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About WOTC and This Guide

The Virtual OneStop® system integrates functionality for job seekers, employers, third party agents, and
workforce staff, offering unique features for each user type. Your site includes the optional Work
Opportunity Tax Credit (WOTC) module.

WOTC is a federal tax credit incentive that benefits both employers and qualified workers, by promoting
the hiring of individuals who qualify as a member of a target group and providing a federal tax credit to
employers who hire these individuals.

Employers can complete and submit WOTC applications and forms for any individuals they hire who
qualify for the WOTC target groups, which qualify the employer for tax incentives. Employers can also be
represented by a Third-Party Agent (TPA) who can perform WOTC functions for the employers and their
WOTC applications. Once the TPA is designated as a WOTC agent, is enabled by WOTC Coordinators in the
system, and is legally authorized to represent employers through a Power of Attorney (POA) document,
they can create WOTC applications for the employers and help manage and monitor those applications.

This guide provides instructions on how you can register as a TPA for WOTC, add one or more employers
to represent, and then create and support the WOTC applications and functions for qualified individuals
hired by the employers you represent.

Note: “Virtual OneStop” (or “VOS”), as used in this guide, is the name of the underlying software
system provided by Geographic Solutions, Inc. to your state or region. Each site that has
purchased this system rebrands their customized Virtual OneStop system with their own unique
name, logo, colors, and features; therefore, you see your state or region name for the system as
you use it. If your system also includes the Geographic Solutions Unemployment System (GUS),
refer to the GUS Employer Services User Guide for assistance with GUS module functionality
related to agents.

VOS WOTC Agent Services User Guide 1-1 VOS Sapphire 04/2024
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WOTC Agent Capabilities

The system allows WOTC agents (TPAs for WOTC) to identify employers they represent, and then manage
their WOTC applications and functions. Once registered and enabled as a WOTC agent, you can use
comprehensive tools to support the employers that you and your company represent as you manage
individual WOTC applications for those employers.

The following is a list of the activities you may perform as a WOTC agent, with cross-references to the
sections that provide more details.

Register as a TPA for WOTC — You can quickly register as a TPA and designate your role for
WOTC. The system collects the minimum information required for your WOTC agent
identification, including login credentials, primary location, mailing and email addresses, and
contact information. See the topic “TPA Registration for WOTC” in this chapter for details.

Start ‘Next Steps’ after Registration — From a “What’s Next” confirmation page, you can select
options to immediately start setting up your account. These “next steps” can include identifying
employers you wish to represent and the Power of Attorney (POA) documents for them; adding
other contacts/users in your company who may also represent employers as WOTC agents; and
adding other locations associated with your company. You can also move to your Dashboard
page, which is the first page you see each time you log into the system. See the topic “Next
Steps After WOTC Agent Registration” in this chapter for details.

Note: Your account must be reviewed and enabled by workforce staff before you can use the
full suite of WOTC agent features, including assisting your represented employers with
their WOTC applications, adding privileges to additional contacts in your company, or
sending messages in the system.

Manage Your Agent Account — If you are the initial registrant as a WOTC agent for your
company, you are identified as the primary contact/user. As such, you can manage your
company’s Corporate Profile information, add other contacts for your company, and assign
privileges to them. See the topics in Chapter 2 - Manage Your WOTC Agent Account in this guide
for details.

Add and Manage the Employers You Represent — From the Representing Employers tab, you
can add new employers to represent for WOTC services; view the status of those employers and
the related POAs; and manage information about the employers. You can add an employer
manually one at a time, add multiple employers in batch with an import file, and add additional
addresses for existing represented employers. See the topics in Chapter 3 - Manage Your
Represented Employers in this guide for details.

Add and Manage WOTC Applications for Individuals — Once your representing employers are
approved, you can assist them and add WOTC applications for individuals hired by them
(depending on the WOTC application privileges staff has activated for you, associated with each
employer). The Representing Employers tab includes controls to add WOTC applicants manually
or in batch via spreadsheets. You can then monitor and view the status of any WOTC
applications you have created, and the decisions made for those applications.

VOS WOTC Agent Services User Guide 1-2 VOS Sapphire 04/2024
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As part of creating and monitoring the applications, you can:

= Manually create individual applications
= Batch Import WOTC applications

= Upload WOTC verification documents

= Review the status of WOTC applications

See the topics in Chapter 4 - Manage WOTC Applications in this guide for details on each item
listed above.

TPA Registration for WOTC

For sites that are configured for Third Party Agents (TPAs) and that also include options for WOTC, the
agents that represent employers for WOTC services can register to work on their behalf. When these TPAs
are enabled with WOTC access and have their employer relationships activated, they can perform WOTC
services for those employers, such as completing WOTC applications for individuals, monitoring the
outcome of applications, and uploading documentation required for the applications.

To perform services as a WOTC agent, first register as a TPA requesting access as a WOTC agent. After
registration, you can identify one or more employers with whom you want to establish an agent-employer
relationship, and you then upload a Power of Attorney (POA) document to identify the authorization for
each relationship. Staff approve the POA document and activate each employer relationship.

Completing the WOTC Agent Registration
As you complete the registration form, keep the following important points in mind:

e You can access help information for a page or section by clicking the Help icon (2] (e.g.,
definitions of terms, field descriptions).

e Ared asterisk (*) identifies required fields. If you do not enter the required information, alerts
at the top of the page indicate any missing information when you try save your information.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To register as a WOTC third-party agent:

1 Onthe site home page, click the Sign In/Register button to start your registration, usually located
in the upper right corner of the page (see figure below). The Sign In/Registration Option page
displays.

VOS WOTC Agent Services User Guide 1-3 VOS Sapphire 04/2024
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The Official Site of the State of Nevada

2 Scroll down to Option 3 — Create a User Account and click the Employers and Agents Registration

Enter a keyword a

“ Sign In / Register |

En £spanol

| -
Find a Candidate Find a Job Featured Jobs Event Calendar

Sign In Button — Sample Home Page

button (see figure below).

a Option 3 - Create a User Account

If you would like to become a fully registered user with EmployMV and have access to all of our online services, select one of the following account types. If
you are not sure if you need to register on the system, learn more about the benefits of registering on page: Why Regjister?.

Individual

11 min{s) estimated

Register as this account type
if you are 2n individual and
wish to search for the latest
Job openings, post a résumé
online, find career
guidance, search for training
and education programs,
find infarmation on local
employers, etc.

This is also where you can
register if you wish to file a
claim for unemployment,

Individual

Registration

Employers and Agents

3 min(s) estimated

Register as this account type on
behalf of your company or on
behalf of ancther company acting
as their agent with 2 valid Power
of Attorney. Here you will gain
access to industry data, labor
market information, job applicants
for your business. You can also
post job openings onling, as well
as file for the Wark Opportunity
Tax Credit (WOTC).

Employers and Agents

Registration

Provider

10 min(s) estimated

Register as this account type if
you are a training provider who
wishes to enter or update your
available courses for use in the
system. Once a new account
request is approved, you will be
zble to enter information about
your courses, such as costs,
schedules, credentials, etc.
Praviders can also request WIOA
approval for specific courses,

Work Opportunity Tax Credit

(WOTC) Out-of-State Staff

This registration is for the
Work Opportunity Tax Credit
(WOTC) Qut-of-State WOTC
State Coordinator Staff. Only
Out-of-State Staff who process
WOTC Applications within
their own state should request
a login to this system. This
User will only have access to
create and view their requests
for verification of benefits.

Register as this type only if
you are 3 WOTC State
Coordinator, or their staff, who
needs to check for Applicant
benefits received in this state
and the Applicant now resides
within your state. All other
registration requests will be
denied,

Option 3 - Create a User Account — Employers and Agents Registration Button

VOS WOTC Agent Services User Guide
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3 The first pages that display may require you to read them and indicate your agreement (e.g., an
Equal Opportunity — Non-Discrimination Notice and/or Privacy Agreement).

a. Read any displayed agreement pages, and check a box, if included, to confirm that you have
read the agreement(s).

Click the 1 Agree button to continue. The Select Registration Type page displays (see figure
below).

Select Registration Type

Select the representative type that best describes your company.
You may only select one of these options. If you select Direct
Representative, you may then select the functionality you need.

Representative Type

Please specify what type of user that you are:

LB
(O Direct Representative of your Organization
This includes employees, principals and owners of the
organization that is registering.
[ -X)

' " Third Party Agents (TPA)

H This includes companies that represent one or more registered
erganizations and will perform activities on their behalf.

Agent Registration — User Role Type

et

4 Select the Third Party Agents (TPA) radio button (see figure above) and Next to continue to the
Verify Employer Registration Identification page (see figure below).

Agent Identification

*Type of Identification: () Federal Employer Identification Number
® Social Security Number

* Agent Federal ‘ ‘
Employer ID Number
(EIN) / Agent Federal Do not enter dashes. Example 999001111
Tax ID (FEID) or Social
Security Number:

* Confirm Agent Federal ‘ ‘
ID Number:
Agent Ul Employer ‘ ‘
Account Number:

Do not enter dashes. Example 99900111111

Confirm Agent Ul ‘ ‘
Employer Account
Number:

*Will you be applying .@. Yes
for Work Opportunity () Mo
Tax Credits for your

clients?:

Agent Registration — Agent Identification Information

VOS WOTC Agent Services User Guide 1-5 VOS Sapphire 04/2024
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5 Specify a Type of Identification, Federal Employer Identification Number or Social Security
Number, and then enter and confirm the number in the appropriate fields.

6 Select Yes to answer the question, Will you be applying for Work Opportunity Tax Credits for
your clients?

7 Click Continue. The Employer Registration page displays (see figure below).

8 In the Login Information section, enter a User Name and Password, and then re-enter the
password in the Confirm Password field.

Note: The system confirms that your Username and FEID/SSN are unique. If either already
exists, a message prompts you to enter unique information.

Login Information

* User Name: | MX113 | Q

Enter User Mame (3 - 20 characters, and
may include characters, letters or
numbers, The following special characters
are allowed:(!),{#),(%), 3L
and ()

* Password: | ......... | @ Strong!

Enter Password (2 - 20 characters, and must include at least one
uppercase letter, one lowercase letter, one number and one special
character. Allowsable charactersare # @ 5% ~ .1 ° _ +).

* Confirm Password: | ......... | @

. : con: ] } }
Security Question: | What is your all-time favorite sports team?

The respense to the security
question will be reguired if
you forget your user name or
password.

* Security Question

| Raiders
Response:

Use Letters and numbers

Special characters are not
allowed,

“~ation
Agent Registration — Login Information Section

9 Select a question from the Security Question drop-down list and enter a Security Question
Response. This question and your response may be used later if you forget your username and/or
password.

VOS WOTC Agent Services User Guide 1-6 VOS Sapphire 04/2024
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10 In the Agent Identification section, enter your Company Name as registered in your state (see
figure below).

a. Asyou begin typing, matching company names display in a drop-down list. If your company
name is listed, select it and the primary location address fields are populated.

e
alloweer

Agent Identification

* Company Name: WOTC Agent X Q

Company Name as registered with the State of Nevada

Agent Federal

Employer ID Number
(EIN) / Agent Federal ~ D0 notenter dashes. Example 993001111

Tax ID (FEID) or Social
Security Number:

Will you be applying Yes
for Work Opportunity

Tax Credits for your
clients?:

Primary Location Information
* Street Address 1: | 77 Spurious Pl

Street Address 2: |

e .
City: | Carson City

Street Address 3: | |

*
State | MNevada -

* Tehe . - - -
County/Borough/Parish: | Carson City, Consolidated Municipality of = |

* T Y -
Launtoy: United States j

—

Agent Registration — Agent Identification and Primary Location Information Sections

11 If your primary location address is not already filled in, in the Primary Location Information section
(see figure above), enter the company’s primary location Zip code.

a. Enter the physical address of your primary location in the fields that display.

12 In the Mailing Address section, either check the box if the Mailing Address is the same as the
address above or enter your company’s mailing address.

VOS WOTC Agent Services User Guide 1-7 VOS Sapphire 04/2024
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13 In the Contact Information section, enter your Job Title, First and Last Name, Primary Phone, and
enter and confirm the Contact Email Address (see figure below).

Contact Information
* Job Title:

| Agent |
*First Name: | Malcolm |
Middle Initial: [ ]

* Last Name: | |

* Primary Phone:

Alternative Phone: | | -
|

Contact Text Message |
Phone Number:

Fax: L]

* Contact Email Address:

| noemail@acl.com |

* Confirm Contact Email

| noemail@acl.com |
Address:

Read Our Email Security Pelicy [

*Please select a method | Internal Message -
in which you prefer to
receive your
notifications:

c.

==
Agent Registration — Contact Information Section

14 Depending on your site’s configuration, you may also be able to enter alternative, text, or fax
phone numbers.

15 Select a method that you prefer to receive your notifications:

= Internal Message — The system delivers communications to your Message Center.
= Email — (if available) Communications are sent to the email address you provided above.

= Text Message — (if available) Communications are sent to the cell phone number you
provided above. This option requires that your cell phone have text messaging capability to
display the full text of the communication as a text message. The option is used primarily by
employers for recruiting (e.g., where automated job alerts can return text messages), and is
not part of WOTC agent functions.

= Text Message Notification — (if available) Notifications are sent to the cell phone number
you provided above. This option requires that your cell phone has text messaging capability,
however, this option does not display the full text of the communication as a text message.
Instead, the system sends a shorter notification text message to your phone, letting you
know that you have a message in your Message Center.

Note: Only certain communications, such as Virtual Recruiter Alerts, can be sent via text
message. Other important notices are not sent via text.

= Postal Mail — Important notices may be delayed if you select Postal Mail.

=  Fax — Receive communications on a fax machine.

VOS WOTC Agent Services User Guide 1-8 VOS Sapphire 04/2024
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= |nternal Message with Email Notification — Receive an email alert when communications
are delivered to your Message Center.

16 If desired, in the Social Media area, enter your company's social media links. Identify your "Main"
social media account from the drop-down menu; it appears first in the system. You can also select
whether to "Hide" or "Show" a link in the system.

17 In the Company Information section, answer Are you a Federal Contractor? (see figure below).

18 Answer any other questions that may display if configured for your site (see examples in figure
below).

Show 1 r$SA0Or.CoM/companynafe
'

Company Information

Are you a Federal (® ‘es, 1 am a Federal Contractor O
Contractor?: (O Mo, | am not a Federal Contractor

Would you be willing ® ves
to hire remotely O ne
located candidates?:

Whai.: s.tates w?uld you MNone selected -
be willing to hire

remote candidates
from?:

How Can | become a Show-Me Heroes Employer?

* Show-Me Heroes No

Employer?:
o

Agent Registration — Company Information Section

Employer?:

Note: Your site may have questions for state employer programs (e.g., Unique Abilities
Partner), or questions that are not specific to a WOTC agent role (e.g., uploading jobs to

national sites).

19 Click the Save button. The system performs a final validation of all information entered and
displays the next steps that you may take as a WOTC agent.

Your registration is now complete, and an alert message is sent to staff to review your account.
Your ability to create WOTC applications for represented employers is limited until your account is
enabled. However, you can immediately start taking steps as a WOTC agent, such as manually
adding employers to represent or adding contacts/users and locations. See the topic “Next Steps
After WOTC Agent Registration” below for details.

VOS WOTC Agent Services User Guide 1-9 VOS Sapphire 04/2024
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Next Steps After WOTC Agent Registration

As a newly registered WOTC agent, you see a “‘What would you like to do next? page as confirmation of
your completed registration (see figure below).

Third Party Agency has been successfully registered.

Please make a selection below to continue.

What would you like to do next?

» ) )
° Add Companies or Employers you wish to represent
To find employers you wish to represent as an agent, please click the link above.
l Add Contacts
E To add additional contacts for your company, please click the link above.

«i’- g Add Locations
~— To add additional locations for your company, please click the link above.
A My Dashboard
. To find more information about other services offered to employers, please click the link abave.

The ‘What Would You Like to Do Next’ Page for Registered Agents

From the “What would you like to do next? page, you can:

e Add employers to represent — Usually, a WOTC agent’s first activity is to add at least one
employer to represent. Use the Add Companies or Employers you wish to represent link (see
figure above) to open the Representing Employers tab (see figure below).

Account

General
Summary

Information Locations Contacts/Users

Documents m

[ Show Filter Options
To sort on any column, click a column title,

Pane in 9/1,/2023 9/1/2023 9/1/2026 Durable POA.docx Recruiting, Pending View
the WOTC
Glass

Celete

-‘i'iPageof1Dvi Rows

1 Records Found

[ Manually &dd Employers Import WOTC application Batch £dd Employers Batch Add Addresses for Existing Clients ]

Representing Employers Tab with Employer Added
From the Representing Employers tab, you can:

= Add an employer — Click the Manually Add Employers link to open an Employer
Identification page and add company name and identification information. See the topic
“Adding Employers” in Chapter 3 - Manage Your Represented Employers in this guide for
details. This chapter also includes topics for batch adding employers and batch adding
addresses.
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= Upload a POA doc for an employer — When you save the Employer Identification page, a
prompt displays to upload a Power of Attorney (POA) document. A window then displays
from which you can select the POA document file for upload and supply POA information
(e.g., the start and end dates and authorized agent’s name). See the topic “Adding POAs” in
Chapter 3 - Manage Your Represented Employers in this guide for details.

Once you add employers that you want to represent along with uploaded POAs, the
employers display in a ‘Pending’ status. Staff must enable the employer account, approve the
POA, and activate the agent-employer relationship before you can start or modify a WOTC
application for individuals your represented company is employing. Once staff activates the
relationship, you can monitor the status of your added employers, add/change employer
information, select the employer to assist, and start WOTC applications for new hires.

e Add contacts/users for your company — After successfully registering as a WOTC agent, you are
listed on the Contacts/Users tab as the Primary Contact for your company. If you need to
identify other contacts, including contacts who are also agents for your company, you can use
the Add Contacts link on the ‘What would you like to do next?’ page to open the Contacts/Users
tab. From this tab you can add a contact, their location, sign-in information, and user privileges
that control what the contact can do when they are signed in (e.g., manually add employers or
batch upload employers to represent). See the topic “Contacts/Users Tab” in Chapter 2 -
Manage Your WOTC Agent Account in this guide for details.

e Add your company locations — Use the Add Locations link to add additional locations for your
company. These can then be used to associate with any added contacts. See the topic
“Locations Tab” in Chapter 2 - Manage Your WOTC Agent Account in this guide for details.

e Open your agent dashboard — Use the My Dashboard link to see dashboard widgets and links to
view pages or information you frequently access, such as the status of POAs loaded for your
employers, decisions about WOTC applications in review, or unread messages you have
received. The dashboard is the first page you see each time you log into the system. See the
topic “WOTC Agent Dashboard Widgets” in Chapter 4 - Manage WOTC Applications in this guide
for details on widgets and links specific to agents.
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Common Agent and Employer Access and Controls

Several simple actions, such as logging into the system, resetting your password, viewing system messages,
using menus, toolbars, and changing accessibility options, are common to all users; this includes agents
and employers. The following are brief descriptions of some common features that you may use as a
WOTC agent, along with cross-references to the VOS Employer Services User Guide for more information.

Signing in to the System

Once you have registered as a WOTC agent in the system, you must sign in to have full access to all the
features and information related to your enabled account.

Note:

Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To sign into the system:

1
2

Access the site’s web address using any standard browser. The home page displays.

Click the Sign In/Register button (usually located in the upper right corner of the page, see figure

SignIn/ F{egisterh

below).

En Espariol

Sign In Button on Home Page

The Sign In/Registration Option page displays (see figure below).

& Option 1 - Already Registered

User Name: DOBEER O

Password:

®

Sign In

If you have forgotten your user name and/or password, please click
Retrieve User Name or Password.

Sign In/Registration Option Page - User Name and Password Fields

In the Option 1 — Already Registered section, enter your User Name and Password and, if present,
respond to the reCAPTCHA prompt.

Click the Sign In button.

Note: If you have forgotten your username and/or password, click the Retrieve User Name or
Password link below the Sign In button. See the topic “Forgotten Password and/or User
Name” in Chapter 1 - System Overview, Access, Registration in the VOS Employer
Services User Guide.
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5 Ifa pop-up alert displays for new or unread messages (see figure below), you can:

a. Click the envelope icon or message number to review your messages.
OR...

b. Click Close to close the pop-up window and read your new messages later. For complete
information on reading messages, see the topic “Message Center” in Chapter 8 - Manage
Communications in the VOS Employer Services User Guide.

= S AOSHEOAM O

Dashboard Alerts  Accessibility Mail Documents Calendar Home Sign Out Assistance

My Employer Dashboard Directory of Services
Welcome to My Employer Workspace Andrew -,
View your Profile and Contact Information.

This page introduces vou ta featuras auailable in the cvstem lets vou cuctomize the content vou are interected in_and offer:

EILGESNGEE  Important information for Andrew s

v E
a You have 1 new or unread message .
w P
You currently have no saved pins.
w Widgets

Cenfigure Dashboard Widgets

B Current User Statistics

~=ummary of some of the activity yout =lay[4V. Click any of the links
Hhasa ffems

New or Unread Message Alert Pop-up

Your dashboard for WOTC agents is displayed (see figure below). Your site may first display a version of a
Terms of Use page that agents must acknowledge.

e To learn more about navigating the system, including the left menu, top menu bar, and footer
bar, see the related topics that are part of the topic “Navigating the System” in Chapter 1 -
System Overview, Access, Registration in the VOS Employer Services User Guide. For a brief
overview of the navigation features, see the topics under “Navigating the System” in this
chapter.

e To learn more about the dashboard, dashboard widgets, and configuration of a dashboard in
general, see the topic “My Employer Dashboard” in Chapter 2 — My Employer Workspace in the
VOS Employer Services User Guide. For details on specific widgets and pinned links available to
WOTC agents (shown in the following figure), see the topic “WOTC Employer/Agent Dashboard
Widgets” in Chapter 4 - Manage WOTC Applications in this guide.
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My Employer Dashboard Directory of Services

Welcome to My Employer Workspace Andrew !
View your Profile and Contact Information.

This page introduces you to features available in the system, lets you customize the content you are interested in, and offers
suggestions to you. Please make 2 selection from the items below.

P Employer News and Announcements

w Pinned Links
» Employer Assisted Agent Folder Message Center

]
El WOTC Applications E WOTC Power of Attorney &

w Widgets
* My Messages
Needing Action
0 POAs expiring in 90 days
1 Unread Messages 885 A iedi
" 0 Incomplete 8350 POAs that have been denied in
"N\ 0 Pending 9081 the last 30 days
,—a 0 Read Messages Date of Birth Documentation POAs that have been approved in
= Needed EY
23 eade the last 30 days
0 Address Documentation Needed POAs pending approval in the last
Enter the Message Center ‘:) < 30 days
way

Configure Dashboard Widgets

My Employer Dashboard for a WOTC Agent

Navigating the System

This section covers elements that appear at the top of all pages and in the left navigation menu, and that
are relevant to all users. Notes are included for emphasis related to WOTC agents. Where the elements
are the same for employer users and WOTC agent users, the full topics in the VOS Employer Services User

Guide are referenced.

Top Menu Bar Options

The top menu bar appears at the top of every page in the system. From left to right, the options on the
menu bar are briefly described below.

= 9 AONEBEOA® OQ

henu
Dazhboard  Alerts Accessibility  Mail Documents Calendar Profile Home  Sign Out Aszistance Search

Top Menu Bar

e Menu —Sometimes called a “hamburger” menu E, displays the left navigation menu. See the
topic “WOTC Agent Left Navigation Menu” in this chapter for details.

e Dashboard — Shortcut to your My Employer Dashboard page from anywhere in the system. See
the topic “WOTC Agent Dashboard Widgets” in Chapter 4 - Manage WOTC Applications in this
guide for details.

e Alerts — A toggle that displays/hides a red alert message banner above the menu bar that
displays high-priority information about the system status.

e Accessibility — Displays the Accessibility Tools pop-up panel. See the topic “Accessibility Tools
Panel” in Chapter 1 — System Overview, Access, Registration in the VOS Employer Services User
Guide for details.
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e Mail — Displays a message pop-up panel with a scrollable list of your system messages, including
the first few lines of content for each.

e Documents — Displays a pop-up panel with a scrollable list of documents you have uploaded to
the system. See the topic “Uploading WOTC Verification Documents” in Chapter 4 - Manage
WOTC Applications in this guide for details.

e Calendar — Displays a pop-up panel with a scrollable list of your calendar appointments and
events.

e Profile — Displays a pop-up panel with links to your company profile, the privacy statement, and
a link to sign out of your account after confirmation.

e Home — Shortcut to the website home (splash) page.
e Sign Out — Signs you out of your account after confirmation.

e Assistance — Displays the Assistance Center page, from which you can access information about
the system, access videos on the Learning Center page, email questions to staff, or contact
support staff directly.

e Search — Displays the Quick Search fields, which operate the same as on the site home page.
This is a multi-feature search tool but is mostly used by employers or agents for recruiting
candidates. See the topic “Quick Search from the Top Menu Bar” in Chapter 1 — System
Overview, Access, Registration in the VOS Employer Services User Guide for more information.

WOTC Agent Left Navigation Menu

The system includes a left navigation menu that lets you quickly and easily display pages (see figure
below). By default, the left menu is hidden when not in use to maximize screen visibility. You can reveal
the menu while on any page in the system. You can also specify which menu groups display and where
they are located on the left menu.

L

] Dashbeoard
Close X
B s Agent [ Sign Qut
Search men... Q= |
WE < My Employer Workspace
[ - My Employer Dashboard
Directary of Services
Info :
. < Quick Menu
This p
Employer Resources ¥
Interes
agent Portfolio ¥

« Services for Employers

Senvices For Agents

« Detailed Reports

>

Left Navigation Menu Display Controls and Left Navigation Menu for WOTC Agent
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e Todisplay the left menu, click the Menu link or the “hamburger” icon = in the upper left corner
of the top menu bar (see figure above left). The menu “flies out” from the left and the current
page is grayed out until you select an option, or until the menu is retracted.

e Items to note in the left navigation menu specifically for WOTC agents include the Agent
Portfolio and its fly-out options, as well as the Services for Agents option:

= Selecting Agent Portfolio » Agent Profiles » Corporate Profile is a quick way to access your
account profile tabs to set up or change information about your company, its locations, and
other contacts. See Chapter 2 - Manage Your WOTC Agent Account for details.

= Selecting Services for Employer P Services for Agents is a quick way to access the
Representing Employers tab to set up the employers you wish to represent and their POAs.
See Chapter 3 - Manage Your Represented Employers for details.

= Selecting Agent Portfolio » Work Opportunity Tax Credit » WOTC Applications is a quick
way to create or manage WOTC applications for employers you represent. See Chapter 4 -
Manage WOTC Applications for details.

e Other items to note in the left navigation menu, common to all users, include:
= A Search menu field to filter the display of menu options

= Adescriptor text toggle in the upper right corner to turn on/off brief descriptions of each
menu option

= Carats to expand or collapse a menu group to see its options

See the topic “Left Navigation Menu” in Chapter 1 - System Overview, Access, Registration of the
VOS Employer Services User Guide for details on each of these left navigation menu controls for
any user.

Agent Portfolio View

You can use the Agent Portfolio view to display a file folder “tree structure” at the top of the page to
visually show how tabs are organized in the system. It allows you to directly select a specific tab. Your
current location in the tree structure is shown in red(see figure below).

P To access the Agent Portfolio view:

e From the Quick Menu group in the left navigation menu, click Agent Portfolio.

[ Agent Portfolio ]

& Agent Profiles &= Work Opportunity Tax Credit
& Corporate Profile &= Work Opportunity Tax Credit
B General Information BwoTc Applications
H Locations

B contacts/Users

H Account Summary

‘ Diocuments

HEPI’EEE nting
Employers

B communications

Navigation Using the Agent Portfolio “Tree View”
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Each portfolio tab displays as a link in the portfolio, allowing you to move quickly to each work area.

e To navigate to a specific tab, click the folder to expand it, and then click the desired tab link.

The Agent Profiles group organizes the tabs into two functional categories (folders) as follows:

e Corporate Profile

—Includes General Information, Locations, Contacts/Users, Account Summary,

Documents, and Representing Employers tabs. See Chapter 2 - Manage Your WOTC Agent
Account for more information on these tabs.

The Representing Employers tab identifies the employers represented by your company and any
associated POAs for each employer. Employers and POAs must be enabled and approved before
you can begin creating WOTC applications for them. See Chapter 3 —Manage Your Represented
Employers for more information on this tab.

o Communications Profile —

Includes Messages, Correspondence, and Communication Templates

tabs. It may also include Subscriptions, Email Log, Chat Log, and Help Desk tabs, depending on
your configuration, although those tabs are not related to WOTC agent functions. See Chapter 8
— Manage Communications in the VOS Employer Services User Guide for more information on

these tabs.

The Work Opportunity Tax Credit group contains just one tab that provides the ability for agents to create,

search for, and monitor WOTC applications:

e WOTC Applications — Applications can be created for any employer you represent as a WOTC
agent if they have been enabled, their POA approved, and your relationship with them activated
by staff. Any WOTC applications for your employers can be displayed on the WOTC Applications
Search page by multiple search criteria including employer, individual, and/or general criteria, to
let you monitor the status for single or multiple employers in various scenarios (see figure
below). See Chapter 4 — Manage WOTC Applications for more information on this page.

Create WOTC Application

Click to Create Application:

Click to Import WOTC

Application:

Show Filter Options

Create Application

Import WOTC application

[ Eilter | Reset Filter(s) |

Control | Postmarked | Applicant Employer | Target Application
Number| / I!ecewed Name / Agent Group Status
Name

2558

2560

2561

09/01/2023 | Francisco

09/05/2023

09/08/2023

Philbert

Martha

Friars | Ba,CEL
Flowers
Floral Spaorts, and
Media
Occupations

Friars DBdAGL Arts, Design,

Flowers

Floral Spaorts, and
Media

Occupations

Arts, Design,

Friars Bh,BdE, Arts, Design,

Flowers Entertainment,
Floral / Sports, and
You Media
Grow O=sunations
Girl!

WOTC Applications Search Page

Entertainment,

Entertainment,

Certified

Submitted
8850 and
9061
(28 Days)

Submitted
8850 and
9061
(25 Days)

Ecllt 8550

Print Forms
Verify

Print Forms
Verify

Do Mot Pursue

Edit 8850
Edlit 9061
Print Forms
erify

Do Mot Pursue
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2: Manage Your WOTC Agent Account

Chapter Contents
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Agent Account Management Overview

Information that is associated with you as a WOTC agent is contained in tabs under the Corporate Profile
folder in your Agent Portfolio (see figure below).

[ Agent Porifolio ]

& Agent Profiles & Work Opportunity Tax Credit
& Corporate Profile & Work Opportunity Tax Credit
i General Information H WOTC Applications
i Locations

e
- Contacts

[Users

i-’-‘\ccouﬁ: Summary

i Documents

iEpresEﬁt ng
Employers

W Communications

Agent Portfolio

The first four tabs define information that is initially set up when registering as an agent. This information
may only require infrequent updates, such as if you change your status, add or change business locations,
or if more than one contact/user is set up for you as a WOTC agent.

You can access these tabs from the left navigation menu or from your dashboard, and then by using the
navigation “folder tree” that is displayed above the tabs.

Following are brief descriptions of each Corporate Profile tab:

e General Information — Defines the basic identifying information of the company you are
employed by as a WOTC agent, including your agent identification, primary location and mailing
address, primary contact information, and company information. See the topic “General
Information Tab” in this chapter for details.

e Locations — Lists details for each location associated with your company. If your company has
multiple contacts/users, you can associate them with the locations at which they work. See the
topic “Locations Tab” in this chapter for details.
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e Contacts/Users — Lists details for each contact/user, which can be general worksite contacts or
additional agents. A user with appropriate privileges (such as the primary contact who
registered the company account) can set up other users with system privileges, which can
include general and agent-specific privileges. See the topic “Contacts/Users Tab” in this chapter
for details.

e Account Summary — Shows brief current statistics on the number of active and inactive
contacts, users with sign-in capabilities, and locations. See the topic “Account Summary Tab” in
this chapter for details.

e Documents — This tab displays only if the system is configured for the optional Document
Management module. It is not intended for use for WOTC document management functions
but can be used for other documentation requirements. For example, although you can add
documents on this tab, you must add POAs from the Representing Employers tab for selected
employers to ensure that they link correctly to the employer. See the topic “Uploading POAs for
an Employer” in Chapter 3 —Manage Your Represented Employers for details. For details on
WOTC documentation, see the topic “Uploading WOTC Verification Documents” in Chapter 4 —
Manage WOTC Applications.

e Representing Employers — Lists each of the employers that you or other contacts for your
company represent as WOTC agents. This tab controls key functions for identifying employers
and creating their WOTC applications. See the topic “Representing Employers Tab” in Chapter 3
— Manage Your Represented Employers for details.

P To access your Corporate Profile tabs:
e Inthe top menu bar, click the Profile icon, then the General Information link.
OR...

e From the top of the My Employer Dashboard page, click the View your Profile and Contact
Information link.
OR...

e From the Quick Menu group of the left navigation menu, click Agent Portfolio » Agent
Profiles » Corporate Profile.

All three methods display the General Information tab of your Corporate Profile (see figure below). The
first four tabs are described in greater detail in the following topics.
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General Information Tab

The General Information tab displays basic account information for your company that the primary contact
supplies during their registration as a WOTC agent. This information includes agent identification, primary
location, mailing address, primary contact, and other company information. The primary contact can

update the information on this tab at any time.

Note:

Some information entered at registration is not displayed on this tab after your account is

enabled, such as Agent FEIN, SSN, or Ul Employer Account Number, and can only be changed by

staff after the account is enabled.

General
Information

% Indicates required fields.

Agent Identification
Registration Date: 10/2/2023 8

Company Name as registered with the St
Mot specified
Will you be applying ® ves
for Work Opportunity O No

Tax Credits for your
clients?:

Ul Employer Type:

[ Update

Primary Location Informe
* Street Address 1:

=
[
[

Street Address 2:

Street Address 3:
"City: Carson City
“State Mevada
* County/Borough/Parish: | o ciry,
* Country: United State
* Zip code: 29701

[ Update | Edit Ld

Mailing Address
[ check here if Mailing Address is the sz

“heen standardized.

The following topics describe key changes you can make to your account information on the General

Information tab.

Note:

Locations Contacts/Users

Account

Representing
Summary Documents

Employers

T

—gdate ]

Contact Information

* Job Title:

Agent
Middle Initial: [ ]

* Primary Phone: [555 |-[s55 ][ 5955 |Ext | |
Alternative Phone: | || || |Ext | |

Contact Text Message
Phone Number:

Fax:
* H .

Contact Email Address:
* . .

Address:

Read Our Email Security Policy ) | Resend Email Confirmation

* Please select a method

in which you prefer to Internalat=-=as e - | e
receive your - 2 2@ =
notifications:
Company Informmaton
Change Password: Clig
Are you a Federal QO ves, | 2m 2 Federal Contractor
Silal Media Contractor?: @ Mo, | am not a Federal Contractor
X nttps:
n 2 Would you be willing (O Yes
Atps|  te hire remotely N
m Main - | | https:)
How Can | become a Show-Me Heroes Employer?
m Show - | | httpsi) * Show-Me Heroes Mo
. Employer?:
nttps:/ [ Update ]
Q OO
Show - | | https://www.glassdoor.com/member/profile |

[ Update | Edit Prost-—"
farmatis

General Information Tab

Based on your state programs and site configuration, the page and field labels, along with fields

presented, may differ from what is shown in this procedure.
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Updating Account Information

If you are the primary contact, or have the appropriate privileges, you may update the information in each
section of the General Information tab. If you do not have the privilege to edit a particular section, the
fields are display-only. If you need editing access, you should consult with the person designated as the
primary contact for the account or contact appropriate staff at your local one-stop office.

P To update your account information:

1 Inthe top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

2 In each section, make the desired changes and click the Update link at the bottom of the section
(see figure above). For changes that affect your system identification, the system acknowledges
that your request is being processed.

3 Inthe Primary Location Information section, if you need to change more than just the physical
address information displayed on screen, click the Edit Location link. This opens the Location
Information page, where you can change the location name, physical address, mailing address, or
location contact information (e.g., if more than one contact is connected to that location). See the
topic “Adding a New Location” in this chapter for details.

4 To ensure all updates have been recorded, scroll to the bottom of the page, and click the Save
button.

Changing Your User Name or Password

All enabled WOTC agents have sign-in privileges and can update their own sign-in information, including
username, password, security question/answer, and preferred notification method. You can change just
your password or click a link to change password and other sign-in information.

P To change your sign-in information:

1 Inthe top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

2 Scroll down to the Contact Information section and click the Edit Profile link at the bottom of that
section (see figure below).

Contact Information

* Job Title: ‘ Agent ‘
* First Name: Andrew
e — .
- i

-
ﬂ I_ - I_ wl e
E Show ¥ | | https://youtube.com/user/companyname |

ttps://www.glassdoor.com/member/profile ‘

e
=
o
4
=

[ Update] Edit Profile

Edit Profile Link on General Information Tab
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The Sign In Information tab displays, with links to change your username or password (see figure

below).
Contact Contact Sign In User Other
Information Designations Information Privileges Information

Sign In Information

Give this contact the ability to Sign in.

Contact:
* -
Username: DOBEER Change User Name
Enter User Mame (3 - 20 characters, and may include characters, letters
ar numbers. The following special characters are allowed:(1),(#),(5),(@),
("),0.00,0).0-), and ().
Password: Change password [4

. : con: ] i ;
Security Question: What is your all-time favorite sports team? =

* Security Question
Response:

| Raiders Use Lettrs and numbers. Special characters are not allowed.

Preferred Notification Method Q

Please select a method in which you
prefer to receive your notifications:

oD

Links to Change Username and Password on Sign In Information Tab

| nternal Message - |

P To change your user name:

1 Onthe Sign In Information tab, click the Change User Name link. An additional New User Name
field displays.

2 Enter a new user name and click the Save button. The General Information tab redisplays.
P To change your password:

1 Onthe Sign In Information tab, click the Change password link. A Change Password pop-up
window displays (see figure below).

Change password for 0 Sae &

* New Password:

........ . @ Strong!

Enter Password (2 - 20 characters, and must
include at least one uppercase letter, one
lowercase letter, ane number and one
special character, Allowable characters are
FE@E% NI _4)

* Confirm New Password:

e . |@

* Current Password:

e . |@

Update Pabssword @

Changing Your Password
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2 Enter a New Password, reenter to confirm, and then enter your Current Password.

3 Click the Update Password button. The system saves your new password and indicates that the

request was successful.

You can also change your password directly from the General Information tab.

P To change your password from the General Information tab:

1 Scroll down to the Contact Information section and click the Click here to change password link
just above the Social Media settings (see figure below).

Feau«

* Please select a methu..
in which you prefer to

1 BEseNd B

| Internal Message

Change password for - Sas s

* New Password:

@ Strong!

Enter Password (8 - 20 characters, and must

receive your include at least one uppercase letter, one
notifications: awercase letter, one number and one
special character. Allowable characters are
. FE@S% AT _4)
Change P: d: Click here to change password
* .
. . Confirm New Password:
Social Media
: _ [ @
S | show ~ | | https://twitter.com/companyname
* .
l; [ —nanyname Current Password:
—— [ |o

Update Pahssword

Password Change Link on General Information Tab

The Change Password pop-up window displays (see figure above).

2 Enter a New Password, reenter to confirm, and then enter your Current Password.

3 Click the Update Password button. The system saves your new password and indicates that the

request was successful.
4 Click the Close button to return to the previous page.

Note:
notification message to you via your preferred notification method.

Locations Tab

Any change to your username, password, or security response automatically sends an update

The Locations tab lets you manage your company’s physical worksites. Your primary worksite location and
primary contact person were established during account registration. You can add additional locations as
needed, and each must have an associated contact. This location information is not connected to WOTC
applications that you or another agent may create for a represented employer. The locations are available

to any other contact for your company who signs into the system.

P To access the Locations tab:

1 Inthe top menu bar, click the Profile icon, then the General Information link. The General

Information tab displays.

VOS WOTC Agent Services User Guide 2-6
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2 Click the Locations tab. All existing locations are listed in a table, with the primary location listed
first (see figure below).

General Account Representing
Contacts/Users olovers
Information - ontacts/User Summary Documents Employers
These locations are for your agent account and not for your employer clients.
& Show All Worksite Filter Criteria

To sort on any column, click 2 column title.

=T = = ==

Headguarters Active Contacts Edit Location
(Primary Location) Carson Clty NV 89701 « {Primary
Contact) View Contacts
Inactive Contacts Inactivate
Alt Office Active Contacts Edit Locatian
Carson City, NV 85706 {Primary
Contact) View Contacts
Inactivate

W 4 page EI of 1 [ [ Rows | 100 =

2 Records Found

Add Location Add Location and Contact

Locations Tab
3 From this tab, you can perform the following actions:

= Edit location information — Click the Edit Location link in the Action column for the desired
location. This opens the Location Information page, where you can change the physical
address, phone number and email, mailing address, assigned contact person(s), and change
the primary status for the location.

= View contacts for a location — Click the View Contacts link in the Action column for the
desired location. This displays the Contacts/Users tab filtered to the location you select.

= |nactivate alocation — Click the Inactivate link in the Action column for the desired location.
To see inactivated locations, you must change the filter criteria. To reactivate a site, click
the Activate link.

Note: You can only inactivate a location that has no contacts associated with it. If you
want to inactivate the primary location, you must first select another location to be
the primary location.

= Add a new location — Click the Add Location button below the table. See the topic “Adding
a New Location” below for details.

Note: Since you must designate a contact person when you create a new location, the
system also allows you to add a contact while adding a location. Click the Add
Location and Contact button to combine the steps.
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Adding a New Location

To save a new location, your account must already have one or more contacts to choose from to associate
with the new location. If you do not already have a contact for the location you want to add, use the Add
Location and Contact button instead of Add Location.

Notes: Multiple locations can be added for your company, which can be associated with WOTC agents

and/or other contacts. The location of your company’s contacts who are WOTC agents
representing employers does not limit how the agent can represent the employer for WOTC
applications. The location tied to an agent may have a more significant impact for TPAs
performing recruiting activities.

The locations of your represented employers are important to identify correctly. However, those
locations are identified through associations made from the Representing Employers tab as
discussed in Chapter 3. They are not the locations being added here. See the topic “Manually
Adding Employers” in Chapter 3 - Manage Your Represented Employers.

Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To add a new location to your agent account:

1

In the top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

Click the Locations tab. Existing locations display in a table, which you can filter by clicking the
Show All Worksite Filter Criteria link. The default display includes only locations with a status of
‘Active.” You may want to display the filter criteria and select ‘All’ statuses from the drop-down list
before adding a new location.
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3 Click the Add Location button below the table. The Location Information page displays (see figure

below).
Location
Worksite 1D: 0
* Location Name: | South Office |
* Zip Code: | 20701 |

Primary Location Information
* Street Address 1: |
Street Address 2: Mailing Address

Street Address 3: [#] Check here if Mailing Address is the same as the address above. 0
Address has been standardized.

*
City:
ty Carsg [] check here if Mailing Address is the same as the Corporate Mailing
* State: ol Acldress.

Ve
* Mailing Address 1: |
* County/Borough/Parish: | Carsi |

Mailing Address 2:
* Country: Unity » Mailing City:

| CARSON CITY |

*Zip code: 2970 *Mailing State: | Nevada -
Ul Employer Account * Mailing Country: B -
Number: I: | United States |
P .
* Phone: |:555 Mailing Zip/Postal: | 99701-6698 |

99999 or 99999-9955

Fax: |:

* Location Contact Information
[

Email:
eq.pi| 1o sortonany column, click a column title. 0
*status: MW sciect|  Comtacttiame | JobTe | Email |
U Andrew - Agent noemail@aol.com
Harold Manager ncemail@aaol.com
2 Records Found

Location Designation(s)

0 Records Found

@ Cancel

Location Information Page
4 Enter a Location Name to easily identify the location (e.g., Home Office or Warehouse).
5 Enter the location Zip Code. This populates the City, State, County, and Country fields.

6 Complete the remaining address, phone, email, and other information fields, as desired. Your site
may also require a Ul Employer Account Number.

Note: The Status field displays as ‘Active.” This is the default for added locations.
7 Complete the required Mailing Address fields.

8 In the Location Contact Information section, check the boxes to select one or more existing
contacts to be associated with this location (see figure above, right).
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9 Ifany entries are displayed in the Location Designation(s) section, select applicable business
functions that take place at this location by checking the corresponding boxes. This section is
normally not populated for locations with agent-only functions such as WOTC.

10 Click Save. The Locations tab redisplays with the new addition (that may be on a different page of
the table).

P To change the primary location status:
1 Click the Edit Location link in the Action column in the Locations table for the desired location.

N

South Office 135 E Clearview Dr  Active Contacts
Carson City, NV Harold
89701 Wiew
Inactive Contacts = Contacts

Action

Edlit Location

Location
Worksite ID: 16126 O
Primary Location: This is not the primary location
* Location Name: ‘ South Office ‘
* Zip Code: ‘ 59701 ‘

99999 or 99999-9999

Primary Location Status Link on Location Information Page

2 Onthe Location Information page, click the link at the top of the page that indicates primary
location status: This is the primary location, or This is not the primary location (see figure above).
A pop-up window opens with a list of locations to choose from (see figure below).

Primary Location

m Location Name Location

Alt Office Carson City,
NV
® Headquarters Carson
City, NV
South Office Carson City,
NV

oD

Primary Location Selection

3 The current primary location is bolded. Click a radio button to select another location to be the
primary location and click Save to record your change and close the window.

4 Click Save to save the change and see it on the Locations tab.
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Contacts/Users Tab

The Contacts/Users tab lets you manage information about your company’s worksite contacts and account
users. A user has a special designation as someone who can access their account on this system with sign-
in credentials. Your company’s primary user contact and primary location are established during account
registration; if you performed the registration, then you are the primary contact. You can add additional
contacts as needed.

Employers who manage recruitment often need to add more contacts and locations since they must
associate each job order to a specific worksite location and contact person. However, a WOTC agent may
not need to add more contacts or locations as part of representing employers in the management of their
WOTC applications, since it is not the agent’s contacts and locations that are tied to the individuals’ WOTC
applications; rather, it is the assisted employers and their contacts and locations that are tied to the WOTC
application.

If your company is assisting multiple employers with many WOTC applications, then as the designated
primary contact for your company, you may need to create multiple contacts with the ability to also
perform functions as WOTC agents.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To access the Contacts/Users tab:

1 Inthe top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

2 Click the Contacts/Users tab. All agent contacts are listed in a table, with the primary contact
listed first (see figure below), along with the employer types (Recruiting, WOTC) they can assist
listed after their contact type.

General 1 Account Representing
Information (LI=1LERY Contacts/Users Summary Documents Employers

Show All Contact/Users Filter Criteria

To sort an any column, click a column title.

Contact Name Job Title| Phone | Signin
Number | capable

Andrew Headquarters  Agent (555)
{Primary Contact) 555-5555
(Marketing Delete

Lead,Recruiting,Unemployment, WGTC)

Last Successful Login: 10/5/2023 9:33:24 AM Inactivate
Hareld Alt Office Manager (553) No Edit
(Designations: Office Manager) 555-5555
Delete

Inactivate

W@ Page [1-] o PI Rows

2 Records Found

Add Contact Add Contact and Location

Contacts/Users Tab
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From this tab, you can perform the following actions:

Edit contact Information — Click the contact’s name link or the Edit link in the Action column
for the desired contact. This opens the Add Employer Contact page on the Contact
Information tab (the first of five tabs) where you can edit details for the contact.

Note: |If you are the primary contact, or another contact with full privileges, you may
access the account of any contact/user for your company and edit their information,
including Contact Information, Status (Active/Inactive), Associated Locations, Sign in
Information, and User Privileges. However, user privileges cannot be changed for
the designated primary contact, and the primary contact cannot be inactivated.

Delete a contact — Click the Delete link in the Action column for the desired contact. You
cannot delete the primary contact. If the contact is associated with an active represented
employer, an alert displays. Although deleting an agent contact is possible if there are other
contacts who can assist represented employers, the alert warns you not to delete the
contact. Itis strongly suggested that the contact be inactivated instead, so that it is
recoverable in the future.

Inactivate a contact — Click the Inactivate link in the Action column for the desired agent
contact. You cannot inactivate the primary contact. If the contact is the only agent contact
associated with a represented employer, an alert displays stating that they cannot be
inactivated. To see inactivated contacts, you must change the filter criteria. To reactivate a
contact, click the Activate link.

Add a new contact — Click the Add Contact button below the table. See the topic “Adding a
New Contact/User” below for details.

Note: Since you must designate a location when you create a new contact, the system also
allows you to add a location as part of adding a contact. Click the Add Contact and
Location button to combine the steps.

Adding a New Contact/User

To save a new contact, your account must already have one or more locations to choose from to associate
with the new contact. If you do not already have the location for the contact you want to add, use the Add
Contact and Location button instead of Add Contact.

P To add a new contact/user to your agent account:

1

In the top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

Click the Contacts/Users tab. Existing contacts display in a table, which you can filter by clicking
the Show All Contact/Users Filter Criteria link.

Click the Add Contact button below the table. The Add Employer Contact page displays on the
Contact Information tab (see figure below).
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Contact Contact Sign In User Other
(VLR Designations  Information Privileges Information

Agents Contact Information

* First Name: | Fiona |
Midelle Initial: |:|

* Last Name: | |

* Job Title: | Assistant Manager |

* Phone: |555 | |555 | |5555 |Ext: | |
Fax: L]
Alternate Phone: | |_ | |_ | |Ext: | |

Text Message Cell
Phone:

| noemail@acl.com |

* Email Address:

* Confirm Email Address: | noemail@acl.com |

* Status: @ Active

O Inactive

Add Employer Contact Page — Agents Contact Information Section
4 Complete all required fields in the Agents Contact Information section.

5 To associate the contact with an existing location, in the Associated Location(s) section, select one
or more corresponding checkboxes in the Associated Location(s) column. By default, the contact
is associated with the primary location (see figure below).

Associated Location(s)

Please select one or maore location(s) from the list below to associate the contact with the
location(s). Also select a default location for the current contact (21l contacts must be 0
associated to a2t least one worksite and they must have 2 default location assigned)

To sort on any column, click a column title.

Location Address Associated | Default
Location(s) |Location
Select/Deselect
]
Headquarters o

Carson City, NV 89701

Alt Office ®
Carson City, NV 89706

South Office - - O O
Carson City, NV 83701

3 Records Found

Add Employer Contact Page — Contact Information Tab — Associated Location(s) Section

6 Select aradio button to designate the contact’s Default Location.
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7 Click Next to proceed to the Contact Designations tab (see figure below).

Contact Designations
To sort on any column, click a column title.

@ [ —

[ Benefits

L Employee Relations/Human Resources
L IT & Communications

[ Office Manager

O Payroll/Taxes

Power of Attorney

[ Sales

[0 Sub-Contractor

[ Training/Education

11 Records Found

Add Employer Contact Page — Contact Designations Tab

8 Ifapplicable, in the Contact Designations section, select applicable business functions that this
contact performs by checking the corresponding boxes. Note that designations are not required
for a WOTC agent.

9 Click Next to proceed to the Sign In Information tab (see figure below).

Contact Contact Sign In User Other
Information Designations Information Privileges Information

Sign In Information

[ Give this contact the ability to Sign in.

Contact: Fiona

M_me: § ~ .
Preferreu ..utification Meu.wu

Please select a method in which you
prefer to receive your notifications:

Add Employer Contact Page — Sign In Information Tab Unchecked

(2]

10 If this contact is not an agent user, but only an entry for informational purposes, leave this tab
blank and click the Finish button to save the contact and return to the Contacts/Users tab.

Note: If this contact is an agent performing system tasks on behalf of an assisted employer,
such as assisting with WOTC applications, they must be able to sign in to the system. In
most situations, it is preferable to give contacts their own ability to sign in; however, this
may not be true if you add the contact solely for informational purposes (e.g., to display
the name and contact information for your company’s officer in charge of WOTC
agents).
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11 To designate this contact as an agent user, check the Give this contact the ability to Sign in
checkbox at the top of the page. The page refreshes with all the credential fields enabled (see

figure below).
Contact Contact Sign In User Other
Information Designations Information Privileges Information

Sign In Information
[ Give this contact the ability to Sign in.

Contact: Fiona

* Username: | FIONA

Enter User Name (3 - 20 characters, and may include characte i
ers. The following special characters are allowed:((),(#),(3),(@},
30, and ().

Enter Password (8 - 20 characters, and must include at least one
uppercase letter, one lowercase letter, one number and one special
character. Allowable charactersare 2 @ 5% ~. 1% _+).

* Confirm New Password: @

* Security Question:

What is your mother's maiden name? hd

* Security Question
Response:

| CCI"\E}' Use Letters and numbers. Special characters are not allowed.

Preferred Notification Method

Please select a method in which you | nternal Message - ‘ 0
prefer to receive your notificati

Add Employer Contact Page — Sign In Information Tab with Fields Enabled

12 Complete all required sign-in credential fields, following the rules stated in blue text on screen.

13 Select the contact’s Preferred Notification Method, and then click Next to proceed to the User
Privileges tab (see figure below).

Note: There are two types of privileges that contacts can set and change: Basic Contact and
Agent Privileges. A third type of privilege, WOTC Privileges, covers abilities for WOTC
applications that staff sets when they activate a represented employer. See the topic
“Contact/User and Representing Employer Privileges” in this chapter for more
information on these privileges.
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Contact Contact Sign In User Other
Information Designations Information Privileges Information

User Privileges
[ select All / Un-Select All
Contact: Fiona Apple

Basic Contact Privileges

User Privileges for Corporate Information

[#] Edit General Information

User Privileges for Locations

[] Add and Edit Locations

User Privileges for Locations Associated with this User

[ Edit Locations P LIVATE ElTer

[0 Activate and Inactivate Lo YUser Privileges for Message.

User Privileges for Locations IZ View Messages
[ Edit Locations User Privileges for Viewing Reports

[ Activate and Inactivate Lg M view WOTC Reports
User Privileges for Contacts
[ add and Edit Contacts Agent Privileges

[ Edit Contacts User privileges for adding employer clients
D Activate and Inactivate Cq IZ Manuzlly add employers

User Privileges for Contacts [ Batch upload employers
[] add and Edit Contacts

[1cdit contacts

. ) * Select the employer type
“aactivate Cg

functionality this contact [ ] Marketing Lead [] Recruiting [] Unemployment [#] wotc

will be using
o

Add Employer Contact Page — User Privileges Tab for Agent

14 To identify specific areas in the system that the agent may access, as well as specific tasks they
may perform, check all applicable boxes.

15 Click the Finish button to save the selected privileges and save the user account in the system.
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Changing Contact User Status

The contact user status is not set to Primary or Secondary at the end of adding a contact. It can be set or
changed at any point after you have created the contact.

P To change the primary contact status:

1 Inthe top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

2 Click the Contacts/Users tab. Existing contacts display in a table, which you can filter by clicking
the Show All Contact/Users Filter Criteria link.

3 Click the Edit link in the Action column for the desired contact.

Contact Contact Sign In User Other
LG EL LD Designations Information Privileges Information

Agents Contact Information

This is not a primary or secondary contact

* First Name: | Fiona |
Middle Initial: |:|

*Last Name: | |

* = -
Job Title: Assistant Manager J

[

Contact Information Tab

4 Onthe Contact Information tab of the Add Employer Contact page, click the link at the top of the
page that indicates primary contact status, e.g., This is the primary contact or This is not a primary
or secondary contact (see figure above). A page opens with selections for the current primary
contact and the contact you are editing (see figure below).

A\ This link is only available for use by the primary contact, or by staff assisting a
contact. If you are the primary contact and change it to someone else, you
cannot return and change the primary contact status back to yourself.

R

Andrew Sl (Primary Contact) ®
[®]

@ Cancel

Secondary Contact Selection

Fiona

5 The current primary contact is bolded. To designate primary and secondary contacts, select the
appropriate radio buttons for each.

6 Click Save to record your change and see the change on the Contacts/Users tab.
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Contact/User and Representing Employer Privileges

For a WOTC agent, there are three types of privileges. Basic Contact and Agent Privileges are set by an
agent for another new agent/contact on their User Privileges tab when the agent/contact is added (see

figure below, left).

Basic Contact Privileges — Controls what the WOTC agent user can do on the site outside of
assisting employers and individuals with WOTC applications, such as editing another contact’s

information or viewing WOTC reports.

represented employers.

The third privilege type, WOTC Privileges, is determined when staff activates an employer on the
Representing Employers tab (see figure below, right), or when an employer changes the agent’s privileges.

Agent Privileges — Controls the ability of an agent to manually add and/or batch upload

WOTC Privileges — Controls what the agent user can do when assisting represented employers
and their WOTC applications, such as creating 8850 and 9061 applications, adding POAs, and
creating appeals. These privileges are governed by the employer privilege settings when the

agent is acting on their behalf and can only be changed by WOTC staff.

Contact
Designations

Contact
Information

Sign In

User Privileges

[ select All / Un-Select Al
Contact: King

Basic Contact Privileges

User Privileges for Corporate Information
[ Edit General Information

User Privileges for Locations

[¥] 2dd and Edit Locations

User Privileges for Locations Associated wi

- “Edit Locatig,

Uses . .or Messag.

[ view Messages

User Privileges for Viewing Reports
[ view wWOTC Reports

Agent Privileges

User privileges for adding employer clients
[ manually add employers

[ Batch upload employers

* Select the
employer type
functionality
this contact
will be using

[ marketing Lead [#] Re

@ (

Information

Other
Information

User
Privileges

WOTC Privileges

User privileges for 8850 Application

[#] create 2350 application

[ Edit 8850 application

[ view 8850 application

[#] view Full ssn

[#] view Partial 55N

[ editssn

User privileges for 9061 Application

[ create 2061 lication ) )

= _edit - f f
s for W .

[ wuic Messages

User privileges for 9062 Conditional Certification

E Edit 9062 Emplayer Declarations

[#] view 9062 Employer Declarations

[l view Full sSN

[#] view Partial 55N

User Privilege for Incarcerated Individual Jobs (Note: Only

select when the Employer is a prison facility)

[ view Prison Industry Jobs

[#] create and Edit Prison Industry Jobs

E Create, Edit and Delete Prison Industry Jobs

[ close Prison industry Jobs

TPA (Third Party Administrators)

O pending @ Active (O Inactive

@ Cancel

Type of Agent:
Status:

Privileges on User Privileges Tab and WOTC Perivileges Displayed to Staff at Activation
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Account Summary Tab

For agents, the Account Summary tab of their Corporate Profile simply lists the number of contacts/users
and locations that are defined for your company, with links to access the Locations tab or the
Contacts/Users tab. Each number is a link so you can view details and manage items in that area of the
system (see figure below).

Agents and employers who perform only WOTC functions do not see statistics for other activities on this
tab the way that recruiting employers see statistics and links to recruiting activities (e.g., job orders,
applicants, résumés).

Agents and employers who support WOTC can see statistics for WOTC applications on their agent or
employer dashboard by viewing the Completed Decisions and Power of Attorney widgets. See the topic
“WOTC Employer/Agent Dashboard Widgets” in Chapter 4 —Manage WOTC Applications for more
information on these dashboard widgets.

P To access the Account Summary tab:

1 Inthe top menu bar, click the Profile icon, then the General Information link. The General
Information tab displays.

2 Click the Account Summary tab (see figure below).

General Representing
] Representin
Information Locations  Contacts/Users Documents Employers

B Employer Summary Statistics

Employer Information

Test WOTC Agent Rep
2 High Str
Carson Ci

77Ny T-77i7

John Smith (Primary Contact)

Current Statistics (click link to view item):

Contacts: 4 Active 0 Inactive
Users (Sign in Capable) 4 Active 0 Inactive
Locations: 2 Active 0 Inactive

Account Summary Tab
The tab shows the total count of the following items:
= Contacts (Active and Inactive)

= Users (Sign-in Capable) (Active and Inactive)

= Locations (Active and Inactive)

3 Select a number link to go to the tab for that item.
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3: Manage Your Represented Employers
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Manage Represented Employers Overview

Many of the activities you perform as a WOTC agent are initiated from the Representing Employers tab of
your Corporate Profile folder (see figure below). From this tab, you can add and manage employers you
represent for WOTC services and perform several activities for them, including beginning their WOTC
applications.

Note: You complete and manage the WOTC applications from a separate WOTC Applications Search
page. See topics in Chapter 4 - Manage WOTC Applications for details.

Representing
Employers

Account
Summary

General
Information

Locations Conta Users Documents

@ Show Filter Options
To sort on any column, click a column title.

Company Signature Endlng Aamunt
Name Date Dale Atlomey

9/20/2023 9/1/2023 9/1/2026 Durable POAdock- Recruiting, Active Vig

Flov\ers . Approved WOTC
Floral -

Carson City, NV

89701
Pane in 9/1/2023  9/1/2023 9/1/2026 Durable POApdf-  Recruiting, Active View d
the Glass Approved WOTC

Carson City, NV

897N

Delete

2 Records Found

[ Manually Add Employers Impert WCOTC application Batch Add Employers Batch Add Addresses for Existing Clients ]

Representing Employers Tab

The primary activities you can perform from the Representing Employers tab once you are registered
include:
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e Manually add employers to represent

e Upload associated POAs (Powers of Attorney) for the employers to be represented
e View the status and details of the employers and the POAs submitted

e Filter the list of employers you represent by company name, status, or FEIN

Activities you can perform once workforce staff enables your account include:
e Batch add multiple employers
e Batch add multiple addresses for employers
e Delete employers

Activities you can perform once the employers POAs are approved, and their accounts are activated by
workforce staff include:
e Assist a represented employer to start their WOTC applications

e Batch import WOTC applications for one or several represented employers

Representing Employers Tab

The Representing Employers tab is used frequently by both agents and staff. All the tasks agents can
initiate from this tab were outlined in the previous topic, and workforce staff come to this tab to review
and approve POAs, assign WOTC privileges to agents, and activate employer-agent relationships. Since
many activities start from the Representing Employers tab, it can be conveniently accessed in diverse
ways, as explained below.

P To access your Representing Employers tab:

e From the Services for Employers group of the left navigation menu, select Services for Agents
(see figure below). The Representing Employers tab displays.

Search menu... Q=

~ My Employer Workspace
My Employer Dashboard

Directory of Services

~ Quick Menu
Employer Resources >
Agent Partfolio >

~ Services for Employers

Services ForA"@Ls

~ Detailed Reports
s ?

Left Navigation Menu — Services For Agents Link

VOS WOTC Agent Services User Guide 3-2 VOS Sapphire 04/2024



[ Geographic
JSolgtigns“’

geographicsolutions.com Manage Your Represented Employers

OR...

e Inthe top menu bar, click the Profile icon, then the General Information link (see figure below).
The General Information tab displays. Click the Representing Employers tab.

The Cffical Site of the State of

Erivacy Motice
Sign Cut

General Information @
S AOSEEOA®ODQ

lenu  Dashboard Alerts  Accessibility  Mail  Documents Calendar  Profile Home SiﬁOut Azziztance  Search

"Ill

Top Menu Bar Profile Icon — General Information Link

OR...

e From the top of the My Employer Workspace page, click the View your Profile and Contact
Information link (see figure below). From the Corporate Profile tabs that display, click the
Representing Employers tab.

My Employer Workspace

Welcome to My Employer Workspace Colin I Wiew your Profile and Contact Informatian,
This page introduces you to features available inthe system, lets you customize the content
you are interested in, and offers suggestions to you. Please make a selection from the items
below.

My Employer Workspace — View your Profile and Contact Information Link
OR...

e From the Recruiting Agent widget on the dashboard, click the View All Employer Relationships
link (see figure below). The Representing Employers tab displays.

¥ Recruiting Agent

1 Active relationships between you and employer
0 Inactive relationships between you and employer
0 Pending relationships between you and employer

Wiew All Employer Relationships (=)

Recruiting Agent Widget — View All Employer Relationships Link

VOS WOTC Agent Services User Guide 3-3 VOS Sapphire 04/2024



Geographic
JSolgtlgns

geographicsolutions.com Manage Your Represented Employers

Any of these methods provides access to the Representing Employers tab (see figure below). Each option
on the tab is briefly described below. Key options are covered in more detail in the topics that follow and
include the related procedural steps.

General
Information

Account
Summary

Representing

Locations Conta Users Empl

Documents

B Show Filter Options
To sort on any column, click a column title.

Company Signature Endlng Account
Name Date Dale Atlomey Type

9/20/2023 9/1/2023 9/1/2026 Durable POA.docx- Recruiting, | Active Vie
Flowers . Approved WOTC
Floral -
Carson City, NV
89701
Pane in 9/1/2023 | 9/1/2023 9/1/2026 | Durable POApdf- | Recruiting,  Active View ]
the Glass Approved WOTC
Carson City, NV
89701
Delete
H/ 4! Page of 1 [ Rm'as
2 Records Found

[ Manually Add Employers Import WOTC application Batch Add Employers Batch Add Addresses for Existing Clients ]

Representing Employers Tab Filtered for Active Employers
From the Representing Employers tab, you can perform the following actions:
o Filter the employers listed — Click the EShow Filter Options link at the top left of the table to

display represented employers by selected criteria: Company Name, Status, or FEIN (see figure
below). Make your selections and then click the Filter link to refresh the list of employers.

[ Hide Filter Options

Results Filter
Company Name
[#] Show Keyword Search Options
Status: Active x|
| Any
FEIN:
Inactive
Pending

Filter Reset Filter

Filter Controls for Representing Employers Tab

e Manually add an employer — Click the Manually Add Employers link at the bottom of the page
to add a new employer you wish to manage. When you complete the required information, the
employer is added in a ‘Pending’ status. See the topic “Manually Adding Employers” in this
chapter for details.
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e Batch add multiple employers — Click the Batch Add Employers link at the bottom of the page.
This directs you to download a blank, formatted Excel spreadsheet for adding required
information about multiple employers. You can fill in the information for each employer and
then upload the spreadsheet to add the multiple employers being requested. All are added to
the Representing Employers tab in a ‘Pending’ status. See the topic “Adding Multiple Employers
in a Batch Upload” in this chapter for details.

e Batch add additional addresses for existing employers — Click the Batch Add Addresses for
Existing Clients link at the bottom of the page. This directs you to download a blank, formatted
Excel spreadsheet for adding additional addresses for one or more existing, represented
employers. You can fill in the information for each employer and upload the spreadsheet to add
the addresses to the employer’s Locations tab. See the topic “Batch Adding Multiple Addresses
for Existing Employers” in this chapter for details.

e Import multiple WOTC applications — Click the Import WOTC Application link at the bottom of
the page. This directs you to download a blank, formatted Excel spreadsheet for adding
required information for the multiple individuals for the WOTC applications, which includes
employers for the individuals (who must be ‘Active’ with approved POAs), data fields for 8850
and 9061 forms, and other data fields. This import can be done from the Representing
Employers tab or from the WOTC Applications Search page. See the topic “Importing WOTC
Applications” in Chapter 4 - Manage WOTC Applications for details.

e Add aPOA to an employer —Click the View link in the Action column for the desired employer.
The Primary Contact Information page displays, from which you can upload a new POA
document in the Authorization Documentation section. When you complete the required
information, the POA displays in a ‘Pending’ status. See the topic “Uploading POAs for an
Employer” in this chapter for details.

e Review a POA for an employer — Click the name of the attached POA document in the Power of
Attorney column for the desired employer. The POA document displays on a separate page,
along with attributes added during the document’s upload. Only the metadata tags for the
document can be changed once it is uploaded. See the topic “Uploading POAs for an Employer”
in this chapter for details.

o Delete an employer — Check the box in the Select column for the desired employer, click the
Delete link at the bottom of the page, and then click OK to confirm to inactivate the employer
relationship. The page refreshes with the status changed to ‘Inactive.” Once an employer is
marked ‘Inactive,” only staff can reset the employer to ‘Active.’

Adding Employers

WOTC agents can start manually adding employers they want to represent as soon as they are registered.
When they become ‘Enabled’ by staff, they can also use tools to add multiple employers using a batch
upload feature. Both methods are started from links on the Representing Employers tab. Either method
adds the employers to the tab in a ‘Pending’ status and allows agents to add required Power of Attorney
(POA) documents for the employers before they are approved and activated by workforce staff.
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Manually Adding Employers

Manually adding an employer is a quick and effortless process when the employer is already registered in
the system (e.g., an employer managing their own WOTC applications, but who now allows agents to
manage that for them).

If you are registering as an agent for an employer not already in the system, you are asked for additional
information to identify their location. The employer is also registered in the system as a WOTC employer,
with an account ‘Pending Verification,’ they cannot manage their own WOTC applications until their
account is verified for their primary contact.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To manually add an employer to represent:

1 From the Services for Employers group of the left navigation menu, click Services for Agents. The
Representing Employers tab displays (see figure below). See the topic “Representing Employers
Tab” in this chapter for other paths to this tab.

General - Account Representing
Information —— e S Summary

Employers

Documents

B Show Filter Options
To sort on any column, click a column title.

Commy Signature Endlng Amnunt
Date Dale Atlorney

9/20/2023 9/1/2023 9/1/2026 Durable POAdocx- Recruiting,  Active

FIC-'.*.fers - Approved WOTC
Floral .

Carson City, MV

89701
Pane in 9/1/2023  9/1/2023 9/1/2026 Durable POApdf-  Recruiting,  Active View |
the Glass Approved WOTC

Carson City, NV

89701

Delete
4 4 Page of 1 L&) Rows | 100 =
2 Records Found

[ Manually Add Employers Ifport WOTC application Batch Add Employers Batch Add Addresses for Existing Clients ]

Manually Adding an Employer from the Representing Employers Tab

2 Click the Manually Add Employers link at bottom left of the tab. The Manually Add Employers
page displays (see figure below).
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Emplover Identification

* Company Name: | PSI Tires

Company Mame as registerad with the State of Nevada

@

*Type of Identification: (@) Federal Employer Identification Number

O social Security Number

* Federal Employer ID | 227

MNumber (EIN) / Federal

Tax ID (FEID) or Social D0 not enter dashes. Example 899001111

Security Number:

* Confirm Federal ID

ra
ra
ra
un

Number:

Ul Employer Account |

Number:

Do not enter dashes. Example 9990011

Confirm Ul Employer ‘

Account Number:

Add Location
©

Manually Add Employers Page

3 Enter the Company Name. As you type, matching names may appear in a drop-down list.

4 Select the Type of Identification for FEID or SSN.

5 Enter the Federal Employer ID Number or Social Security Number for the selected type of
identification (EIN, FEID, or SSN), then reenter it to Confirm Federal ID Number, and then click or

press Tab out of the field.

The system searches for employer identification information matching the number and displays it

on the Employer Identification page (see figure below).
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he FEID entered belongs to an existing recruiting employer. If you would like to add
OTC to this employer check ‘Add WOTC Registration’ Type and click 'Save'. Click 'Cancel
re-enter your information.

Employer Identification

Company Name: PSI Tires
Company Mame as registered with the State of Nevada

Type of ldentification:  Federal Employer Identification Number

Federal Employer ID 22%
Number (EIN) / Federal

Tax ID (FEID) or Social
Security Number:

Ul Employer Account
Number:

Add WOTC Registration: %)

To sort on any column, click a column title.

W-_-E-

® PSI Tires 77 Spurious Pl Carson City 2970

W40 Page EI of 1 B/ [= Rows

1 Records Found

o

Employer Identification Page with Matching information

a. If the page redisplays with matching information (see figure above), continue the steps below
to add the displayed employer with matching information.

b. If the page does not redisplay with matching information, continue the steps under “Adding an
Employer Not Already in the System.”

Adding an Employer Who is Already in the System

If the system finds an employer with matching information after clicking out of the FEID field, the Employer
Identification page redisplays summary information for them in a table grid (see figure above).

1 Check that the displayed information is correct on the page.

a. Ifitisincorrect, you can click Cancel to return to the page without entries, and reenter the
Company Name and Federal Employer ID Number.

2 Check the box to Add WOTC Registration to the employer if an employer contact should also have
access to WOTC and the box is not already checked.

3 If more than one location is displayed, confirm the selected primary location for the employer, or
change the selection.

4 Click Save. The system adds the employer in a ‘Pending’ status and displays a pop-up message
asking if you want to upload a POA (see figure below).

If you would like to upload an Authorization document, click OK. If you
would like to save this employer without adding a document, click cancel.

“ Cance'

Pop-up to OK Uploading a POA for an Added Employer
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a. Click OK to save the employer and upload the appropriate POA document now. An
Authorization Documentation list page displays for the selected employer (see figure below,
left). See the topic “Uploading POAs for an Employer” in this chapter for details.

¢ Click the Upload a Document button to display the Document Upload page.

¢ Complete the Document Information section and select your POA file in the Attach
Document section (see figure below, right).

¢ Click Save. The document is attached to the employer in a ‘Pending’ status.

Document Information
Primary Location Information Document

Power of Attorney  ~

Company Name: PSl Tires Description:
LocationMName: PSI Tires All Power of Attorney documents MUST have
City: Carson City human signatures. Electronic signatures will not
State: w :le : pPFrw:\.?érrc ly, it’s at the state’

X N . ote: For purposes only, it's at the state’s
County: Carson City, Consolidated Munid discretion to approve or not approve electronic
Country: us signatures.
Zip code: 89701

*Document Tags: Do not enter Persenal Identifiable Information
- . . Keywaords that will — (PI1) into this figld.

Authorization Documentation g indexes with

o O, PS ‘
*a
Show Filter Options (Results are being filtered) chmes / / -

No records found

Reason:

Uploaded and scanned documents with spacesinf Attach Document
name may be incompsa tlbewltﬂ some browsers, Th

Supported File Format [4

be replaced withauhen caying the dogiment in
Upload a Document ‘
Durable POA.docx
Multiple documents can be uploaded simultaneously, but must be selected
one-by-ane.

@ Cancel

Primary Contact Information Page and Document Upload Page
OR...

b. Click Cancel to save the employer without adding a POA document. You can add the POA later,
however, staff need to review it before they can activate the employer for you.

Note: Either response saves the employer and adds them to the Representing Employers tab in
a ‘Pending’ status. You are returned to the tab with the default filter that displays
‘Active’ employers; you must change the filter to ‘Pending’ to see the added employer.
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Adding an Employer Not in the System

If the system does not find an employer with matching information after clicking out of the FEID field, the
Employer Identification page redisplays with your entries.

1 Check that the information is correct on the page.

a. Ifitisincorrect, reenter the correct information. If you reenter the Federal Employer ID
Number and Confirm Federal ID Number, and then click or press Tab out of the field, the
system rechecks for a matching employer.

2 Check the box to Create WOTC Employer (see figure below, left). If the employer was not
matched, this box is unchecked. Checking the box ensures that the system also adds the employer
as a registered employer for WOTC.

Note: The employer status is set as ‘Pending Confirmation;’ they cannot manage their own
WOTC applications until their default primary contact is updated and approved by staff.

Employer Identification

- .
Company Name: ‘ Darwin's AlLcove ‘

Company Mame as registered with the State of Nevada
*Type of Identification: (® Federal Employer Identification Number
O Social Security Mumber

* Federal Employer ID

Number (EIN) / Federal
Tax ID (FEID) or Social Do not enter dashes. Example 933001111

25 ‘

Security Number:

* Confirm Federal ID
Number:

25 ‘

Ul Employer Account ‘ ‘

Number:
Do not enter dashes. Example 9990011

Confirm Ul Employer ‘ ‘
Account Number:

Create WOTC Employer: %]

Add Location
o

Employer Identification Page — Create WOTC Employer Checkbox

3 Click the Add Location button to add a primary location. The Manually Add Location page displays
(see figure below). You must add a location for a new employer. If you click Save on the Employer
Identification page before adding a location, a pop-up message prompts you to add at least one
location.
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Primary Location Information

*Zip code: ‘ 89701 ‘
99999 or 99999-9999

* Federal Employer ID | 55 ‘
Number (EIN) / Federal -
Tax ID (FEID) or Social

Security Number:

@ Cancel

Manually Add Location Page

4 Enter a Zip code and click or press Tab out of the field. The page refreshes and displays additional
address fields (see figure below).

Primary Location Information
* Street Address 1:

©

| 77 Spurious Place

|

Street Address 2: | |
Street Address 3: | |
* City: | Carson City |
* State: | Mevada M |

c°““t)“'r3°'°“9hfpa"5h'| Carson City, Consolidated Municipali ~ |

* Country: | United States M |
* Zip code: | 29701 |
* Federal Employer ID | 1 9 |

Number (EIN) / Federal —————————
Tax |D (FEID) or Social S

Security Number:
o

Manually Add Location Page with All Fields

5 Enter the street address and other required information, including a Federal Employer ID
Number.

6 Click Save. The system redisplays the Manually Add Employers page with the added location
shown as the primary location in a table at the bottom of the page.

7 Click Save again on the Employers page. The system adds the employer in a ‘Pending’ status and
may display a pop-up message asking if you want to upload a POA (see figure below).

Upload POAT Click OK to continue or Cancel,

Pop-up to OK Uploading a POA for an Added Employer
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a. Click OK to upload the appropriate POA document now. An Authorization Documentation list
page displays for the selected the employer. See the preceding steps for “Adding an Employer
Who is Already in the System” or see the topic “Uploading POAs for an Employer” in this
chapter for details.

OR...

b. Click Cancel to save the employer without adding a POA document. You can add the POA
later, however, staff must review it before they can activate the employer for you.

Note: Either response saves the employer and adds them to the Representing Employers tab in
a ‘Pending’ status. You are returned to the tab with the default filter that displays
‘Active’ employers; you must change the filter to ‘Pending’ to see the added employer.

Adding Multiple Employers in a Batch Upload

For agents who represent many WOTC employers, you can upload a file of all your employers using an
Excel spreadsheet. Use this option when manually entering each employer is too cumbersome.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To upload multiple employers at one time:

1 From the Services for Employers group of the left navigation menu, click Services for Agents. The
Representing Employers tab displays (see figure below). See the topic “Representing Employers
Tab” in this chapter for other paths to this tab.

In'E:lernme;:tailon Locations Contacts/Users  Account Summary Documents Rmm:g

@ Show Filter Opticns

To sort en any column, click a column title.

Company Erldlng Power Of Attorney Acmunt
Name

Panein Colin 9/1/2023 9/1/2023 9/1/2026 Durable POApdf-  Recruiting, Active
the Glass Approved WOTC

Carson City, NV

89701

PSITires  Howie 9/1/2023 |9/1/2023| 9/1/2026 Durable POAdocx  Recruiting, | Active
Pl WOTC
Carson City, NV
89701

=,
]
.

ﬁipagglzlmc1um Rows

2 Records Found

[ Manually Add Emplayers Import WOTC applicatign Batch Add Emplayers 4itch Add Addresses for Existing Clients ]

Batch Add Employers Link on Representing Employers Tab
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2 Click the Batch Add Employers link below the table (see figure above). The Employer Import page
displays (see figure below).

Employer Import

Cownload blank spreadsheet with headers

Download instructions

Retumn to Representing Employer Tab

Employer Import Page

3 To view the instructions for uploading employers, click the Download instructions link. A PDF
version opens in a separate browser tab, which you can save to your computer or print. The
document includes examples of error messages and required and optional fields.

4 To save a blank spreadsheet to your computer and begin entering information for employers, click
the Download blank spreadsheet with headers link.

a. Following your browser settings, save the file to a desired location.

b. Using information in the instructions PDF filg, fill in the Excel spreadsheet for each employer to
be uploaded. Be sure to fill in all required fields, shown in red in the heading row.

A\ You can import both new external employer records and existing internal records (e.g.,
recruiting or WOTC employers). But, if you enter internal employers with incorrect
characters for FEIN, the record may be added as a new employer, with FEIN identical to
a current one. It is recommended that you add existing employers manually, which
matches against the entered FEIN, quickly fills in information, and ensures association
with the correct FEIN.

5 To upload a completed spreadsheet of employer information:
a. Click the Select File button.
b. Select the appropriate Excel file from the displayed dialog box.

6 Click the Preview Data button to check the employer information. The information is validated,
and if it passes, it is formatted and displayed in a table for you to verify as correct.

a. If any information does not pass the format validation, a red error message displays (see
sample in figure below). Make the necessary changes to the Excel spreadsheet on your
computer and re-upload the file.

Row 2 One of the entered country codes is non-US. We can only
import US employers. The invalid country code is WASHOE.

Sample Incorrect Data Message
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b. If the information does pass, it displays in a table for you to verify as correct (see figure below).

c. After verifying the data, click the Create Employer(s) button above the table (see figure below).
The employer records are created and display on the Representing Employers tab with a
‘Pending’ status.

Employer Import

Create Employer(s)

To sort on any column, click a column title.

i
2 E]

Reno MV 89508 Washoe

Nowhere California Califarnia
Ayve Ave
2 Guillarmos = 654 yes Mill Reno MWV | 89502 Washos  US Mill
St st
3 Tth 458 yes Reno MV 89502 Washoe US
Heaven Willow St Willow 5t
4 Casey's 457 yes Mill Reno MV | 89502 Washos US naill
Cluster St st

W[4 Page [1~] of1 1[4

4 Records Found

Imported Employer information Display

Batch Adding Multiple Addresses for Existing Employers

For agents who represent many active WOTC employers that have multiple locations, you can upload a file
to add multiple location addresses associated with them using an Excel spreadsheet. You can use this
option when manually entering each address is too cumbersome.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To upload multiple employer addresses at one time:

1 From the Services for Employers group of the left navigation menu, click Services for Agents. The
Representing Employers tab displays (see figure below). See the topic “Representing Employers
Tab” in this chapter for other paths to this tab.
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In'Foernme;:tailon Locations Contacts/Users  Account Summary Documents Rm';’:;;::g

@ Show Filter Opticns

To sort en any column, click a column title.

Panein Colin 9/1/2023 9/1/2023 9/1/2026 Durable POApdf-  Recruiting, Active
the Glass Approved WOTC
Carson City, NV
89701
PSl Tires Howie e 9/1/2023 |9/1/2023| 9/1/2026 Durable POAdocx  Recruiting, | Active View O
=] WOTC
Carson City, NV
8971

ﬁ'lpageo‘wud Rows

2 Records Found

[ Manually Add Employers Import WOTC application Batch Add Empl_oy4§ Batch Add Addresses for Existing Clients ]

Batch Add Addresses for Existing Clients Link on the Representing Employers Tab

2 Click the Batch Add Addresses for Existing Clients link below the table (see figure above). The
Employer Location Import page displays (see figure below).

Location Import

Downlozd blank spreadsheet with headers

Download instructions

Return to Representing Employer Tab

Employer Location Import Page

3 To view instructions for uploading addresses, click the Download instructions link. A PDF version
opens in a separate browser tab, that you can save to your computer or print. The document
includes examples of error messages and required and optional fields.

4 To save a blank spreadsheet to your computer and begin entering information for additional
locations for active employers, click the Download blank spreadsheet with headers link.

a. Following your browser settings, save the file to a desired location.

b. Using information in the instructions PDF filg, fill in the Excel spreadsheet for each location to
be uploaded. Be sure to fill in all required fields shown in red in the heading row.

5 To upload a completed spreadsheet of employer address information:
a. Click the Select File button.

b. Select the appropriate Excel file from the displayed dialog box.
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6 Click the Preview Data button to check the location information. The data is validated, and it is
formatted and displayed in a table.

a. If any information does not pass the format validation, a red error message displays (see
sample in figure below). Make the necessary changes to the Excel spreadsheet on your
computer and re-upload the file.

One or more required fields contain no data. Please review the table below and correct any omitions marked with REQUIRED.
Row 3 The FEID 222555889 is either invalid or does not belong to an active represented WOTC employer.
To sort on any column, click a column title.

Address 1 Address Mail Mail llall Mall
Address 1 | Address 2

Disc Sparks REQUIRED 89436 Disc Sparks NV 89436

222 Foothill Reno | NV 89511 Foothill Reno NV 89511

Sample Incorrect Data Messages and Entries for Location Preview
b. If the information does pass, it displays in a table for you to verify as correct (see figure below).

c. After verifying the data, click the Create Location(s) button above the table. The additional
location records are created for the represented employers.

Note: The uploaded locations are given a default name of ‘None Listed’ on the employers’ Locations
tabs, and are identified as WOTC (i.e., not as Recruiting), even if the employer also has recruiting
capabilities. You should check each uploaded location and adjust the details as needed. To do so,
on the Representing Employers tab, click the employer’s name in the Company Name column to
assist them. This opens the selected employer’s General Information tab. Select the Locations
tab to view and manage the added locations.

Adding POAs

For each employer that has a relationship with an agent, the agent must upload the Power of Attorney
(POA) document into the system, and the POA must name each Agent Representative authorized to do
business for the employer. The POA must have the appropriate signatures, start and end dates, and be
approved by staff before the relationship is activated. After staff have reviewed and approved the POA,
they set the status of the relationship to ‘Active,” and the POA can then be used when creating the
application for the associated employer.

Uploading POAs for an Employer

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To upload a POA document for an employer:

1 From the Services for Employers group of the left navigation menu, click Services for Agents. The
Representing Employers tab displays (see figure below). See the topic “Representing Employers
Tab” in this chapter for other paths to this tab.
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General
Information

M Show Filter Options

Locations

Contacts/Users

To sort on any column, click a column title.

pany Signature 51=rt Ending | Power Of Attorney | Account
Date Date Type

Francisco

Guillermos  WOTC

Employer
Helping | Jon
Hands
Pane in Colin
tha-et

9/20/2023  9/1/2023 9/1/2026 Durable POAdocx

9/1/2023 9/1/2023 9/1/2026 Durable POA pdf-
Approved

Account
Summary

Documents

Representing
Employers

Recruiting, Inactive 55!

WOTC
¥ )
WOTC  Pending View O
Recruiting| Inactive | 111 View 0
Recruiting, Active 22 View O

Adding a POA via Representing Employers Tab

2 Ifthe POA is for an employer pending approval, click the EShow Filter Options link at top left of
the table (see figure above), select ‘Pending’ for the Status, and then click the Filter link.

3 Click the View link in the Action column for the desired employer (see figure above). The Primary
Contact Information page displays. If any POAs are already associated with the employer, they are
listed in the Authorization Documentation section (see figure below).

Primary Contact Information

Job Title:

First Name:

Owner
Colin

Middle Initial:

Last Name:

Primary Phone:

(555)-555-5555

Authorization Documentation

Show Filter Options (Results are being filtered)
Click a column title to sort.

um Expiration
Dale

10/2/2023

Durable_POA.pdf

Power of
- Attorney

EE
&
at

=

3
[

=
(%

Uploaded and scanned documents with spaces in the document name may be incompatible with some

browsers, These spaces will be replaced with

Upload a Document

Authorization Documentation Section

_when saving the document in our system.

4 Click the Upload a Document button to open the Add a Document page. The Document

Information section identifies the type of document, effective dates, and who is representing the
employer (see figure below).
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Document Information

Document Power of Attorney  ~
Description:

All Power of Attorney documents MUST have human signatures. Electronic
signatures will not be approved.

Mote: For WOTC purposes only, it's at the state’s discretion to approve or not
approve electronic signatures.

*Document Tags: Do not enter Personal Identifiable Information
Keywords that will  (Pll) into this field.
be indexed with | POA, Power of Attormey D |

this attachment.

* Power of Attorney Registration Type: (O Recruiting @ WOTC

* Employer Signature Date on Power of

Attorney:
* Start date on Power of Attorney: 03/14/2024 Cil

* End date on Power of Attorney:

Power of Attorney Form: O eTarorm 9198 (@ IRS Form 2848
Select Authorized Representatives

Authorized Signature Date| Receive Employer's WOTC
Representative Notices and Communications

Colir 03/14/2024

[ Today

[ Today

Authorized Representative Signature Date must be within 45 days of the Employer Signature Date
tot

=ubmisgine

Document Upload Page — Document Information Section

5 Enter the required information:

a.
b.

Select Power of Attorney from the Document Description drop-down list.

For Document Tags, enter keywords that can be searched on as metadata tags indexed with
this document, for example “POA.”

Select the WOTC radio button for Power of Attorney Registration Type, if more than one type
is available (that may display if you manage employers for multiple functions like WOTC,
Recruiting, Unemployment).

. Enter the Employer Signature Date, Start Date, and End Date for the Power of Attorney.

WOTC applications must begin between the start date and end date of the active POA for the
employer.

Select the applicable radio button for the Power of Attorney Form you are uploading:

¢ ETA Form 9198 — Work Opportunity Tax Credit (WOTC) Employer Representative
Declaration

¢ |IRS Form 2848 — Power of Attorney and Declaration of Representative

If you have other agents, select the ones who are representing the employer from the Select
Authorized Representatives table:

¢+ Check the box in the Select column.
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¢ Enter the agent’s Signature Date in that column.

¢ Check the box in the Receive Employer's WOTC Notices and Communications column, if
applicable.

6 In the Attach Document section, select the file to upload (see figure below):

~-cannot be M.
Power of Attorney Status:
Reason:

Attach Document

Supported File Format (4

POA.docx —

Multiple documents can be uploaded simultaneously, but must be selected one-by-one.

@ Cancel

Document Upload Page — Document Information Section

FOAdook

a. Click the Select File button.

b. Locate and select the appropriate POA file. You can select more than one document if multiple
POAs apply for the employer. You can also click the Remove button next to a selected filename
in case you select the wrong document.

7 Click Save. The document is saved, and the Authorization Documentation page redisplays (or the
Documents tab) for that employer with the added POA document listed (see figure below).

Primary Contact Information

Job Title: Cwner

First Name: Calin

Middle Initial:

Last Name:

Primary Phone: (555)-555-5555

Authorization Documentation

Show Filter Options (Results are being filtered)
Click 2 column title to sort.

Document Class Create |Expiration
Owner Date Date

Durable_POA.pdf POA Power of 10/2/2023 Wiew
Attorney Delete

Meta

Data

POA.docx POA, Power  Dobber Power of  10/10/2023 View
of Attorney | Agent Attorney Delete

Meta
at.

i1

Uploaded and scanned documents with spaces in the document name may be incompatible with some
browsers. These spaces will be replaced with _when saving the document in our system.

Upload a Document

Authorization Documentation Section with Added POA

The unapproved POA then displays on staff's WOTC Dashboard for them to review and approve.
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Assisting a Represented Employer

Once you have added the employers you want to represent along with their POAs, staff must enable their
WOTC accounts, approve the associated POAs, and activate the employer-agent relationships. Once those
three staff tasks are complete, you can assist the employers with their WOTC applications.

When you assist an employer, you see their Employer Portfolio, from which you can access the WOTC
Applications Search page to start manually adding applications for them. You can also upload multiple
WOTC applications in batch for active employers using a batch upload feature. See Chapter 4 - Manage
WOTC Applications for details.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To assist a represented employer:

1 From the Services for Employers group of the left navigation menu, click Services for Agents. The
Representing Employers tab displays (see figure below). See the topic “Representing Employers
Tab” in this chapter for other paths to this tab.

In%on Locations Contacts/Users Account Summary Documents RE'::::;:::Q

[# Show Filter Options

To sort on any column, click a column title.

S| .E%ﬁ
Name

Pane in Colin 9/1/2023 9/1/2023 9/1/2026 Durable POA.pdf- Recruiting, Active Wiew
the Glass Approved WOTC
Carson City, N\.-'
89701
PS| Tirn §/1/2023 9/1/2023 9/1/2026 Durable. pe “a | Active View O

Selecting an Employer to Assist

2 Click the company name link in the Company Name column to assist an employer in ‘Active’ status
with a POA in ‘Approved’ status. The General Information tab of their Corporate Profile displays,
and you are now assisting that employer (see figure below).
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[ Employer Portfolio ]
& Employer Profiles & Work Opportunity Tax Credit B Human Resource Plan
& Corporate Profile =

: Credit
B cenecsl Information B vworc Applications
‘ Locations

B contacts/Users

iﬁu:cnl..n: Summary
i Diocuments
B Szarch History Profile

BB Communications Profile

General Account

Information Locations Contacts/Users ST Documents

#* Indicates required fields.
Employer Identification
Registration Date: 972072023 4:56:09 AM

L] - .
Company Name: Pane in the Glass

Company Mame as registered with the State of Nevada

*Trade Name / Doing Pane in the Glass
Business As:
Ul Employer Type: Mot Specified
[ Update ]

Primary Location Information

1802 M Cas

General Information Tab for the Assisted Employer

3 Inthe Work Opportunity Tax Credit column of the folder tree, click the WOTC Applications link
(see figure above). The WOTC Search page displays the selected employer chosen in the Choose
Employer field (see figure below, left).
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Create WOTC Application

Enter Employer FEIN: |

Choose Employer: | 5

Pane in the Glass ~ |

Click to Create Application:
Click to Import WOTC

Create Application

Import WOTC application

Application:

larget Group Selected:

~crgtted
Hide Filter Options
Employer Criter Documentation Type Needed: ‘ None Selected - ‘
Employer ID (internal o
AgentEmplD: 179, EMpl| Choose Date Range Type: Bostmark - ‘

Employer FEIN:

. . Date Range:
Individual Critel
Firet Mame:

- Display Most Recent:

Starts \

Application On Hiatus:
Opted for Do Not Pursue:
Form Has Been Printed:

Denied for 28 Day Rule:

From: |:|[€To_clst To: |:|[3TC_0131~:'

Q ve: @ No

@ 2l O ves O Mo
® Al O ves O Mo
® al O ves O Mo
@ 2l O ves O Mo

[ Eilter | Beset Filter(s) ]

Return to Previous Page

Release currently assisting: Pane in the Glass

WOTC Search Page for Searching and Managing Represented Employers’ Applications

The top of the page includes links for creating new WOTC applications, importing WOTC
applications, or using Individual or General Criteria to filter/search for existing applications for the
selected employer (see figure above).

See the topics “Creating a WOTC Application for an Employer,” “Importing WOTC Applications,”
and “Reviewing WOTC Application Status” in Chapter 4 - Manage WOTC Applications for details on
each related activity you can perform from the WOTC Search page.
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4: Manage WOTC Applications

Chapter Contents
ATV O Lo Y o] o] [ ToF= 1o T o I @ AV LT Y = USRS 4-1
Creating a WOTC Application for an EMPIOYEL.......c.uiiiiiiciiiiiecee ettt ste e st e s te e ste e steesabeessbeennes 4-1
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Uploading WOTC Verification DOCUMENTS .....cccuiiiiiieiiieiiieesieessiteesieeesiteesieeesteessseesstaeessaeessseassasesssesssnesssssssseeens 4-16
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FAN oY oJ=F: | 1 Y=d VA4 @ N WY o] o] | or- o 1SR 4-22
WOTC Agent Dashboard WiZETS........cuiiiieiiii it eetes e tee e st e e e et e e e aee e e et e e s snsae e e ensaaeessteeeennseeseannanens 4-24

WOTC Applications Overview

Agents use the WOTC Applications Search page of their Agent Portfolio to assist represented employers
with their WOTC applications and associated verification documents. You can start applications manually
for an employer you are assisting, or batch import WOTC applications for multiple employers using an
Excel spreadsheet.

A typical WOTC application consists of IRS Form 8850 (Pre-Screening Notice and Certification Request) and
ETA Form 9061 (Individual Characteristics)—the only two forms required to complete a WOTC application.
By completing the forms online, you can work closely with a State Workforce Agency (SWA) to make sure
the application complies with all deadlines and documentation requirements.

Note: For agents to create WOTC applications on behalf of employers, the agent relationship must be
‘Active’ with the following user privileges checked: ‘Create 8850 Application’ and ‘Create 9061
Application.” Other WOTC privileges determine which WOTC actions an agent may perform.
Contact a workforce staff member if you require assistance with your access privileges.

Creating a WOTC Application for an Employer

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To create a WOTC application:

1 Find and assist the desired employer. See the topic “Assisting a Represented Employer” in Chapter
3 —Manage Your Represented Employers for details on how to find the desired employer.
Alternatively, you can select Agent Portfolio » WOTC Applications from the Quick Menu group in
the left navigation menu.

The WOTC Applications Search page displays. When you are already assisting an employer, their
company name displays in the Choose Employer field.
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2 If you come to the WOTC Applications Search page without pre-selecting an employer, you can
make your choice from a drop-down list in the Choose Employer field (see figure below) or use
criteria to search for an employer to assist.

Create WOTC Application
Enter Employer FEIN: | |

Choose Employer: ‘ Mone Selected - |

Click to Create Application: Create Application

— Mone Selected
Click to Import WOTC Import WOTC application

Application: 9 Gangnum Sushi
9 Pane in the Glass
2 PSI Tires

(SR SR

Hidle Filter Options
Er=lauar Criteria

-

anlvl:
Selecting the Employer to Work with on the WOTC Applications Search Page

With an employer selected, the Create Application link is enabled. Continue below with
“Completing IRS Form 8850.”

Completing IRS Form 8850

IRS Form 8850 allows hiring companies to make a written request to their SWA to certify their new hire as
a member of a WOTC target group, such as ‘veterans with significant barriers to employment’ or
‘unemployed for more than 27 weeks.’

Note: The 28 Day Rule: For IRS Form 8850 to be considered timely, you must submit the form to the
SWA within 28 calendar days after the employee’s start date. The system automatically denies
all WOTC applications that are not submitted within 28 days. If the 28" day falls on a holiday or
weekend, the next business day is considered the 28" day. This rule also applies to ETA Form
9061.

P To complete IRS Form 8850:

1 After selecting the employer on the WOTC Applications Search page, click the Create Application
link (see figure below).

Create WOTC Application

Enter Employer FEIN: | |

Choose Employer: 44 9 Gangnum Sushi ~ ‘
Click to Create Application: Create Application
ok “agrt WOTC v = application

Create WOTC Application Section
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A wizard opens, consisting of five tabs used to complete IRS Form 8850. The Applicant
Information tab is active (see figure below).

Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification
Applicant Information

Legal Forms Holder: (O Employer (@ Agent / Consultant
Legal Forms Holder Description

" Power of Attorney: \ 2024-04-05 - 2024-04-05 \

* IRS Form 8850 revision number:

* First Name: | John |
Middle Initial: |:|

* Last Name: | |

* Social Security Number: ‘ ‘ | H ‘

* Zip Code: || Find Zip Code

Street address required, not PO Box.
* Residantial Address Line 1: 77 Spurie-

=2
Applicant Information Tab
2 Specify who the Legal Forms Holder is (defaults to Agent/Consultant).

3 The Power of Attorney drop-down list is pre-populated with any existing POA documents for this
relationship. Select the POA where the job applicant’s start date falls within its range. If thereis
no valid POA in the system, you cannot create the application until the POA is added and approved
by staff.

4 The IRS Form 8850 revision number drop-down list displays the most current form revision
number as the default. If you change to an older revision (e.g., if you are inputting backlog
applications), the WOTC target group questions adjust accordingly on the next tab.

VOS WOTC Agent Services User Guide 4-3 VOS Sapphire 04/2024



) Geographic

Solutions Manage WOTC Applications

5 Complete the remaining fields for the applicant’s personal information, and then click Next to

continue

to the 8850 Target Groups tab (see figure below).
Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification
8850 Questions
O Check here if you received a conditional certification from the state workforce agency (SWA) or a

participating local agency for the work opportunity credit.

]| Check here if any of the following statements apply to you:
= | am a member of a family that has received assistance from Temporary Assistance for Needy
Families (TANF) for any 9 months during the past 18 months.
= | am a veteran and a member of a family that received Supplemental Nutritional Assistance

- ~.._ Program (S -"v_foodW\ i:monW\'a;_t_ 15

O Check here if you are in a period of unemployment that is at least 2/ consecutive weeks and tor all
or part of that period you r d ur

I " 4
HI=Y F

1.

Under penalties of perjury, | declare that the above information to the employer on or before
the day | was offered a job, and it is, to the best of my knowledge, true, correct, and complete

* Job Applicant’s Signature: | John |

* Date of Applicant's Signature: [ Today

Completing the 8850 Target Groups Tab and Entering Job Applicant Signature

6 If the applicant received a conditional certification from a participating agency, such as an SWA, a
Vocational Rehabilitation agency, a One-Stop Career Center, or an Employment Network for the

Ticket to

Work program, check the conditional certification box.

7 Check the boxes to select the applicable target group(s) for the new hire.

8 Enter the Job Applicant’s Signature and the date it was obtained, and then click Next to continue
to the Employer Information tab (see figure below).

Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification
Employer Information
Employer Name: Gangnum Sushi
Employer Primary Contact: Gangi
. _g5es —_
Employer Telephone Number: (555) SSSI_ast Name:
Company Address: 77 Sp | ]
Carse| Company Name: | Agent |
Company FEIN: 44
Telephene Number: 555
* Please select worksite location from list: Nonl
Address: | Indigo St
Worksite FEIN: 4
: City: | Carson Cit; |
Employer Worksite: Y
State:

Person to contact, if different from above:

First Name:

Nevada

Andi Zip Code: 80701

Warning: If applicable, enter 4 for Designated Community Resident; enter & for Summer Youth,
If, based on the individual's age and home
address, he or she is a member of group 4 or 6
(as described under Members of Targeted
Groups in separate instructions), enter that
group number (4 or 6):

Exit Wizard Next ==

Employer Information Tab

DII
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9 The employer’s information is displayed in read-only mode. If they have more than one location,
you can select the applicant’s worksite from the worksite location drop-down list.

10 By default, your agent information displays in the Person to contact section. If needed, you can
enter information for a new contact person.

11 Based on the applicant’s age and home address, if they are a member of group 4 (Designated
Community) or 6 (Summer Youth), enter that group number in the box provided.

12 Click Next to continue to the Applicant Dates tab (see figure below).

Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification

Applicant Dates

L] H .

Gave Information: 10/01/2023 | Today
L] .

Was offered Job: 10/01/2023 |[EE Today
L] H .

Was hired: 10/01/2023 | [ Today

* Started Job: 10/05/2023 |[E Today

Applicant Dates Tab

13 Enter all key dates for the application, and then click Next to continue to the Employer
Certification tab that concludes the first part of the tax credit application (see figure below).

Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification
Employer Certification and Signatory
Information
%] This serves as my electronic signature and | certify to the following:

Under penalties of perjury, | declare that the applicant provided the information on this
form on or before the day a job was offered to the applicant and that the information |
have furnished is, to the best of my knowledge, true, correct, and complete. Based on
the information the job applicant furnished on page 1, | believe the individual is a
member of a targeted group. | hereby request a certification that the individual is a

member of a targeted group.
*Employer / Agent Signature: ‘ Andrew ‘
*Employer / Agent Title: ‘ WOTC Agent |
* Employer / Agent Date form = Today
signed:

Exit Wizard Submit 8850

Employer Certification Tab
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14 Check the electronic signature box, enter your name as your Agent Signature, your Agent Title,
and the Agent Date form signed.

a. To open the WOTC application in a separate window where it can be saved or printed, select
the Print button.

15 Click the Submit 8850 button.

A\ Once submitted, you as an agent cannot make any changes to the form, as

staff must verify the information. If needed, click Cancel to stop submission and
then you can use the tab title links to jump to tabs to check the information and
make any changes.

16 Click OK to confirm submission. You are automatically taken to the ETA 9061 Form wizard. You
can proceed with filling it out or complete it later. See the topic “Completing ETA Form 9061”
below for details.
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Completing ETA Form 9061

To complete a WOTC application after filling out IRS Form 8850, you must complete ETA Form 9061,
known as “Individual Characteristics.” You provide more details for the job and documentation of
eligibility for a WOTC target group using a multi-tabbed wizard as with the 8850.

Notes: The 28 Day Rule: For ETA Form 9061 to be considered timely, you must submit the form to the
SWA within 28 calendar days after the employee’s start date. The system automatically denies
all forms that are not submitted within 28 days. If the 28" day falls on a holiday or weekend, the
next business day is considered the 28" day. This rule also applies to IRS Form 8850.

When you submit the 8850 form, the ETA Form 9061 wizard starts automatically. If you opted to
complete the 9061 form later, follow steps 1-3 below to find it in the system and finish it.

» To complete ETA Form 9061:

1 From the Quick Menu group in the left navigation menu, click Agent Portfolio » WOTC
Applications. The WOTC Applications Search page displays (see figure below).

hdividual Crites.

@ cContains O Starts With (O Matches Exactly

@ Contains O Starts With O Matches Exactly

| |
Social Security Number: l:l l:”:l

General Criteria

Control Number: | |

First Name:

Last Name:

From: | | To: | |
Qccupational Group: | None Selected M |
Application Status: None Selected e
None Selected
Target Group Selected: Incomplete 8850 v

Submitted 8850 and 9061

Denial Pending More Infarmation
Denied

Certified

Appealed L3
Pending
Revoked |:| FE Today

Submitted 8850 with 9062
G ]

Doct tation Type N

Choose Date Range Type:

Date Range:

Display Most Recent:

Application On Hiatus: ® al O ves O no
Opted for Do Not Pursue: ® Al O ves O No
Form Has Been Printed: ® Al O ves O nNo
Denied for 28 Day Rule: ® Al O ves O No

Return to Previous Page

WOTC Applications Search Page — Selecting ‘Pending 9061’ Application Status
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2 Inthe General Criteria section, select Pending 9061 from the Application Status drop-down list
and then click the Filter link (see figure above). A list of matching applications displays (see figure

below).
Employer | Target Application
/ Agent Group Status
MName | Selected

2577 10/11,/2023 John 44 9 Gangnum Pending kit oon
Sushi / a0a1 Edlit 2061
(0 Days) PO
Agent Verify,

Do Mot Pursue

Showing Pending 9061 Forms for WOTC Applications

3 Identify the desired job applicant and click the Edit 9061 link in the Action column (see figure
above). The ETA Form 9061 wizard opens on the ETA 9061 Information tab, which displays
employer information and the Form Revision Number (see figure below).

Note: If a ‘Pending 9061’ includes a POA whose dates are outside of the time frame for this
application, a message alerts that you must upload a new POA before you can complete
the pending 9061 form.

ETA 9061 Applicant 9061 Target  Signatory Verification Documents
Information Information Groups Information Required

ETA 9061 Information

*ETA 9061 Form Revision Number: 05-2026 (Expiration May 31 2028) -
Control Number: 2577
Postmarked / Received Date: 10/11,/2023
Employer Name: Gangnum Sushi
Employer Address: Way
Carson City, MY 889706
Employer Telephone Number: 555-555-5555
Company FEIN/Worksite FEIN: ¥ 19

[ check here to allow saving of a partial application

Exit Wizard

ETA 9061 Information Tab

4 If necessary, and the if field is enabled, you can switch to a different Form Revision Number (e.g.,
if you are submitting backlog applications).

Note: The ETA 9061 has various revision numbers that correspond to variations in the
questions and wording of the eligible target groups. When printing the ETA 9061, the
verbiage supports the specified revision number. The current revision number always
displays as the first selection in the drop-down list and in some systems, the field may be
display-only.
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5 Click Next to continue to the Applicant Information tab, which displays applicant information

collected from IRS Form 8850 (see figure below).

ETA 9061 Applicant =~ 2061 Target  Signatory Verification Documents

Information |nfarmation Groups Information Required
ETA 9061 Information
Applicant Name: , John

Social Security Number:

* Have you worked for this employer

before?
Q ves @ No (O Mot Answered
Employment 5tart Date: 10/05/2023
* Starting Hourly Wage: § 2250
* Position: | Chef |
* Occupational Group: | 35-Food Preparation and Serving Related Occupations -

D Check here to allow saving of a partial application

Applicant Information Tab

6 Indicate if the applicant has worked for this employer before. If Yes, you must enter the last date
of employment, and the applicant is considered a ‘Rehire’ that is not eligible for WOTC; if

submitted, the application is ‘Denied.’
7 Enter their Starting Hourly Wage and Position title.

8 Select the applicable Occupational Group from the drop-down list.

9 Click Next to continue to the 9061 Target Groups tab, which displays the ETA Form 9061 questions
that allow the applicant to qualify under a WOTC target group (see figure below).

ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information Information Groups Information Required

ETA 9061 Category Statements

12. Qualified IV-A Recipient
Check here if the job applicant is a Qualified IV-A Recipient

O

If the job applicant is a member of a family receiving Temporary
Assistance for Needy Families (TANF), enter the name of the primary
benefits recipient:

City where benefits were received:

State(s) where benefits were received:

13. Qualified Veteran
Check here if the job applicant is a veteran of the U.5. Armed Forces [¥l

Enter the name of the primary benefits recipient:
City where benefits were received:

State(s) where benefits were received:
Texas =

14. Qualified Ex-Felon
Check here if the job applicant is an Ex-Felon O

~licant is in a Work Releasa P

9061 Target Groups Tab

VOS WOTC Agent Services User Guide 4-9
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10 Answer all questions as applicable, noting that you must select at least one target group (e.g.,
Veteran, SNAP, TANF). Yes responses may enable additional required fields, for example, SNAP
requires the date of birth.

Note: The system only allows target groups that were selected on the 8850 to be selected on
the 9061. If a target group was not selected on the 8850, it is read-only on the 9061.

11 Click Next to continue to the Signatory Information tab (see figure below).

ETA 9061 Applicant 9061 Target signatory = Verification Documents
Information Information Groups  |nformation Required

Certification and Signatory
Information

[¥] 1 certify that this information is true and correct to
the best of my knowledge. | understand that the
information above may be subject to verification.

* 23(a). Signature: | Andrew |

23(b). Indicate who signed this form: | Employer - |
* 24, Signature Date: = Today

[ check here to allow saving of a partial application

Exit Wizard Submit 9061

Signatory Information Tab

12 Check the certification box, enter your name in the Signature field, select your role from the
signatory identification drop-down list (select Consultant for TPA), and enter the Signature Date.

13 If the Check here to allow saving of a partial application box has been checked (see figure above),
uncheck it now to allow the system to check the information entered on all tabs before
submission.

14 Click the Submit 9061 button. The form is saved and the Verification Documents Required tab
displays (see figure below).

Note: If the applicant is a member of the Long-Term Unemployment target group, an
additional tab with an ETA 9175 Self-Attestation form is displayed. See the topic
“Completing ETA Form 9175” in this chapter for details.
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ETA 9061 Applicant 8061 Target Signatory Verification Documents
Information Information Groups Information Required
Control Number: 2577 Postmarked / Received Date: 10/11/2023 Application Status: Submittad 8850 and 9061
Applicant Name: . John Prior Veteran Status:
Social Security Number: Target Group Selected: BeBaBd

Document Upload

Expand All

General Information Target Group Verification

Uploaded Documents (-]

Exit Wizard Edit 8850 Print All

Verification Documents Required Tab

This tab displays the Applicant Information as read-only in the top panel for reference. The
Document Upload link allows you to upload documents required to verify the target group(s) you
selected on the application. See the topic “Uploading WOTC Verification Documents” in this
chapter for details.

The Uploaded Documents panel below the buttons displays a list of supporting documents for the
application that have already been added (if any).

15 To print or download a PDF version of the entire application, click the Print All button.

16 To submit the complete application, click the Finish button. The WOTC Applications Search page
redisplays.
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Completing ETA Form 9175

ETA Form 9175 is a Self-Attestation Form (SAF) completed only by job applicants of the Long-Term
Unemployment Recipient target group and presents a signed declaration as to their unemployment
history. Employers or their agents submit the completed SAF along with IRS Form 8850, or if filed
separately, with ETA Form 9061/9062, to the SWA in which your business is located for each certification

request.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To complete ETA Form 9175:

1 From the Quick Menu group in the left navigation menu, click Agent or, if assisting an employer,
Employer Portfolio » WOTC Applications. The WOTC Applications Search page displays (see

figure below).

sl SECUFITY 1.

General Criteria

Control Number:

QOccupational Group:

Application Status:

Target Group Selected:

Documentation Type Needed:

Choose Date Range Type:

Date Range:

Display Most Recent:
Application On Hiatus:
Opted for Do Not Pursue:
Form Has Been Printed:

Denied for 28 Day Rule:

‘ Mone Selected

‘ Mane Selected v ‘

MNane Selected v

Mone Selected

Bc - Veteran Disabled Unemp & months

Be - Weteran Unemployed & Months

Bb - Veteran Disabled hired one year from leaving service
Ba - Veteran Receives SNAP Food Stamp Benefits

Bd - Veteran Unemployed zt least 4 weeks

| - Long Term TAMF Recipient

G - SMNAP Food Stamp Recipient

C - Ex-Felon

D - Designated Community Resident

E - Vocational Rehabilitation Referral

H - S8l Recipient

L - Qualified Long-Term Unemplnymgﬂ Recipient

F - Summer Youth
L\t | B N = W R 4

Hesct Filter(s) ]

Return to Previous Page

WOTC Applications Search Page — General Criteria Section

A - Short Term TAMNF Recipient =4

2 Inthe General Criteria section, select the Qualified Long-Term Unemployment Recipient target
group from the Target Group Selected drop-down list and click the Filter link (see figure above).

VOS WOTC Agent Services User Guide
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3 Inthe search results, click the Edit 9175 link in the Action column for the desired WOTC applicant
(see figure below).

Control | Postmarked / | Applicant Employer / | Target Group Application
Number| Received Date | Name Agent Name | Selected Status

2625 01/19/2024 Tyrone Pho Shizzle | Be,BaBd,G,L Food Submitted Edit 8850
Vietnamese Preparation and = 8850 and e irwratae:
Serving Related 9061 Edit 8175

Cccupations (9 Days) Print Forms

Do Mot Pursue

General Criteria Search Results — Edit 9175 Link

4 The ETA 9061 Form wizard displays on the 9175 Self-Attestation tab (see figure below). Enter the
information in the fields as required.

ETA 9061 Applicant 9061 Target Signatory 9175 Verification Documents
Information Information  Groups Information sqif Attestation Required

ETA Form 9175 Revision Number:

Long-term Unemployment Recipient Self-Attestation Form

7| Under penalties of perjury, | declare that this information
is true and correct to the best of my knowledge.

Applicant’s Full Name: , Tyrone
Applicant’s Signature: | Tyrone

7| This serves as my electronic signature
Signature Date: [ Teday
Applicant’s Social Security Number: EEw*-5555

Date of Birth: (mm/dd/yyyy): BB Today

Employer’s Name:

‘ Shinzo |

Employer’s Firm/Company Name: Pho shizzle vietnamese

Please check the statements below if they apply to you.
| declare that | was/am in a period of unemployment that was/is at least
[ 27 consecutive weeks; and, for all or part of that unemployment pericd,
| received unemployment compensation under State or Federal law.

State(s) unemployment compensation was received:
Nevada -

Enter Unemployment start date: S Today

ETA 9061 Form Wizard — 9175 Self-Attestation Tab

5 Click the Next button. The page is saved and the Verification Documents Required tab displays.
See the topic “Uploading WOTC Verification Documents” in this chapter for details.
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Importing WOTC Applications

As an agent, you can import WOTC applications for individuals as a batch process via an Excel spreadsheet.
This can be done using the same spreadsheet used for multiple employers that you represent, provided all

employers are active with approved POAs. You can access the import applications function from either the
Representing Employers tab or the WOTC Applications Search page.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To import WOTC applications:

1 From the Services for Employers group of the left navigation menu, click Services for Agents. The
Representing Employers tab displays. Click the Import WOTC application link below the table (see
figure below).

Inf’c;':er“me:taiLn Locations Contacts/Users Sﬁy_ Documents Raployer:g

B Show Filter Options

To sort an any column, click a column title.

Company Signature Endmg Account
Narrle Of M‘.Inmey Type

Gangnum Gangi 9/1/2023 9/1/2023 9/1/2026 POA.docx- Recruiting, Active 44 29 View
Sushi Approved WQTC

Carson City, NV

89701

Delete

[ Manually Add Emplov%g Import WOTC application &{gh Add Employers Batch Add Addresses for Existing Clients ]

Import WOTC Application Link on Representing Employers Tab
OR...
From the Quick Menu group of the left navigation menu, click Agent Portfolio » WOTC

Applications. The WOTC Applications Search page displays. Click the Import WOTC application
link (see figure below).

Use this page to search and manage WOTC applications.
Create WOTC Application

Enter Employer FEIN: | |

Choose Employer:

| Nane Selected v|
Click to Create Application: Create Application
Click to Import WOTC Impert WOTC application
Application:

Hide Filtas fintigns

WOTC Applications Search Page — Import WOTC Application Link

VOS WOTC Agent Services User Guide 4-14 VOS Sapphire 04/2024



>

Geographic
J‘Solutlons Manage WOTC Applications

The Import WOTC Application page displays (see figure below).
WOTC Application Import

NOTICE: The latest template is for Hired Dates after 5/31/2023. Imports with prior hire dates should
use prior template.
Applications imported will have documentation automatically set to forthcoming when

documentation is required.
Preview Data

Download latest template Download prior template
Downlozd latest template's import instructions  Download prior template's import instructions

Return to WOTC Application Search

Import WOTC Application Page

2 To view the instructions for uploading applications, click the Download latest template’s import
instructions link (see figure above). A PDF version opens in a separate browser tab, which you can
save to your computer or print. The document includes examples of error messages and required
and optional fields.

3 To save a blank spreadsheet to your computer and begin entering information for individuals’
applications, click the Download latest template link (see figure above).

Note: Use the prior template and instructions if you are using a pre-existing import file based
on the older format.

a. Save thefile to a desired location.

b. Following the import instructions, fill in the Excel spreadsheet for each application to be
uploaded. Be sure to fill in all required fields shown in red in the heading row.

Tip: When uploading several applications, sort the rows by FEID/FEIN in Excel to speed up
processing, as the system parses data by that field.

4 To upload a completed spreadsheet of application information:
a. Click the Select File button.
b. Select the appropriate Excel file from the displayed dialog box.

5 Click the Preview Data button to check the data format. The information is validated and then
displays in a table for you to verify as correct.

a. Ifanyinformation isincorrect, red error messages display, identifying the entries in error (see
figure below). Use the horizontal scroll bar to see all columns for a row of information.

b. Make the changes to the Excel spreadsheet and re-upload the file.
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REC_NO 2 - Employer ID cannot be verified. Please check FEID and Address to make sure they match a WOTC Employer.
To sort on any column, click a column title.

Philbert 6/1/1990 ‘ Carson NV 89701 CarsonCity, @ 5125!
- City Consolidated
Municipality

Incorrect Data Messages and Entries for Application Preview

c. Iftheinformation is correct, click the Create Application(s) button above the table (see figure
below). The application records are created for the represented employers with a ‘Submitted”

status.

Create Application(s)

To sort on any column, click a column title.

el e e e e R R

Philbert 6/1,/1990 . Carson NV | 89701 CarsonCity, = 5125!
- City Consolidated
Municipality

Correct Imported Application Information

Uploading WOTC Verification Documents

The Verification Documents Required tab of the Verification Documents Required page allows staff or
agents to upload the documents used for WOTC eligibility verification and can be done at any time. By
attaching the document in context of the WOTC application, SWA staff can easily access the document
when reviewing the application. ETA Form 9061 specifies the types of documentary evidence that
substantiates WOTC eligibility under the various target groups.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To upload verification documents for an applicant:

1 From the Quick Menu group in the left navigation menu, click Agent Portfolio » WOTC
Applications. The WOTC Applications Search page displays.
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2 Scroll down to the Individual Criteria section and enter the applicant’s name or SSN, or select an
Application Status in the General Criteria section, or enter any other applicable search criteria,
and then click the Filter link (see figure below).

dividual Cri R,

First Mame: ® contzins O starts with (O Matches Exactly

Last Name: @® contzine (O Starts with () Matches Exactly

Social Security Number: | || ”

General Criteria

Control Number: | |

From: | |To: |

Occupational Group: | Mone Selected M |

Application Status:

MNone Selected

Mone Selected

Target Group Sel : Incomplete 8850
Submitted 8850 and 9061

Documentation Type Needed: Denial Pending More Information
Denied
Certified

Choose Date Range Type:
Appealed L5
Pending

Date Range: Revoked I:l [ Today
Submitted 8850 with 9062

Display Most Recent: J 7es @ No

Application On Hiatus: @® a1l Q ves O No

Opted for Do Not Pursue: ® 2l O ves O No

Form Has Been Printed: ® 2l O ves O No

Denied for 28 Day Rule: ® al O ves O Mo

Return to Previous Page

Filtering for Applicants to Upload Verification Documents

3 Atable with matching applicants displays (see figure below). Identify the desired applicant and
click the Verify link in the Action column.

Control | Postmarked | Applicant Target Application
Number | / Received Mame Group Status
Date Selected

2577 10/11/2023 John 9| Gangnum Pendmg Edit 8850
Sushi / Ed|t 2061
| ays
Agent J Werify

Matching Applicants and Verify Link
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The Verification Documents Required tab displays (see figure below).

ETA 8061 Applicant 9061 Target Documentation Signatory Verification Documents
Information Information Groups Information Required
Control Number: 2661 Postmarked / Received Date: 2/14/2024 Application Status: Submitted 5850 and 2051
Applicant Name: . Moaon  Prior Veteran Status:
Social Security Number: Target Group Selected: LAG

Document Upload Expand Al

General Information Application Documentation Target Group Verification

Uploaded Documents

Exit Wizard Edit 8850 Print All

Verification Documents Required Tab

4 Click the Document Upload link. The Document Upload window opens (see figure below).

Document Association
Program: Work Opportunity Tax Credit
Application: 2661

Verification Item:

Document Information

Document
Description:
*Document Tags: Do not enter Personal Identifiable Information
Keywords that will - (PII) into this field.
be inclexed with
this attachment. SMNAP .,

Verification Controls to Associate Document To

Verifications List: [] TaNF - Long Term [] TaNF - Short Term
D Age Verification E SNAP Recipient
] 2ppeal Documentation [] Denied Pending More Information Documentation
[] other

Attach Document

Supported File Format [5

SMAP Benefit Verification.jpg
SNAP Benefit Verification.jpg

Multiple documents can be uploaded simultaneously, but must be selectec one-by-ane.

@ Cancel

Document Upload Window

VOS WOTC Agent Services User Guide 4-18 VOS Sapphire 04/2024



r

J Geographic

Solutions Manage WOTC Applications

5 In the Document Information section, enter Document Tags keywords designated by your state to
facilitate indexing.

6 In the Verification Controls to Associate Document To section, check the associated WOTC target
groups the uploaded document supports. More than one selection is allowed; for example, a form
DD214 can serve as both age and veteran status verification.

7 Inthe Attach Document section, click the Browse button (or Select File button if using a Chrome
browser).

a. To ensure that your document meets the requirements for upload, select the Supported File
Format link to see a list of compatible file types.

b. Select the document from your file directory. The document file name displays below the
field.

8 Click the Save button. The Verification Documents Required tab redisplays with the document
listed under the Uploaded Documents panel on the Application Documentation subtab (see figure
below).

el Security Number:
206-77-7777

Document Upload Expand Al

General Information Application Documentation Target Group Verification

Uploaded Documents (-]
T T e

SMAP Recipient SNAP-SMAP Benefit Verificationjpg Employer 03/14/2024

Verification Documents Required Tab — Application Documentation Subtab — Uploaded Documents Panel

9 To view, download, or modify the document parameters, click on the link in the Document Name
column.

Note: Once the Verification Controls are associated to the document, they cannot be modified.
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Reviewing WOTC Application Status

The SWA issues a final determination for each WOTC application submitted. In some cases, the SWA may
request additional information or documentation from the employer. In all cases, employers and their
agents learn of any special requests or determinations through the Message Center and email account of
the legal forms holder. The system sends the notification to the employer unless they have an active
relationship with an agent, in which case the notification is sent to the agent.

Note: Based on your state programs and site configuration, the page and field labels, along with fields
presented, may differ from what is shown in this procedure.

P To check for messages concerning WOTC applications:

e Inthe top menu bar, click the Mail icon and then the Message Center link. The Messages tab
displays (see figure below). You can also access this tab from the My Messages widget on your

dashboard.
F= e A N Bl
Attachment
POSTMASTER 'WOTC 9061 Application Signatory 1D Required ORr2e2023
011 AM
= POSTMASTER Program Change Notification - Staff Review 0Or2E20Z3 O
003 AN
= POSTMASTER WHOTL fication Certified 0B20v2023 [
10:28 AM
= POSTMASTER WHOTE application request for information 0B20v2023 O
10:28 AM
= POSTMASTER WOTC application Denied DR18/2023 O
11:43 AM

Reviewing Sample WOTC Application Notifications Received in the Message Center
All message alerts specify any required action and clearly reference the specific WOTC application.
Examples of WOTC message alerts sent to employers or agents include the following:
e Notice of incomplete application (e.g., Form 9061 is missing the certification signature or the
applicant’s date of birth).

e Request for more information, where SWA staff clearly specify the missing information or
documents.

e Notice of denial of a WOTC application in which SWA staff provide a clear explanation.

e Notice of approval of a WOTC application in which SWA staff specify the WOTC target group
used to meet eligibility.

In addition to checking for alerts in the Message Center, you can easily search for applications that have a
specific status on the WOTC Applications Search page.

VOS WOTC Agent Services User Guide 4-20 VOS Sapphire 04/2024



r

J Geographic

Solutions Manage WOTC Applications

P To check the status of an application:

1 From the Quick Menu group in the left navigation menu, click Agent Portfolio » WOTC
Applications. The WOTC Applications Search page displays (see figure below).

General Criteria

Control Number: ‘ | From: | |To: ‘ |

Qccupational Group: ‘ Mane Selected - |

Application Status: | Incomplete 8850 hd
None Selected
Target Group Selected: -
Submitted 8850 and 2061
Choose Date Range type: Denial Pending More Information
Denied
@ rostmark O Certify O D¢ aptified ion (O Hired () started Job () Pending
. Pending 9061
Date Range: Appealed [ Today,
o . . Pending
Application On Hiatus: Revoked
Opted for Do Not Pursue: Submitted 8850 with 9062
Form has been printed: Q ves O No
Reset Filter(s) |
Control | Postmarked/ | Applicant Employer / Target Application
Number| Received Date Name Agent Name Group Status
Selected
2483 08/09/2022 John Doe 5555 Incomplete Edit 8850
WOTCCorp 8850 Edit 8061

(2 Days) Frint Forms
Verify
Do Mot
Pursue

Filtering WOTC Applications by Application Status

2 Scroll down to the General Criteria section and select the Application Status you are interested in,
and then click the Filter link. For example, you may select ‘Incomplete 8850’ to see which
applications still need more information.

3 From the list of matching applications, you may initiate any of the following tasks from the Action
column:

Review or edit IRS Form 8850 — Click the Edit 8850 link. Only unsubmitted forms can be
edited.

Review or edit ETA Form 9061 — Click the Edit 9061 link. Only unsubmitted forms can be
edited, however, verification documents can be added at any time.

Add verification documents to ETA Form 9061 — Click the Verify link to go directly to the
Verification Documents Required tab to upload documentation and appeal the application.
It also provides a brief overview of the application, including the status and if applicable,
interfaces that ran against target groups.

Print or download any or all forms — Click the Print Forms link, and then select which ones
to open. The forms open in PDF viewer window, from which you can print or download
them.

Set application status to ‘Denied’ — Click the Do Not Pursue link, then click OK to confirm.
This generates a denial letter that you can print using the Print Forms link. Denying an
application in this manner is the only status change an agent can make.
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Appealing a WOTC Application

Applications for the Work Opportunity Tax Credit can be denied for a variety of reasons, including but not
limited to:

e Denied pending more information (most common)

e Form 8850 was not submitted within 28 days for start dates

e Applicant did not receive TANF or SNAP benefits

e Documentation not submitted for veteran’s receipt of compensation for service-connected

disability
e Employee does not meet the criteria for the specified target group
e Job Applicant or Employer Signature date discrepancy

If the employer or agent believes that the SWA has denied the application in error, the denial can be
appealed. If the appeal is decided in the employer’s favor, the application goes forward.

Note: ‘Certified’ applications can also be appealed. This requirement may arise in the event that the
original certification request was certified for a target group that results in a lower tax credit (for
a target group that was also selected on IRS Form 8850 and ETA Form 9061/9062). The
employer or agent may submit an Appeal for a certification redetermination.

P To appeal a WOTC application:

1 From the Quick Menu group in the left navigation menu, click Agent or, if assisting an employer,
Employer Portfolio » WOTC Applications. The WOTC Applications Search page displays.

2 Inthe General Criteria section, search for the Application Status of ‘Denied’ or ‘Certified’ in the

search results (see figure below).

Control | Postmarked Employer / | Target

Number| f Received Agent Name | Group
Date Selected

2624 | 01/17/2024  Tyrone Phao Shizzle G, Food Denied Edit 8850 O
Vietnamese Preparation Edlit 9051
and Serving Eoniforn
Related Werify

Occupations

Filtering WOTC Application — Denials Example

3 Click the Verify link to display the Verification Documents Required tab of the WOTC application,
which now has a button for appealing the denial (see figure below).
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ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information Information Groups Information Required
Control Number: 2624 Postmarked / Received Date: 1/17/2024 Application Status: Denied
Applicant Name: . Ty Prior Veteran Status: Mone Selected
Sacial Security Number: Target Group Selected: 1AG
Document Upload Expand Al
General Information Application Documentation Target Group Verification
Uploaded Documents (- ]

Exit Wizard

Edit 8850 Print All Appeal

Verification Documents Required Tab with Appeal Button

4 Before the application decision can be appealed, documentation for the reason you are appealing
the decision is required. Click the Document Upload link.

5 In the document upload window, select the Verification Control of ‘“Appeal Documentation,’
attach the appeal, and click Save (see figure below). See the topic “Uploading WOTC Verification
Documents” in this chapter for additional details.

Document Information

Document
Description:

* Document Tags: Do not enter Personal Identifiable Information
Keywords that will  (PIl) into this field,

be indexed with WOTC Appeal .
this attachment. £

Verification Controls to Associate Document To

Verifications List:

[ weteran status [] weterzn/DV - Unemployed & Months
D Weteran Unemployed 6 Months Wages D Weteran Receiving SNAP Benefits

[ vet Unemployed for 4 weeks [] weteran Unemployed for 4 weeks Wages
[ TANF - Long Term [ tanF - short Term

[ age verification e

[] qualified Long Term Unemplayment Recipient [ 2ppeal Dacumentation
[[] Denied Pending More Information Dacumentation || Other

Attach Document

‘ Supported File Format [
Appeal Letter.docx

Multiple documents can be uploaded simultanecusly, but must be selected one-by-one.

@ Cancel

Document Upload Window — Appeal Documentation

6 The document upload window closes. Click the Appeal button on the Verification Documents
Required tab.
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7 Click OK on the confirmation to return to the WOTC Applications Search page. The application
status is now ‘Appealed’ and is sent to the SWA for review.

SWA staff review the appeal and decide whether to allow the application to proceed, normally with a
status of ‘Submitted’ or ‘Denial Pending More Information.” The system may also verify additional
information and, if requirements are met, auto-certify (or recertify an alternative target group) the
application. If the staff have what they need to certify, then they can update the status directly to
‘Certified.” You receive a system notification with the appeal decision once staff make their determination.

WOTC Agent Dashboard Widgets

WOTC employers and agents have three special dashboard widgets that display Power of Attorney
approvals, the status of submitted WOTC applications, and action items (see figure below).

E WOTC Power of Attorney i

POAs expiring in S0 days

POAs that have been denied in the last 30 days
POAs that have been approved in the last 30 days
POAs pending approval in the last 30 days

0
3
0

El WOTC Completed Decisions (within the B

last 90 days)

Denizal Pending More Information
Denied

Certified

Pending

Submitted Applications

Lo Y| LN N N s T o

E WOTC Applications Needing Action
1

13 Incomplete 8850

Fending 5061
9 Date of Birth Documentation Needed
7 Address Documentation Meeded

Co i

(45]
I

Employer/Agent WOTC Dashboard Widgets

e Power of Attorney — Displays counts of agent-employer Powers of Attorney for an agent to act
on, for example, for those expiring in 90 days, or for those that have been denied. Click on a
[number] link to display the Representing Employers tab with the POAs for the selected status
listed.

e Completed Decisions — Lists the number of applications for each status within the last 90 days.
Click on a [number] link to display the WOTC Applications Search page, with the specific
applications for that status listed.

e Applications Needing Action — Provides a list of applications requiring service. Click on a
[number] link to display the WOTC Applications Search page, with the specific applications for
that action item listed.
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