WIOA SEEKER:

ENTERING SEEKER INFORMATION

After completing paperwork and obtaining documents for eligibility purposes,
applicant information can be entered in MontanaWorks.

Find Seeker:

File Edit Nawvigation Options Utility Reports Window Help

PORBAAFOMITOAS/ERBEE ER

"8 Seeker Screen
Find Seeker | Seeker Info Referrals ~ Scratch Pad  Svc Referral — Adv. Query

Determine if an applicant has a record in MontanaWorks by clicking on the Find

i

Seeker -2 jcon on the toolbar.

There are several ways to search:

e By last 4 digits of Social Security Number (narrow search by including part
of last name)

e By last name (narrow search by including part of first name or entering
city)

e By phone number

e By email address

e UserID which is the Username used to login to jobs.mt.gov

% Seeker Screen
Find Seeker I Seeker Info Referrals ~ Scratch Pad  Svc Referral — Adv. Query

Search Criteria

Last 4 Digits SSN:| 9339 Phone:’m ’7 Usemame:| City| E 5z Search
Last [MESSINAROUND Emal|
First:| Middle:| cli . | Part ID: | © Sesker Entry
| Seeker Name ‘Status | Type Address | City/State/Zip | DOB
| | | | u
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | =
Nevgatets] 7]
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Find Seeker-Record Found:

File Edit Nawvigation Options Utility Reports Window Help

YEs/SHMEAR @R

POHBR SO M S

% Seeker Screen
Find Seeker | Seeker Info Referrals ~ Scratch Pad  Svc Referral — Adv. Query

If the applicant’s record is found in MontanaWorks, a list will appear below the
Search Criteria section with participants already in MontanaWorks who met the
search criteria.

W Seeker Screen
Find Seeker = Seekerinfo  Referrals  ScratchPad  Sve Referral  Adv. Query

Search Criteria — 5
Last 4 Digits SSN:| 9399  phone.[406 Wsomama] City, 5| ¥asearch
LastMESSIN T Email
First:| Middie:| ciD:[ Pat 10: © Seeker Entry

| Seeker Name |Status | Type Address | City/State/Zip | DoB

O [ [ A CV 3458 IVY DRIVE [HELENA, MT 59601 (01071938 ||
[ [ | | |

r
—

Seeker Info:

Eile Edit Navigation Options Utility Reports Window Help

PORBALAOHITVAS/JEHBMEES AT

eeker Screen

Find Seeker | Seeker Info

Double click on the Seeker Name field to go to the Seeker Info screen.

Referrals ~ Scratch Pad  Swc Referral  Adv. Query

If the search criteria were specific enough to find the applicant, the Seeker Info
screen will pop up automatically.

% Seeker Screen

Find Seeker  Seeker Info I Referrals ~ Scratch Pad  Swvc Referral  Adv. Query

First Ml Last Mailing Address: I~ Bad Address Street Address:
B_[mEssirounD 3458 VY DRIVE 11234 MISSOULA STREET
Phone:|(406437-2102 |
Email: |jpierce@mt.gov Bad Email  [HELENA [T [59601 HELENA T |[53602
General [ Details Notification  Social Media  Resume Interest Experience  Education Other
Persanal Information Seeker Status Start Ext
Date of Birth: 01/07/1398 ¥ Disabled 8| Paticipationforira) [ Update Contact
A'Qe:m W O wo’k Limited Ul Last Continued Claim:[inactive | 2ICSLE BOS/0T /14 J
Gender:F I Displ. Homemaker Case Management: ’W Current Enrollments:
Citizen{N I Homeless M Dislocated Worker NextAppt|  Time] | |WIAAdult-Local WA Aduit
Alien Reg #: £ LEP:| o TR EO"GW Up.State Displaced
lomemaker, TANF WEX, WlA
Veteran Information Senices Provided
Vet Statug: ‘ Date | Type of Senvice ‘ Staff Assigned
I Newly Separated Transit\on:| | 112/08/14 |Intemet Assistance Counselor Web =
[# Served in Campaign Sorved From | Served To ‘12;’05!14 |Intemet Assistance Counselor Web .
W e B e 0212311256 | 03231345 | 112/04/14 | Job Referral Counselor Web
I DD244 Verified ,Wlm ‘; ‘12;’04!14 |Jub Referral Counselor Web =
Source: |Beverlee A. Frederick I™ Secondary Staff ‘J @ @ @ £ sae X Cancel |
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If the applicant has no record in MontanaWorks, the message
Qiery Returned no Rows! will appear at the bottom of the screen.

Seeker Basic:

File Edit MNavigation Utility Reports Window Help

"8 Seeker Data Entry
ey [ifeg

@

To enter applicant data, click on the Seeker Entry =— icon on the Find Seeker
tab or on the toolbar at the top of the screen.

" Seeker Data Entry

Basic | Job Info
+E Pseudo Last Update:
#55N;:(999337028 #Date: 12/08/14 * Entered By:|Kate Kahle
@ Name: DANDAN | |poBAN
Address Line 1 Address Line 2 City St Zip
®Mailing Address: 4426 SILL COURT | |CONNER T (59827
Street Address:‘ | | |—|

Email A,ddress;‘dandanboban@mt.net

™ Newly Separated

* Primary Number:|406 [444-3043

® Date of Birth- 02/19/1987 | Citizen{ Y | I Sewved in Campaign
L] Gender:’v ™ Honorable Discharge
Hispanic:’T Race Codes:W I DD214 Verified
Hmmm“;,? Disahled:’N_ Disabled Type:lil Frrr Do ,m’m
® Employment Status:| Mot Employed ] I I Ij
Transit\on:|:|

@ @ Save | X Cancel |

Enter applicant data on this screen. All fields marked with a blue diamond 4
must be completed. Check data entry to ensure fields are correct. Click on the

(psave | button.

If the applicant is a veteran, you must complete the Veteran information.
HINTS: When the cursor is in a field, look at the lower left hand side of the

screen for a hint as to what kind of data is expected and/or what format that data
should be entered. Not all fields have hints.
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028 12108114 Kate Kahie
BOBAN
26 SILL COURT (CONNER |\MT| 53827
bobani@mt net
M - None
06

Seeker Info-Details:

For new participants, click on the Seeker Info-Details tab and complete Status,
School Years, and Outcome. Click on the _ button.

PEDRINA EJ MESSINROUND
(406)437-2102
=

MSE

GOLD CARD VETERAN I~

In-School, Alternati...
B
Attained Bach...

Institutionalized
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Seeker Info-Other:

For new participants, click on the Seeker Info-Other tab and enter Employment
Status if necessary, UC Eligible Status, Offender if applicable, Migrant Seasonal
Worker data if applicable, Race data and Ethnicity data.

% Seeker Screen

Find Seeker Seekerinfo ~ Referrals  Scratch Pad  Svc Referral  Adv. Query

I@l ML La: Mailing Address: I” Bad Address Street Address:
PECRIA |E_JNESSINROUND 3458 IVY DRIVE 1234 MISSOULA STREET

Phone:|(406437-2102 | |

Email: |jpierce @mt gov [ Bad Email  |HELENA MT [59601 [HELENA [T
< : e — Migrant Seasonal Worker } }

mployment Status{ Not Employed............ce ™ e -

UC Eligible ms;lneilherCIaimam nor Exhau. .. El Start End Job tile

Offender! Entered: 05/04/11 [ |
Race Ethnicity Payment Info Counts

I American Indian or Alaska Native  Hispanic Pay Method:| Cheek = oL Refem:ls:|_1
I Mative Hawaiian or other Pacific Islander ' Non Hispanic ; -

 Asian P Self Referrals:| 10
[ Black or African American Employer Referrals.'r
W White: Placsmunis:[_
Additional Comments: Sal\icars:lﬁ

E Scratch Pads:| &

If you have any difficulties, or receive a message in the lower left-hand corner
that says, “Field protected against update,” email the WIOA Mworks Help Desk at
DDLIWSDMWorksWIOAHelp@mt.gov or email/call one of the WIOA staff.

Continue with ‘WIOA Assessment.’
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