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[bookmark: _Toc208385297]Entry Activities

The following information is for those in the following curriculum:
FEP

[bookmark: _Toc207696392][bookmark: _Toc208385298]Feedback Introduction
Copy and paste the following into the email of the first check of Ana’s entries:
In this section we are reviewing your Applying for W-2 entries to ensure you have correctly entered and confirmed your cases.  

[bookmark: _Toc207696393][bookmark: _Toc208385299]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. Although you can recommend they add something, don’t require it unless the system requires an entry in that field.



[bookmark: _Toc208385300]Ana – Applying for W-2
Household Members
· Ana Last Name learner discretion 
· SSA Verification: C – Completed Requirements or V – Verified 
· Birth Date: Makes her 24 years old 
· Birth Date Verification: BC – Birth Certificate 
· Double check First Name and Last Name.
· If the name is not appropriate, make the learner change it. 
· Not Alien Sponsor, no Alias 
· Elena Last Name learner discretion
· Gender: Female
· SSN entered
· If the SSN is sequential/common, make the learner change it. 
· SSA Verification: C – Completed Requirements or V – Verified
· Birth Date: Makes her 6 years old 
· Birth Date Verification: BC – Birth Certificate
· Not Alien Sponsor, no Alias 

W-2 Request
W-2 Request Date: whenever the learner completed the RFA
Requesting this Program/Subprogram of Assistance: Yes
No Target Type or Target Individual 
Assigned FEP ID: learner’s ID
W-2 Work Program Referral for Assessment: Ana referred 
Low Income Subsidized Housing Status: 3 – No Housing Subsidy 

Interview Details
Interview Type: F – Face to Face 

Household Relationships
Reference Person: Ana
Elena: DAU – Daughter 
Verification: BC – Birth Certificate
Legal Custody: No
Reference Person: Elena 
Ana: MTR – Mother 
Verification: BC – Birth Certificate
Legal Custody: Yes

General Case Information 
· County of Residence: 18 – Eau Claire County
· Household Address: learner discretion 
· Resided in WI all your life: Yes

Electronic Contact Information 
Email Address: None entered
Get letters online: No 

Representatives/W-2 Vendor Gatepost
· All questions: No

Permanent Demographics
· Ana
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate
· The learner made no entries in the SSN Information section. 
· Ethnicity:
· Hispanic: Yes; Details: Mexican American
· Race: 
· White: Yes; Details: Other
· Elena
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate 
· The learner made no entries in the SSN Information section. 
· Ethnicity:
· Hispanic: Decline to Answer
· Race: 
· Decline to Answer: Yes 

Current Demographics 
· Ana
· Identity Verification: DR – Driver’s License 
· Marital Status: SI – Single-Never Married 
· Currently Living in WI: Yes; Verification: MA – Mail Received at Address
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable. 
· Elena
· Marital Status: SI – Single-Never Married
· Currently Living in WI: Yes
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable.

Benefits Received 
· Ana 
· Responses to all questions: No
· Elena 
· Responses to all questions: No

School Enrollment
Individual: Elena
Highest Level of Education: XKG – Kindergarten Completed
High School Graduation Status: NOT – Not Graduated; Verification: NQ – Not Questionable 
Enrollment Status: FU – Full Time; Verification: ? – Not Yet Verified
Type of Educational Institution: EL – Elementary
Learnfare Status: WST – Student in Good Standing; Verification: ? – Not Yet Verified
All other Verification fields should be blank.

Individual Non Financial Gatepost
· Responses to all questions: No

Absent Parent
Damien Last name up to learner discretion
If the last name is inappropriate or derogatory, make the learner change it. 
Gender: Male
Phone Number: 920-555-1212
Absence Begin Date: Today’s date 
Absence Reason: NM – Never Married 
Refer to IV-D: Yes
Individual: Elena; Legal Parentage Status: Y – Legal Parentage Established for this Child 
Caretaker Relative Individual: Ana 
Learner entered no other information on this page.
If the learner entered something in the Good Cause Claimed field, make them remove it. Per Process Help, FEPs should enter No in this field only when the parent is not cooperating with Child Support and not claiming good cause. 

Liquid Assets
· Type: CH – Checking Account; Verification: BS – Bank Statement 
· Individual: Ana
· Jointly Owned: No
· Available: Yes
· Self-Reported Amount: $25.00; Verification: BS – Bank Statement 
· Account Number: 123456789 
· Name: First Federal Bank
· EFT: No 
· Learner entered no other information on this page.

Vehicle Assets
· Type: AU – AUTOMOBILE; Verification: VT – Vehicle Title or Registration
· Individual: Ana
· Jointly Owned: No 
· Available: Yes
· Year: 2009 
· Make: Ford
· Model: Explorer
· Fair Market Value: $2,800.00; Source: ND – NADA GUIDE 
· Learner entered no other information on this page.

Employment Gatepost
· Responses to all questions: No

Unearned Income Gatepost
· Responses to all questions: No

Expense Gatepost
· Responses to all questions: Blank

W-2 Up-Front Activity Requirements 
· Begin Month: Same as W-2 Request Date
· Up-front Activity Requirements: No
· FEP Interview Date: today’s date

Eligibility
· Pending

Case Comments
Learners can edit comments only on the same day they enter them. 
Comment Type: Intake
Must Include:
Household includes Ana and her daughter Elena and provided SSNs.
Verified Birth Date/US Citizenship/Household Relationship with Birth Certificates.
Verified ID with Driver’s License and WI Residency with mail.
Reports no employment, earned income, or unearned income.
Reported assets of checking account verified with bank statement and vehicle verified with vehicle title/NADA.
Didn’t assign up-front activities.
Case pending for School Enrollment/Learnfare Status.
Provided/Discussed:
Notice of Assignment 
Good Cause Notice
W-2 Participation Agreement
TANF Electronic Benefit Transfer Transaction Restriction flyer
Your Guide to W-2
W-2 Rights and Responsibilities 

[bookmark: _Toc208385301]Brittany – Applying for W-2
Household Members
· Brittany Last Name learner discretion 
· SSA Verification: C – Completed Requirements or V – Verified 
· Birth Date: Makes her 34 years old 
· Birth Date Verification: BC – Birth Certificate 
· Double check First Name and Last Name
· If the name is not appropriate, make the learner change it. 
· Not Alien Sponsor, no Alias 
· Mason Last Name learner discretion
· Gender: Male
· SSN entered
· If the SSN is sequential/common, make the learner change it. 
· SSA Verification: C – Completed Requirements or V – Verified
· Birth Date: Makes him 9 years old 
· Birth Date Verification: BC – Birth Certificate
· Not Alien Sponsor, no Alias 
· Ella Last Name learner discretion
· Gender: Female
· Did not enter an SSN and SSA Verification
· Birth Date: Makes her 3 weeks old 
· Birth Date Verification: BC – Birth Certificate
· Not Alien Sponsor, no Alias 

W-2 Request
W-2 Request Date: whenever the learner completed the RFA
Requesting this Program/Subprogram of Assistance: Yes
No Target Type or Target Individual 
Assigned FEP ID: learner’s ID
W-2 Work Program Referral for Assessment: Brittany referred 
Low Income Subsidized Housing Status: 3 – No Housing Subsidy 

Interview Details
Interview Type: F – Face to Face 

Household Relationships
· Reference Person: Brittany
· Mason: SON – Son
· Verification: BC – Birth Certificate or NQ – Not Questionable  
· Legal Custody: No
· Ella: DAU – Daughter 
· Verification: BC – Birth Certificate or NQ – Not Questionable  
· Legal Custody: No
· Reference Person: Mason
· Brittany: MTR – Mother 
· Verification: BC – Birth Certificate or NQ – Not Questionable  
· Legal Custody: Yes
· Ella: HSR – Half-Sister 
· Verification: BC – Birth Certificate or NQ – Not Questionable  
· Legal Custody: No
· Reference Person: Ella
· Brittany: MTR – Mother 
· Verification: BC – Birth Certificate or NQ – Not Questionable  
· Legal Custody: Yes
· Mason: HBR – Half-Brother 
· Verification: BC – Birth Certificate or NQ – Not Questionable  
· Legal Custody: No

General Case Information 
· County of Residence: 18 – Eau Claire County
· Household Address: learner discretion 
· Resided in WI all your life: No
· Previous resident: Yes
· Date Moved From WI: Any date three years ago 
· Moved to WI: Any date one year ago
· State: MN – MINNESOTA

Electronic Contact Information 
Email Address: brittany@emailservice.com 
Get letters online: Yes

Representatives/W-2 Vendor Gatepost
· All questions: No

Permanent Demographics
· Brittany
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate  
· The learner made no entries in the SSN Information section. 
· Ethnicity:
· Hispanic: No
· Race: 
· White: Yes; Details: European
· Mason
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate 
· The learner made no entries in the SSN Information section. 
· Ethnicity:
· Hispanic: No
· Race: 
· Black: Yes; Details: Unknown 
· White: Yes; Details: European
· Ella
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate 
· SSN Application Date: Same as her birth date; Verification: HR – HOSPITAL RECORDS
· CWW might not let the learner update the SSN Application Date.
· Ethnicity:
· Hispanic: No
· Race: 
· White: Yes; Details: European

Current Demographics 
· Brittany
· Identity Verification: DR – Driver’s License 
· Marital Status: SI – Single-Never Married 
· Currently Living in WI: Yes; Verification: LL – Lease or Rental Agreement
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable. 
· Mason
· Marital Status: SI – Single-Never Married
· Currently Living in WI: Yes 
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable. 
· Ella
· Marital Status: SI – Single-Never Married
· Currently Living in WI: Yes 
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable. 

Benefits Received 
Brittany
Responses to all questions: No
Mason
SSDI Payments: No
SSI Payments: Yes; Verification: SC – SSA OR SSI RECORDS OR CHECKS
SSI 1619(b): No
Responses to all other questions: No 
Ella
Responses to all questions: No

School Enrollment
Individual: Mason
Highest Level of Education: 003 – Grade 3 Completed
High School Graduation Status: NOT – Not Graduated; Verification: NQ – Not Questionable 
Enrollment Status: FU – Full Time; Verification: SR – School Record
Type of Educational Institution: EL – Elementary
Learnfare Status: WST – Student in Good Standing; Verification: AR – Attendance Report
All other Verification fields should be blank.

Individual Non Financial Gatepost
· Responses to all questions: No

Absent Parent
Simon Last name up to learner discretion
If the last name is inappropriate or derogatory, make the learner change it. 
Gender: Male
Phone Number: Learner must make up a number
Absence Begin Date: Today’s date
Absence Reason: NM – Never Married 
Refer to IV-D: Yes
Individual: Mason; Legal Parentage Status: Y – Legal Parentage Established for this Child 
Caretaker Relative Individual: Brittany
Learner entered no other information on this page.
If the learner entered something in the Good Cause Claimed field, make them remove it. Per Process Help, FEPs should enter No in this field only when the parent is not cooperating with Child Support and not claiming good cause. 
Viktor Last name up to learner discretion
If the last name is inappropriate or derogatory, make the learner change it. 
Gender: Male
Phone Number: Learner must make up a number 
Absence Begin Date: Today’s date
Absence Reason: NM – Never Married 
Refer to IV-D: Yes
Individual: Ella; Legal Parentage Status: N – Paternity Not Established for this Child 
Caretaker Relative Individual: Brittany
Learner entered no other information on this page.
If the learner entered something in the Good Cause Claimed field, make them remove it. Per Process Help, FEPs should enter No in this field only when the parent is not cooperating with Child Support and not claiming good cause. 

Liquid Assets
· Type: SA – Savings Account; Verification: BS – Bank Statement 
· Individual: Brittany
· Jointly Owned: No
· Available: Yes
· Self-Reported Amount: $120.00; Verification: BS – Bank Statement 
· Account Number: Learner must make up a number
· Name: Learner must make up a bank
· EFT: No 
· Learner entered no other information on this page.
· Type: PR – Pre-Paid Debit Card; Verification: BS – Bank Statement 
· Individual: Brittany
· Jointly Owned: No
· Available: Yes
· Self-Reported Amount: $12.00; Verification: BS – Bank Statement
· Account Number: Learner must make up a number 
· Name: Learner must make up a bank
· EFT: No 
· Learner entered no other information on this page.

Employment Gatepost
· Responses to all questions: No

Unearned Income
· Type: CSCC – Child Supp-Current, Not Rtnd; Verification: DE – Data Exchange
· Individual: Mason
· Income Begin Date: one year ago
· Income Discontinued: No
· Frequency: Monthly
· Available: Yes
· Gross Income Amount: $200.00; Verification: DE – Data Exchange
· Type: SI – Supplemental Security Income; Verification: SA – SSA Document
· Individual: Mason
· Income Begin Date: four years ago
· Income Discontinued: No
· Frequency: Monthly
· Available: Yes
· Gross Income Amount: $967; Verification: SA – SSA Document 
· Type: SISS – State Suppl Security Income; Verification: SC – SSA or SSI Records or Checks
· Individual: Mason
· Income Begin Date: four years ago
· Income Discontinued: No
· Frequency: Monthly
· Available: Yes
· Gross Income Amount: $83.78; Verification: SC – SSA or SSI Records or Checks

Expense Gatepost
· Responses to all questions: Blank

W-2 Up-Front Activity Requirements 
· Begin Month: Same as W-2 Request Date
· Up-front Activity Requirements: No
· FEP Interview Date: today’s date

Eligibility
· Confirmed open and passing

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: Intake
Must Include:
Household includes Brittany and her children Mason and Ella.
Brittany provided SSNs for herself/Mason and proof she applied for Ella’s SSN.
Verified Birth Date/US Citizenship/Household Relationship with Birth Certificates.
Verified ID with Driver’s License and WI Residency with lease.
Mason is enrolled in school and in good standing verified with school and attendance records. 
Reports no employment, earned income.
Reports Mason receives Child Support verified with data exchange, Federal SSI verified with SSA documents, and state SSI verified with SSA/SSI records.
Reported assets of savings account and prepaid debit card verified with bank statements. 
Didn’t assign up-front activities.
Case open and passing.
Provided/Discussed:
Notice of Assignment 
Good Cause Notice
W-2 Participation Agreement
TANF Electronic Benefit Transfer Transaction Restriction flyer
Your Guide to W-2
W-2 Rights and Responsibilities 

[bookmark: _Toc208385302]Chantelle – Applying for W-2 
Household Members
· Chantelle Last Name learner discretion 
· SSA Verification: C – Completed Requirements or V – Verified 
· Birth Date: Makes her 38 years old 
· Birth Date Verification: BC – Birth Certificate 
· Double check First Name and Last Name
· If the name is not appropriate, make the learner change it. 
· Not Alien Sponsor, no Alias 
· Anthony Last Name learner discretion
· Gender: Male
· SSN entered
· If the SSN is sequential/common, make the learner change it. 
· SSA Verification: C – Completed Requirements or V – Verified 
· Birth Date: Makes him 14 years old 
· Birth Date Verification: BC – Birth Certificate
· Not Alien Sponsor, no Alias 

W-2 Request
W-2 Request Date: whenever the learner completed the RFA
Requesting this Program/Subprogram of Assistance: Yes
No Target Type or Target Individual 
Assigned FEP ID: learner’s ID
W-2 Work Program Referral for Assessment: Chantelle referred 
Low Income Subsidized Housing Status: 3 – No Housing Subsidy  

Interview Details
Interview Type: F – Face to Face

Household Relationships
Reference Person: Chantelle
Anthony: SON – Son
Verification: BC – Birth Certificate or NQ – Not Questionable  
Legal Custody: No
Reference Person: Anthony
Chantelle: MTR – Mother 
Verification: BC – Birth Certificate or NQ – Not Questionable  
Legal Custody: Yes

General Case Information 
· County of Residence: 18 – Eau Claire County
· Household Address: learner discretion 
· Resided in WI all your life: Yes

Electronic Contact Information 
We did not provide specific information for this page. Entries up to learner discretion. 

Representatives/W-2 Vendor Gatepost
· All questions: No

Permanent Demographics
· Chantelle
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate 
· The learner made no entries in the SSN Information section. 
· Ethnicity:
· Hispanic: No
· Race: 
· Black: Yes; Details: up to learner discretion, information not provided
· Anthony
· Language: E – English 
· US Citizen: Yes
· US Citizenship Verification: BC – Birth Certificate 
· The learner made entries in the SSN Information section. 
· Ethnicity:
· Hispanic: No
· Race: 
· Black: Yes; Details: up to learner discretion, information not provided

Current Demographics 
· Chantelle
· Identity Verification: DR – Driver’s License 
· Marital Status: SI – Single-Never Married 
· Currently Living in WI: Yes; Verification: DR – Driver’s License or MA – Mail Received at Address
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable. 
· Anthony
· Marital Status: SI – Single-Never Married
· Currently Living in WI: Yes 
· Intent to Reside in WI: Yes
· Migrant Farm Worker: No
· Fleeing Felon Or in Violation of Probation/Parole: No
· Living Arrangement Type: 01 – Independent (Home/Apt/Trlr)
· All Verification fields not specified should be NQ – Not Questionable. 

Benefits Received 
· Chantelle 
· Responses to all questions: No
· Anthony 
· Responses to all questions: No

School Enrollment
Individual: Anthony
Highest Level of Education: 008 – GRADE 8 COMPLETED
High School Graduation Status: NOT – Not Graduated; Verification: NQ – Not Questionable
Enrollment Status: FU – Full Time; Verification: AR – Attendance Report
Type of Educational Institution: HS – HIGH SCHOOL 
Learnfare Status: WST – Student in Good Standing; Verification: AR – Attendance Report
All other Verification fields should be blank.

Individual Non Financial Gatepost
· Responses to all questions: No

Absent Parent
Tyson Last name up to learner discretion
If the last name is inappropriate or derogatory, make the learner change it. 
Gender: Male
We didn’t provide an address or phone number in the scenario. It’s up to the discretion of the learner whether or not they enter that information. 
Absence Begin Date: Today’s date
Absence Reason: NM – Never Married 
Refer to IV-D?: Yes
Individual: Anthony; Legal Parentage Status: Y – Legal Parentage Established for this Child 
Caretaker Relative Individual: Chantelle  
Learner entered no other information on this page.
If the learner entered something in the Good Cause Claimed field, make them remove it. Per Process Help, FEPs should enter No in this field only when the parent is not cooperating with Child Support and not claiming good cause. 

Liquid Assets
· Type: CH – Checking Account; Verification: BS – Bank Statement 
· Individual: Chantelle
· Jointly Owned: No
· Available: Yes
· Self-Reported Amount: $640.00; Verification: BS – Bank Statement 
· We didn’t provide account or bank information in the scenario. It’s up to the discretion of the learner whether they enter that information.
· EFT: No 
· Learner entered no other information on this page.

Employment Gatepost
· Responses to all questions: No

Unearned Income
· Type: CSCC – Child Supp-Current, Not Rtnd; Verification: CO – Court Order or DE – Data Exchange
· Individual: Anthony
· Income Begin Date: learner discretion, information not provided
· Income Discontinued: No
· Frequency: Monthly 
· Available: Yes
· Gross Income Amount: $300.00; Verification: CO – Court Order or DE – Data Exchange

Expense Gatepost
· Responses to all questions: Blank

W-2 Up-Front Activity Requirements 
· Begin Month: Same as W-2 Request Date
· Up-front Activity Requirements: No
· FEP Interview Date: today’s date

Eligibility
· Open and passing 

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: Intake
Must Include:
Household includes Chantelle and her son Anthony and provided SSNs.
Verified Birth Date/US Citizenship/Household Relationship with Birth Certificates.
Verified ID with Driver’s License and WI Residency with Driver’s License or mail.
Anthony is enrolled in school and in good standing verified with attendance records. 
Reports no employment, earned income.
Reports Anthony receives Child Support verified with court order or data exchange.
Reported assets of checking account verified with bank statements. 
Didn’t assign up-front activities.
Case open and passing.
Provided/Discussed:
Notice of Assignment 
Good Cause Notice
W-2 Participation Agreement
TANF Electronic Benefit Transfer Transaction Restriction flyer
Your Guide to W-2
W-2 Rights and Responsibilities 

[bookmark: _Toc208385303]Ana – Verifications Provided
School Enrollment
Individual: ELENA
Enrollment Status: FU – Full Time; Verification: SR – School Records
Learnfare Status: WST – Student in Good Standing; Verification: AR – Attendance Report

Eligibility
· Open and passing 

Case Comments
Learners can edit comments only the same day they enter them. 
Comment Type: Intake
Must Include:
Ana provided Elena’s progress report and attendance to verify school enrollment and Learnfare Status.
Case is open and passing.


[bookmark: _Toc122531720]

[bookmark: _Toc208385304]Quia Activities
[bookmark: _Toc208385305]Knowledge Check: 03 Applying for 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.

1. The W-2 program has 25 W-2 non-financial criteria. Name six of them. 
See W-2 Manual 2.2.1 for the entire list. 

2. How long do parents have to report a change that might impact their eligibility? 
10 calendar days (W-2 Manual 2.8.1)

3. What is the W-2 income limit? 
Less than or equal to 115% of the Federal Poverty Limit (W-2 Manual 3.2.1)

4. What is the W-2 asset limit? 
Less than or equal to $2,500 (W-2 Manual 3.3.1)

5. What are the four eligibility criteria you verify only once per lifetime? 
Identity, Social Security Number (SSN), Birth Date, and U.S. Citizenship (W-2 Manual 4.1.2)

6. How many working days do families have to provide eligibility verifications? 
7; You also may accept 30 calendar days if the family experiences extenuating circumstances. (W-2 Manual 4.1.3)

7. You must provide families with several forms and publications during their application appointment. Name three of them. 
Child Support Cooperation & Good Cause Notice, Notice of Assignment, Your Guide to W-2 Services, Cash Benefit Programs & Child Support, TANF Electronic Benefit Transfer Transaction Restrictions, W-2 Participation Agreement, Domestic Violence brochure, W-2 Rights and Responsibilities (W-2 Manual 1.4.6)

8. How long do you have to enter Case Comments after an application appointment? 
By the end of the working day following the appointment (W-2 Manual 4.3.3)


[bookmark: _Toc208385306]03 Applying for W-2 Completed: 
Next Steps
[bookmark: _Toc208385307]Requesting the Next Curriculum
Email the learner to prepare them for the next curriculum.

[bookmark: _Toc208385308]Email Text - FEP
CC: Reg Staff, ATL, PTTTrainingSupp@wisconsin.gov 
Subject Line: Next Steps: 04 Completing Initial Assessments Curriculum

Your cases just passed eligibility. The next step is to enroll each parent in Work Programs and complete an informal assessment. 

Your next assigned curriculum is 04 Completing Initial Assessments. 

You’ll use the assessment information you collect to make case management decisions moving forward, such as placement determination, develop goals, and determine appropriate activities.

After your entries are complete, submit your PINs to the training mailbox at PTTTrainingSupp@wisconsin.gov for review. A trainer evaluates your decisions and your entries as well as your reasoning. Be sure to document your decisions appropriately. 



DFES/Partner Training Team	2	09/10/25
S:…\\New_Worker_Training\Guides\Trainer\03_ApplyingforW2_TrainerGuide_091025
