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Remote Eligibility Staff Guide 

Overview 
This procedure provides WIOA agency staff with information on how to: 

• retrieve customer login information for self-registration,  

• find documents uploaded by customers and attach them to WIOA applications, and 

• upload additional documents to the client’s profile. 

Login Retrieval 
Many customers are already in Career Connect because their information converted over from IWDS. If 

the customer is already in Career Connect with the correct Social Security Number (SSN), then the 

customer will not be able to create a new account.  

Agency staff can help the customer access his/her existing account as follows. 

Step 1: Finding the Client 
To determine if the customer is already in Career Connect: 

• Use the left-hand menu to go to Manage Individuals > Assist an Individual.  

• On the search screen, type in the customer’s first initial, last initial and last 4 of their SSN. 

• Click “Search”. 
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If the customer is in Career Connect, with the correct SSN, then proceed with the steps below. If there is 

another customer in the system with the same full SSN, please contact the Career Connect Help Desk 

for assistance. 

Step 2: Confirming Date of Birth 
Customers will be asked to verify their SSN and Date of Birth when logging in for the first time. If the 

date of birth incorrect (but the SSN and name are correct) let the customer know what the DOB is in the 

system, have them use that DOB on initial login, and ask them to update it once they login.  

Alternatively send a ticket to the Help Desk asking for a DOB correction. Please include: 

• Customer name 

• Customer State ID # (can be found on the individual search results screen or in Staff Profile > 

Case Management Profile > Case Summary) 

• Correct date of birth (you do NOT need to attach proof of DOB) 

Step 3: Login name & Password Reset 
Once the customer’s SSN and correct date of birth have been confirmed in Career Connect, the 

customer will need 2 pieces of information to log in: 

• Login name (user name) 

• Temporary Password 

This information is in the Personal Profile (My Individual Profiles > Personal Profile > General 

Information) 

• Login Name:  The login name can be found in the “Login Information” section of the General 

Information. 
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• Temporary Password 

o You will need to change the customer’s password to the temporary password 

o Just below the Login Name, click the “Change Password” link.  

o A pop-up box will open where you can reset the password. 

Reset the password to (case sensitive): Password1@ 

o This will ensure that the customer must change his/her password when he/she logs in. 

o Type in the password twice and click “Update Password”. 

 

 

Informing Customer 

• Provide the customer with his/her login name and the temporary password and the Career Connect 

site link.  

• The customer will be asked to confirm his/her SSN and DOB upon login and will be prompted to 

change the password. 
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Finding and Linking Uploaded Documents 

Locating Uploaded Documents 
The Documents (Staff) screen lets staff see and manage documents that are scanned and uploaded for 

an individual, including those that the individual added and those that staff added.  Although staff can 

also see documents in the under the My Individual Profile section, to have full functionality staff should 

access documents via the Documents (Staff) tab.  

Access the Documents (Staff) screen via the top menu in Staff Profiles > General Profile > Documents 

(Staff) 
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Reviewing Documents 
To view uploaded documents: 

• Check the “View Thumbnails”  box for a preview (not all document types will display in the 

preview). 

• To expand the preview, hold your cursor over the image. 

• You can also click the “Review” link in the “Action” column to open a view of the document in a 

new window.  

Important Note about “View” versus “Review”: 

• Clicking “View” will result in a message indicating that you do not have rights to “View”. This is a 

security measure. You must use the “Review” link to view.  

• If you are looking at documents in the Individual Profile section, you will not have access to 

“Review”. Switch over to the Documents (Staff) screen as explained above.] 

 

Hover over the thumbnail to see a larger image: 
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Linking Documents to WIOA Application 
Once you’ve confirmed that the uploaded documents are accurate and legible, you can link them to the 

verification items in the WIOA Application. 

• Expand the “verify” options for the item that you’re verifying and select the appropriate option. 

• Click the “Link” option to open a pop-up window. 

 

• In the “Document Description” select the most applicable option. If no option is applicable, 

select “Other”. 

• In the “Document Tags” type in the name of the document and what it’s verifying (see example 

below). 

• Type in the date you received the document. If it’s left blank the system will use today’s date. 

• If you check the “Document Expires” check box, a link will open to enter the expiration date. 

(This is not required but is a nice feature for things like Driver’s License.) 

 

 



Page 7 of 11 Staff Guide to Remote Eligibility Updated 11/10/2021 

• Scroll down in the pop-up window to select the document. 

• Then scroll down and click “Link Document” 

 

 

 



Page 8 of 11 Staff Guide to Remote Eligibility Updated 11/10/2021 

• The “Verify” item in the WIOA application will be updated as shown below. 

• If a document was attached in error, submit a request to the Help Desk to have it 

removed/unlinked from the verify. (Please include the client’s name, state ID #, and the field 

that was verified/linked incorrectly.) 

 

• In the Staff Documents screen, the document category will display as “Verification”. 

 

• To view all documents linked to the application, click on the check box icon (next to the print 

application icon). 

• This will also show you which documents may be missing. 
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Uploading Additional Documents 
Staff can also upload documents themselves in the Staff Profiles > General Profile > Documents (Staff) 

screen.  

 

• Click on “Add a Document” to upload a document from a computer or “Scan a Document” to 

upload from a scanner. 

• In the Document Association section, select the appropriate options to associate the document 

with a program and application.  

• If the document is being used to verify something, select the “Verification Item” and 

“Verification Type”. The “Verification Type” options will match the “Verify” selection option for 

that item. 
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• In the “Document Information” section: 

o Select the most applicable “Document Description” option. If no option is applicable, select 

“Other”. 

o In the “Document Tags” type in the name of the document and what it’s verifying (see 

example below). 

o If you want the participant to have access to view the document, set “User Accessible” to 

“Yes”. Otherwise, leave it set to “No”.  

o Type in the date you received the document. If it’s left blank the system will use today’s 

date. 

o If you check the “Document Expires” check box, a link will open to enter the expiration date. 

(This is not required but is a nice feature for things like Driver’s License.) 
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• Click the “Select File” button to search for and find the file on your computer. 

• Click “Save” to upload it. 

 

 

The document will now appear in the “Documents Available” list. 

 

• If you linked the document to a verification item, it will display under that verify list. You will still 

need to select the verify option on the screen, but you won’t need to re-link the document. 

• If a document was attached in error, submit a request to the Help Desk to have it 

removed/unlinked from the verify. (Please include the client’s name, state ID #, and the field 

that was verified/linked incorrectly.) 

 

 


