. 
For Carmen’s case, specific detailed case entry instructions are provided. These 
instructions are intended to provide foundational knowledge of W-2 policy, process, and 
systems. For Haylee’s case, instructions are less detailed, allowing you to apply the 
knowledge, information, and instruction you received during Carmen’s entries. 
 
The Partner Training Team is here to provide assistance. You can contact us any time 
at PTTTrainingSupp@wisconsin.gov. We encourage you to have fun along the way! 
 

Instructions for Using this Entry Guide 
 

1. Print a copy of this System Entry Guide: Client Registration.   
2. Log on to the CWW Training environment: https://trn.cares.wisconsin.gov 

a. Click on CWW 
b. Enter WAMS ID 

3. Follow the instructions in this Guide step-by-step. 
4. Enter the Carmen case first, then the Haylee case.  

a. The System Entry Guide: Client Registration provides the details for 
completing your entries.  

b. If any information is not provided in the scenario, make it up (e.g., 
addresses, SSNs, last names, etc.). 

5. Use CWW System Help any time you have a question about a page. Simply click 
the Help button on the top right of a page to access the Help for that page. 

 
Contact PTTTrainingSupp@wisconsin.gov immediately with any problems, or if 
something does not work as explained in the instructions. 
 

  

mailto:PTTTrainingSupp@wisconsin.gov
https://trn.cares.wisconsin.gov/
mailto:PTTTrainingSupp@wisconsin.gov
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Symbols and Icons 
All cases in the Training Environment are registered in Eau Claire County. The Eligibility 
office is 5518. The Work Programs office is 1111. 
 
 

System Icons 

 

CARES Worker Web (CWW) 
 
 

 

 

Wisconsin Work Programs 
(WWP) 
 

   

Training Icons   
  Access the CWW Help resources 

for specific questions. On any 
CWW page, clicking the Help 
button will open System Help for 
that page in a new window. 
 

  Contact PTT with any questions 
or concerns at 
PTTTrainingSupp@wisconsin.gov   
 

  STOP in the system entry 
process to review other materials, 
or to submit activities to PTT. 
 

 
 
 

  

mailto:PTTTrainingSupp@wisconsin.gov
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Client Registration 
As a reminder, the following is needed to complete the Client Registration portion of 
Initial New Worker Training. 
 

Complete in the 
Learning Center: 

Make Entries in CWW:   Submit via 
Quia: 

Client Registration 
 Introduction to Systems 
 Client Registration for W-2  

      System Entry Guide:     
Client Registration  

 Case Management within 
the W-2 Program 
  

Client Registration for W-2 
 System Entry Guide: Client Registration 

 
     Case Name               RFA Number 
     Carmen                     _________________ 
 
     Haylee                       _________________ 
 

 RS Observations 
 Quiz: W-2 Client 

Registration 
 

 
Use this System Entry Guide to complete Client Registration. 
 
 

Contact the Partner Training Team with any questions or concerns at 
PTTTrainingSupp@wisconsin.gov.  
 

 

Carmen  

Request for Assistance 
Carmen (age 24) has one child, Lucia (age 6). She lives in an apartment (your W-2 
agency street address, city, and zip code) with her daughter. Carmen does not provide 
any contact information. She does not have an alternate mailing address. Carmen is 
applying for W-2 only because she says she wants help finding a job. 
 

  

mailto:PTTTrainingSupp@wisconsin.gov
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Entries 

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 Carmen’s First Name and Last Name. Make up a last name 

for Carmen. 
 

 Step 2: Select FEMALE for Gender. 
 

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

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

 Step 5: Click Next. 
 

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. Use these offices in the training 
environment no matter what your agency or office location is. 
 

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

 Step 4: Do not enter ethnicity and race information for Carmen. You will be 
asked for this information again during Eligibility. Please note: A 
yellow informational banner displays that contains an intended use 
statement that must be read to the applicant when gathering 
information regarding ethnicity or race. 

 
 



  System Entry Guide: Client Registration 

DFES/Partner Training Team 9 02/06/24 
S://…New_Worker_Training/2021_Curriculum/02_ClientRegistration/Entry_Guides/SystemEntryGuide_ClientRegistration_020624 

Additional Data (continued) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Step 5: Enter Carmen’s address in the Household Address section. 

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

 Step 6: Carmen 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). Note: all other requests are 

protected. 
 

 Step 2: Click Next. 
 
 
 

 

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. In production select the View button to also 
print the document for the applicant’s signature. 
 

 Step 2: Click Next. 
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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: Carmen is applying for W-2, for 

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

 Step 2: Click Add.  
 

 Step 3: Click Next.  
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RFA Summary 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Step 1: Write down Carmen’s RFA number.  

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 have completed Client Registration for Carmen. Do not continue processing 
this case. Further CWW entries are made in a later course.  
 

Send an email to PTTTrainingSupp@wisconsin.gov with: 

• the subject line “CR Carmen,” and 

• Carmen’s RFA number  
 
Feedback on the Carmen RFA is helpful to apply to Haylee’s RFA.  

mailto:PTTTrainingSupp@wisconsin.gov
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Haylee 
Now you have an opportunity to enter a Request for Assistance and complete Client 
Registration on your own. You receive fewer prompts with your second case, Haylee. 
Repeat the process you used for Carmen to create Haylee’s RFA. Remember, you can 
contact PTTTrainingSupp@wisconsin.gov at any time. Good luck! 
 

Request for Assistance 
Haylee (age 34) is the mother of two children, Parker (age 9) and Sophia (age 3 
weeks). She lives in an apartment (in your city) with her children. Haylee 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.  
 

Entries 
 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. (It may be necessary 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.  
 

mailto:PTTTrainingSupp@wisconsin.gov
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 Step 5: On the Print Application Registration page, select the View button 
to view the application.  
 

 Step 6: Complete the Complete Request for Assistance and enter RFA 
comments.   
 

 Step 7: Enter RFA Comments. 
 

 Step 8: You are now on the RFA Summary page. Record Haylee’s RFA 

number. RFA: _____________________ 
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You have completed Client Registration for Haylee. Do not continue processing this 
case. Further CWW entries are made in a later course.  
 

Send an email to PTTTrainingSupp@wisconsin.gov with: 

• the subject line “CR Haylee,” and 

• Haylee’s RFA number  
 

Conclusion 
Congratulations on completing the first step of the W-2 application process! As NWT 
progresses, you build on what you learned through this System Entry Guide. After 
everything in this curriculum is complete, a trainer will send you your next steps.  
 
 
 
 
 

mailto:PTTTrainingSupp@wisconsin.gov

