
INTAKING A CLIENT 
 
In order to enroll a client into OEWD-funded services and input information into WorkforceCentral, you must first complete the proper intake 
procedures.  

1. Meet with client (in-person or virtually) to assess their needs and discuss services.  
2. Collect signed documentation from the client. 
3. Gather signed documentation and input the information in WorkforceCentral.  
4. Maintain all documents (hard or electronic) in individual client case files.  

 

Required Documents: 
1. OEWD Master Application — all clients 
2. Signed Release of Information form—all clients 
3. Signed Participant Rights and Responsibilities form—all clients 
4. WIOA Title 1 Eligibility Verification form – all clients  
5. Signed Individual Employment Plan – all WIOA Adult/Dislocated clients  
6. Signed Individual Service Strategy – all WIOA Youth/Young Adult clients  
7. WIOA Youth Eligibility Checklist – all WIOA Youth/Young Adult clients  

 
Best Practice(s)/Tip(s): 

 You may download templates for all required documents from: OEWD Workforce Development Downloadable Forms. 
 

 All intake steps must be followed for data entry into WorkforceCentral, but you may allow for time between steps to either to allow a 
client to retrieve information or for you to be certain then client is ready to be enrolled in services. 

 

USER ACCOUNTS 
 

Creating a New WorkforceCentral User Account 
To create a WorkforceCentral user account, complete the New User Form and submit to your OWED program manager.  
 

Resetting Your Password 
If you forget your password, you can reset your password from the WorkforceCentral login screen. 
 

https://oewd.gitbook.io/wfc_user_guide/appendix/oewd-workforce-development-downloadable-forms
https://sfgov1-my.sharepoint.com/:w:/r/personal/alison_y_chan_sfgov_org/Documents/WIOA%20WFC%20screenshot/WIOA%20Adult/WIOA%20Non%20Fillable%20Forms%20PY%2021-23/New_User_Form%20(1).docx?d=wca20156a60d04ac99ea4477a470fb2a9&csf=1&web=1&e=YKRqky
https://wfc.ajwi.com/Login.aspx?ReturnUrl=%2fDefault.aspx


1. Select the Forgot Password?  
 

 
 

2. Enter your registration email address and select Submit. You will be sent a link to reset your password.  
 

 
 
 



3. Follow the email link and enter and confirm your new password. 
 

 
 
Account Lockout 
If a user has not accessed the system in 90 days, then the user will be locked out of WorkforceCentral. To unlock your account, select the Forgot 
Password? link on WorkforceCentral login screen and follow the same instructions used to reset your password. 
 

https://wfc.ajwi.com/Login.aspx?ReturnUrl=%2fDefault.aspx


 
 
Removing a User Account 
User accounts can be removed by completing the Remove User Form and submitting to your OWED program manager. Please complete and 
return this form promptly if a staff member leaves your agency. 
 
Logging Into WorkforceCentral 
 

1. Navigate to WorkforceCentral  
2. Enter User Name  
3. Enter Password 
4. Click Log In 
5. Accept user terms and conditions 

 

https://sfgov1-my.sharepoint.com/:w:/r/personal/alison_y_chan_sfgov_org/Documents/WIOA%20WFC%20screenshot/WIOA%20Adult/WIOA%20Non%20Fillable%20Forms%20PY%2021-23/Remove_User_Form.docx?d=w0199c7553f2a477eb102abf9566ce2fb&csf=1&web=1&e=fSMSk4
https://wfc.ajwi.com/Login.aspx


 
 

REGISTERING A CLIENT  
 
Searching for a Client 
A client should only be registered in WorkforceCentral once. Before registering a new client in WorkforceCentral, first search for a client using 
the Search Client feature on the home page..  
 
To search for a client: 

1. From the Home page, under the Search Client tab, enter the client's: 
• Firstame 
• Last Name  
• Date of Birth  

 
Best Practice(s)/Tip(s): 
 You can search using any one of the search fields. For example, you can search just using last name or date of birth. 

 
 A client might have multiple profiles. WorkforceCentral cannot distinguish “ALL UPPER CASE”, “all lower case” even they are the same 

client. Search several times using only “First Name”, “Last Name”, “Date of Birth” or even first few letters of the first or last name to 
avoid duplication of client profile. 

 



2. Select the Search button. 
If the client is registered in WorkforceCentral, they will be listed to the right of the search fields. You do not need to re-register the 

 client. 

 
 
If the client is not registered, no results will be shown. You need to register client. 

 
 
Best Practice(s)/Tip(s): 
 
 Client Registered More than Once: If a client is registered in Workforce Central more than once, choose the registration with the most 

recent intake date. 
 
Selecting a Client 
You must select a client before you create a client application and add client activities. 
 
To select a client: 

1. Select the Select button in the Search Client menu. The client information will then be listed in the Client Details section.  
 



 
 
Registering a New Client 
Before registering a new client in WorkforceCentral, make sure that they are not already registered by first searching for them using the client 
search feature. 
 
Before a client application can be entered into WorkforceCentral and enrolled in client services, a client must be registered.  
 
To register a new client: 

1. Click Add New Client at the top of the menu items. 
 

https://app.gitbook.com/@oewd/s/wfc_user_manual/%7E/drafts/-MffGQAtKMUFH_ZpxXaV/searching-for-a-client
https://app.gitbook.com/@oewd/s/wfc_user_manual/%7E/drafts/-MffGQAtKMUFH_ZpxXaV/searching-for-a-client


 
2. On the Process Pending Clients screen, enter client information into the 5 fields:  
• First Name 
• Last Name  
• Date of Birth  
• Zip Code (Optional)  
• Last Four of Social Security Number (If last four digits of Social Security Number is not available, use checkbox) 

 

 
 
3. Click Save Button. 
 
 
 
 
 



Best Practice(s)/Tip(s): 
 
 Client Already Registered in System: If you attempt to register a client that is already registered in WorkforceCentral, you will get a 

message that indicates that the client may already be registered based on the client information that you provided. Please review the 
client information and use the existing client registration if it is the same client. 

 

CLIENT ENROLLMENT  
 

Creating a WIOA Client Application 
Entering a client application is the first step of the two-step enrollment process. The second step of the enrollment process is adding a client 
activity. A client is enrolled when both the client application is entered into WorkforceCentral and at least one activity is added.   
 
Best Practice(s)/Tip(s): 
 
 To create an application, a client must first be registered and selected. 

 
 Before you enter a client application into WorkforceCentral, you may want to wait until the client has passed your organization's 

probationary period and you are ready to add a client activity. 
 

 Ensure the paper application is completely and accurately filled out. WorkforceCentral client data entry must match the paper 
application.  

 
1. From the Enrolled Programs menu, select All Processes.  

 
2. From the All Processes page, select Create WIOA Application at the bottom of the screen.  

 

 
 

3. Enter the client data from the paper application into the data fields. Please note, there are a total of 4 Application Details pages to enter 
client data into.  

 

https://oewd.gitbook.io/wfc_user_manual/client-enrollment/adding-a-client-activity
https://oewd.gitbook.io/wfc_user_manual/client-enrollment/adding-a-client-activity
https://gbc-word-edit.officeapps.live.com/wfc_user_guide/registering-a-client/registering-a-client
https://gbc-word-edit.officeapps.live.com/wfc_user_guide/registering-a-client/selecting-a-client


Application Details (p.1) 
 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Provider has 25 days to submit WFC application 
from the application date.  
 
Provider has 30 days after submitted application to 
add activity. 
 

Auto-generated as the same date of the application date 

Select appropriate Application Type based on 
eligibility determination: 

• Adult Application = WIOA Adult (201) 
• Youth Application = WIOA Youth (301) 
• Dislocated Worker Application = WIOA 

Adult Dislocated Worker (501)  
 



Application Details (p.1) continued… 

Auto-generated with the information 
from client registration 

Double check this matches the SS Card. 
Reach out to your OEWD Program 
Specialist for edits if needed. 

WFC may be rejected if it does not match. 

Auto-generated with the provider’s 
information 



Application Details (p.1) continued… 

  

Use client data from paper 
application to complete. Must match.  

 



Application Details (p.1) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper 
application to complete. Must match.  

 



Application Details (p.1) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Required if the client is not a US citizen. 

WFC application may be rejected if you 

do not provide.  

Use client data from paper 

application to complete. Must match.  

 

Must upload supporting 

document checked on 

WIOA Title I form 



Application Details (p.1) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper 
application to complete. Must match.  

 



Application Details (p.1) continued… 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.1) continued… 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.1) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.1) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 

Be sure to click Insert 
Button to save.  



Application Details (p.2) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Must match with the WIOA Title I form  

Must match client data from paper 

application.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All four entries should match with each other. 
For Example, 

Highest Grade Completed:  
Bachelor’s degree or equivalent 

School status: 
SHOULD NOT BE 
1. In-school, High School or less 
2. In-school, Alternative School 
4. Not attending school, or H.S. Dropout 

Highest School Grade Completed: 
12th Grade Completed 

Highest Edu Level Completed: 
Attained a Bachelor’s Degree 

Use client data from paper application to 
complete. Must match. 

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.2) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 

Be sure to click Insert 
Button to save.  



Application Details (p.3) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.3) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use client data from paper application to 
complete. Must match.  

 



Application Details (p.3) continued… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Must match with the WIOA Title I form  

 

Be sure to click Insert 

Button to save.  



Application Details (p.4) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select File Upload button  

 

Use client data from paper application to 
complete. Must match.  

Be sure to click Insert 
Button to save and then 

 



5. Attach the application forms and all required supporting eligibility documents (ie: income verification, Title 1, etc) 

Best Practice(s)/Tip(s): 
 You can only attach one file at a time.  

 
 Best practice is to scan all documents into one file to upload and attach.  

 
 Be sure to upload all required documents and supporting eligibility documents (from WIOA Tile I or WIOA Youth Eligibility 

Checklist).  
 

 

Be sure to click Insert 
Button to save. 



6. On the Home page, click the Select button and then scroll down to the bottom of the application to submit the application for review.

7. Check the Actions section at the bottom of application for notes from OEWD staff.

Best Practice(s)/Tip(s):
 Please allow 3 business days for our data team to review and approve the application. Once application is approved, the status 

will be updated as Active and “application number” issued. 

 Consistently check the status of the application for approval or notes from OEWD staff. Immediately add an activity as soon as 
the application is active. 



ADDING A CLIENT ACTIVITY 
Client activities are used to document client service delivery. Adding a client activity is the second step of the client enrollment process. A client 
is not considered enrolled into a program until at least one activity is added. 
 

• Client activities are defined by your agency's scope of work 
• A client may be enrolled in multiple activities 
• For ALL WIOA participants entering training services (e.g. ITA, Training Scholarships, Sector Trainings), please refer to Attachment A – 

Adding training services activity to ensure activities are accurately being captured 
• All client activities must be completed before a client is exited from enrollment 

 
To add a client activity: 
 

1. Once an application number is issued, from the Enrolled Programs menu, select Search Applications 

 

 
2. Type application number into the field and click Search WFC Applications button  

 

 

 



3. From the Client Applications, select the Application to which the activity will added. 

 

4. Scroll down to the bottom and select Add Activity Form at the bottom of the screen. 
 
 
 

 

5. Enter Begin Date and Select Grant Code 

 

 

 

 

 

 

 

  

Select appropriate Grant Code based on client eligibility:  
201 = WIOA Adult 
501 = WIOA Dislocated Worker 

Enter begin date of activity 



6. Select the program from OEWD Program drop down menu. 

 

 

 

 

 

 

 

 

 

7. Select the program activity from the Program Activities drop down menu. 

 

 

 

 

 

 

 

 

Please note:  

• All activities other than 300, 301, and 313 are one day 
activities.  
o Projected end date should be the same date as the 

begin date.  
o Activities need to be added and closed with the same 

date.  
• Providers may have different activities listed because 

client activities are defined by your agency's scope of 
work 

If provider has multiple program areas, be 
sure to select the proper program you want 
to add activity to.  

For ALL WIOA participants entering training services (e.g. ITA, 
Sector Trainings), activity 205 MUST be added before / at the 
same time with activity 300. (See Attachment A – Adding 
training services activity) 



  

8. Projected End Date and Last Day In Activity are default to match with Begin Date 

 

Please note:  

a. All activities other than 300, 301, and 313 are one day activities.  

b. Projected end date should be the same date as the begin date.  

c. Activities need to be added and closed with the same date.  

 

9. Enter Completion Status 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Be sure 

to click 

Insert 



10. Once an activity is successfully added into an application, the status of the application will be update at Enrolled. This is an enrollment 

that will count towards the contract goal. 

Best Practice(s)/Tip(s): 
 Provider is required to add an activity within 90 days of the most recent activity date. If an activity does not add to an application within 

90 days, the application status will be soft exited.  

 

 There must be an open activity to keep the application active.  

o One day activities must be closed out the same day. Be sure to add another activity within 90 days if you are still actively 

working with the client. 

 

 

 
 

Example of an application that is Soft Exited:  

 

  

 

 

 

 

 



ATTACHMENT A - ADDING TRAINING SERVICE CLIENT ACTIVITY 
For ALL clients participating in WIOA training services (e.g. ITA, Training Scholarships, Sector Trainings), it is important to follow these steps when 
adding the client activities.  
 

• Activity 205 MUST be the first activity added to client application  
• Both Activity 205 and Activity 300 are required 
• Activity 205 MUST be added before / at the same time with activity 300 
• Staff MUST close activity 300 after completion of training (see steps below: To close 300 client activity) 
• All client activities must be completed before a client is exited from enrollment 

 
To add training activity codes for clients participating in WIOA training services (eg: ITA, Training Scholarships, 
Sector Trainings): 

1. Activity 205 MUST be the first activity added to client application. Select Development of IEP/ISS/EDP (205) activity from the Program 
Activities drop down menu. 

 

 

 

 

 

 

 

 

 

 

Activity 205 MUST be added before / at the same time with 
activity 300. 

o Projected end date should be the same date as the 
begin date.  

o Activities need to be added and closed with the same 
date.  

 



2. Enter Projected End Date and Last Day In Activity. Click Insert to save. 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Be sure to 
click Insert 
Button to 
save. 



3. Select Occupational Skills Training – Approved Provider List (ITA) (300) activity from the Program Activities drop down menu. 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

4. Enter Projected End Date.  
 
 
 
 
 
 
  
 
 
 
 
 

Please note:  

o Projected end date should be the completion date of 
the training 
 

o After completion of training, staff MUST return to 
WFC to close activity 300 (see steps below: To close 
300 client activity) 

 



5. Scroll down and input 8 digit Occupational Code, Provider Code, and Provider Service.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Scroll down and Click Insert to save. 
 

   

 

 

 
 
 
 
 
 
 

Please note:  

o Use the ETPL Lookup Tool to find this information 
o Provider Service = Program Name  
o If Provider Code and Provider Service not listed, reach 

out to OEWD Program Specialist  

 

Be sure to 
click Insert 
Button to 
save. 

https://app.powerbigov.us/view?r=eyJrIjoiMDhlYmZjMzItZjdjMy00ZWZkLTk1ZTEtZTY1NTJlNTUwODhhIiwidCI6IjIyZDVjMmNmLWNlM2UtNDQzZC05YTdmLWRmY2MwMjMxZjczZiJ9


To close 300 client activity: 
Once client completes training, staff must return to WFC to close out the 300 Occupational Skills Training – Approved provider Lists (ITA) activity.  
 

1. From the Enrolled Programs menu, select Search Applications 

 

 
2. Type application number into the field and click Search WFC Applications button  

 

 

 

 

 

 

 

 



 

3. From the Client Applications, select the Application to which the activity will added. 

 

4. Click Activity Details for Occupational Skills Training – Approved Provider List (ITA) (300) activity.  

 

 

5. Scroll down to Last Day In Activity field.  

 

 

 

 

 

 

 

 

Enter training completion date 

Select Completion Status  



6. Click Update to save. 
 
 

 

 

Be sure to 
click Update 
Button to 
save. 



SUBMITTING OUTCOME FOR A PARTICIPANT 
When a participant provides verification on employment or education, provider can consider exiting participant from the program. 

 
To add an Exit Outcome: 
A client is exited from WorkforceCentral after they have completed all workforce program services and their enrollment in the program is 
complete.  

• All clients must be exited after services have been provided and enrollment is complete  

• All activities must be completed before exiting a client 

• A client cannot be exited without at least one activity 

• You must collect and upload proof of employment outcome.  
 

1. From the Enrolled Programs menu, select All Processes. 
 

 
 
 
 
 
 
 
 
 
 



2. Ensure all activities are closed prior to submitting an exit. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Scroll down to the bottom to Complete Enrollment Process.  
 
 

 
 

4. Once processed, you can click Add Exit Form. 
 

 

 

 

 

 

 

 

 

 



5. Enter in Exit Placement details.  

 

 

 

 

 

 

Answer “NO” for all “non universal exit” and 

leave “exit date” blank   

 

 



6. Enter in Exit Placement details (continued…). 

 

Must match with “last day in activity”   

 

 

Be sure to indicate if there is change 

since enrollment.   

 

 

Required for educational placement   

 

 

If placed for educational placement, select “Not employed”   

 

 



7. Enter in Exit Placement details (Continued…) 

 



8. Enter in Exit Placement details (Continued…) 

 

Go to - www.naics.com/search - to find the 

Employment Industry code - 6 characters   

 

 

Go to - www.onetonline.org – to find the 

Employment Occupation and Group - 8 

characters  

 

 

 

https://www.naics.com/search/
https://www.onetonline.org/


9. Enter in Exit Placement details (continued…). 

 

 

10. Click Insert to Save. Then go back to the top and click on Back to All Processes Main Page link.  

 

 

 

11. Select File Upload button and upload the placement verification for the exit 

 

 
 

 

Be sure to click Insert 

Button to save.  



12. Scroll down to the bottom to “submit Exit” 

 
13. Check the Actions section at the bottom of application for notes from OEWD staff.  

 
Best Practice(s)/Tip(s): 

 Please allow 3 business days for our data team to review and approve the exit. Once exit is approved, the status will be updated 
as “Exit Approved”. 
 

 Consistently check the status of the application for approval or notes from OEWD staff.  
 

 
 
 
 

 
 
 
 
 
 
 

 

 

 



 
To add a Global Exclusion Exit: 
A Global Exclusion Exit excludes the participant from performance and future follow-up due to the following reasons:  

• Institutionalized 

• Health/Medical  

• Deceased 

• Reserve forces called to active duty 

• Foster care 

• Relocated to a Mandated Program 

• Retirement 

Select, Yes  

Exit Date - should be the same date as “Last 

Day in Activity” from most recent activity form 

Select appropriate reason. See 

policy for definitions.  

Closure Date – should be the same date as “Last 

Day in Activity” from most recent activity form 



ADDING A MEASURABLE SKILLS GAIN AND CREDENTIAL ATTAINMENT  
WIOA Sector Training, Individual Training Account (ITA), and In-school Youth providers are required to enter a Measurable Skills Gain and 
Credential Attainment outcome. 

• Measureable skills gain outcomes must be obtained during the program year and prior to exit. 
• Credential attainment outcomes must be obtained within one year of program exit.   

 
To add a client activity: 
 

1. Once an application number is issued, from the Enrolled Programs menu, select Search Applications 

 

 
2. Type application number into the field and click Search WFC Applications button  

 

 

 

 
 
 



3. From the Client Applications, select the Application to which the activity will added. 

 

 
4. Scroll down to the bottom and select Add Measureable Skills Gain at the bottom of the screen. 

 

5. Enter in Measureable Skills Gain details. 

 

Please refer to Credential 
Attainment and Measurable Skills 
Gain for Skill Type definitions.  



6. Enter in Credential Attainment 

  

Select “Enrollment” for any related credential received  

Select “300” for Source ID, in which “300” refers to the 

activity code added during enrollment  

Please refer to Credential Attainment 
Directives for Credential Type 
definitions.  

Should match with “Source Type” and Activity code added 

in regards to training.  



7. Upload credential attainment and measurable skills gain verification. 

 

8. OEWD staff will review and approve/deny the submission. Be sure to check status for approval or notes from OEWD staff.  

 

 



RETENTION 
Provider is required to complete follow-up for WIOA participants on the 2nd and 4th quarter after the exit. Review the following table to identify 
the period and time for retention. 

 

If Participant Exits 
During This Period… 

This Period is the 
2nd Quarter to 
Follow Up on 

And You Must 
Complete 

Verification 
Within These 

Dates 

This Period is 
the 4th Quarter 
to Follow Up on 

And You Must 
Complete 

Verification 
Within These 

Dates 

January – March July – September  October 1 – 
October 31 

January – March  April 1 – April 30 

April – June October – 
December 

January 1 – 
January 31 

April – June  July 1 – July 31 

July – September January – March April 1 – April 30 July – September October 1 – 
October 31 

October - December April – June  July 1 – July 31 October – 
December  

January 1 – 
January 31 

 

To add a Follow-Up: 
1. Select Enrolled Programs menu, select Search Applications 

 



2. Type application number into the field and click Search WFC Applications button  

 

 

 

 

 

3. From the Client Applications, select the Application to which the activity will added. 

 

 
4. Scroll down to the bottom and select Add Follow Up at the bottom of the screen. 

 

 

 

 

 

 

 



5. Enter Follow-up details.  

 

 



6. Enter Follow-up details (continued…).  

 

 

 

 

 

 



7. Enter Follow-up details (continued…).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

If the participant is still employed with the same 
employer, copy the information from exit form. 

If the participant has obtained new employment, be sure 
to enter employment details.  



8.  Enter Follow-up details (continued…).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Actual hours worked are the hours worked in the quarter 
= hours worker per week*13 (52 weeks/4 quarters) 



9. Enter Follow-up details (continued…).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. Enter Follow-up details (continued…).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

11. Click Insert to Save. Be sure to maintain proper case notes about follow-up and employment/educational detail (if obtained).  

 

 

 

Be sure to click Insert Button to save.  
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