
Workforce One 
Plan User Guide 

Adult/Dislocated Worker (DW) 
October 2019 

 
 
 

A Plan is used for identifying strengths and  

setting goals and activities for a participant  

 

A Plan must be entered in WF1 no later than  

the start of the first Training Activity 

 

Training, support services, and intensive services cannot be 

incurred, obligated, or distributed until after the participant is enrolled  

AND the participant and Employment Counselor have signed and dated the Plan 

 

Refer to the following policies for additional information: 

• Enrollment  

• Internal Case File Monitoring 

• Client Training 
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ADD PLAN 
 

A Plan must contain: 

• Full Legal Name of Person 

• Program-Specific Eligibility Documentation 

• Objective Assessment with work history, education, job skills & support needs 

• Employment Goal of the Person 

 

To create a Plan:  

 

Click on the Plan link found on the left navigation panel.  

 

 
 
 
  
 
 
 

 
 
 

Click Add Plan  
 

The panel shown below will appear 

 

Plan Mode – Select appropriate Mode – Options are: 

• Online – allows specific sections to be added 

and retained in WF1 

• Paper – indicates that a Paper Plan is on file 

 

Click Save and Continue 
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ADD PLAN continued: 
 

The items marked with an asterisk* are required when creating a Plan.  

The example below is for a Paper Plan.   
 

  
 

 

Case Notes entered here will appear in the Case 

Note panel and Contact Type will be listed as Live 

Contact with Person (as shown below) 
 

Start Date – Enter the appropriate date  

The Start Date will auto enter the date you are 

adding the Plan. Adjust the date if the Plan Start 

Date is different. 
 

Review Date – Enter the date the Plan needs to be 

reviewed/updated.  
Plans must be updated at least once every 365 days.  

A Tickler will be generated 30-days prior to the Review 

Date and sent to the Primary Staff.  
 

Confirmation Date – Enter the date the Plan was 

signed, agreed upon, and/or confirmed by the staff 

and the participant 
 

Click Save and Activate or Save as Pending if the 

Plan is incomplete 
 

This is an example of how the Case Note 

will appear in the Case Note panel 
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ADD PLAN continued: 
 

The items marked with an asterisk* are required when creating a Plan.  

The example below is for an Online Plan.   

 

 

 

Full Legal Name must be entered 

 

Goals – Enter the participant’s goals 

 

Plan Sections – Add Section – Select the 

appropriated section and then Click Add Section  
 

Continue entering the pertinent information for 

each section added 

 

Case Notes entered here will appear in the Case 

Note panel (as shown below) 
 

Start Date – Enter the appropriate date  

The Start Date will auto enter the date you are 

adding the Plan. Adjust the date if the Plan Start 

Date is different. 
 

Review Date – Enter the date the Plan needs to be 

reviewed/updated.  
Plans must be updated at least once every 365 days.  

A Tickler will be generated 30-days prior to the Review 

Date and sent to the Primary Staff.  
 

Confirmation Date – Enter the date the Plan was 

signed, agreed upon, and/or confirmed by the staff 

and the participant 
 

Click Save and Activate  

or  

Click Save as Pending if the Plan is incomplete 
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PENDING PLAN 
 

Plans saved as Pending must be Activated once complete.  

 

 
 

   
 

     

Click Edit to complete the Plan 
 

Click Delete to remove a Pending Plan  
 

The panel shown below will appear 

Enter any remaining required items, such as the 

Confirmation Date 
 

Confirmation Date – Enter the date the Plan was signed, 

agreed upon, and/or confirmed by the staff and the 

participant 

 

Click Save and Activate – the Plan is now Active 
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UPDATING/EDITING A PLAN 
 

A Plan must be Updated/Edited when: 

• An obstacle or barrier has been overcome 

• Goals or Objectives are achieved 

• Living Conditions or personal life changes occur, e.g. the person moves, becomes responsible  

for a family member, falls ill, or if the person changes their name legally 

 

  
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

FOR PAPER PLANS: 

Click Add Plan and complete the steps on 

pages 1 and 2 

 

FOR existing ONLINE PLANS: 

Click Copy and the panel shown will appear 

 

 

The Plan panel will appear allowing the info to 

be changed.   

 

Click Edit to update the Plan sections.  

 

Once items have been updated, enter the 

Start Date, Review Date & Confirmation Date 

 

Click Save and Activate.    
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SAMPLE ONLINE PLAN 
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SAMPLE ONLINE PLAN continued:  
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SAMPLE ONLINE PLAN continued:  
 

 
 


