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[bookmark: _Toc208384744]Entry Activities

The following information is for those in the following curriculums:
· Resource Specialist
· FEP

[bookmark: _Toc208384745]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
In this section, we are reviewing the W-2 Request entries to ensure you have correctly completed the W-2 request for all cases. 

[bookmark: _Toc208384746]Trainer Guide Note
Throughout this guide, you’ll see “learner discretion” several times. When you see this, it means you can accept any response the learner enters that makes sense with the scenario.
At times, we provide general guidance within the scenario. When that occurs, we provide the information in this guide as well. Use it to help you determine what makes sense.
Keep in mind, when we say, “learner discretion”, it means there isn’t one correct answer.
For example, we give the guidance that Brittany has an interview outfit, but isn’t sure if it fits. The learner could select Yes, as Brittany does have an outfit, or No, as the outfit doesn’t do her any good if it doesn’t fit. You must accept either option.
If you see “learner discretion” for a Details or Notes field, it’s up to the learner to decide if they want to enter something in that field. While you can recommend they add something, don’t require it unless the system requires an entry in that field.





[bookmark: _Toc208384747]Ana – Requesting W-2 
Basic Information
· First Name: Ana 
· Last Name: learner discretion
· If the last name is inappropriate or derogatory, make the learner change it. 
· If they used a common Last Name (like Smith or Jones), make the learner change it. 
· Gender: Female
· SSN: learner discretion 
· If the learner entered a common or sequential SSN (like 123-45-6789 or 111-22-333), make them change it. 
· Birth Date: Makes her 24 years old

Additional Data
· RFA Type: ES – Economic Support 
· Contact Date: today’s date 
· Contact Method: W – Walk In
· Language: E – English 
· Eligibility Office: 5518 or 5018
· Assigned Worker ID: learner’s ID
· Ethnicity/Race fields blank
· Address: learner discretion 
· The learner didn’t enter Contact Information, Alternate Address, or Information Provider.

Program Requests
· Wisconsin Works: Yes
· All other programs: No

Complete Request for Assistance
· Registration Filing Date and Wisconsin Works Program Filing Date: today’s date 
· No Extension Date or Withdrawn RFA

RFA Comments
Learners can edit comments only on the same day they enter them. 
Must Include:
· Household includes Ana and her daughter Elena (6).
· Ana is applying for W-2 for assistance in obtaining employment.

[bookmark: _Toc208384748]Brittany – Requesting W-2
Basic Information
· First Name: Brittany
· Last Name: learner discretion
· If the last name is inappropriate or derogatory, make the learner change it. 
· If they used a common Last Name (like Smith or Jones), make the learner change it. 
· Gender: Female
· SSN: learner discretion 
· If the learner entered a common or sequential SSN (like 123-45-6789 or 111-22-333), make them change it. 
· Birth Date: Makes her 34 years old

Additional Data
· RFA Type: ES – Economic Support 
· Contact Date: today’s date 
· Contact Method: W – Walk In
· Language: E – English 
· Eligibility Office: 5518 or 5018
· Assigned Worker ID: learner’s ID
· Ethnicity/Race fields blank
· Address: learner discretion 
· The learner didn’t enter Contact Information, Alternate Address, or Information Provider.

Program Requests
· Wisconsin Works: Yes
· All other programs: No

Complete Request for Assistance
· Registration Filing Date and Wisconsin Works Program Filing Date: today’s date 
· No Extension Date or Withdrawn RFA

RFA Comments
Learners can edit comments only on the same day they enter them. 
Must Include:
· Household includes Brittany, her son Mason (9), and her daughter Ella (3 weeks).
Brittany is applying for W-2 for financial assistance and help finding work.

[bookmark: _Toc208384749]Chantelle – Requesting W-2
Basic Information
· First Name: Chantelle
· Last Name: learner discretion
· If the last name is inappropriate or derogatory, make the learner change it. 
· If they used a common Last Name (like Smith or Jones), make the learner change it. 
· Gender: Female
· SSN: learner discretion 
· If the learner entered a common or sequential SSN (like 123-45-6789 or 111-22-333), make them change it. 
· Birth Date: Makes her 38 years old

Additional Data
· RFA Type: ES – Economic Support 
· Contact Date: today’s date 
· Contact Method: W – Walk In
· Language: E – English 
· Eligibility Office: 5518 or 5018
· Assigned Worker ID: learner’s ID
· Ethnicity/Race fields blank
· Address: learner discretion 
· The learner didn’t enter Contact Information, Alternate Address, or Information Provider.

Program Requests
· Wisconsin Works: Yes
· All other programs: No

Complete Request for Assistance
· Registration Filing Date and Wisconsin Works Program Filing Date: today’s date 
· No Extension Date or Withdrawn RFA

RFA Comments
Learners can edit comments only on the same day they enter them. 
Must Include:
· Household includes Chantelle and her son Anthony (14).
· Chantelle is applying for W-2 for financial assistance and help with finding a job.
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[bookmark: _Toc208384751]Knowledge Check: 02 Requesting W-2
Learners must get all answers correct to mark this as complete. When giving feedback, point learners to W-2 Manual references and other resources in the Learning Center as needed to help them find the correct answer.

When a parent contacts your agency to apply for W-2 in person or by phone, they must meet with a Resource Specialist, or RS. When must the parent meet with the RS? 
The same day or the following working day (W-2 Manual 1.4.2)

When must the parent meet with the Financial and Employment Planner, or FEP, for the application appointment?
Within five working days of the RFA date or ACCESS application date (W-2 Manual 1.4.3)

After the application appointment, how many days do you have to determine W-2 eligibility? 
Seven working days (W-2 Manual 1.4.4)

Which brochure must you point out to parents for safety reasons? 
Domestic Violence (W-2 Manual 1.4.6)

Which brochure outlines what a parent can expect from the W-2 program and what the program expects from the parent? 
Rights and Responsibilities (W-2 Manual 1.4.6)

Which publication describes the types of documentation the parent may provide during their application appointment? 
Giving Proof (W-2 Manual 1.4.6)




[bookmark: _Toc208384752]02 Requesting W-2 Completed: 
Next Steps
[bookmark: _Toc208384753]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208384754]Email Text – Resource Specialist
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: W-2 NWT Completion Curriculum (RS)

You have finished Client Registration and are on the final stretch! 

Your next assigned curriculum is W-2 NWT Completion (RS).

This curriculum is needed to wrap up any loose ends and complete Initial W-2 New Worker Training. The W-2 NWT Completion course is related specifically to your job function. You will complete a final assessment and score a minimum of 80%. You can review any of the courses you’ve taken in preparation for this assessment. You’re almost there!

You also will see the following curriculum assigned: Reinforcing W-2 in the Classroom (RS)

This curriculum includes the W-2 Training Expectations CBT, which walks you through what to expect when attending virtual and in-person classes. The other class(es) listed are required for you to complete within your first 12 months. 

[bookmark: _Toc208384755]Email Text – FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 03 Applying for W-2 Curriculum

You have finished Requesting W-2, so now it’s time to determine eligibility on your cases.

Your next assigned curriculum is 03 Applying for W-2.

You will enter additional people in the household and collect all non-financial and financial information. 

You’ll complete a CBT that covers policies related to eligibility for the W-2 program. Then you complete the Eligibility process for your cases. The Entry Guide: Applying for W-2 walks you through this process. Be sure to read all the related resources, follow the Guide step by step, and complete all activities as assigned. 

After you have completed your entries in CWW, submit your case numbers to the Partner Training Team for review. If you have any questions or have any problems, contact PTT training support at PTTTrainingSupp@wisconsin.gov. 
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