JOB'
CENTER

of WISCONSIN

Job Seeker Registration Instructions

A registration is required:

to use the My Résumé or My Work Application feature, or
¢ when it is required for program eligibility, or
when required by your case manager.

1. To begin, please go to http://jobcenterofwisconsin.com and click on the gold Key in the
orange Secure Log In area.
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2. Read the information on the Self Registration page, and the User Acceptance
Agreement. Click on the Accept button.

Need help?
Self Registration
Welcoma to the DWD/Wiscongmin Liser Name selfl ragys(ratuun process. Self Rag;s(ranan allows you to create your
personal DWD/Wisconsin User Name. Thes is your key to doing secure business with the Department of Workforce
DE\'EfOmerlt over the Intemat.
Requesting a DWD/Wisconsin User Name and Password
You will need to provide a minimal amouwnt of user information to enable DWD to create a DWD/Wisconsin User Name
for you. DWD is required by state and federsl law to keep uger informaton you previde confidential. Please see the
User Acceptance Agreement for additional information,
Starting the Self Registration Process
To begin, you must read the User Accaptance Agreement balow and click Accept at the bottom of the page to
agree to the terms of the usage policy. If you do not agree to the terms, click Decline.

User Acceptance Agreement

Viclators may be subject to prosecution, fines or other sanc tlons..

Printer Frigndly Varsion

Artipt I Dechne
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3. Fillin your information on the Logon Creation page. Required fields are marked with a red
asterisk *.

Click on the Submit button at the bottom of the page.

Logon Creation

I you think you may have already completed this process and may be creating a
duplicate account, please call {608) 266- 7253 for more information or for help in setting
up OF FECOVERInG your account.

This page uses tha graphic to the nght to prevent automated regetratons &26?4
¥ you cannot gad the numbaer in that graphic, werfication sepigksncy ix 3vailabla e

® prdicwbes Bequirsd Fiald

Profile Information

PLEASE NOTEi This is & pafsonal Sccount shich you may use for difensnl Durpoddd. SO anter your Oen Hlirse
nat thein Budinads name o your Bodd's narm, 7 yeu sl be wiing vour DWD/ Waiondin Legon far pour wark
tharw wil bw an mddzional sbep later thas vall comnect pour aelf-regatration rith that Duniress or crgenizabon.

#First Hame  [Madelns

Middle Initial ﬁ

tLast Mame  [Bruce
Suffix [ w
E-Mail addraid o dlka row fergat vaur padavend. Dot By & E-Mgil
E-Mail |maddyjb@sample.nat
Pharne =
4
e |poas55123 it

Mailing &ddress

Street Addressyoye

or .0, Box
City |M¢nu:-e-
State/Provincs| Wisconsin w

Zip/Postal Ii
Code 53566

Logon Information

PLEASE NOTE: Your User Name must ba bebween §5-20 characters lang and CAN be &
combination of letters and numbers. Your User Mams must not contain spacas or spacial
charactaers.

wlser Name  |[Portugal

PLEASE MOTE: Your Password must be 7-20 characters long and MUST contain a
combination of letters and aither ruambers or special characters (except the @ 7 7/ signs)
Passwards are case sensithve. Your Password cannat contan the User Name.

Empnvwerd Tige

= Passwond |un-|u
Rii- kA |I‘II'I'I‘I'I
Pazsward

User Name/Password Recovery

IF you lose your password or lock yaurdall cut, we will ask you this quesbion bo confim your
wanioty. Maase entar an answer that you will remsambsar, Shart, SDEEIﬁL' answars are tha
best. (gasurfy gusaticn bza) The security answer you enber cannot contain your password. This
= not a passwaord hnt. Example

Security quastion:Name of your first pat?

AnSwar: Spat
SeCunky - = .
*I'..'ILlEE-tiDI'l | Hame of your favonte musical group or musician? (%
SeCunty
M wer  [Pulling Stonas
Verification

This step helps prevent automatad regstrabons.
If you cannct ses the number below, peeification appigtance ix svsiisble

* 32‘5‘7 | Please enter the number s it is e

shown in the box to the left.

Do not share your Usar Naie of Password with
anyone. It is your obligation to protect it by
keaping it conflidential and known only Lo you.

Submit *j Reset |
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4. If the User Name you entered is already in use, a bold red message will appear at the top of
the page. Enter a different User Name, and then enter and re-enter your Password.

Click on the Submit button at the bottom of the page.

Logon Creation

The User Name groundhoeq is not availlable, Please ry another User Name.
This page uses tha graphic to the nght to prevent automated regestrabans 8 ﬂ

2 [ndicates Raguined Pk

Profile Informatio

Middle It 1
N i

5. If any required information is missing, a bold red error message will appear next to the
field(s) that need to be corrected.

User Name/Password Recovery

If you lose your passwaord or lock yourself gut, wa will ask you this question to confirm your
dentity. Flease enter an answer that you will remember. Short, specific answers are the
best. (Secudty guegtige tipg) The security answer you enter cannok contain your password, This

= nat a ssword hint. Exampla:
Secunty question:Name of your first pet?
Angwar: Spot
& :-1:::'“. Hame of your favonta musical group or mussCian? (&
Quastion 2
| sacurity [ Plaase anter a Sacurlty
g Answar Answer.

Correct the information and click on the Submit button at the bottom of the page.

6. The DWD/Wisconsin User Name Creation Complete page will be displayed.

DWD/ Wisconsin User Name Creation Complete
The WD WisSconsin User Name and Passward can be used far wanous DWD systems.

You can print this page for your records, then chck the Contmue button to proceed
comess

Hote to Job Seekers: If you are registering so you can craate a rdsumé ar work application, or because you
racenred a Reamployment Senaces letter from the Unemployment Insurance Division, or because your case managar
instructed you o register, you ara not finished. Please click on the Continus button

Profile Information

Usar Mame Db‘!u-\_:l-?l

First Hame Madeline

Middle Initial ]

Lask Nama Bruca

Suffiy

E=Mail maddybdisample. net
Phane (60d) 5L - 1234
Maibng Address

Street Address or P.O. Box 1215 N. Elm Averwe

Zip/Postal Code
Secunty Qusastion Mame of your favonte musical groug or musscian?
Secunty Answer Roling Stones

To print the page for your records, click on the Print button.

Click on the Continue button.
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7. Read the More Information Needed page, then click on the Continue button.

More Information Needed
To conbinue, wa nesd to collect soms additional information,

Registering an the Job Center of Wiscansin weabsits alows an individual to receive sdditionsl ssrvices beyond
the job search function, which dogsn't require 3 registration, Ragistrants may be alighls for trainng fundad by
federal or state programs designed to assist a job seeker obtain employment. job Sernce staff work drectly
with regustered midivduals ta identify spacific pragram funded sarvices,

‘Why wa nesd tha data:

* Your Social Secunty Number (S5N) 18 needed for federal reportmng. It will be trésted o 4 sscure and
confidantial manner and will nevar be sharad with employars,

#« Dwmographic mfarmation (age, gender, ethnicity, race, and deability status) @ collected to help ud evaliate

aur pa'farmance. and in some Casas o datarming It you ars E|lﬂlh|E for ather Programs or sanaces,

Vietaran status & asied to determine if you are aligble for special services, and to avaluate our service

delvery. Quahfied velerans that regeter on the Job Centar of Wisoonsin weabaite ara aigible far amgloymsnt

and trainng agsistance. Some traimng opportunites may only e avadable to 3 veteran or a gualifing mamber

of a weteran’s family.

Please chci the Dechna bulton to return b Job Seeker Tools.
Pleaze click the Continue button to proceod.

8. Enter your correct Social Security Number, then re-enter it. Click on the Continue button.

Identity Info:
Please enter the following to secure your identity within the Job Center of Wisconsin systam.
*Social Security #: (SNS-DN-NHENE) | - -
* Re-Entar Social Security #: | - -] .
Use ‘Back’ and ‘Continue® buttons te move from page to page. << Back | Continue a-qg

9. Enter your date of birth and gender. Click on the Continue button.

Identity Info:

Date OF Birth: (MM/DD/YYYY) | bl ¥

[“Gender COmzale O Female :
Use ‘Back’ and 'Continue’ buttons to move from page to page. == Back | Continue bﬁ:

If you see a red error message, follow the instructions listed. Do not attempt to register
again, as this will only make the situation worse.

An Account Exists For this SSMN:
Information does not match our records.
If you think you have already completed this process and already have a User Name and Password,

please click on the Recover Logon button to try and recover your acecount using the email address
you used when you created your previous account,

If you didn't use an email address when you set up your previous account, or you don't remember

the emall address you used, please call us toll-free at 1-888-513-5633 {press 3 at the prompt) to
have this problem resolbved,

Job Seeker Home Recover Logon
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10. Review the information displayed and update it if necessary. Required fields are marked
with a red asterisk *. Click on the Continue button.

Contact Info:

Please enter the following contact information.

*First Name: Madshne
Middle Initial: ]
*|ast Mame: Bruce
. © 000 0 0 O 0 0 O
NfA I I I v ar. Sr. ' VI VI
Email: {abci@def.com) maddyjb@sample.nat
Home Phone: (999 555 1234) (608) 555-123| Ext:
Massages: (999 555 1234) Ext:

Cell Phone: {999 555 1234)

Use 'Back’ and 'Continue’ buttons to move from page to page.

<< Back | Continue HJS

11. Review the information displayed and update if necessary. Required fields are marked with
a red asterisk *. Click on the Continue button.

Contact Info:

Please give us information about where you LIVE.
*Street Address: (123 Main Street 1215 M. Elm Avenue

Apt 210
Mare Addrass: [If your address
doezn't fit abowe]
* City: Maonros
*State: example: WI for Wiscensin] WI
*Zip code: (#==x#) Extension is L
opticnal, 53568

Do you wank to enter anothar 0
: Y O
address where you receive mail? = s

[[] €heck this box if you live OUTSIDE the U.5. or its possessions.
Update County

Wisconsin County
<< Back | Continue }‘:&

Use "Back' and "Continue’ buttons to move from page to page.

12. The County is defaulted based on the Zip Code you provided. If it is incorrect, select the
correct County from the drop-down menu. Click on the Continue button.

If you live outside Wisconsin, the County screen is skipped.

Contact Info:

*County: Green w

i
Use 'Back’ and 'Continue’ buttons to mowve from page to page. == Black Continve >3 ﬁ
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13. Select your responses to the questions by clicking the circle in front of your response.
Required questions are marked with a red asterisk *.

For Race, you may check all checkboxes that apply.

Demographics:

(Federally Required Information, not shared with employers.)

*Are you Hispanic or -
Latino/Latina? Oves
*Race(Select all that apply):

COno O Decline To Respond

Chwhite Celack or African American
Clamerican Indian or Alaskan Mative Clasian
[(Hawailan Native or other Pacific Islander Cother
COpecline To Respond
*fre you employad? w

#Unemployment Compensation status? (1 am filing for unemployment benefits and was mandated
to register as part of my application,

O1 am recaiving unemployment banafits but was not
directed to register.

O1 am recenning unemployment benefits and was instructed
to attend a re-employment services onentation.

1 am not receiving unemployment.
1 have exhausted my unemployment benefits.

*Do you have a Disability? Oves Ono  Opecline To Respond

Use 'Back’ and 'Continue’ buttons to move from page to page. << Back Continue b'—*ﬁ

Click on the Continue button.

14. Depending on your response to the "Do you have a Disability?" question, you may see this
screen:

Demographics:

(Federally Required Information, not shared with employers.)

*Category of Disability? w

Use 'Back’ and 'Continue’ buttons to move from page to page. << Back Continue =3 JIS

Click on the Continue button.

15. Select your responses to the questions from the drop-down menus. Required questions are
marked with a red asterisk *.

Click on the Continue button.

Education Status:

* Which of these best describes you?

* Highest School Grade Completead:

i
Use 'Back’ and "Continue' buttons to move from page to page. << Back Continue r—_m‘
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16. Select your responses to the questions by clicking the circle in front of your response.
Required questions are marked with a red asterisk *.

Click on the Continue button.

English Language Proficdency:

, h lirmy nglish lal
Do you have limited English reading Crves Omo

skills?
VED‘I(:;";E\U have limited English speakng Oves [No
Use "‘Back’ and 'Continue’ buttons to move from page to page. << Back | Cantinue :-;w

17.Depending on your responses to the limited English skills questions, you may see this
screen:

English Language Profidency:

What is your primary Language?
:fErlgll-.-'h © albanian C american Sign/Uses TTY O Arabic
U‘Busnlan,fCroaLlum'Serblan i cambodian O Chinese O Franch
> Garman i Greek (' Hebrew O Hinds
' Hmong i Italian {3 Japanese O Korean
O Laotian O Morwegian O Persian/Farsi O polish
C Russian ) somali C Spanish ) Swedish
' Tagalog O Thai O Tibetan O urdu
Crvietnamese C other

. " ! "
::::ack and 'Continue’ buttons to move from page to < Back I Continug > ﬁ

18. Click on the ‘Yes’ button or the ‘No’ button to respond to the question.

Military Stabus:
Use "res' or "No', and "Back’ buttons to move from page to page.
Have you served, or are you currently serving on active duty in the U.5. Military?

Mote: Mational Guard and Military Reserve personnel who have been called to active duty showld respond

"Yes®
Yes | Mo I -t-tEa-:Rl

19. Depending on your response to the Military Status question, and your responses on the
Veteran Status questions, you may see some or all of the following questions. Click on the
‘Yes’ button or the ‘No’ button to respond to each question.

Veteran Status:
Usa "vYes' or "No', and "Back' buttons to move from page to page.

Yes Mo << Back |

Have yvou been decharged?

Veteran Status:
Use "Yes' or '"No', and 'Back' buttons to mowve from page to page.

Were you discharged or released from military service with a Dishonorable discharge? [Referaence: Title 38

Usc 101-2)
Yes | [ 1 Ha | << Back

February 1, 2012 10



Veteran Status:
Use "ves' or "No', and 'Back’ buttons to move from page to page.

* Active Duty Begin Date (mm/ddnny) | A1
# Active Duty End Date (mmy/dd/yyyy) [ 1#1 ..-’l

<< Back Submit Service Dates |

Veteran Status:
Use "ves® or 'No’, and "Back’ buttons to move from page to page.

Are you a service membser in active duty status (including separation leave) and is within 24 months of

retirement or 12 months of separation?
Yes II Mo I << Back I

Veteran Status:
Use "ves' or "No’, and "Back’ buttons to move from page to page.
Are you the spouse of a veteran?

Yes II Mo I << Batk I

Veteran Status:

use 'Yes' or 'No’, and 'Back” buttons to move from page to page.
Are you the spouse of any of the following? (Reference: 20 CFR Part 1010)
(1) Any veteran who died of a service connected disability;
OR

(2]} Arny member of the Armed Forces serving on active duty who, is isted in one or more of the following
categories and has been so listed for a total of more than 90 days:

(i) Missing n action;

(i) Captured in line of duty by a hostile force; or

(i) Forcibly detained or mtemed in line of duty by a foreign govemment or power;
OR

(3) Any veteran who has a total disabibty resulting from a service connected disability, as evaluated by the
Department of Veterans affairs;

OR

(4) any veteran who died while a disability, as indicated in paragraph (3} of this section, was in existence.

Yas I Mo I << Back I

Veteran Status:
Use "Yes' or 'No', and 'Back’ buttons to move from page to page.

Are you entitied to compensation, regardiess of rating (including those rated 0%), for a service-connected
disability?

OR

If not for the receipt of military retirement pay, would you be entitled to compensation for a service-
connected disability?

OR

Were you discharged or released from active duty because of a service-connacted disability?

Yes I No i =< Back

February 1, 2012 11



Veteran Status:

Use "ves' or "No', and 'Back’ buttons to move from page to page.
I$ your sarvice conngcted desabiity rating 20% ar mora?
OR

Is your service-connected disabaity rated at 10 or 20 percent, and determaned by DVA to be a Senous

employment handicap?
Yas | Mo << Back |

Veteran Status:

Use "ves® or 'No', and "Back' buttons to move from page to page.

Have you been awarded an Armed Forces Campagn Badge or Expeditionary Medal?

Yes | Mo I << Batk

20. Click on the ‘Yes' button or the ‘No’ button to respond to the question.

Migrant/Seasonal Farm Worker Status:

Have you been working as a seasonal farm worker, or a migrant farm or food processing worker in the last

twelve months?
Yes I M I == Back I

21. Depending on your response to the Migrant/Seasonal Farm Worker Status question, you
may see this screen:

Migrant/Seasonal Farm Worker Status:

(Select the Option that best describes you.)

(O seasonal Farm Worker {must answer "YES" or "TRUE" to all conditions)
e You worked for a total of at least 25 days {or parts of days-not necessarily in a row) in which
some work was perfarmed in farm wark

e earned at least half of your income or more from farm work
e were not employed in farm work year round by the same employer
s If you were/are a full-time student, you were/are a non-migrant fulltime student

O Migrant Farm Worker {must answer "YES" or "TRUE" to all conditions)
e You were a "seasonal farm worker" who had to travel to do the farm work and you were unable to
return to your permanent residence within the same day

s If wou were a full-time student, you traveled with your family.

O Migrant Food Processing {cannery) Worker {must answer "YES" or "TRUE" to all conditions)
e You worked for a total of at least 25 days {or parts of days-not necessarily in a row) in which
some work was perfarmed in food processing (including cannery)

s earned at least half of your earned income or more from processing work
e were not employed year round by the same employer

e had fto travel to do food processing work and were unable to return to your permanent residence
within the same day

e If you werefare a full-time student, you traveled with your family.

O MNone of the above
Use 'Back' and 'Continue’ buttons to move from page to
page.

<< Back Caontinue ==

February 1, 2012 12



22. Select your response to the question by clicking the circle in front of your response.
Required questions are marked with a red asterisk *.

The question defaults to ‘No’, however you can change it to ‘Yes’ by clicking the circle in
front of ‘Yes'.

Interests, Training, and Experience:

s May the Wisconsin Departmant of Workforce Development give your contact, career interests, trainsng, and
expenance information to employers (possibly even your curment employer) locking for employess with your
career interests, traineng, or expensnce?

Eves Ono

Use 'Back” and "Continue’ buttens to move from page to page. =& Back | Continua == {}

23. The following message is displayed. Congratulations! You have successfully created a
User Name and Password, and registered.

Registration Complete:

Your Registration has been saved successfully. Please click the Continue button to proceed to
the Job Seeker menu.

Click on the Continue button.
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