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

. Registering and setting up a WOTC employer account
. Setting WOTC privileges for contacts or agents

. Completing WOTC applications, including IRS Form 8850 and ETA Form

9061
. Uploading verification documents
. Viewing statuses of submitted applications and Power of Attorney

. Using the My WOTC Queue as an employer/agent

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.

Begin by navigating to our website ND Workforce Connection

In

the top right corner, click Sign In/Register

N0 R H
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START THE PROCESS, OR LOG IN TO AN EXISTING ACCOUNT.

Sign In / Register

English (United States) v
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Scroll down the page, to the Employers and Agents option and click the Employers and
Agents button to launch the registration.

Employers and Agents

Register as this account type on behalf of your company or on behalf of another company acting as their agent with a
valid Power of Attorney. Here you will gain access to industry data, labor market information, job applicants for your
business. You can also post job openings online, as well as file for the Work Opportunity Tax Credit (WOTC).

Estimated time to complete

registration for Employers and
Agents: 14 minute(s) If you would like to view ND Workforce Connection as a . :
o ) : Employers and Agents Registration
visitor to see what services are available, please select Guest

Access.

Employers select Direct Representative of your Organization, then click Next.

Representative Type

o

Please specify what type of user that you are:

[ X ] (@ Direct Rep! ive of your Org
ﬂ Select this option if you are a recruiting employer and want to post a job or search for qualified candidates or you are an employer registering to file for the Work Opportunity Tax Credit based on

your hiring of workers.

290 O Third Party Agents (TPA)

'9' For WOTC use only, with a power of attorney — authorized representatives handling payroll administration and tax reporting responsibilities for business clients, which may include filing for the
- Work Opportunity Tax Credit on the clients’ behalf.

2 Q Professional Employer O (PEO)

ﬁ For WOTC use only, with a power of attorney — authorized representatives handling payroll administration and tax reporting responsibilities for business clients, which may include filing for the

Work Opportunity Tax Credit on the clients” behalf.

Select WOTC Services and Click Continue Registration.

Representative Type

Please select one of the options below:

Q Recruiting
Perform labor exchange functions such as recruiting talent, posting jobs, online résumé search, applicant tracking and researching the local labor 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.

Continue Registration
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WOTC Employers

On the Employer Identification Screen, complete the required fields (marked with a red

asterisk *) and click Continue.

Employer Identification

*Type of Identification: (@ Federal Employer Identification Number
Q social Security Number

* FEIN: | |

Do not enter dashes. Example 999001111

* Confirm FEIN: | |

Ul Employer Account | |

Number:
Do not enter dashes. Example 9990011

Confirm Ul Employer | |

Account Number:

Cancel Continue
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Complete the required fields for your login information, company name and addresses,

WOTC Employers

and the primary contact information, and click Save.

Login Information

Mailing Address

e Mailing Zip/Peita

Cioempany Mirs i nagebid with the State of North Daksts

RN

Do nt emter dashes. Enampie 100111
Primary Location Information

Ut Moy
Ervuer User Hame (3
rracat inchude charscien,
mmberi. Alkcwable char
* Passwnnds [ -
Mt be betaesn B s 20 Charslers o ken
O wppar cave charscter
Ot hermver i thurintter.
Cimen musrmaric characias.
1 Speacial Chiracter. [Allowable churacts
Confivm Paissard: l le
Securty Cueatson: l
TGP 1 W Sy
quastion will ba regeired if
you forget your user name
o paaesed
* securty Question Response: [ -
Uts Lomert and sepmbert
Special characters are ot
i
Employer Identification
* Compasy Name:

[ Crasic narw if Maiing Accrers is the camas a5 the sonss sbove

* Mailing Addies 11 [
Mastng Addre 2 —]
Mailing Addre B :

Contact Information

* dosts Tithes

* First Name | |

e inftial |_]

* Lanit Marmas

e - —

ARernate Phone:

[ Jowmm [
s [} [} ]

oy Cartain comerransCition, Can B0 tonl vid 1l Feviagn. Mol L sarvagng rite sy,
- - -

——— ]

* Confirm Contact Dmadl Address: ]

" Phone usbect 3 sethod in which | —

you prefer Lo recee your
iRt

Your account is created and the What would you like to do next? page displays.

What would you like to do next?

@
@
®

My Dashboard

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

To find more information about other services offered to employers, please click the link above.
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Staff will be alerted that your account has been created. They will review and approve
access. Access to much of the system will be limited until staff have approved the
account.

Setting WOTC Privileges for Contacts & 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.

To define WOTC privileges for an employer contact:

1. From the Employer Dashboard, click View your Profile and Contact Information

AQ L O N B A X ..

Hide Dashboard Alerts Accessibility Mail Calendar Home Pinned Links
My Employer Dashboard Directory of Services My WOTC Queue
My Employer Workspace o
Welcome to My Employer Workspace [ \Miew Eour Profile and Contact | Info
his page introduces you to features available in the system, lets you cus-

omize the content you are interested in, and offers suggestions to you. Please make a
selection from the items below.

The General Information tab of your Corporate Profile then displays.
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2. Click the Contacts/Users tab. Existing contacts are listed.
a. If you need to create a contact, click the Add Contact button.

General . Account
Information — Summary, Agents

Contact/Users Filter Criteria

To sort on any column, activate a column title.

Contact Name Job Phone Sign in
Title Number capable

Smith, Jill Jill's Test Owner (701) 222-
(Primary Contact) Employer 2222
(WoTC) Delete

Last Successful Login:

03/24/2026 1:01:01 PM Inactivate

l“‘]‘JPage of1""‘] Rows

1 Records Found

Add Contact Add Contact and Location

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.

5. Scroll down to the WOTC Privileges section and check or uncheck privilege
checkboxes as needed.
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“TA Recriiit..,

ITVOTC Privileges
~ User privileges for 8850 Application |

Create 8850 ap |§ View stz 7

[A Edit 8850 2ppl  yser privileges for WOTC Messages e e

[ viewssso app [#] wotc Messages

% ::x ;;"‘ﬁ':ql User privileges for 9062 Conditional Certification

[# =zdit 9062 zmplayer Declarations

[ editssn [ View 9062 Employer Declarations

User privileges fo| (3 \iew Full ssN

[ create 90513 [ view Fartial SN

[ e 02 000 oy putsitacia e i cncuton el S

A viewsos 3f  (Note Only select when the Employer is a prison facility)

A viewFul SSN| [ Vview Prison Industry Jobs

[ View Partial & [ create and Edit Prison Industry Jobs

User privilegesfo| [] Greate Edit and Delete Prison Industry Jobs

Add powerof | [[] Close Prison Industry Jobs

[A Add verificatic

Agent Administration Privileges

User privileges fo|

| User Privileges for Agent services
[ crante appeay [ Approve Agent relationship and privileges
Edit appeals Approve Agent relationship and privilege

[# Viewappeals | * Select the employer type
User privileges fo| functionality this contact will [#] Recruiting [¥] wOTC

6. Click the Save button at the bottom of the page.

ta status

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.

General Information Locations Contacts/Users Account Summary Documents

# Show Filter Options
To sort on any column, click a column title,

Au:es

The Colin Third Party 3/8/2024 3/1/2024 3/1/2025 | POA.pdf - Approved Aclive View
Kingsman Administrator 4/8/2024 4/8/2024 4/8/2025 Power-of-Attorney-Form.pdf - Approved Manage
Agent
Carson
Citv. NV

3. Click an Agent Name link to edit the agent's WOTC privileges. Several sections
of privilege categories are displayed.
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WOTC Privileges

WOTC Employers

User privileges for 8850 Application

[ create 8850 application
[ edit 8850 application
E View 8850 application
¥ view Full ssN

[ view partial SSN

[ edit ssn

User privileges for 9061 Application

[# create 9061 application

[ edit 9061 zpplication
[#] view 9061 application
[ view Full SSN

View Partial SSN

User privileges for adding
] Add Power of Attorney
[ Add verification documy

User privileges for appeals
[[] create appeals

[] edit appeals

[] View appeals

User privileges for Status
E Create status

[ edit status

E View status

_ \""*.for WoTCH Status:

el o

M view stare_ T

User privileges for WOTC Messages

[#] woTC Messages

User privileges for 9062 Conditional Certification
[#] Edit 9062 Employer Declarations

[¥] view 9062 Employer Declarations

[ view Full ssn

[¥] Vview Partial SN

User Privilege for Incarcerated Individual Jobs
(Note: Only select when the Employer is a prison facility)
[4 view prison industry Jobs

[¥] create and Edit Prison Industry Jobs

[A cCreate, Edit and Delete Prison Industry Jobs

[ close Prison industry Jobs

Type of Agent: TPA (Third Party Administrators)

QO Pending @ Active O Inactive

@ Cancel

4. Scroll down to the WOTC Privileges section and check or uncheck privilege

checkboxes as needed.

5. Use the radio buttons at the bottom to set the agent's Status to 'Pending,' 'Active,’

or 'Inactive.’

6. Click Save 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 have reviewed and approved the POA, they set the
status of the relationship to 'Active,’ and it can then be used when creating the
application for the associated employer.

Inmon Lecations Contacts/Users Account Summary Documents EI

& Show Filter Opfions
To sort on any column, click a column title.

EHiESEE S

Pane inthe  Colin 4/5/2024 4/5/2024 4/5/2024 POAdocx- Approved

Glass WOTC
Carson
City, NV

89701

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.

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.

Revised 4/8/26
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Note: About the 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 28th day falls on a holiday or weekend, the next business day is
considered the 28th day.

To initiate a WOTC application with IRS Form 8850:

1. In the left top hand corner, Click Menu and then under the Quick Menu group,
click Agent or Employer Portfolio. Click WOTC Applications.

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.

Create WOTC Application

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

A wizard consisting of several tabs allows you to complete IRS Form 8850.

Revised 4/8/26
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Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification

Applicant Information

Legal Forms Holder: @ employer O Agent / Consultant

Legal Forms Holder Description

Agent assigned to this
application:

Power of Attorney: T » .J PP | B =

Street address ’EC:J r

*IRS F 8850 revisi ber: * Pocs : e ‘
o FeNOm I Residential Address Line 1: | 77 spurious Place |

E . =r)
ek Mamen | Mi  Residential Address Line 2: @ |
Middle Initial: L] * City: 1 Carson City l
*Last Name: ‘ a
— State: 1 Nevada 'l
* Social Security Number: " )
— — " County/Borough/Parish: | Carson City, Consolidated Municipality of |
P00 89
—  Telephone Number: | 555 | 555 l 5555 J
& ~required, not PO Box. L2 ] 2 SRR
“ime 1: i If you are under age 40, enter ‘ =
your date of birth (month, day
year):

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

a. The agent must select 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. The IRS Form 8850 revision number drop-down list displays the most
current form revision number as the default. If you change to a different
form revision, the WOTC target group questions adjust accordingly on the
next tab.

5. Complete the remaining fields for the applicant’s personal information, and then
click Next.
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6. On the 8850 Target Group Tab, check the boxes to select the applicable target
group(s) for the new hire.

Applicant 8850 Target Employar Applicant Employer
Information Groups Infarmation Dates Certification

Bypass Application Rules: 0

8850 Questions

1. Check here if you received a conditional certification from the
O state workforce agency (SWA) or a participating local agency for
the work opportunity credit.

2. Check here if any of the following statements apply to you:

O ® | am a member of a family that has received assistance from
Temperary Assistance for Nee 7. Check here if you are in a period of unemployment that is at
menths during the past 18 me [0 least 27 consecutive weeks and for all or part of that period you
= | am a veteran and & membaer ¢ received unemployment compensation.

Supplemental Mutritional Assi
formerly food stamps) for at
the last 15 months.

| was referred here by a rehabi

the state, an employment netv Urder penalties of perjury, | declare that the above
pregram, or the Department o information to the employer on or before the day | was
= | am at least age 18 but not ag offered a job, and it is, to the best of my knowledge, trus,
member of a family that: correct, and complete
* Job Applicant’s Signature: Susan Jones

* Date of Applicant’s Signature:
] Today (MM/DDAYRY

[ check here to allow saving of a partial applicaticn

7. Enter the Applicant's Signature and date it was obtained, and then click Next.

Revised 4/8/26
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8. On the Employer Information Tab, the system will automatically display your
employer information; if an agent 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.

Applisant 8850 Target Employer Applicant Employer
Information Groups Infarmation Dates Lertification
Bypass Applcation Rules: O

Employer Information

Employer Name: 20
[an i )

Employer Primary Contact:
Person to contact, if different from abowe:

Employer Telephone Number:
First Mame:

Company Address:

Last Narme:

Company FEIN:

* Please select worksite location fro Company Nama:

Telephone Number:

Address: |

Worksite FEIN:

Worksite Address:
City:
State: Se .
Zip Code:

Wwarming: If applicable, enter 4 fior Designated Community Resident; enter 6 for Summer
Youth
I, based on the individual’s age and home
address, he or she is a member of group 4 or 6~
(a3 described under Members of Targeted
Groups in separate instructions), enter that
group number (4 or B):

[0 check here to allow saving of a partial application

Exit Wizard
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10.0n the Applicant Dates tab, enter all key dates for the application, and then click
Next.

Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification

Applicant Dates

Bypass Application Rules:

O
*Gave Information: I:lrﬁ Today (MM/DDAYYY)

*Was offered Job: ] Today (MM/DD/YYYY)

* B

*Started Job: | Today (MM/DDAYYY)
Exit Wizard

11.The Employer Certification Tab, concludes the first part of the tax credit
application. 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.

Applicant 8850 Target Employer Applicant Employer
Information Groups Information Dates Certification
Bypass Application Rules: D

Employer Certification and Signatory Information

This serves as my electronic signature and | certify to the following:
O
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: ] [ signature On File

)

Today (MM/DD/YYYY)

* Employer / Agent Title:

L
*Employer / Agent Date form \ [t -
signed:

Revised 4/8/26
15
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12.Click OK to confirm submission.

Please Confirm...

The 8850 will now be submitted. Modifications will
not be allowed by Employer / Agents. Click OK to
continue or Cancel.

@ {:’ Cancel ‘:|
13.The ETA 9061 Form wizard begins. You can continue with filling in that form or
complete it later. See the topic "Completing ETA Form 9061" below for details.

Completing ETA Form 9061

To complete a WOTC application, employers or their agents complete the ETA Form
9061, known as the "Individual Characteristics" form. Here you provide more details
about the job and provide documentation of eligibility for a WOTC target group using a
multi-tabbed wizard.

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.

To complete ETA Form 9061:

1. From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio and then WOTC Applications. The WOTC Application Search page
displays.

Revised 4/8/26



17

NORTH

DCIkOTC] ‘ Job Service

belegmmeens WOTC Employers

2. To display 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.

Employer Criteria

Employer ID (internal only):

Employer FEIN:

Agent Name:

Individual Criteria

First Name: ® contains Q Startswith ) Matches Exactly
Last Name: @ contains Q starts with O Matches Bxactly

—
Social Security Numbar: DDD

General Criteria

Control Number: I I From: l l To: [ I
Occupational Group: | None Selected E
Application Status: | Fending ';:;‘:' ThL

Target Group Selected: \iffifii'i?so X ’17;

Submitted 8350 and 9061
Aor

Choose Date Range type: -""’l Pending M
@ postmark Q certify o2 ; mation Q) Hired Q) Started lcb Q) Fending
Date Range: =]

B/2021 | Today

Penging
Revoked

Application On Hiatus:

[T et

3. Alist of matching applications displays. Identlfy the desired job applicant and
click the Edit 9061 link in the Action column

Control Poslmarked}Recewed Applicant Employer / | Target Group | Assigned Staff | Application
Number Name Agent Name Selected Name Status

03/26/2026 Jen Jones D&M, Inc. I rending 061 Edit 2850
Print Forms

Verify

Delete

Do Mot

Pursue

Revised 4/8/26
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4. The ETA Form 9061 wizard opens on the ETA 9061 Information tab, which
displays basic information, including the Form Revision Number
Notes: For agents, if a 'Pending 9061' includes a POA whose dates are outside
the time frame for this application, a message indicates 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 supports the specified revision number. The most current form
revision number always displays as the first selection in the drop-down list and in
some systems, the field may be display-only.

ETA 9061 Applicant 9061 Target Signatory Verification Documents
Information  |nfermation Groups Information Required
Bypass Application Rules: O

ETA 9061 Information

*9061 Postmarked/Received Date:

*ETA 9061 Form Revision Number:

Control Number:
Employer Name:

Employer Address:

Employer Telephone Number:

Company FEIN/Worksite FEIN:

5. Click Next.

18

‘:I ] Teday (MM/DD/YYYY)

05-2026 (Expiration May 31 2026 "

D&M, Inc.

TD00E TIRAE AE]
Bismarck, WD 58501

Revised 4/8/26
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6. The Applicant Information tab, displays applicant information collected from IRS
Form 8850.

a.
b. Enter their Starting Hourly Wage and Position title.
C.
d

Indicate if the applicant has worked for this employer before.

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

. Click Next.
ETA9061  ppplicant 2061 Documentation Signatory Verification
Information  larget Information Documents
Groups Required
Bypass Application Rules: |:|

ETA 9061 Information

Applicant Name: |CIOES TR
Social Security Number: (E00-01-1234

* Have you worked for this employer () Yes () Mo () Mone Selected

before?
Employment Start Date: 03/26/2026
Starting Hourly Wage:

* Position: |

Occupational Group:

51-Production Occupations bl

Revised 4/8/26
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7. The 9061 Target Groups tab, displays the ETA Form 9061 questions that allow
the applicant to qualify under a WOTC target group. Answer all questions as
applicable, and you must select at least one target group.

ETA 9061  Applicant 9061 Dogumentation Signatory Verification

Information Information Target Information Documents
Groups Required

Bypass O

Application

Rules

ETA 9061 Category Statements

12. Qualified IV-A Recipient
18. Qualified Supplemental Nutrition Assistance

Check here if the job appli F‘rogram {SNAP‘ ecipient
If the job applicant is a m¢
Assistance for Needy Fami Check here if the job applicant is a Qualified SNAP (Food Stamps) O

benefits recipient: Recipient

Enter the name of the primary benefits recipient:

City where benefits were r

City where benefits were received:

State(s) where benefits we

State(s) where benefits were received:

Enter job applicant birthday (mm/dd/yyyy):
[ (/DY)

19. Qualified Supplemental Security Income (SSl)
Recipient

Check here if the job applicant received or is receiving Supplemental [
Security Inesme (S51)

<< Back Next >>

8. Click Next.

Revised 4/8/26
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9. On the Signatory Information tab, check the certification box, enter the name of

the Signatory, select their identity from the drop-down list, and enter the date it
was signed.

10.Click the Submit 9061 button.
ETA 9061 Applicant 9061 Target Documentation sgjgnatory Verification Documents
Information Information  Groups Information Required

Bypass Application Rules: D

Certification and Signatory Information

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

*23(a). Signature: I

D Signature On File

*23(b). Indicate who signed this form:

I None Selected v

r~e

* 24. Signature Date: |58

11. The form is saved and the Verification Documents Required tab displays.

Today (MM/DD/YYYY)

ETA 9061 Applicant 9061 Target Documentation  Signatory  yerification Documents

Information Information Groups Information Required
Control Number: 8850 Postmarked/Received Date: Application Status:
[ ] 03/26/2026 submitted 8850 and 9061
Applicant Name: 9061 Postmarked/Received Date: Application Status Date:
_ 03/26/2026 03/26/2026
Social Security Number: Prior Veteran Status: Select Application Status:
500-01-1234 | Submitted 8350 and 9061 v

Target Group Selected:
c

Document Upload Expand Al

General Information Application Documentation Target Group Verification
Update @ Edit 8850 Print Forms [

This tab displays the Applicant Information as read-only in the top panel for
reference.
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The Document Upload link allows you to upload documents required to verify the
target group(s) you selected on the application. Uploaded documents are
accessed on the Application Documentation subtab under the Uploaded
Documents panel.

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

13.To update the application, click the Edit 8850 button.

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

Importing WOTC Applications

As an employer, you can import WOTC applications for individuals as a batch process
via an Excel spreadsheet. This is done in the same spreadsheet for multiple employers
that you represent, and all employers identified for WOTC applications of individuals are
currently active employers with approved POAs.

As a WOTC agent, you can perform this WOTC application import via an Import WOTC
Application link either on the bottom of the Representing Employers tab, or from a link
on the WOTC Applications Search page.

To import WOTC applications:

1. From the Quick Menu group of the left navigation menu, select Employer
Portfolio.

2. Select the WOTC Applications link in the Work Opportunity Tax Credit Folder to
display the WOTC Application Search Page

3. Select Import WOTC Application.

Create WOTC Application

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

Revised 4/8/26
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4. The WOTC Application Import Page Displays.
WOTC Application Import

NOTICE: The latest template is for Hired Dates after 5/31/2023. Imports with prior hire dates should use
prior template.

Applications imported will have documentation automatically set to forthcoming when documentation is
required. Click Upload to upload any required documentation listed in Selected Target Groups Requiring
Documentation.

Drag & Drop File Here

or Browse Files 4

Jownload latest template Jownload prior template
Download |atest template's import instructions Download prior template’s import instructions

5. To view the instructions for uploading applications, click one of the Download
template instructions link (see figure above). The instructions and template used
depend on the hire date for the job applicants. The most recent template is for
hire dates after 5/31/2023. Imports with prior hire dates use the prior template. A
PDF version opens in a separate browser tab, which you can save to your
computer or print. The document includes examples of error messages and
required and optional fields.

6. To save a blank spreadsheet to your computer and begin entering information for
individuals' applications, click the Download latest template or Download prior
template link.

7. Save the file to a desired location.

8. Using the Download Instructions, fill in the Excel spreadsheet for each
application to be uploaded. Be sure to fill in all required fields shown in red in the
heading row.

Tip: When uploading many applications, sort the rows by FEID/FEIN in Excel to speed
up processing, as the system parses data by that field.

Revised 4/8/26
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9. To upload a completed spreadsheet of application information:
a. Drag & Drop the appropriate excel file to the Box, or Click Browse Files
b. If clicking Browse Files, select the appropriate excel file from the displayed
dialog box.
10. Click the Preview Data button to check the format. The data is validated and
then displayed in a table for you to verify as accurate.
a. If any information is incorrect, red error messages display, identifying the
incorrect entries. Use the horizontal scroll bar to see all columns for a row.

REC_NO 2 - Employer ID cannot be verified. Please check FEID and Address to make sure they match a WOTC Employer.
To sort on any column, dick a column title.

1 _ - Phalbert 6/1/1990 . Carson NV 89701 CarsonCity, 5125!
- aty Consolidated
Municipality

b. Make the changes to the Excel spreadsheet and re-upload the file.
c. When the information is correct, The Preview Data button turns into
Create Application(s).

Create Application(s)

To sort on any column, click a column title.

1 - + Philbert 6/1/1990 _ Carson NV 89701 CarsonCity, 5125
- City Consolidated
. Municipality

11. The system generates the applications and places them in 'Submitted
8850/9061,' status. After the applications successfully import, the system displays
the WOTC Application Search page.
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Uploading WOTC Verification Documents

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

target groups.
To upload verification documents for an applicant:

1. From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio and then WOTC Applications. The WOTC Application Search page
displays.

2. In the Individual 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.

Individual Criteria

First Name: (@® contains () Beginswith () Exact Match

Last Name:
@ Contains O Begins with O Exact Match

| |
Social Security Number: I:l |:| I:

General Criteria

Control Number:

From: | |Tn: | |

Occupational Group:

| Mone Selected ~ |

Application Status: | pending 9061 v

[ Eilter §Reset Filter |
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Identify the desired job applicant in the search results and click the Verify link.
Control PostmarkedIRecewed Applicant Employer / | Target Group | Assigned Staff | Application
Number Name Agent Name Selected Name Status
02/11/2026 Steven BITGATAZA Pending 9061 @ Edit 8850
Spielberg -

(44 Days) Edit 9061
4. In the Verification Documents Required tab, click the Document Upload link.

Print Forms

Verify

Delele

ETA 9061 Applicant 9061 Target Documentation Signatory Verification Documents
Information Information Groups Information Required
Control Number: - 8850 Postmarked/Received Date: 02/11/2026 Application Status: Pending 9061

Applicant Name: 9061 Postmarked/Received Date: 01/01/0001 Application Status Date: 02/11/2026
Spielberg, Steven Prior Veteran Status: Select Application Status:
Social Security Number: Target Group Selected: ‘ None Selected v
D36-12-3548]
Update
| Document Upload | —

Revised 4/8/26
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5. In the Document Information section, enter Document Tags keywords designated
by your state to facilitate indexing.
6. In the Verification Controls to Associate Document To section, check the
Associated WOTC Target Groups that the uploaded document supports.
7. In the Attach Document section, Drag & Drop the appropriate files, or click
Browse Files.
a. To ensure that your document meets the requirements for upload, select
the Supported File Format link to see a list of compatible file types.
b. If clicking Browse Files, select the appropriate file from the displayed
dialog box.
8. Click the Save button.

Document Information

Document
Description:

sonal identifiable information

*Document Tags: Do not enter 7

with

this attachment,

Verification Controls to Associate Document To

Verifications List: [ veteran Status [ veteran Disabled
[0 veteranyOV - Unemployed & Months [ veteran Unemployed & Months Wages
D Veteran - Disabled - Hired within one year D Veteran Recewing SNAP Benefits
D Vet Unemployed for 4 weeks D Veteran Unemployed for 4 weeks Wages
D Other

Attach Document

Drag & Drop File Here
or f /1

Up to 7 documents can be uploaded smultanecusly, but

@ Cancel
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9. The Verification Documents Required tab redisplays with the document listed
under the Application Documentation subtab Uploaded Documents panel.

ETA 9061 Applicant 9061 Target Signatory Varification Docurmants
Infermation Infermation Groups Information Required
Contral Number: 2568 Postmarked / Received Date 9/21/2023 Application Status: Pending 9061
Bpplicant Name: , Mark Prior Veteran Status: Vieteran Disabled
Social Security Number: Target Group Selected: Bc BaBbBd

Document Upload

Expard All

General Information Application Docurnentation Target Group Verification

DD214-CO214.pgy Vieteran Status Employer 09/2772023

@ Ecit 8850 Print All

10. To view, download, or modify the document parameters, click on the link in the
Document Name column.

Exit Wizard

Note: Once the Verification Controls are associated to the document, they cannot be
modified.

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 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 can be sent to the agent.

It is the responsibility of the employer or agent to review and retrieve the
determinations of the submitted WOTC applications. The SWA will not be printing
and mailing certifications and denials.

Revised 4/8/26
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To check for messages concerning WOTC applications:

From the Other Services group in the left navigation menu, click Communication Center
and then click Message Center. The Messages tab displays. You can also access this
tab from the My Messages widget on your dashboard.

Correspondence % Subscriptions Email Log

5| @
Mew
ssages for the selected folder
Message
'j Select multiple messages by holding down control key Select a message from the Message List to view its contents.
B Move to Message List, Alt + M.
and clicking message.
Inbox
Deleted

Junk
Sent

New

All message alerts specify any required action and clearly reference the specific WOTC
application. Examples of WOTC message alerts sent to employers or agents include the
following:

. Notice of incomplete application (e.g., Form 9061 is missing the certification
signature or the applicant's date of birth)
. Request for more information where SWA staff clearly specify the missing

information or documents
. Notice of denial of a WOTC application in which SWA staff provide a clear

explanation
. 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.
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To check the status of an application:

1. From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio and click WOTC Applications. The WOTC Application Search page
displays.

2. In the General Criteria section, select the Application Status you want to see, and
then click the Filter link. For example, you may select 'Incomplete 8850' to see
which applications need more information.

Individual Criteria

First Name: @ contains (O Begins with (O Exact Match
]

None Selected
Last Name: @ Contair plote 8850
Submitted 8850 and 9061 —I

Social Security Number: |

Denied

Denial Pending More Information

General Criteria Certified
Pending 9061
o ‘ Appealed
Pending AJ
Revoked
Occupational Group: ‘ R R
Application Status: [ None Selected ]
[ Filter | Reset Filter |

3. From the list of matching applications, in the Action column, you may complete
any of the following tasks:
a. To open IRS Form 8850 for review or modification - select the Edit 8850
link.
b. To open ETA Form 9061 to review or add verification docs- select the Edit
9061 or Verify link.
c. To open either the IRS Form 8850 or ETA Form 9061 in viewable,
printable format- select the Print Forms link.
To deny the application - select the Do Not Pursue link.

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

Submitted Edit 8850

03/31/2025

8850 and Edit 9061
9061 Print Forms
(74 Days) Verify
(Invalid ERD) Delete
Do Mot
Bursue
Revised 4/8/26
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Appealing a WOTC Application Denial

Applications for the Work Opportunity Tax Credit can be denied for a variety of reasons,
including but not limited to:

Denied pending more information (most common)

Form 8850 was not submitted within 28 days for start dates

Applicant did not receive TANF or SNAP benefits

Documentation not submitted for veteran's receipt of compensation for service-
connected disability

Employee does not meet the criteria for the specified target group

Job Applicant or Employer Signature date discrepancy

If you or your agent believes that the SWA has denied the application in error, the denial
can be appealed. If the appeal is decided in your favor, the application goes forward.

To appeal a denied application:

1.

From the Quick Menu group in the left navigation menu, click Agent or Employer
Portfolio and then click WOTC Applications. The WOTC Application Search page
displays.

Search for and identify the Application Status 'Denied' in the search results

Click the Verify link..

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

Denied Edit 8850
Edit 9061
Print
Forms
Verif
elet

04/03/2025

.

|
1
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4. It will display the Verification Documents Required tab of the denied WOTC
application, which will now display a button for Appealing the Denial.

ETA 8061 Applicant 9061 Target Daocumentation Signatory Verifieation Dacuments
Infermation Information Groups Infermation Required
Contral Number: [ ] §850 Postmarked/Received Date:  03/31/2025 Application Status:
Applicant Narme: 9061 Postmarked/Received Date:  03/31/2025 Application Status Date: 06,/05/2025
I Prior Veteran Status: Mone Selected Select Application Status:
Social Security Number: [INNIEINIGEGEN Target Group Selected: G | Denied v |
Appeal Override: O

Document Upload e

m S oS
== Back @ Edit 8850 Print Forms B | Appeal I

5. Before the application denial decision can be appealed, documentation of the
reason you are appealing the decision is required. Click the Document Upload
link.

6. In the document upload window, select the 'Appeal Documentation' Verification
Control, attach your appeal, and click Save. See the topic "Uploading WOTC
Verification Documents" in this guide for additional details.

Verification Controls to Associate Document To

Verifications List: Age Verification - Snap Recipient D SMNAP Recipient
[ Appeal Documentation I [ other

7. The document upload window closes. Click the Appeal button on the Verification
Documents Required tab.

8. Click OK on the confirmation to return to the WOTC Applications Search page.
Your application now has a status of “Appealed”.

Next, SWA staff review the appeal and decide whether to allow the application to
proceed, normally with a status of 'Submitted' or 'Denial Pending More Information.’
The system may also verify additional information and possibly auto-certify the
application. If the staff have what they need to certify then they can update the
status directly to 'Certified.' You receive a system notification with the appeal
decision once staff make their determination.
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Employer/Agent My WOTC Queue

The My WOTC Queue is a convenient way for WOTC employers and agents to
review and manage WOTC application-related activities and workflow from a single
location. You can use it like a work queue to see the work that needs to be done,
and access Quick Links to WOTC-related pages.

To access the My WOTC Queue:

From the My Employer Dashboard, select the My WOTC Queue tab at the top of the
page.

— MORTE
= Diiita e O ®
i Assistance  Sign Out

S A O M E A * |

Menu

Dashboard Alerts Accessibility Mail Calendar Home  Pinned Links

My Employer Dashboard Directory of Services My WOTC Queue

Quick Links

Control Number: Create Application WOTC Detail Report

Veri A
I:I Verify Import WOTC application

Search for WOTC Applications

Incomplete Applications Needing Action

Before a certification for WOTC can be processed, a fully completed, signed, and dated IRS 8850 and/or ETA 9061 must be
postmarked (if mailing) or submitted (if online) within 28 calendar days from the new employee's job started date. The
below applications are at risk of being denied for non-timely filing of the IRS 8850 and/or ETA 9061 form/s. Please edit
application to finish submitting.

0 Incomplete 8850's 0 Pending 9061's
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From My WOTC Queue, you can perform the following actions:

e Search for an application by Control Number — In the Quick Links section,
enter the Control Number and select the Verify link. The application opens on the
Verification Documents Required tab.

e Import multiple WOTC applications — Select the Import WOTC application link
in the Quick Links section, to manage the import of WOTC applications using a
Microsoft Excel batch upload. See the topic “Importing WOTC Applications” for
details.

e Create a WOTC Application

e Review Incomplete Applications Needing Action — Provides a list of
applications requiring service. Click on a [number] link to display the WOTC
Application Search page, with the specific applications for that action item listed.
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