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7: Manage WOTC
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WOTC Overview

The Work Opportunity Tax Credit (WOTC) is a federal tax credit incentive that benefits both employers and
qualified workers. The WOTC has two purposes: to promote the hiring of individuals who qualify as a
member of a target group, and to provide a federal tax credit to employers who hire these individuals.

Target groups who have faced significant barriers to employment include veterans, SNAP or WTP
recipients, SSI recipients, and many more.

This chapter covers the common activities of WOTC employers and agents, including:

e Registering and setting up a WOTC employer account

e Requesting WOTC access for already registered recruiting employers or agents

e Setting WOTC privileges for contacts or agents

e Adding Power of Attorney for an agent and activating the agent-employer relationship
e Uploading multiple employers at one time by an agent

e Recruiting WOTC job applicants

e Completing WOTC applications, including IRS Form 8850 and ETA Form 9061

e Uploading verification documents

e Viewing statuses of submitted applications and Power of Attorney

e Using WOTC employer/agent dashboard widgets
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Registering as a WOTC Employer

The WOTC module allows employers or their agents to manage their WOTC applications online. Both
employers and agents self-register on the system and once approved by staff, they have full access to
WOTC functionality. When the system also includes recruiting functionality, employers may be able to
register for both Recruiting and WOTC functionality. Registration requirements will vary in accordance
with the site and the account type selected.

P To complete a WOTC registration as an employer:

1 Onthesite home page, click the Sign In button, usually in the upper right portion of the page. The
Sign In/Registration Options page displays (see figure below).

Note: You may see a different button or link for registration on your site’s home page.

.

& Option 3 - Create a User Account
A

If you would like to become a fully registered user with CTHires 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 Register?.

Individual Employers and Agents Provider Work Opportunity Tax

S Credit (WOTC) Out-of-State

14 min{s) estimated 10 minis) estimated Staff

Register as this account type
if you are an individual and
wish to search for the latest
job openings, post a résume
onling, find career guidance,
search for training and
education programs, find
information on local
employers, etc.

Register as this account type
on behalf of yaur company

or on behalf of another

company acting as their
agent with a valid Power of
Here you will gain
ss to industry data,

labor market information,
Jjob applicants for your
business. You can also post
Job openings online, as well

as file for the Work

Register as this account type
if you are a training provider

who wishes to enter or

update your available

cour r use in the
system. Cr
request is approved, you will

& new account

be able to enter information
about your courses, such as
costs, schedules, credentials
etc. Providers can also

reguest WICA approval for

This registration is for the
Work Opportunity Tax Credit
{WOTC) Out-of-State WOTC
State Coordinator Staff, Only
Cut-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

Cpportunity Tax Cradit verification of benefits,
P y Tax Credit

(WOTC).

specific courses,

Register as this type only if
you are a 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.

Sign In/Registration Options Page

2 Inthe Option 3 — Create a User Account section, click the Employers and Agents link to launch the
registration wizard for an employer or agent account.

Note: The fourth registration option on the far right, Work Opportunity Tax Credit (WOTC) Out-
of-State Staff, is for a specialized type of user in the system. Register as this type of user
only if you are a WOTC State Coordinator, or their staff, in another state and you need to
check for applicant benefits received in this state by the applicant who now resides

within your state.
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3 Read the Employer Agreement or Use Policy page (varies by state) and click the | Agree button to
proceed. The Representative Type page displays (see figure below).

Representative Type

Please specify what type of user that you are:
L] < 5 ) o
(@ Direct Representative of your Organization
Select this option if you are a recruiting employer and want to post & job or search for
qualified candidates or you are an employer registering to file for the Work Cpportunity
Tax Credit based on your hiring of workers.

(O Third Party Agents (TPA)
For WOTC use cnly, with a power of attorney — autharized representatives handling payroll
administration and tax reporting responsibilities for business clients, which may include
filing for the Werk Opportunity Tax Credit on the clients’ behalf.

e

Ly
" ) (O Professional Employer Organization (PEQ)
- For WOTC use cnly, with a power of attorney — authaorized representatives handling payroll
administration and tax reporting responsibilities for business clients, which may include
filing for the Work Cpportunity Tax Credit on the clients’ behalf.

Selecting an Employer Account Type

4 Employers select Direct Representative of your Organization; WOTC agents select Third Party
Agents (TPA) or Professional Employer Organization (PEO); then click the Next button. For direct
representatives of an organization, on the next page, you will select which type of employer
services you require in the system (see figure below).

Please specify the functionality that you wish to access.

[ Recruiting

Perform |abor exchange functions such a recruiting talent, posting jobs, online resumé search,
applicant tracking and researching the local laber market.

[#] WOTC Services

Apply for tax credits available for employing individuals within targeted demographic groups.
Applications and all documentation can be entered so that the staff can review and approve
employer credits.

Representative Type Page
5 Select WOTC Services, and if available and applicable, Recruiting.

Note: On some sites, you may not be able to request both Recruiting and WOTC services for the
same account. If that is the case, and you select both, you will get a message that you
must register for Recruiting services as a separate account.

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

O rederal Employer Identification Num
QO sodial Security Number

I

Do not enter dashes, Example 929001117

]
]

Do not enter dashes. Example 9990011

Confirm Ul Employer

Account N

“ Type of Identification:

" Federal Employer ID
Number (EIN) / Federal
Tax ID (FEID) or Social
Security Number:

* Confirm Federal ID
Number:

Ul Employer Account
Number:

* Legal Forms Holder: ® employer O Agent

Legal Form Holder Description

ber

Employer Identification Page

7 Complete the required fields (marked with a red asterisk *), and if desired, click the Legal Forms
Holder Description link to read the definition.

8 Click Continue to proceed to main registration information page (see figure below).

Login Information

*User Namie:

* Confirm Password:

" Security Question:

* Security Question
FAesponse:

Employer Identification

i[] ]

Mone Sel

The respan
GueEshic
you forget

pasEword

[
s

58 Lemery
Specal chy
aligwed

“ For hefp

* Company Name: [

Company Name a5 registersd with the

Contact Information

Federal Employer ID
Mumiber (EIN] / Fedaral * ik THie
Tax ID {FEID) or Social
Security Numbar: “ Firat B ]
I F Holder: Employ
Legal Forms er: rnployer A
heggl Form Holder Description
* Last Mameee
* Primary Phone:
Primary Location Inform
" Alternative Phone
Contact Text Message
*Zip coda: | Fhone Number:
Faoc:
* Contact Email Addrass:
Mailing Address
Confirm Contact Email
Address:

1 [ check here i Maiing address & the 5

. Please select & methed
Mailing Address T: i which you preter 5
retli your
Mailing Address 2: netifications:

Mailing Address 3:

L

Employer Registration Page

—
=1

]

[ ]
= ]
e ]
.
-
U]
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9 Complete the fields for your login information, company name and addresses, and the primary
contact’s information, and then click Save.

Note: Employers who also checked the Recruiting services box at the beginning of registration

will have more sections on the registration page, for instance, Company Information,
Company Profile, and Benefits Offered.

Your account is created and the What would you like to do next? page displays (see figure below).

What would you like to do next?

Add Locations and Contacts.
To add additional locations or contacts, please click the link above.

My Dashboard

Te find more information about other services offered to employers, please click the link above,
What Would You Like to Do Next? Page

Recruiting Employer Requesting WOTC Access

If you are already registered as a Recruiting employer and would like access to WOTC functions, you can
request this access from your Employer Profile page.

P To request WOTC access:

1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays (see figure below).

General Information Locations Contacts/Users Account Summary Documents Agentz

« Indicates required fields.

For help click the information icon next to each section.

Employer Identification

ﬂ For help click the information icon.

Registration Date: 7/16/2018 12:41:52 PM

“ Company Name: ‘ Mortons |

Company Name as registered with the State of lowa

Add Ul Access

Add WOTC access

[ Update ]

Requesting WOTC Access When Registered as a Recruiting Employer

2 Inthe Employer Identification section, click the Add WOTC access link. A Legal Forms Holder page
displays (see figure below).

Company Information

*Legal Forms Holder: QO employer

O Agent

Cancel Continue

Legal Forms Holder Indicator Page
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3 Specify who is the responsible party for maintaining the original signature documents (including
IRS 8850 and ETA 9061), Employer or Agent, and then click Continue. Your request is submitted to
staff who will need to confirm your request.

Agent Requesting WOTC Access

If you are already registered as an agent, you can request access to WOTC functions from your profile
page.
P To request WOTC access as an agent:

1 From the Quick Menu group in the left navigation menu, click Agent Portfolio » Corporate Profile.
The General Information tab of your Corporate Profile displays (see figure below).

General cal i A o Representing
Locations Contacts/Users Account Summary Documents Employers

« Indicates reguired fislds. For help click the information icon next to each section.

Agent Identification

ﬂ For help click the information icon.

Registration Date: 1/31/2019 3:52:33 PM

" Company Name: | abc company |

Company Name as registered with the State of Connecticut

Will you be applying @ ‘es
for Work Opportunity
Tax Credits for your
clients?:

No

[ Update]

Responding Yes to the WOTC Question on an Agent Account

2 Click Yes for Will you be applying for Work Opportunity Tax Credits for your clients? (see figure
above).

3 Click the Update link, and then click the Save button at the bottom of the page.
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Setting WOTC Privileges for Contacts or Agents

Employers can specify WOTC privileges for any contact tied to their account, as well as for agents who are
completing WOTC applications on their behalf; however, you cannot modify your own privileges.

P To define WOTC privileges for an employer contact:

1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays.

2 Click the Contacts/Users tab. Existing contacts are listed (see figure below).

a. Ifyou need to create a contact, click the Add Contact button. See the topic “Adding
Contacts/Users to Your Account” in Chapter 3 — Manage Your Account for details.

General Information Locations Contacts/Users Account Summary. Documents Agents

ﬂ For help click the information icon.
@ Show All Jobs Filter Criteria

To sort on any column, click a column fitle

Michael Scott WOTC, Inc. Regional Manager (300) 866-1212
(Primary Contact)

(WOTC)

Last Successful Login: 8/4/2021 3:05:20 PM

Delete
Inactivate

George Mangarillo WOTC, Inc. WOTC Specialist (800) 866-1212 Yes

(WOTC)

Last Successful Lagin:

Edit

Delete

Inactivate

W] [4] Page El of 1 12 M Rows | 100 =

Contacts/Users Tab for a WOTC Employer

3 Click the Edit link for the contact to which you are adding WOTC privileges. The Add/Modify
Contact wizard displays.

4 Click the User Privileges tab. The User Privileges page displays (see figure below).
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Comad Caniaei Sign In User Ciher
Informabizn Desgrabong Indzcmaton Privieges indomasion

User Privileges

WOTC Privileges
User privileges for 3850 Application
Contact: Georgs Margania [ creste 8350 application

[ Edit 8850 application

[ setect s un-select Al

Basic Contact Privileges
User Privileges for Corporate information [ view 8850 application

[ edit General infeemation [ view Full sSN
User Privileges for Locations . i
[ s and Ecst Locations L sdnwr pante sn
1 SEN
User Privileges fer Lecations Assoclated wit [ dit s
[ Edit Locations User privileges for 9061 Application
[ sctivate ard insctivate Locstions Create 5061 apphcation

"= NOT Associate [ ] Edit 9061 application
[ view 2061 spplication
[ view Full 550
I:l Wigwr Partial 558

User privileges for adding decuments
[J add Power of attomey

[J add verification documents
User privileges for appeals
O create appeals

[ &dit sppeals

[ view appeats

User privileges for Status

[ Create status

[ Edit status

Agent Administration Privileges
User Privileges for Agent services
Approwe Agent relationshep and privileges

[ View status * Select the employer type
User privilages for WOTC Messages | functionality this contact B WOTC
[0 waoTc Messages will be using

i . .

WOTC Privileges Section on User Privileges Tab

5 Scroll down to the WOTC Privileges section and check or uncheck privilege checkboxes as needed
(see figure above).

6 Click the Save button at the bottom of the page.
P To define WOTC privileges for agents completing WOTC applications on your behalf:

1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays.

2 Click the Agents tab. Any existing agents with whom your company has an active or pending
relationship are displayed (see figure below).
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General Information Locations Contacts/Users Account Summary Documenis Agents

Show Filter Options

To sort on any column, click a column title

Agent Name ntact Agent type Location | Signature | Start Date| Ending Authorization Docs Action
Date Date Access

Cambridge Pat Third Party 2040 Main | 8/13/2020 | 8/17/2020 | 11/30/2020 | SnippintoolConvertiob JPG - Active View
Management Knowles = Administrator St Approved Inactivate
Agent Largo, FL
3377
G5l Test Agent Joe Third Party 1 Any 5t. Pending | View
Agent Administrator Palm Activate
Agent Harbor, FL
34684

Agents Tab of Employer Corporate Profile

3 Clickan Agent Name link to edit the agent’s WOTC privileges. Several sections of privilege
categories are displayed (see figure below).

WQTC Privileges

User privileges for 8350 Application

[ creste 8250 application

[ &dit 8250 application

[ view 2850 application

[ wiew Full 550

D Wiew Partial 55N

[ Eeditssu

User privileges for 9061 Application
Create $061 apphication

D Edit 3051 application
O view 2051 application
[ wiew Fult SN

[ wview partial 558

User privileges for adding decuments
[ add Power of Attomey

[ add verification documents
User privileges for appeals
[ creste appeals

[ &dit sppeals

[ view appeats o

User privileges for Status

[ create status Agent Administration Privileges
D Edit £atus User Privileges for Agent services

[ Aparove Agent relationshep and privileges
[ view status

User privileges for WOTC Messag: . c 0 the emplayer type
[ wore Messages fursctionality this contact  [B#) WOTC
will be using

Setting WOTC Privileges for an Agent

4 Scroll down to the WOTC Privileges section and check or uncheck privilege checkboxes as needed
(see figure above).

5 Click the Save button at the bottom of the page.
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Adding the Power of Attorney and Activating the
Agent-Employer Relationship

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 effective. After staff has reviewed and approved the POA, they
will set the status of the relationship to Active, and it can then be used when creating the application for
the associated employer.

P> To upload your POA:

1 From the Document Management group in the left navigation menu, click Upload a Document.
The Upload Document page displays (see figure below).

Document Information

Document

Power of Attorney

Description:
" Document Tags: Dao not enter Personal Identifiable Information
Keywords that will  (Pll) into this field.

be indexed with POA

this attachment,

“ Employer Signature Date on Power 12/29720020 B
of Attorney:

“ Start date on Power of Attorney: 01/04/2021 B

“ End date on Power of Attorney: 12/31/2021 B
“ Agent name on Power of Attorney:

Staff Approved:

Reason:

Attach Document

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

Upload Document Page

2 Inthe Document Information section, select Power of Attorney from the Document Description
drop-down list. Additional fields for the POA appear (see figure above).

3 Enter one or more keywords in the Document Tags text box that this document could be found by
in a document search.

Enter the date that the employer signed this POA document.
Enter the start and end dates of the POA agreement.

Enter the name of the Agent listed on the POA who is granted Power of Attorney rights.

N o o b~

In the Attach Document section, click the Select File button, and select the file to upload. The
filename appears below the box after uploading is complete.

VOS Employer Services User Guide 7-10 VOS Sapphire 09/2021



Geographic
VJSolgtlgns

geographicsolutions.com

Manage WOTC

8 Click Save to save this document to your Documents tab (see figure below).

General Information Locafions ContactsiUsers Account Summary m &éﬂfs%ﬁggg

[ Show Filter Options {Showing all records)

Click a column title to sort.

Tags Docurrlent
Date

EMP_POA.docx GSIBA Power of 9/3/2020 ViewDelete
zGE NTTEST Attorney Meta
AMpAny Data

EMP_POAdook POA GSIBA Power of 9/3/2020 ViewDelete
gGENTI'EST Aﬂ.c mey Meta
ompany Data

Agent’s Documents Tab with POA Documents

After staff has reviewed and approved the POA, they will set the status of the relationship to Active, which

you can see on your Requesting Employers tab (see figure below).

i i A Representing
General Information Locations Contacts/Users Account Summary Documenis Employers

B Show Filter Options

To sort on any column, click a column title.

Location End:ng Account EEIN/UIID
Date Type

WOTC Joe 123 Main 1/1/2020 | 1/1/2020 | 10/30/2020 EMP POA.doc WOTC | Active 222993333/2299333  View
employer 1 | boss Hartford, 1/1/2019 | 1/1/2019 | 12/31/2019  x- Approved
41 B 1/1/20017 | 1712017 | 12/31/2018
06106 EMP POA.doc
X
EMP POA.doc
x- Not Appro
ved

Requesting Employers Tab with Active Employer Relationship

Delste
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Uploading Multiple Employers as an Agent

As an agent representing many WOTC clients, you can upload a file of all your employers using an Excel
spreadsheet. Use this option when manually entering each employer would be too cumbersome.

P To upload multiple employers:

1 From the Quick Menu group in the left navigation menu, click Agent Portfolio » Corporate Profile.
The General Information tab of your Corporate Profile displays.

2 Click the Representing Employers tab (see figure below).

General Information Locations ContactsiUsers Account Summary, Documents el

M Show Filter Options

0 Records Found

[ Manually Add Employers Import WOTC application) Batch Add Employers Batch Add Addresses for Existing_Clients ]

Batch Add Employers Link on Representing Employers Tab

3 Click the Batch Add Employers link below the table (see figure above). The Employer Import page
displays (see figure below).

Employer Import

Download blank spreadsheet with headers

Download instructions
Employer Import Page

4 Toview the uploading instructions, click the Download instructions link. A PDF version opens in a
separate browser tab, which you can save to your computer or print.

5 Tosave ablank spreadsheet to your computer and begin entering data for employers, click the
Download blank spreadsheet with headers link.

6 Toupload a completed spreadsheet of employer data, click the Select File button (button name
may differ depending on browser) and select the file to upload. The system begins checking for the
correct format.

7 Click the Preview Data button to check the employer data you are uploaded before creating the
employer account records. The data is formatted and displayed in a table for you to verify as
correct (see figure below).
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Efnplover Import

To sort on any column, click a column title.

Company Primary J\ddress .ﬁddrcss Address County |Country| Mail Mail | Mail City
Name Location }\ddras .ﬂddress
es

Medway | MA | 02053  Norfolk | US Medway
Chestnut Chestnut
St. St.

23 ABC Co. | 55552222

ettt |

Imported Employer Data Display
a. Ifanydata is incorrect, make the changes to the Excel spreadsheet on your computer and re-
upload the file.

b. If the data is correct, click the Create Employer(s) button above the table (see figure above).
The employer records are created with a Pending status in the system.

Recruiting WOTC Job Applicants

There are two places in the system where employers with Recruiting Services can indicate their interest in
hiring individuals who are eligible for WOTC:

e In their Company Profile message
e Inthe Job Application Methods Accepted verbiage within their job orders

Note: This capability is only available to employers with both WOTC and Recruiting Services. If you
registered as a WOTC-only employer, you may be able to add Recruiting Services to your
account. Contact a staff member to see if this capability is available for your site.

P To indicate your interest in hiring WOTC-eligible applicants in your Company Profile message:

1 From the Quick Menu group in the left navigation menu, click Account Information. The General
Information tab of your Corporate Profile displays (see figure below).

Company Profile

Enter a profile of your company for job seekers to view including a summary of your major products and services.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

BI UL ERAE|ZEZIE0ME

Format - | Font =] 14 - A- B« N )

ABC Tesling. Inc. welcomes applicanis who are members of gualified Work Opportunity Tax Credits
(WOTC) groups.

body span
[Clear Text | Remove All Formatting |

[Update |

Adding a WOTC Message to a Company Profile
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2 Scroll down to the Company Profile section and enter your desired message in the text box (see
figure above for an example).

Job seekers will be able to access this information from the Job Order when they view the
Company Profile.

Recruiting employers can also inform applicants when they are applying for one of their jobs. When
creating a job order, employers often use the Job Application Methods Accepted text field to indicate their
commitment to Equal Opportunity Employment; they may also wish to add that they welcome applicants
who are eligible for WOTC. Job seekers must review this text and the valid job application methods before
submitting their application.

P Toindicate your interest in hiring WOTC-eligible applicants in a job order:

1 From the Quick Menu group in the left navigation menu, click Manage Jobs. The Job Orders tab of
your Job Order Plan displays.

2 Click the Add New Job Order button to launch the Job Order wizard.

3 Proceed through the pages and sections of the wizard to create the job order. See the topic
“Creating a Job Order” in Chapter 5— Manage Job Orders for details on this process.

4 IntheJob Application Methods Accepted section, enter your desired message in the text box (see
figure below for an example).

Job Application Methods Accepted

« Check the methods that individuals may use to apply for this job
E Provide a CThires Resumé Online or uploaded Resumé {recommendead)
[ Provide a CThires Application Cnline
[ via Email Ecit
D By Mail: (12 main street, Avon, CT 06001) Edit
[ 8y Fax Edit
[ sy Phone Edit
D In Person (12 main street, Avon, CT 06001)  Edit
[ At the Nearest One-Stop
[ via company website (Address provided below)

e.g.(http./feww.applicationwebsite.com)
Enter a brief description of the application process: (2500 characters max)
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.
Bswe | D B B B o @@ - Qe
B I U S ELE|% x| 2 E E 2 2B = N QM= & 0=

Styles - | Format - | Font = | 14 -lA-B- N @ e

ABC Testing, Inc. welcomes applicants who are members of qualified \Work Opportunity Tax Credits (WOTC)
groups

body span

[ Clear Text | Remove All-5= Hma]

Adding a WOTC Message to a Job Order
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Completing a WOTC Application

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, employers or their agents can work closely with the State Workforce

Agency (SWA) to make sure the application complies with all deadlines and documentation requirements.

Note: In order for agents to be able to enter 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 will determine which WOTC
actions an agent or employer contact may perform. See the topic “Setting WOTC Privileges for
Contacts or Agents” for details.

Completing IRS Form 8850

IRS Form 8850 allows employers to make a written request to their SWA to certify their new hire as a
member of a WOTC target group.

Note: Aboutthe 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 these 28 days. If the 28" day falls on
a holiday or weekend, the next business day is considered the 28 day.

P To initiate a WOTC application with IRS Form 8850:
1 From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio » WOTC Applications.

Create WOTC Application

Click to Create Application: Create Application
Click to Import WOTC Import WOTC application
Application:

Create WOTC Application Section
2 For agents representing more than one employer, select the employer from the drop-down list.

3 Click the Create Application link in the Create WOTC Application section at the top of the WOTC
Application Search page (see figure above). A wizard consisting of several tabs allows you to
complete IRS Form 8850 (see figure below).
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8850 Target
Groups

Applicant
Information

Applicant Information

Employer Applicant
Information Dates

Employer
Certification

Legal Forms Holder:

Agent assigned to this
application:

Power of Attorney:

“IRS Form 8850 revision number:

" First Name:

Middle Initial:

“ Last Name:

“ Social Security Number:

" Zip Code:

Street address required, not PO Box.

" Residential Address Line 1:
Residential Address Line 2:

“ City:

" State:

“ County/Borough/Parish:

®

employer (O Agent / Consultant

egal Forms Holder Description

None Selected -

[]

ra

=]

=1
a4

3-

1

I:l Find Zip Code

]| L

Connecticut

None Selected -

il

Application Information Tab

4 |If there is an agent-employer relationship, review those fields and make any changes, if needed.
The Power of Attorney drop-down list will be pre-populated with any existing Power of Attorney

documents for this relationship.

a. Theagent mustselect the POA where the job applicant’s start date falls within its range. If
there is no valid POA in the system, the agent cannot create the application until they have

added the POA.

b. TheIRS Form 8850 revision number drop-down displays the most current form revision
number as the default. If you change to a different form revision, the WOTC target group
guestions adjust accordingly on the next tab.

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).
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Appbract BESD Taigel Emptarer Appliant Lmgioyes
Imlprmation Grougn. g rmation Dabes Lertification
8850 Questions

Check here if you received a conditional certification fram the state werkforce agency
D (SWA) or a participating local agency for the work opportunity credit.

Chack hera 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 & veteran and a member of a family that received Supplemental Mutritional
Assistance Program (SNAR formerly food stamps) for at least a 3-month period
within the last 15 months.
s | was referred here by a rehabilitation agency approved by the state, an

employment network under the Ticket to Work program, or the Department of

Veterans Affairs.
=~Lam at least age 18 but not age 40 or older and b=——=—amhber of a family that:
“=d Supplemantal Nutri o fagmarky
or stk i time those payments ve.

Check here if you are in a period of unemployment that is at least 27 consecutive
O weeks and for all or part of that period you received unemployment compensation.

Under penalties of perjury, | declare that the abave information te 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: | Robert Brown |

* Date of Applicant’s Signature: | = Today
Exit Wizard

Completing the Form 8850 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 Checkthe boxes to select the applicable target group(s) for the new hire.

8 Enter the Applicant’s Signature and date is was obtained, and then click Next to continue to the

Employer Information tab (see figure below).
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Employer Information

° Please select worksite location from 1212 gast <t
list:

Employer Mamie: Wt test
Empleyer Primary Contact: Bob C
Employer Telephone Number: [T27) 454
Company EIN:
Company Address: 123 red
Mew Britain, CT 06053
Worksite EIN:
Worksite Location Address: 1212 dast 11

fampa, FL 33625

Person to contact, if different from above:

First Name:
’7.
~Ip Loae: )

warning. If applicable, enter 4 for Designated Community Resident; enter 6 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), emter that

group number (4 or 6):

Employer Information Tab

it Wizard

The Employer Information tab automatically displays your employer information; if an egent is
associated with the employer, the agent’s information displays in the Person to contact section.

9 Select the applicant’s worksite location from the drop-down list, and then click Next to continue to
the Applicant Dates tab (see figure below).
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Applicant 8850 Target Employer Applicant Employer
Information Groups Information A Certification

Applicant Dates

" Gave Information: [ Today
“Was offered Job: F= Today
“Was hired: [ Today
“ Started Job: [ Today

Exit Wizard

Applicant Dates Tab

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

Applicant B850 Target [Employer Applicant Employer
Information Groups Information Dates Certification

Employer Certification and Signatory Information

[G] 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:
“ Employer / Agent Date form 07/21/2021 |[E Today
signed:

Exit Wizard

Employer Certification Tab

11 Check the electronic signature box, enter your name as your Signature, your Title, and the Date
you signed the form, and then click the Submit 8850 button.

12 Click OK to confirm submission. The ETA 9061 Form wizard begins. You can continue on with
filling in that form or complete it at a later time. See the topic “Completing ETA Form 9061” below

for details.
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Completing ETA Form 9061

To complete a WOTC application, employers or their agents complete the ETA Form 9061, known as the
“Individual Characteristics” form. You will provide more details for the job and provide documentation of
eligibility for a WOTC target group using a multi-tabbed wizard like with the 8850 form.

Note: When you submit the 8850 form, the ETA Form 9061 wizard starts automatically. If you opted to
complete the 9061 form later, follow this procedure to find it in the system and finish it.

P To complete ETA Form 9061:

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

Employer Criteria

Employer ID (intemal only): 513

Individual Criteria

First Name: @ contains O Starts with (O Matches Exactly
Last Name: @ contains O Starts with (O Matches Exactly

[
Social Security Number: I:I I:I I:I

General Criteria

Control Number: | | Figii: | |-|-a: | |

Qccupational Group: | None Selected - |

Application Status: ‘ Pending %051
Mone Selected t
Target Group Selected: Incomplete 8850 -

Submitted 8850 and 9061

Choose Date Range type: Denial Pending More Information
Denied

@ postmark O certify Certified rmation O Hired (O Started Job ) Pending
2 Pending 9061
Date Range: Appesled /2021 | [ Today

Pending
Revoked

Application On Hiatus:

Resei Filter(s) ]
WOTC Application Search Page with Criteria Sections

2 Todisplay a list of WOTC applications, enter filter criteria, and then click the Filter link. For
example, you may select applications that have Pending 9061 forms from the Application Status
drop-down list (see figure above). A list of matching applications displays (see figure below).
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Application On Hiatus: -,

[ Eilter | Reset Filtar(s) ]

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

08/05/2021 Robert ‘Wotc test ?en..elng 2061 Edit 8850
Brown Edlt 9061
Prmt Forms

H 4 Page El of 1k W Rows:| 10 ~

Showing 1to 1 of 1 entries
Export to Excel 8
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 basic
information for the form, including the Form Revision Number (see figure below).

Notes: For agents, if a ‘Pending 9061’ includes a POA whose dates are outside of the time frame
for this application, a message will indicate that you must upload a new POA before you
can complete the pending 9061 form.

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 will support the specified revision number. The most current form revision
number will always display as the first selection in the drop-down list and in some
systems, the field may be display-only, as shown in figure below.

ETA 9061 Applicant 3061 Target Signatory Verification Documents
Information Information Groups Information Required

ETA 9061 Information

"ETA 9061 Form Revision Number: 11-2016 (Expiration March 31 2023

Control Number: 183
Postmarked / Received Date: 08/05/2021
Employer Name: Wotc test
Employer Address: 123 red

New Britain, CT 06053

Employer Telephone Number: 727-454-

Company EIN/Worksite EIN:

[¥] Check here to allow saving of a partial application

Exit Wizard

ETA 9061 Information Tab
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4 Click Next to continue to the Applicant Information tab, which displays applicant information
collected from IRS Form 8850 (see figure below).

ETA 9061 Applicant 3061 Target Signatory Verification Documents
Information Information Groups Information Required
ETA 9061 Information
Applicant Name: Brown, Robert

Social Security Number:

Have you worked for this employer (O ves @ No (O Not Answered

before?
Employment Start Date: 07/17/2021
“ Starting Hourly Wage:
Position: ‘ Frontline Supervisor
" Occupational Group: ‘ 35-Food Preparation and Serving Related Occupations b4

[# Check here to allow saving of a partial application

Applicant Information Tab

Exit Wizard

Indicate if the applicant has worked for this employer before.
Enter their Starting Hourly Wage and Position title.

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

0 N O O

Click Next to continue to the 9061 Target Groups tab, which displays the ETA Form 9061 questions
that will allow the applicant to qualify under a WOTC target group (see figure below).
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ETA3041 Sppunt PG o enmErT Verfsation Jroirems
Istpemplion Intprmpiipn oo Iniprengion Bt

ETA 9061 Category Statements

Are you at least age 16, but under age 407 (8 ves (O Mo

If YES, enter date of birth: [ asnor2000 |

Veteran
Are you a Veteran of the LS. Armed Forces? QO ves @ Mo
" H YES, are you a member of a family that rectived Supplemental ves @ Mo

Hutrition Assistance Program (SNAF) benefits (food stamps) for at
least 3 months during the 15 months befere you were hired?

HYES, anter mame of primary reciplent:
City where beneflits were received:

State where benefits were received:

oR weter
conmected isabiktyr| SUrces used to document aligibility: Employers/Consultants: List all decumentation provided or

ferthcoming. For SWA Staff: List all documentation used in determining target group eligibility
W YES, were you disck and enter your initials and date when determination was made:
befiore you were hired

OR, were you unempl
whether or rot cons

SNAP [ Check here to allow saving of a partial application

Are you a member of
Assistance Program (!
e b term gy ] EXEE Wizard

9061 Target Groups Tab
9 Answer all questions as applicable, noting that you must select at least one target group.

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

ETA 9061 Applicant 3061 Target Signatory Verification Documents
Information Information Groups Information Required

Certification and Signatory Information

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

Signature: Robert Erown

Signatory ldentification:

| Employer - |
Date form was completed by original [ Today

signatory:

[ Check here to allow saving of a partial application

Signatory Information Tab

Exit Wizard
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11 Check the certification box, enter the name of the Signatory, select their identity from the drop-
down list, and enter the date the form was completed.

12 Click the Submit 9061 button. The form is saved and the Verification Documents Required tab

displays (see figure below).

ETA 9061 Applicant
Information Information

Signatory Verification Documents
Information Required

Applicant Information

Control Number: 193

Application Status:  Submitted 83850 and 9061

Application Status Date:  2/9/2021
Postmarked / Received Date: 28/5/2021
Gave Information Date: 6/30/2021
Was hired:  7/7/2021

Started Job: 7/17/2021

Application Created By: 17486 - C Bob
Application Create Date: 2/5/2021

Application Edited By: 17486 - C, Bob

Application Edited Date: 2/3/2021

Applicant Name: Brown, Robert
Social Security Number:

Date of Birth (9061): 5/10/2000
Age (as of Hire Date): 21
Residential State: TN
Employer FEIN:

Employer Name: Wotc test
Agent Name:

Target Group Selected: G

Expand All

Supporting Document Upload (+]

Interface Summary [+]

Exit Wizard

Application Status History [+]

Verification Documents Required Tab

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

Documents” for details.

The Interface Summary panel is a read-only area that shows if the application is being processed
through any interface that exists.

Note: Not all sites have interfaces to external systems so this section may be empty.

The Application Status History panel displays a historical record of the statuses the application has

processed through.

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

14 To submit the application, click the Finish button. The WOTC Application Search page redisplays.
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Uploading WOTC Verification Documents

The Verification Documents Required tab of the ETA Form 9061 wizard allows employers or their agents to
upload the actual documents used for verification at any time. By attaching the documentin context of
the WOTC application, SWA staff can easily access the document when reviewing the WOTC application.
ETA Form 9061 specifies the types of documentary evidence that can substantiate WOTC eligibility under
the various target groups.

P To upload verification documents for an applicant:

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

Individual Criteria

First Name: @® Contains Q) Starts With () Matches Exactly
Last Name: @® Contains (O Starts With () Matches Exactly

L ]
Social Security Number: I:' I:' I:'

General Criteria

Control Number: | | From: | | To: |
Occupational Group: | Mone Selected N |
Application Status: Pending 9061 x |

Target Group Selected: | Nane Selected N

Choose Date Range type:
@ Postmark Q) Certify (Q Deny (O Denial Pending More Information () Hired () Started Job () Pending

Application On Hiatus: @ all O ves O No

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

04/06/2021 | Perry Tester | 222993333 | WOTC employer Pending 9061 Edit 8850
1/ GSIBA (Invalid POA) Edit 9061

AGENTTEST Print Forms

Company

Selecting an Application to Upload Verification Documents

2 IntheIndividual Criteria section, enter the applicant’s name or SSN, or select an Application
Status in the General Criteria section, and then click the Filter link (see figure above).

3 Identify the desired job applicant and click the Verify link in the Action column to go directly to the
Verification Documents Required tab.

4 Click the plus sign on the far right to expand the Supporting Document Upload panel, where you
can upload the Target Group Documentation (see figure below).
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Form 8850:

Form 9061:

Form 8850 & 9061:

Target Group Doct

| Supporting Document Upload % |

[ | Upload | Print Barcode |

[ | Upload | Print Barcode ]

[ | Upload | Print Barcode |

[ | Upload | Print Barcode |

Denial Pending More Information

Documentation:

Appeal Documentation:

[ | Upload | Print Barcode |

[ | Upload | Print Barcode |

Supporting Document Upload Panel

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

| Postmarked / Received Date: 3/11/2021

Gave Information Date: 1/5/2021
Was hired:  1/7/2021
Started Job:  1/8/2021

Application Created By: 17727 - AgentTesting, Cindy
Application Create Date: 3/11/2021
Application Edited By: 2100 - Staff, GSI - Staff

Application Edited Date:

l supporting Document Upioad

3/31/2021

Form 8850: [ | Upload | Pri
Form 9061: [ | Upload | Pri
Form 8850 & 9061: [ | Upload | Pri

Target Group Documentation:

Denial Pending More Information [ | Upload | Pri
Documentation:
Appeal Documentation: [ | Upload | Pri

| Interface Summary

| Exit Wizard

& fdev-app-vos9000000.geosolinc.com/vosnet/Documents/DocumentAdd.aspxfenc=gVDO...

Please follow the instructions listed below to add a document into the system.

+ Indicates required fields. ﬂ Far help click the information icon.

Document Association

Program: ‘Work Opportunity Tax Credit

Application: 110
Verification ltem: WOTC - WOTC - Target Group Documentation

Verification
Type:

System

Document Information

Document
Description:
“Asociated WOTC None Selected
Target Group:
MNone Selected
“ Document Tags: Bc - Veteran Disabled Unemp 6 months

Be - Veteran Unemployed & Months

Bl - Veteran Disabled hired one year from leaving service
Ba - Veteran Receives SNAP (food Stamps) Benefits

Bd - Veteran Unemployed at least 4 weeks

| - Long Term TANF Recipient

A - Short Term TAMF Recipient

G - SNAP (food Stamps) Recipient

Keywords that will
be indexed with
this attachment.

C - Ex-Felen

D - Desighated Community Resident

E - Vocational Rehabilitation Referral

H - SSI Recipient

L - Qualified Long-Term Unemployment Recipient
F - Summer Youth

D - Designated Community Resident-EZ

Address Documentation

Age Documentation

Identifying the Associated Target Group

6 Inthe Document Information section, select the Associated WOTC Target Group from the drop-

down list based on the selected target group of the application.

7 Enter any Document Tags keywords designated by your state to facilitate indexing.

Q

-
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8 Inthe Attach Document section, click the Browse button (or Select File button if using a Chrome

browser.)

9 Select the document from your file directory. The document file path and name will display below

the field.

10 Click the Save button. The Verification Documents Required tab redisplays with a link for the

uploaded document.

Supporting Document Upload

Form 8850: [ | Upload | Print Barcode ]
Form 9061: [ | Upload | Print Barcode ]
Form 8850 & 9061: [ | Upload | Print Barcode
Target Group Documentation: [ |Upload]
Verification- Cert.jpg _(image/jpeg)
Denial Pending More Information [ | Upload | Print Barcode ]

Documentation:

Appeal Documentation:

| Upload | Print Barcode |

Uploaded Document Link

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 will 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.

P To check for messages concerning WOTC applications:

e From the Other Services group in the left navigation menu, click Communication
Center » Message Center. The Messages tab displays (see figure below). You can also access
this tab from the My Messages widget on your dashboard.

POSTMASTER

POSTMASTER

POSTMASTER

POSTMASTER

Kl K K| K

POSTMASTER

WOTC application Certified
WOTC application request for information

WOTC 9061 application signatory identification not provided

WOTC 9061 application data of birth not provided

WOTC application Certified

11/15/2017
11:32 AM

11/15/2017
11:32 AM

11110712017
07:59 AM

11/01/2017
06:09 PM

11/01/2017
06:09 PM

1y oy oy Ll

Reviewing WOTC Application Notifications Received in the Message Center
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All message alerts will 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 alerts in the message center, if you have many WOTC applications to manage, you can easily

search for applications that have a specific status.

P To check the status of an application:

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

General Criteria

Control Number: ‘ ‘ From: | ‘Ta: | ‘

Occupational Group: ‘ None Selected - ‘

Application Status: ‘ Submitted 8850 and 9061

None Selected
Incomplete 8850
Submitted 8850 and 9061
Choose Date Range type: Derfa\dFeno':ng Mere Information |y penial Pending More information () Hired (O Started Job (O Pending
Denie:

Date Range: Certified b2021 | Today

Pending 9061 e

Application On Hiatus: Appealed
Pending
Revoked

Target Group Selected:

Filter §Reset Filter(s) ]

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

105 01/13/2021 Perry Tester 769300363 Wotc test D.H Community and Submitted 8850 Edit 8850
Social Services and 9061 Edit 9061
Qccupations Print Forms
Verify
193 08/05/2021  Robert Brown = 769300363 Wotc test G Food Preparation Submitted 8850 Edit 8850
and Serving and 9061 Edit 9061
Related Print Forms
Occupations Verify

Filtering by WOTC Applications by Application Status

2 Inthe General Criteria section, 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, in the Action column, you may complete any of the

following tasks:

a. Open IRS Form 8850 for review or modification — Click the Edit 8850 link.

b. Open ETA Form 9061 to review or add verification docs — Click the Edit 9061 or Verify link.

c. Open either the IRS Form 8850 or ETA Form 9061 in viewable, printable format — Click the

Print Forms link.
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WOTC Employer/Agent Dashboard Widgets

WOTC employers and agents have two special dashboard widgets that display the status of submitted
WOTC applications and Power of Attorney approvals:

e Completed Decisions — Lists the number of applications for each status within the last 30 days.
Click on a number link to display the WOTC Application Search page, with the specific
applications for that status listed.

e Power of Attorney — Displays counts of agent-employer Powers of Attorney for an agent to take
action on, for example, for those expiring in 90 days, or for those that have been denied.

w Widgets

[E] Completed Decisions {within the last 30 E3| [E] Power of Attorney &
days)

0 POAs expiring in 90 days

1 Request for Information o
0 POAs that have been denied in the last 30

2 Denied  days

0 Certified POAs that have been approved in the last
1 Pending ~ 30 days

9 Submitted Applications POAs pending approval in the last 30

= days

WOTC Employer/Agent Dashboard Widgets
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