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WP/WIOA Title I Co-Enrollment Process
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Re-work:
If customer has 
incorrect data 
in their profile 

staff can update 
that at this 

point

• Create/log in with single sign-on (SAW): Name, Email, User 
name, Password, Password retrieval

• Complete WorkSource WA.com to complete profile: 
 Entitled to work in US?
 SSN
 DOB
 Contact info: Name, Phone, Address, Contact 

Preference
 Gender, Ethnicity, Race
 Employment Status
 LEP, Need Translation 
 In School/school type/highest grade completed
 Runaway 
 Criminal background 
 Military Services (added q’s)
 Spouse of military q’s
 Disability (added q’s), 
 MFSW (added q’s)

Profile completed

If yes, fill in 
fields:
• Unemployed 

4+ months?
• Getting cash 

assistance?
• Low income?
• TANF 

recipient?

Navigates 
to 

Customer 
Dashboard

Job Seeker

Select “Find 
an 

Opportunity”

Job Seeker

ETO Customer Management System
Complete 

Basic 
eligibility 
process

Staff

Complete Long 
form for Full 

WIOA 
enrollment

Staff

Retrieve 
record. Take 
eligibility 
touchpoint.

Open “Basic 
Services 
Only” tab –
• Complete 

Selective 
Service 
question. 

• Complete 
Dislocated 
Worker 
questions 
(see script)

• Additional  
questions 
are optional 

• Type 
“basic” in 
case note.

• On-site and 
on-line self-
serve 

• Use of 
resources 
room

• Staff 
assistance

• Workshops
• Assessment
• Etc.

Necessary for 
job seeker to 
access 
Individual, 
support and 
training, 
services

See local 
policies for 
specifics. 

Staff enter 
start dates to 
enroll job 
seeker as 
Adult and 
DW I fi 
applicable) 
and provides 
a qualifying 
service to 
enter seeker 
into 
performance 
pool.
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support  
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Direct Job Seeker 
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WA.com
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WorkSource 
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No
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Ask if job 
seeker has an 

Account

Staff

Message: You need to setup an account. 

Note: Job Seeker prompted to complete profile if they do not 
complete in the first session.  Cannot access dashboard until 

they complete their profile

Job Seeker

No

Yes

Do you 
have an 

Account?
Yes

No

Would you like
to determine 

possible 
eligibility for future 

services?

Enrollment

Staff

Review 
Complaint, 
Grievance 

and EO 
forms with 
job seeker

Staff

Provide Job 
Seeker 
electronic or 
hard copy  
access to 
docs on 
“Complaint, 
Grievance & 
EO” tab

Self-
Attestation 
& Signature

Staff

Job Seeker 
signs screen 
(attests to 
validity of 
data in 
profile) 

Staff signs on 
screen 
attesting to 
identity of 
customer

Save 
eligibility 
application 
and take 
enrollment 
touchpoint

UPDATED: 11/7/16

Job seeker is now a Wagner Peyser
participant and may self-serve and/or 
access Basic Career Services

Enrollment

Job 
seeker is 
now co-
enrolled 
into Title 
I Adult/ 
DW for 
Basic 
Career 
Services. 

User 
profile 

populates 
customer 

record
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