
 

 
TJ/TMJ WWP Processes  

 

Participant Guide 
 

 

 
Purpose 

To introduce the processes within the Wisconsin Work Programs (WWP) system for 
TJ/TMJ. 
 

Learning Objectives 
Upon completion of this course, you will be able to: 

• Interpret elements of various WWP pages, e.g., referential data, field coloring 
indicators, and buttons; 

• Identify the flow of WWP’s clearance, client registration, request for assistance, 
enrollment, and informal assessment pages; 

• Explain the importance of using informal assessment data in your case management 
practices; and 

• Perform TJ/TMJ processes within WWP. 
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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 production cases and systems should 

be directed via your local agency process to the W-2 Help Desk at: 
Email: DCFW2CARESHD@wisconsin.gov  

Telephone: (608) 422-7900. 
TJ/TMJ Policy questions should be directed to the Subsidized Employment Contract 

Manager. 

 

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) 266-3400 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:DCFW2CARESHD@wisconsin.gov
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Welcome to Wisconsin Work Programs 
(WWP) 

 

WWP Phase One Implementation Training: 

 

                       
 
Online Prerequisite      Classroom Training      Practice Scenarios 
 

               Today & Tomorrow       After class, back at 
              your office 
 DONE! 
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Class Overview 
For the next day and a half, we will: 
 

• Review what you have learned so far about WWP. 
 

• See how clearance and client registration are entered in WWP. 
 

• Walk through entering a request for assistance for applicants. 
 

• Walk through the eligibility determination information for applicants. 
 

• Walk through enrolling applicants in WWP. 
 

• Walk through the informal assessment pages in WWP. 
 

• Complete clearance, client registration, eligibility, enrollment, and informal 
assessment in WWP together. 
 

• Provide you a foundation to complete clearance, client registration, eligibility, 
enrollment, and informal assessment on your own. 
 

• Talk about: 
o Updating information, 
o Viewing WWP history, 
o Transferring TJ participants to another office, 
o Reassigning a TJ/TMJ worker to another TJ/TMJ worker; 
o Disenrolling TJ/TMJ participants,  
o Co-enrolled participants, and 
o Data transferring from CARES to WWP. 
 

• Prepare you for the after-class TJ/TMJ practice scenarios. 
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What you know about WWP? 
1. Based on what you have already learned, list three things you know for sure 

about WWP: 
 

•   
 

•   
 

•   
 
 

2. What are you most excited about with WWP? 
 
 
 
 
 
 

3. What do you think will be the biggest challenge with WWP? 
 
 
 
 
 
 

4. What is one key advantage of the new system? 
 
 
 
 
 
 

5. What question(s) about WWP do you want answered during this class? 
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WWP Walkthrough 

 
Purpose: This is the default page shown when you log in to WWP. It provides a list of 
recently accessed participants, a list of participants assigned to the worker, and a list of 
participants referred or transferred to all Work Program (WP) offices in the contract 
agency. There is also a PIN search function to look up participants by PIN.  
 
Notes:   
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Clearance 
 

 
 

 
Purpose: The purpose of this page is to determine whether an applicant is known to 
CARES or other state systems. After entering the required information and clicking the 
Find Matches button, WWP displays potential matches between the applicant and 
existing individuals in CARES or other state systems. 
 
WWP displays the name, date of birth, Social Security Number, gender, and score for 
each potential match.  

• If the score is greater than 96%, you must select the individual. 

• If the score is 75%-96%, you can select a potential match or establish a new 
individual. 

• If the score is less than 75%, you can establish a new individual in CARES. 

• When a potential match is less than a perfect match of 99%, the fields that do not 
match are highlighted. If needed, you can update the information on the Clearance 
page, and re-run the process for potential matches.  

 
Notes: 
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Client Registration 
 

 



 TJ/TMJ WWP Processes 

DFES/Partner Training Team 11 12/20/18 
S:…\Curriculum\W2\WWP\WWP_Processes_TJ_TMJ_PG_122018 

 
Purpose: The purpose of this page is to register all applicants requesting assistance, 
collect additional information about the applicant such as demographic information, and 
assign a PIN to the applicant if the applicant does not already have a PIN assigned. 
Workers are able to update the applicant or participant’s basic information on this page 
if the applicant is not already known to CARES or other state systems.  
 
Notes: 
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Participant Summary 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Use the Participant Summary page to obtain the applicant’s PIN after completing 
Clearance and Client Registration and enroll the applicant into the program.  
 
Notes: 
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Case Management Navigation Tool Bar 
 
 

 
Purpose: The Case Management navigation toolbar provides links to other additional 
pages, such as the Participant Summary, Request for Assistance (RFA), and Informal 
Assessment pages. 
 
Notes: 
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Request for Assistance 
 

 
Purpose: This page displays current and past program requests for TJ/TMJ or Children 
First and the button to add the Request for Assistance for the TJ/TMJ programs. 
 
Notes: 
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Program 

 
Purpose: This page is used to record a single Request for Assistance for an applicant 
for the TJ/TMJ program. 
 
Notes: 
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Eligibility 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Purpose: This section collects information to determine if the applicant meets the 
eligibility requirements for the TJ/TMJ program. Verification information must be 
collected and verified per the TJ/TMJ policy. 
 

TJ/TMJ Policy References: 

• TJ/TMJ Policy Manual 2.1 Program Eligibility Criteria. 
 

 
Notes: 
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Eligibility Determination 
 

 
 

 
The Population Group drop-down allows you to select the appropriate type of 
population group for which the applicant meets the eligibility requirements. This section 
also determines whether the applicant is eligible to be referred to or denied for the 
TJ/TMJ program. 
 
Notes:  
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Requests for Assistance 
 
 
 
 
 
 
 

 
 
The Request for Assistance page shows the applicant as being referred once he or 
she is eligible. You can click on the RFA to show the details of that request. 
 
Notes:  
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Participant Summary 

 
Purpose: This page displays the participant’s information and programs the participant 
is enrolled in or disenrolled from. This page also allows workers to enroll or disenroll a 
participant from the TJ/TMJ program. Once enrolled, the PIN can be reassigned to 
another worker from this page. In addition, only TJ workers can transfer a case from this 
page. 
 
Notes: 
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Enroll Participant 
 

 
Purpose: This dialog box allows you to enroll the applicant in the TJ/TMJ program. 
 
Notes: 
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Edit Client Registration 

 
Purpose: After enrollment, use this page to enter or edit the participant’s Ethnicity and 
Race information or to update contact information. 
 
Notes: 
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Informal Assessment 

Languages 
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Languages 

Purpose: This page collects information on languages the participant reads, writes, and 
speaks.  
 
Case Management Benefits:  Depending on the participant’s primary language, there 
may be a need for translators or other language services. Bilingual participants possess 
a marketable employment skill. 
 
Additional Resources: 

• Adult Basic Education/English as a Second Language Directory  
https://dcf.wisconsin.gov/refugee/abe-esl 

 
Notes: 
 

  

https://dcf.wisconsin.gov/refugee/abe-esl
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Work History 
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Work History 

Purpose: This page collects information on the participant’s current and past 
employment, subsidized employment, and volunteer work.  
 
Case Management Benefits: Employment history is a critical part of informal 
assessment. Employment history helps build a resume, discover transferrable skills, 
and identify future opportunities in the same field or a similar one. Patterns of 
employment may indicate strengths or the potential for work issues that should be 
addressed. Current employment is a foundation for skill building and advancement. 
 
Additional Resources: 

• O*NET Career Exploration  
https://www.onetonline.org/ 

• Job Center of Wisconsin (Resume Tool, Labor Market Information)  
https://jobcenterofwisconsin.com/Default.aspx 

 
Notes: 
  

https://www.onetonline.org/
https://jobcenterofwisconsin.com/Default.aspx
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Work History – Details 
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Work History 

Additional Resources: 

• O*NET Career Exploration  
https://www.onetonline.org/ 

• Job Center of Wisconsin (Resume Tool, Labor Market Information)  
https://jobcenterofwisconsin.com/Default.aspx 

 
 
Notes: 
 
 
 

  

https://www.onetonline.org/
https://jobcenterofwisconsin.com/Default.aspx
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Work Programs 
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Work Programs 

Purpose: This page collects information on other work programs (e.g., FSET, DVR, 
WIOA, etc.) that the participant is currently involved in, has participated in previously, or 
will be working with in the future. 
 
Case Management Benefits: Past participation in other work programs may have 
helped the participant develop skills or gain experience that can be built on now. 
Current participation in other work programs is an opportunity for collaboration. 
Preparing for future participation can be incorporated into current employability 
planning. 
 
Additional Resources: 

• FoodShare Employment and Training (FSET)  
https://www.dhs.wisconsin.gov/foodshare/fset.htm 

• Division of Vocational Rehabilitation (DVR)  
https://dwd.wisconsin.gov/dvr/ 

• Workforce Innovation and Opportunity Act (WIOA) Programs  
https://dwd.wisconsin.gov/dwdwia/ 

• DCF Fatherhood Programs  
https://dcf.wisconsin.gov/fatherhood/homepage 

• Unemployment Insurance  
https://dwd.wisconsin.gov/ui/ 

• DCF Refugee Services  
https://dcf.wisconsin.gov/refugee 

• Wisconsin Department of Veterans Affairs 
http://dva.state.wi.us/Pages/home.aspx 

 
Notes: 
 
  

https://www.dhs.wisconsin.gov/foodshare/fset.htm
https://dwd.wisconsin.gov/dvr/
https://dwd.wisconsin.gov/dwdwia/
https://dcf.wisconsin.gov/fatherhood/homepage
https://dwd.wisconsin.gov/ui/
https://dcf.wisconsin.gov/refugee
http://dva.state.wi.us/Pages/home.aspx


 TJ/TMJ WWP Processes 

DFES/Partner Training Team 30 12/20/18 
S:…\Curriculum\W2\WWP\WWP_Processes_TJ_TMJ_PG_122018 

 Education History 
 
 
  



 TJ/TMJ WWP Processes 

DFES/Partner Training Team 31 12/20/18 
S:…\Curriculum\W2\WWP\WWP_Processes_TJ_TMJ_PG_122018 

Education History 

Purpose: This page collects information about the participant’s high school graduation 
status, or test scores for a participant working toward a GED/HSED. 
 
Case Management Benefits: Information about education history and test levels helps 
with worksite assignment. It also impacts employment and training opportunities. 
 
Additional Resources: 

• Wisconsin’s GED/HSED Program  
https://dpi.wi.gov/ged 

 
Notes: 
  

https://dpi.wi.gov/ged
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Post-Secondary Education 
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Post-Secondary Education 

Purpose: This page collects information about post-secondary education, licenses, and 
certifications that the participant has or is working on. 
 
Case Management Benefits: Post-secondary education makes a participant more 
employable and significantly increases lifetime earnings potential. If a participant has or 
is in the process of getting a license, degree, or certification, you can market that to 
potential employers. 
 
Additional Resources: 

• Wisconsin Technical College System 
http://www.wtcsystem.edu/ 

• The University of Wisconsin System  
https://www.wisconsin.edu/ 

 
Notes: 
 
 
  

http://www.wtcsystem.edu/
https://www.wisconsin.edu/


 TJ/TMJ WWP Processes 

DFES/Partner Training Team 34 12/20/18 
S:…\Curriculum\W2\WWP\WWP_Processes_TJ_TMJ_PG_122018 

Military Service 
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Military Service 

Purpose: This page collects information on the participant’s military service and 
training.  
 
Case Management Benefits: There are special programs that can assist veterans with 
employment. Skills learned while in military service are transferrable. The skills make a 
participant marketable to potential employers and set the foundation for additional 
education and training activities. 
 
Additional Resources: 

• O*NET Military Crosswalk Search 
https://www.onetonline.org/crosswalk/MOC/ 

• Military Ranks and Discharge Types 
https://www.military.com/ 

• DWD Veterans Services  
http://wisconsinjobcenter.org/veterans/ 

• Wisconsin Department of Veteran Affairs 
https://dva.wi.gov 

 
Notes: 
 

  

https://www.onetonline.org/crosswalk/MOC/
https://www.military.com/
http://wisconsinjobcenter.org/veterans/
https://dva.wi.gov/
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Housing 
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Housing 

Purpose: This page collects information on the participant’s current and past housing 
situations.  
 
Case Management Benefits: For a person to participate in work or work activities, 
stable housing is essential. Patterns of housing difficulties in the past may be an 
indicator of larger needs that may impact employability and participation. This is an 
opportunity to connect participants with available housing resources, if needed. 
 
Additional Resources: 

• Wisconsin Home Energy Assistance Program (WHEAP) 
http://homeenergyplus.wi.gov/category.asp?linkcatid=239 

• Rental Help in Wisconsin 
https://www.hud.gov/states/wisconsin/renting 

 
Notes: 
 

  

http://homeenergyplus.wi.gov/category.asp?linkcatid=239
https://www.hud.gov/states/wisconsin/renting
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Transportation 
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Transportation 

Purpose: This page collects information about transportation methods the participant 
may be able to access, as well as the status of his or her driver’s license. 
 
Case Management Benefits: Reliable transportation is a key to participating in work or 
work activities. Some jobs require a valid driver’s license. The type of license a 
participant holds (e.g., Regular, Occupational, Commercial, etc.) also impacts 
employability. You can document referrals given to a participant to assist with his or her 
transportation needs. 
 
Additional Resources: 

• Driver License Types 
http://wisconsindot.gov/Pages/safety/enforcement/agencies/dl-types.aspx 

• Public Transit 
http://wisconsindot.gov/Pages/travel/pub-transit/default.aspx 

 
Notes: 
 
 
  

http://wisconsindot.gov/Pages/safety/enforcement/agencies/dl-types.aspx
http://wisconsindot.gov/Pages/travel/pub-transit/default.aspx
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Legal Issues 
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Legal Issues 

Purpose: This page collects information about legal issues and required court 
appearances for the participant and members of the household.  
 
Case Management Benefits: These issues may affect the participant’s ability to 
participate in work or work activities. A Community Corrections officer is a potential 
collaborating partner in case management. Some required supervision activities may be 
included in the Employability Plan. Referrals to outside resources may assist the 
participant with resolving or managing these issues. 
 
Additional Resources: 

• Ex-Offender Toolkit 
http://wisconsinjobcenter.org/exo/default.htm 

• The National Reentry Resource Center 
https://csgjusticecenter.org/nrrc 

 
Notes: 
  

http://wisconsinjobcenter.org/exo/default.htm
https://csgjusticecenter.org/nrrc
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Child and Youth Supports  
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Child and Youth Supports 

Purpose: This page collects information about children in the participant’s household 
that may need services and support, especially child care. There are also questions 
related to WIC, Head Start, and other community programs for youth.  
 
Case Management Benefits: Child care is often essential to a parent to participate in 
work or work activities. A Child Welfare Worker involved with the family is a potential 
collaborating partner in case management. Some court-ordered or planned child welfare 
activities may be included in the employability plan. Other resources that can benefit the 
children and may improve the life of the family can be identified on this page. 
 
Additional Resources: 

• Wisconsin Child Care Information 
https://dcf.wisconsin.gov/childcare 

• Women, Infants, and Children (WIC) Program  
https://www.dhs.wisconsin.gov/wic/index.htm 

• Wisconsin Head Start Association 
http://whsaonline.org/ 

• Wisconsin Afterschool Network 
http://wiafterschoolnetwork.org/ 

 
Notes:  
*** Access to this page is not restricted. Any worker in your agency can see the 
data entered here. Be sure not to enter confidential data. *** 
 
 
 
  

https://dcf.wisconsin.gov/childcare
https://www.dhs.wisconsin.gov/wic/index.htm
http://whsaonline.org/
http://wiafterschoolnetwork.org/
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Family Barriers 
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Family Barriers 

Purpose: This page collects information about SSI/SSDI applications for other 
household members as well as information about other family issues that may impact a 
participant’s ability to participate in work or work activities. 
 
Case Management Benefits: Family members’ issues can impact a participant’s 
employability. Make referrals for support to address other family needs as well. 
 
Additional Resources: 

• Supplemental Security Income (SSI) Benefits 
https://www.ssa.gov/benefits/ssi/ 

• Social Security Disability (SSDI) Benefits 
https://www.ssa.gov/planners/disability/ 

• Services for Children with Delays or Disabilities  
https://www.dhs.wisconsin.gov/children/index.htm 

 
Notes: 
*** Access to this page is restricted to only the TMJ or TJ worker assigned to the 
participant. *** 
 
  

https://www.ssa.gov/benefits/ssi/
https://www.ssa.gov/planners/disability/
https://www.dhs.wisconsin.gov/children/index.htm
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Non-Custodial Parents 
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Non-Custodial Parents 

Purpose: This page collects information about the participant’s role as a non-custodial 
parent (NCP), including information about the primary caretaker and the child.  
 
Case Management Benefits: Stressful family situations can significantly impact the 
participant’s ability to secure and maintain employment. For example, a non-custodial 
parent who struggles with making child support payments, payments on arrears (back 
monies owed on child support), visitation conflicts, or other issues related to co-
parenting may create barriers. There may be an opportunity for connecting the custodial 
parent with services that could benefit the child. These services may include assistance 
with order adjustments and/or placement/visitation information. 
 
 
Additional Resources: 

• Wisconsin Child Support Program 
https://dcf.wisconsin.gov/cs/home 

• DCF Fatherhood Programs  
https://dcf.wisconsin.gov/fatherhood/homepage 

 
Notes: 
 
 
  

https://dcf.wisconsin.gov/cs/home
https://dcf.wisconsin.gov/fatherhood/homepage
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NCP Referral 
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NCP Referral 

Purpose: This page collects information about the Non-Custodial Parent(s) (NCPs) of 
the participant’s children to determine if the agency can offer NCP services. 
 
Case Management Benefits: Services provided to NCPs may help strengthen family 
relationships and enhance economic well-being. If your agency provides NCP services, 
you can make a referral.  
 
Additional Resources: 

• Noncustodial Parent Services 
https://dcf.wisconsin.gov/w2/parents/ncp 

 
Notes: 
 

  

https://dcf.wisconsin.gov/w2/parents/ncp
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WWP Apps 

Action Needed 

 
Purpose: This page displays all Action Needed Tasks recorded on any page of the 
informal assessment. It allows you to update previously entered items and to enter 
additional worker or participant items 
 
Case Management Benefits: It divides action-needed tasks by participant and worker. 
A printable task list is available for the participant to see the actions they need to take, 
allowing for increased accountability. Workers can “check off” tasks when completed.  
 
Notes: 
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Test Scores 

 
Purpose: This page displays scores from any GED/HSED test, Education Level test 
(TABE), and ESL/ELL test (TABE CLAS-E/BEST). GED/HSED scores entered from the 
Education History page in the informal assessment display here. You can also enter 
GED/HSED scores here. You can enter TABE/TABE CLAS- E/BEST scores only on this 
page. 
 
Case Management Benefits: A participant’s education progress and/or English 
proficiency levels can be reviewed on one page. New test scores can be added quickly. 
 
Notes: 
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Work History  

 
Purpose: This page lists all the participant’s jobs entered on the Work History page or 
that were entered previously in CARES. Jobs can be edited, deleted, or added on this 
page. 
 
Case Management Benefits: The listing of jobs is easily viewable on one page, 
making it easy to recognize patterns. Jobs can be quickly edited or added without going 
to the Work History page in the informal assessment. The participant’s work history 
listing can be used to build a resume or complete an employment application. 
 
Notes: 
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Contacts 

 
Purpose: This page lists all contacts entered in WWP for a participant. Contacts can be 
edited, deleted, or added on this page. 
 
Case Management Benefits: Numerous informal assessment pages link to the 
Contacts page. All contacts for a participant are organized in one page. Contacts are 
easily searchable and updateable. 
 
Notes: 
*** Do not enter any confidential information when creating Contacts. *** 
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Informal Assessment Summary 
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Informal Assessment Summary 

Purpose: This page shows a summary of the information entered on all pages in the 
informal assessment, and is where you submit the completed informal assessment. You 
can access informal assessment entries from this page to edit a current entry or to view 
the history of previous entries. 
 
Case Management Benefits: You can view the informal assessment information from 
one document. Sections can be expanded or collapsed to show details. This allows you 
to notice any patterns as you work with the participant to plan goals and activities. You 
also can see outstanding questions that were not answered, see any sections with 
errors, and access and edit any incorrect entries before submitting the completed 
assessment. 
 
Notes: 
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Informal Assessment Summary (after submitting 
assessment) 
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Informal Assessment (after submitting assessment) 

Purpose: This page shows a summary of all information entered in the informal 
assessment. You can begin a new assessment, update assessment information, or 
view the history of previous entries from this page. 
 
Case Management Benefits: You can review the entire assessment on a single 
document, allowing you to see the information gathered as a whole. You also can make 
edits without going through the entire informal assessment driver flow. 
 
Notes: 
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Tasks to complete after submitting the informal 
assessment: 
• Review the Action Needed list and print a copy of the Participant Tasks for the 

participant to take with him or her. 

• Enter PIN comments on CARES Screen CMCC to summarize the outcome of the 
assessment and a decision regarding the participant’s readiness for employment. 

• Continue in CARES to complete the employability plan if assigning activities at this 
time.  

• Enter the codes for any assigned activities on WPCS. 

• Document the reasons for assigning activities and next steps in PIN comments on 
CMCC. 
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Guided Entry – Jason 
Directions: Follow along with the trainer in WWP Training Environment to complete this 
scenario for TJ/TMJ. Log in to WWP Training (https://wwptrn.wisconsin.gov).) 
 

Clearance 

TMJ: Jason is applying for the TMJ program at UMOS. Following the Trainer’s entries 
for Clearance in WWP, enter Jason ____________ (make up his last name). Make up 
his SSN. He was born in May 1996 (make up a day). 
 
TJ: Jason is applying for the TJ program at UMOS. Following the Trainer’s entries for 
Clearance in WWP, enter Jason ____________ (make up his last name). Make up his 
SSN. He was born in May 1996 (make up a day). 
 

Client Registration 

TMJ: Jason lives with his mother at 2701 S Chase Avenue, Milwaukee, WI 53207. His 
cell phone number is 414-953-5555. He can receive texts and voicemails on his phone. 
He does not have a secondary phone or an email address. Jason’s home language is 
English, and he does not need an interpreter. He is not a refugee or a member of an 
American Indian tribe or an Alaskan native.  
 
TJ: Jason lives with his mother at 1717 Taylor Avenue, Racine, WI 53403. His cell 
phone number is 262-953-5555. He can receive texts and voicemails on his phone. He 
does not have a secondary phone or an email address. Jason’s home language is 
English, and does not need an interpreter. He is not a refugee or a member of an 
American Indian tribe or an Alaskan native. 
 
Record Jason’s PIN from Client Registration: 
 
PIN: __________________________________________ 
 

Request for Assistance  

TMJ: Jason is requesting assistance for the TMJ program today.  
 
TJ: Jason is requesting assistance for the TJ program today. 
 

Eligibility 

Jason lives with his mother. His last date of employment was 3/12/18, and he is not 
eligible for Unemployment Insurance. He has no children, so he is not eligible for W-2 
services. He is a U.S. citizen. He has never worked in a TJ or TMJ job. Jason’s annual 
household income is zero. Jason provided all the necessary eligibility documents. He 
completed and signed the program application. Jason feels he would benefit from 

https://wwptrn.wisconsin.gov/
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subsidized work because he has some work history and a high school diploma, but he 
has been having a hard time finding a job.  
 

Participant Summary/Enrollment 

Navigate to the Case Management navigation toolbar and click Participant Summary. 
Click Enroll at the top left corner in order to enroll Jason in the program. 
 

Informal Assessment 

Languages 

Jason reads, writes, and speaks English. 
 

Work History 

Jason is unemployed. He worked a few assignments at a temporary agency, but has 
not had anything permanent.  

He worked as a Packager with SITE Staffing in Milwaukee from January 28, 2018 
through March 12, 2018 for 40 hours per week making $9.25 per hour. SITE Staffing is 
located at 809 W National Avenue, Milwaukee, WI 53204. His duties included 
assembling packaging boxes, labeling and recording what is packed, inspecting 
packaging for tears, cracks and dents, and making sure the materials inside are packed 
in a way to minimized breakage during transit. 

He is no longer working at SITE Staffing because the temporary packaging assignment 
ended and they did not have another position for him. His beginning and end wage were 
the same. 

Jason says he liked working in a warehouse and enjoyed his packager position, but he 
ultimately would like to be a machine operator. 

Work Programs 

Jason has no past or current involvement with any other work programs. 
 

Education History 

Jason has a High School Diploma. He graduated from Rufus King High School located 
in Milwaukee, WI, in 2014. 
 

Post-Secondary Education 

Jason never attended college and does not have any certifications or licenses.  

 

 



 TJ/TMJ WWP Processes 

DFES/Partner Training Team 61 12/20/18 
S:…\Curriculum\W2\WWP\WWP_Processes_TJ_TMJ_PG_122018 

Military Service 

Jason has no military training. 
 

Housing 

Jason is staying with his mother since he lost his apartment in September 2018. After 
he lost his job, he could no longer afford the rent, and was not evicted. He is not at risk 
for an eviction, and wants to obtain his own apartment after he finds stable employment. 
Jason previously rented an unsubsidized apartment from September 2017 through 
September 2018, and his rent was $525 per month 
 

Transportation 

Jason has a valid regular Wisconsin driver’s license that expires 9/18/2021. He uses his 
mother’s car. It is currently registered and insured. He has never had a CDL. 
 

Legal Issues 

Jason has no misdemeanor or felony convictions, no pending charges, no family 
members with legal issues, and does not have any upcoming court dates. There are no 
current restraining orders against him, and he does not have a restraining order against 
anyone. 
 

Child and Youth Supports 

Jason has no children. He has already aged out of foster care. You provide him with 
information about Medicaid. You add an action needed for Jason to follow up with the 
external referral you provided for Medicaid with the due date being a month from today’s 
date.  
 

Family Barriers 

No one in Jason’s family has ever applied for SSI/SSDI. 
 
Jason has no caretaking responsibilities for a family member with special needs. No 
one in the household engages in risky activities, has behavior problems, or is facing 
suspension or expulsion from school. There are no other issues with the family. 
 

Non-Custodial Parents 

Jason is not an NCP. 
 

NCP Referral 

Jason has no children. 
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Informal Assessment Summary 

Review the Informal Assessment Summary for Jason to ensure all your entries match 
the scenario information.  
 
When the trainer tells you, click the Submit button to submit the completed assessment. 
 
 

 
Remember, there still are things you need to do after submitting a completed informal 
assessment: 
 

• Review the Action Needed list and print a copy of the Participant Tasks for the 
participant to take with him or her. 

• Enter PIN comments on CARES Screen CMCC to summarize the outcome of the 
assessment and a decision regarding the participant’s readiness for employment. 

• Continue in CARES to complete the Employability Plan if assigning activities at this 
time.  

• Enter the activity codes for any assigned activities on WPCS. 

• Document the reasons for assigning activities and next steps in PIN comments on 
CMCC. 
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Wrapping Up Day 1 
 

 
Three important points: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Points that square with you: 
 
 
 
 
 
 
 
 
 
 
 
 
 

Anything still circling around: 
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Subsidized Employment 

 
Use the Work History app to enter the Worksite and Employer of Record for TJ and 
TMJ subsidized and unsubsidized employment.  
 
Notes: 
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Employer of Record 

 
If the Employer of Record is not the Contractor or the Worksite, document the 
information in the Employer of Record section. 
 
Notes: 
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Independent Entry – Informal 
Assessment - Michael 

Directions: Complete the entries for this scenario in the WWP training environment. 
Note that there are places to stop your entries and have one of us check your work 
before you continue. If you have questions about any entries, ask a trainer to assist you. 
 
Log into WWP training environment using the link below to complete the scenario. 
https://wwptrn.wisconsin.gov 
 

Participant/Family information:  

You are working with Michael who has three children, son, Marty (D.O.B. 5/25/2003), 
Ruth (D.O.B 6/21/2005), and Kyle (D.O.B. 4/6/2008). 
 

Clearance Entries 

Michael (Make up his last name) ____________.  Make up his month and day for his 
date of birth in the year 1978. Make up a social security number for him. 
SSN____________________. 
 

Client Registration 

TMJ: He lives at 730 N 29th St., Apartment 117, Milwaukee, WI 53208. His cell phone 
number is 414-855-1318. 
 
TJ: He lives at 730 Washington Avenue, Racine, WI 5340. His cell phone number is 
262-855-1318. 
 
Michael speaks English and does not need an interpreter. He is not a refugee nor a 
member of an American Indian tribe or Alaskan Native.  
 
Record Michael’s PIN from Client Registration: 
 
PIN: __________________________________________ 
 

Requests for Assistance 
TMJ: Michael is requesting assistance from the TMJ program at UMOS in Milwaukee 
County.  
 
TJ: Michael is requesting assistance from the TJ program at UMOS in Racine County. 
 

  

https://wwptrn.wisconsin.gov/
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Eligibility 
 
Michael lives with his friend and is currently unemployed.  His last date of employment 
was 2 ½ weeks ago and he was working 25 hours per week when he stopped working. 
He has been having a hard time finding employment and heard about the program from 
a friend. He is not eligible for unemployment and does not receive services from W-2. 
Michael has three children, son, Marty (age 15), his birth date is 5/25/2003, daughter, 
Ruth (age 13), her birth date is 6/21/2005, and son, Kyle (age10), his birth date is 
4/6/2008. All of Michael’s children live with their mother, his ex-wife. Michael is ordered 
to pay child support for all three of his children. Michael is a US citizen, and has never 
worked in a TJ or TMJ job. Michael’s annual household income is $0. He provides all 
verification for all eligibility requirements for the TMJ program. He signed the 
application. Michael had a good work history prior to being in jail and has a GED. He 
had trouble over the past 2 ½ weeks finding another job.  
 

 
 
Before you click save for the denial, have your work checked. 
 
 

 
Michael is not eligible and denied for the program because he has been employed 
within the last four calendar weeks.  
  
Michael returns in two weeks when he has been unemployed for four calendar weeks to 
reapply for the program.  
 

Clearance Entries 

Select the Michael you created when Clearance is run and a match appears. 
 
Michael (The last name you created). The date of birth you created. The SSN you 
created. 
 

Client Registration 

None of his client registration information changed from when he first applied.  
 

Requests for Assistance 
TMJ: Michael is requesting assistance from the TMJ program at UMOS in Milwaukee 
County.  
 
TJ: Michael is requesting assistance from the TJ program at UMOS in Racine County. 
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Eligibility 
 
Michael lives with his friend and is currently unemployed.  His last date of employment 
was 4 ½ weeks ago. He has been having a hard time finding employment and heard 
about the TMJ program from a friend. He is not eligible for unemployment and does not 
receive services from W-2. Michael has three children, son, Marty (age 15), his birth 
date is 5/25/2003, daughter, Ruth (age 13), her birth date is 6/21/2005, and son, Kyle 
(age10), his birth date is 4/6/2008. All of Michael’s children live with their mother, his ex-
wife. Michael is ordered to pay child support for all three of his children. Michael is a US 
citizen, and has never worked in a TJ or TMJ job. Michael’s annual household income is 
$0. He provides all verification for all eligibility requirements for the program. He signed 
the application. Michael had a good work history prior to being in jail and has a GED. He 
has had trouble over the past 4 ½ weeks finding another job.  
 

Enrollment 
Michael is eligible and can be enrolled.  
 

Languages 

Michael reads, writes, and speaks English.  
 

Work History 

Michael is unemployed, and he is having a hard time finding employment since his last 
job, which is what is keeping him from working full time. 
 
Michael was employed full time at Cleaners Enterprise, 3522 W. Wisconsin Ave, 
Milwaukee, WI 53208 as a Floor Technician, cleaning and polishing floors. When he 
started, he was working 32 hours per week, but recently cut to 25 hours per week. He 
worked there from February 2, 2018 and quit 4 ½ weeks ago. He earned $9.00 per 
hour, the same as his starting wage. He states that the Cleaners Enterprise job was the 
first job he was able to obtain when he got out of jail and he enjoyed cleaning floors. 
Michael quit his job at Cleaners Enterprise because they cut his hours and he needed 
the full-time hours to pay his child support.  

Michael previously worked as a Busser, cleaning tables and washing dishes at the 
Northwest Coffee Shop (2308 W. Wisconsin Ave. Milwaukee, WI 53233) from March 1, 
2017 until the shop closed in September 30, 2017. New owners took over, remodeling it 
to a high-end café, and bringing in completely new staff. He worked part-time, 28 hours 
per week, at Northwest Coffee and made $8.05 per hour the entire time he worked 
there. He really liked working with the owners of Northwest.  
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Michael previously worked full time at A Plus Motors (7240 W Good Hope Road, 
Milwaukee, WI 53223) as a Mechanic, changing tires, doing oil changes, etc.  He 
worked from January 25, 2010 to September 2, 2011 when he was convicted for 
possession of drugs. He worked 40 hours per week, making $12.91 per hour when he 
started. When his employment ended, he was making $13.75 per hour. 

 
Before continuing to the Work Programs page, have a trainer check your 
work. 

 

 

Work Programs 

Michael has not worked with any Work Programs. 
 

Education History 

Michael earned his GED at the YWCA in Milwaukee, WI in August 2001. He last 
attended Bay View High School in Milwaukee in 1995 and completed his junior year.  
 

Post-Secondary Education 

Michael did not attend college and does not hold any licenses or certifications. 
 

Military Service 

Michael enlisted in the Army when he did not graduate from high school in May 1995 
and received a general discharge in September 2009. He was a Private 2 (E-2). He 
completed Basic Combat Training while in the Army. He is eligible for employment 
services and medical benefits. During his time in the army, he acquired the following 
skills: 

• Communication 

• Flexibility 

• Teamwork 

• Integrity 

• Planning 

• Problem solving 

• Technical 
 

Housing 

Michael lives with his friend and has lived with him for the past year. He pays $75 in rent 
every month to his friend and has been ever since he moved in a year ago. 
 
He is not at risk of eviction nor of having utilities disconnected, and his housing situation 
does not impact his ability to work or participate in work activities. 
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(Remember – on pages with an Action Needed list, you must check the No Action 
Needed box when no actions are needed or WWP considers the page incomplete.) 
 

Transportation 

Michael has a valid Wisconsin driver’s license, which expires May 19, 2023. He has 
access to his friend’s vehicle but is unsure if it is insured, or if the registration is current. 
He mostly uses public transportation to get around. He has never held a CDL.  
 

Legal Issues 

Michael was convicted of a felony drug possession on September 3, 2011, spent five 
years in prison, and is now out on parole. His parole officer’s name is Chris Robinson 
and he can be contacted at (414) 587-5555. He currently does not have any upcoming 
court dates. No one in his immediate family as any legal issues. There are no current 
restraining orders against him and he does not have a restraining order against anyone. 

 
 
Before continuing to the Child and Youth Supports page, have a trainer 
check your work. 
 

 

Child and Youth Supports 

None of Michael’s children have a child welfare worker. You can answer no to the other 
questions on this page since none of Michaels children live with him. 
 

Family Barriers 

No one in Michael’s family has ever applied for SSI/SSDI. 
 
Michael has no caretaking responsibilities for a family member with special needs. No 
one in the household engages in risky activities, has behavior problems, or is facing 
suspension or expulsion from school. There are no other issues with the family. 
 

Non-Custodial Parents 

Michael is the non-custodial parent. All of his children live with their mother, Trina (same 
last name as Michael). He talks to her about once per month and is comfortable with 
their monthly conversation. He does not want anything to change with his relationship 
with his ex-wife. He is ordered to pay $360 per month in child support for his three 
children. He sees his children once per month and would like to see his children more 
often. The only person that takes care of his children is their mother and they do not 
need any other services. 
 

NCP Referral 

Michael is the NCP. 
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Before submitting your informal assessment, have a trainer check your 
Informal Assessment Summary. 
 

 
Subsidized Employment 
TMJ: Michael is placed in a worksite at a private for profit company, Mason Janitorial 
Company located at 411 E Washington Avenue, Milwaukee, WI.  
 
TJ: Michael is placed in a worksite at a private for profit company, Mason Janitorial 
Company located at 330 N Main Street, Racine, WI.  
 
He is working as a Janitor starting today working 32 hours per week and no benefits are 
offered. UMOS is his employer of record and his rate of pay is $8 per hour. The 
business services representative (Josh Turner) assisted in finding the job for Michael. 
The subsidized wage is $7.25 per hour. His job duties include cleaning floors, 
shampooing rugs, washing walls and glass, and removing garbage. 

 
Before submitting the subsidized employment, have the trainer check your 
Employer of Record entries. 
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Other WWP Functions 

Viewing History 

Informal Assessment  

 
Purpose: WWP creates a history entry for assessment pages each time a page is 
saved. The history view shows a “snapshot” of each informal assessment page at the 
point in time it was saved. If a page has multiple saved updates, you can scroll through 
them chronologically or select a specific date to view. 
 
Case Management Benefits: You can see how information on an assessment page 
has changed over time. There is a record each time a worker updates a page and you 
can see who made the updates. 
 
Notes: 
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Apps  

 
Purpose: WWP also creates historical information in the Work History app. You can 
view all updates to a job as well as deleted jobs from the app history.  
 

Notes: 
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Reassigning a Participant to Another Worker 

 
You can access the Reassign Worker button on the Participant Summary page. 
 
Notes: 
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Office Transfer 

 
You can access the Office Transfer button on the Participant Summary page. Only the 
TJ program can transfer an enrolled participant to another Work Program Office with 
restrictions. TJ workers can transfer a participant to another office within their 
contractor’s geographical area if the contractor covers multiple counties. 
 

TJ/TMJ Policy References: 

• TJ/TMJ Policy Manual 2.2.1.2 Relocation Between TMJ Contractors 

• TJ/TMJ Policy Manual 2.2.1.3 Relocation Between TJ Contractors 
 
Notes: 
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Disenrollment 

 
You can access the Disenrollment button on the Participant Summary page to enter 
the Disenrollment Date and Completion Reason. You must end the participant’s 
activities in CARES prior to disenrollment. 
 
Notes: 
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Co-enrollment 

 

 
You can view if a participant is co-enrolled in TJ/TMJ and Children First at the same 
time. The co-enrollment information displays Children First information on the WWP 
Home Page and the Participant Summary page. 
 
Notes: 
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WWP Implementation Notes 

       
  
Data Migration: 
At the time of implementation, some informal assessment information will transfer to 
WWP for current participants enrolled in CARES Mainframe. 
 
All jobs for a participant enrolled at least one day in the last seven years will be 
transferred to WWP on the Work History page. These jobs will be editable, however 
once you start editing it you will need to complete all the required fields for the entry to 
be complete. Workers may need to use discretion as to whether the edit is needed. 
 
RFA information for currently enrolled participants will migrate from CARES to WWP. 
The information displayed includes: RFA Date, Program, RFA number, RFA status, 
Contractor, and Work Program Office. Contact information for currently enrolled 
participants will not migrate to WWP. Use CARES screen WPWI to view a participant’s 
most recent contact information. You can manually add this information to the Client 
Registration page in WWP. 
 
Transitioning Current Participants: 
Current participants enrolled in CARES may have a new WWP informal assessment 
completed at the agency’s discretion.  
 
 

      
 
Communication between WWP and CARES: 
Some information from entries in WWP result in data being sent to CARES. 
 

• When submitting an informal assessment, the transaction “Informal Assessment 
Completed” is recorded on CARES screen WPTN. 
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What do you know NOW about WWP? 
 
1. What are you most excited about with WWP? 
 
 
 
 
 
 
2. What do you think is your biggest challenge with WWP? 
 
 
 
 
 
 
3. What is one key way you feel WWP will help your case management? 
 
 
 
 
 
 
4. What do you need more practice on in the WWP system after this class? 
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What’s Next? 
 

WWP Phase One Implementation Training Continues: 

 

                       
 
Online Prerequisite      Classroom Training      Practice Scenarios 
 

                           After class, back at 
              your office 
 DONE!       DONE! 
 

Additional Practice Scenarios 

Within a few days, expect an email from the Learning Center Registration staff with 
information about how to access the practice scenarios. The practice scenarios guide 
contains changes to Jason’s information and two new scenarios. If you have questions 
along the way, work with your ATL or Supervisor, or email the Partner Training Team. 
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Good Luck with WWP! 
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Appendix 

Additional Resources 
Languages 

• Adult Basic Education/English as a Second Language Directory  
https://dcf.wisconsin.gov/refugee/abe-esl 

 
Work History 

• Job Center of Wisconsin (Resume Tool, Labor Market Information)  
https://jobcenterofwisconsin.com/Default.aspx 

• O*NET (Career Exploration, Occupation Search)  
https://www.onetonline.org/ 

 
Work Programs 

• FoodShare Employment and Training (FSET)  
https://www.dhs.wisconsin.gov/foodshare/fset.htm 

• Division of Vocational Rehabilitation (DVR)  
https://dwd.wisconsin.gov/dvr/ 

• Workforce Innovation and Opportunity Act (WIOA) Programs  
https://dwd.wisconsin.gov/wioa 

• DCF Fatherhood Programs  
https://dcf.wisconsin.gov/fatherhood/homepage 

• Unemployment Insurance  
https://dwd.wisconsin.gov/ui/ 

• DCF Refugee Services  
https://dcf.wisconsin.gov/refugee 

• Wisconsin Department of Veterans Affairs 
https://dva.wi.gov/ 

 
Education History 

• Wisconsin’s GED/HSED Program  
https://dpi.wi.gov/ged 

 
Post-Secondary Education 

• Wisconsin Technical College System 
http://www.wtcsystem.edu/ 

• The University of Wisconsin System  
https://www.wisconsin.edu/ 

  

https://dcf.wisconsin.gov/refugee/abe-esl
https://jobcenterofwisconsin.com/Default.aspx
https://www.onetonline.org/
https://www.dhs.wisconsin.gov/foodshare/fset.htm
https://dwd.wisconsin.gov/dvr/
https://dwd.wisconsin.gov/wioa
https://dcf.wisconsin.gov/fatherhood/homepage
https://dwd.wisconsin.gov/ui/
https://dcf.wisconsin.gov/refugee
https://dva.wi.gov/
https://dpi.wi.gov/ged
http://www.wtcsystem.edu/
https://www.wisconsin.edu/
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Military Service 

• O*NET Military Crosswalk Search 
https://www.onetonline.org/crosswalk/MOC/ 

• Military Ranks and Discharge Types 
https://www.military.com/ 

• DWD Veterans Services  
http://wisconsinjobcenter.org/veterans/ 

• Wisconsin Department of Veterans Affairs 
https://dva.wi.gov/ 

 
Housing 

• Wisconsin Home Energy Assistance Program (WHEAP) 
http://homeenergyplus.wi.gov/category.asp?linkcatid=239 

• Rental Help in Wisconsin 
https://www.hud.gov/states/wisconsin/renting 

 
Transportation 

• Driver License Types 
http://wisconsindot.gov/Pages/safety/enforcement/agencies/dl-types.aspx 

• Public Transit 
http://wisconsindot.gov/Pages/travel/pub-transit/default.aspx 

 
Legal Issues 

• Ex-Offender Toolkit 
http://wisconsinjobcenter.org/exo/default.htm 

• The National Reentry Resource Center 
https://csgjusticecenter.org/nrrc 

 
 
Child and Youth Supports 

• Wisconsin Child Care Information 
https://dcf.wisconsin.gov/childcare 

• Women, Infants, and Children (WIC) Program  
https://www.dhs.wisconsin.gov/wic/index.htm 

• Wisconsin Head Start Association 
http://whsaonline.org/ 

• Wisconsin Afterschool Network 
http://wiafterschoolnetwork.org/ 

  

https://www.onetonline.org/crosswalk/MOC/
https://www.military.com/
http://wisconsinjobcenter.org/veterans/
https://dva.wi.gov/
http://homeenergyplus.wi.gov/category.asp?linkcatid=239
https://www.hud.gov/states/wisconsin/renting
http://wisconsindot.gov/Pages/safety/enforcement/agencies/dl-types.aspx
http://wisconsindot.gov/Pages/travel/pub-transit/default.aspx
http://wisconsinjobcenter.org/exo/default.htm
https://csgjusticecenter.org/nrrc
https://dcf.wisconsin.gov/childcare
https://www.dhs.wisconsin.gov/wic/index.htm
http://whsaonline.org/
http://wiafterschoolnetwork.org/
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Family Barriers 

• Supplemental Security Income (SSI) Benefits 
https://www.ssa.gov/benefits/ssi/ 

• Social Security Disability (SSDI) Benefits 
https://www.ssa.gov/planners/disability/ 

• Services for Children with Delays or Disabilities  
https://www.dhs.wisconsin.gov/children/index.htm 

 
Non-Custodial Parents 

• Wisconsin Child Support Program 
https://dcf.wisconsin.gov/cs/home 

• DCF Fatherhood Programs  
https://dcf.wisconsin.gov/fatherhood/homepage 

 
NCP Referral 

• Noncustodial Parent Services 
https://dcf.wisconsin.gov/w2/parents/ncp 

 

https://www.ssa.gov/benefits/ssi/
https://www.ssa.gov/planners/disability/
https://www.dhs.wisconsin.gov/children/index.htm
https://dcf.wisconsin.gov/cs/home
https://dcf.wisconsin.gov/fatherhood/homepage
https://dcf.wisconsin.gov/w2/parents/ncp

