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Create an Opportunity Works (OPW) Application 

Step 1 – Navigating to the Staff Profile > Case Management Profile > Programs section 

After you have created the Customer Registration and acknowledged receipt of the Career Career Consent you can create an Opportunity Works (OPW) 

Application. All OPW (and WIOA) information will be in the “Staff Profile” section of the Individual’s record. Click on the “+” sign next to the Staff Profile menu 

options to expand the menu options.  
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Click on Programs. 

 

  

 

Step 2 – Creating the Opportunity Works application 

Click on the “Create Generic Application” link in the Generic Program section to open the “Generic Program Wizard”. Use the Wizard to complete all 4 screens of 

the OPW Application.  Answer all red-asterisked (*) questions until you reach the bottom of the page for each section.  Then click the “next” button. If any 

answers are incomplete, an error message will appear identifying what needs to corrected. Before you can move forward all errors must be corrected.   
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Step 3 – OPW Application Start Page 

•  “Identifying Information” and “Currently Participating In” sections are pre-filled for display / informational purposes. 

• “General Information” section: 

o For applications completed prior to Career Connect, use the date the Participant signed the application as the Application Date and the Date of 

Eligibility; for new applications, use the actual date of Application/Eligibility as the dates. 

o Select the Office Location of the Office that completed the OPW Application 

o Select “OPW-Opportunity Works” for “Meets Program Eligibility”. 

o Click the “Next” button 
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Step 4 – Contact Information 

All the information on this page pre-fills from the Customer Registration. Any updates made in the OPW Application will update the Customer record as well. 

Review all information, make any edits, and click “Next”. 
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Step 5 – Application Questions (Eligibility) 

• The OPW Application consists of 22 questions to help staff determine Participation eligibility and collect additional participant characteristics for 

program tracking purposes.  

• NOTE: Staff must know the eligibility rules for the OPW program. The questions provide a guide for eligibility, but the application does not use any 

“logic” to determine eligibility. 

• Verification is required for any question with a “Verify” list. Click the “Verify” link to display the list of allowable documentation for the question and 

select the document that you have in your possession to verify the information you claim on the application.   Any documentation identified must be 

placed into the customer’s case file for future audits. 

• Click “Next”. 
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Step 6 – Staff Information 

• Click the check box next to the “Staff Attestation” indicating that all the entries you made are true, complete, and accurate. 

• Click the “Assign Me” link to Case Assign yourself to this OPW application. (Note that Case Assignment access is forthcoming.) 

• Add a case note indicating that the application/eligibility process is complete. (Save the case note.) 

• After saving the Case Note, click “Finish”. 
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Step 7 – Print Application   

• Click on the printer icon next to printer icon to print the OPW Application. (Make sure pop-ups are enabled in your web browser.) 

 

• The full application will display in a new window. Click on “Print” or the printer icon to print the application. 

• The program Participant and the agency staff person should sign the application and a hard copy must be included in the Participant’s file. (For paper 

applications taken before Career Connect, print and staple the Career Connect application to the original application. The Participant and staff do NOT 

need to re-sign.) 

 


