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Getting Started
As an ATL/supervisor for a new worker, you must address multiple items prior to entering staff into New Worker Training (NWT). Completing these activities ensures the new worker registers correctly, receives the appropriate curriculum, and has all the necessary tools to successfully complete NWT. 
This letter provides an introduction, but you can find more information on the W-2 New Worker Training website at https://dcf.wisconsin.gov/w2-partnertraining/w2-nwt and in the Learning Center under NWT Introduction. 
Registration Profile
Complete the Registration Profile form through the Learning Center Welcome page at https://www.uwosh.edu/ccdet/ptt-learning/ as soon as possible. After completing the form, submit the Registration Profile to Learning Center staff, who will enter the worker’s information into the registration database. New workers access all New Worker Training curriculum online. Learner Center staff must enter the worker’s basic information into the system before the worker can access these resources. Complete the Registration Profile promptly to help ensure a smooth registration process. 
After Learning Center staff enter the Registration Profile information into the system, the new worker can access their assigned curriculum. The worker can find the curriculum and all required topics in the Learning Center under Assigned/No Due Date. As the worker completes each course, the Learning Center records the completion in the curriculum and on the worker’s transcript. After the worker successfully completes the current curriculum, the Learning Center assigns the next curriculum. 

New Worker Training Model
New Worker Training consists of two phases. New workers complete Initial New Worker Training through distance learning using a variety of training methods. After successfully completing Initial New Worker Training, workers may independently perform case management and eligibility determination. New workers must complete Initial New Worker Training within six months of their start date. 
Reinforcing W-2 in the Classroom includes required coursework that new workers must completed within 12 months of their start date. Most of these courses focus on case management skills and include both distance and in person classroom training. New workers should register for these courses as soon as the Learning Center assigns them. 
Throughout NWT, new workers must complete various courses and submit required information to the Training and Communications Section (TCS) at DFESTCSTeam@wisconsin.gov. The New Worker Training Guide guides new workers through the training process and helps ATLs and supervisors support and monitor the new worker’s progress. 
Workers must begin training within two weeks of receiving an assigned curriculum. Workers who anticipate a delay should notify TCS as soon as possible. If a worker does not begin training or notify TCS of an anticipated delay, TCS may remove the curriculum. For required curricula, TCS may notify the contract manager to determine the appropriate next steps based on current training requirements. 
New workers should complete Initial New Worker Training within five to nine weeks of their start date. This timeframe accounts for differences in adult learning styles, agency learning environments, and additional responsibilities assigned to new staff. To complete the training in approximately five weeks, new workers should devote 25 to 30 hours per week to training. To complete the training within nine weeks, new workers should devote at least 15 to 20 hours per week to training. 
Completing Initial New Worker Training within nine weeks helps new workers build upon and connect each learning experience. After nine weeks, a worker may have more difficulty building upon previous learning experiences. 
If a new worker does not complete the program within the required timeframe, TCS may remove the worker from the New Worker Training process. If TCS removes a worker from NWT, the worker may need to restart the training from the beginning. 
If a new worker struggles to meet the required timeframe due to extenuating circumstances, notify the Training and Communications Section immediately. 


Tips for Supporting New Workers
1. Provide the new worker with all necessary equipment, logon IDs, and downloads. 
a. Necessary equipment includes a computer with the appropriate software, headphones, a telephone, and internet access. 
b. For assistance with Learning Center technical issues, call registration staff at 920-424-1071 or email regstraff@uwosh.edu. 
2. Provide the new worker with protected time for training. 
a. Minimize interruptions from coworkers, appointments, telephone calls, and other responsibilities so the new worker can focus on training. 
3. Provide the new worker with access to all necessary resources. 
a. Resources include policy manuals, Operations Memos, Administrator’s Memos, and other relevant materials. 
4. Encourage the new worker to use available resources to find answers rather than immediately providing the answer. 
a. NWT requires new workers to think critically and use published resources, such as the Policy Manual and Operations Memos. 
b. New workers may contact coworkers or supervisors for quick answers. The Training and Communications Section will support new workers while encouraging them to consult published resources first. 
Tools/Software
Computer and Security Settings
Configure the new worker’s computer and security settings to ensure the computer communicates effectively with the Learning Center and accurately updates the worker’s transcript. The Learning Center provides a document that outlines the required settings. Access this document under Help in the Learning Center. 
Web Conferencing
The Training and Communications Section uses web conferencing software, such as Zoom or Teams, primarily for desktop sharing. TCS schedules meetings with new workers as needed and sends meeting information by email. New workers do not need to register for these meetings. They can join the meeting by selecting the link provided in the email. 

Systems Access
Work with your local agency Security Officer and follow the instructions below to obtain access to the systems new workers need to perform their job duties and complete training. New workers need access to Client Assistance for Re-employment and Economic Support (CARES) Worker Web (CWW) and Wisconsin Work Programs (WWP), as well as a Department of Workforce Development (DWD) Logon ID. Depending on their job duties, new workers may also need access to additional production systems. 
Wisconsin Web Access Management System (WAMS)
Create a WAMS User ID and password at https://on.wisconsin.gov. 
MyWisconsin ID 
Create a MyWisconsin ID account at https://apps.wisconsin.gov. 
CARES, CWW, SAVE, KIDS, ECF, and EOS Report
Complete DHS form F-00476 at https://www.dhs.wisconsin.gov/library/f-00476.htm and email the completed form to dhscaresaccessandidentitymanagementservices@dhs.wisconsin.gov  
Wisconsin Work Programs (WWP)
You must obtain CWW/CARES ID access before requesting WWP access. Create a WAMS ID and complete form DCF-F 5212-E, available at https://dcf.wisconsin.gov/forms. Email the completed form to DCFMBDFESDataSteward@wisconsin.gov 
WISA
To request access to WISA, access the Income Maintenance and Workforce Development Systems Gateway at https://prd.cares.wisconsin.gov/#. Select the WISA link. Request WISA access using form F-00476, available at https://www.dhs.wisconsin.gov/forms/f0/f00476.pdf.  Agencies typically request WISA access for lead workers and security staff. 
DFES Security Manual
For additional security information, review the DFES Security Manual on the DWD WorkWeb at https://workweb.dwd.state.wi.us/dfs/manuals/security/pdf/chap06.pdf. You need a DWD Logon ID and password to access the manual.  
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