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WF1 Connect app was created to simplify communications 

and provide greater access to financial benefits & services for 

participants of employment and economic support programs. 

It is mandatory for Staff to introduce and offer WF1 Connect  

to participants; however, their participation is voluntary. 

The messaging is safe, secure and simple, allowing multiple 

assigned staff to receive the same information at the same time. 

WF1 Connect also allows document sharing between staff  

and participants, with the convenience of uploading to WF1 EDS. 
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CREATE A MOBILE USER or OPT OUT/INACTIVATE 
 

It is mandatory for Staff to introduce and offer WF1 Connect to participants; however, their participation is voluntary.   

 

The Mobile User Add functionality in WF1 gives staff the ability to add a participant to WF1 Connect so they can download  

and use the WF1 Connect app.  Once the participant has agreed to use the WF1 Connect app, the participant will need to 

provide a valid email to you.  The email provided should be unique to the participant and should not be a shared email.  

 

Click Contact on the left navigation menu.  

 If there is not a current, valid email listed, you will need to add the email the participant has provided to you.  

 If there is an email listed, you must confirm with the participant that it is a valid email.   

 

The email listed will then display on the Mobile User Add panel.   
 

 

   

                          
 
 

E-mail – Enter a valid email received 

from the participant or confirm that the 

existing email is valid. The email must be 

listed in the top/1st email field.  

 

E-mail Type = Personal 1* 
*If any other item is selected, the email listed will 

not appear under the Mobile User Add panel 

 

Click Save 
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CREATE A MOBILE USER or OPT OUT/INACTIVATE continued:  
 

Click Mobile User on the left navigation menu to create a New User or to Opt Out.  
 

 Opt Out: The participant may choose to opt out of becoming a Mobile User.   
 

 
 

 New User: Once email is listed on the Contact panel (shown on previous page), it will appear on the Mobile User Add panel.  
 

 
 

 

   
 

 
 

Mobile User Status = New User 
 

The Personal 1 email entered on the Contact panel 

appears here 
 

Check Box next to Use Personal 1 E-mail as Username 

and the email will now display as the Username 

Click Search Other Record IDs for this Username 

 

WF1 will check for the same Username used in 

any other record and will list any results found 

If any other record is found, you must work with your participant to 

create another email that is unique to the participant.  

Enter the new email in the Username, then     

Click Search Other Record IDs for this Username to make sure the 

new email is unique 

 

 

 
    

Mobile User Status = Opted Out 
 

Opted Out Date – Enter Date 
 

Click Save 
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CREATE A MOBILE USER or OPT OUT/INACTIVATE continued: 
 

Click Send Welcome E-mail to Person to finalize the account in WF1.  The participant will get an email displaying their  

username and temporary password that they will use for their initial log in after downloading the WF1 Connect app.    
 

 
 

       

       
 

 Inactivate User: If a participant no longer wants to use WF1 Connect, you will need to Inactivate their Mobile User Status. 
 

 

 

    
 
NOTE: Pages 4-6 provide the steps that the participant needs to complete.  Staff guidance continues on page 7.  

Mobile User Status = New User 

 

Use Personal 1 E-mail as Username box is checked 

 

Click Send Welcome E-mail to Person 

 

WF1 will display: Mobile User Created 

 

WF1 has now generated an email to the participant. 

An example is displayed on the next page.  

 

 

 

Mobile User Status = Inactive 
 

Click Save 
 

NOTE: If the participant later wants to use WF1 Connect, you 

may change the Mobile User Status back to Active 
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PARTICIPANT STEPS TO ACCESS WF1 CONNECT 
 

The email shown below is an example of what the participant will receive once you have finished the steps on pages 1-3.   

The participant will need to complete the steps outlined in the email to finish the WF1 Connect setup. 

 

 

 
 

 

 

NOTE: Pages 4-6 provide the steps that the participant needs to complete.  Staff guidance continues on page 7. 

 

 

Goodwitch, Glinda 

Inform your participant that the 3 steps 

listed in the email from WF1 Connect need 

to be completed to finish setup 

 

 

 

glinda.d.goodwitch@gmail.com  

mailto:glinda.d.goodwitch@gmail.com
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PARTICIPANT STEPS TO ACCESS WF1 CONNECT continued: 
 

Once the participant downloads the Workforce One Connect app to their phone, the following steps will need to be  

completed by the participant to access the WF1 Connect app.   

 

             

            
 

 

 

 
                                                                                                                                                

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

NOTE: Pages 4-6 provide the steps that the participant needs to complete.  Staff guidance continues on page 7. 
 

 

 

 

Step 1: 
  
Enter the WF1 

Connect Username 

listed in the email 
 

Click Next 

 

 

 

NOTE: Participant’s Username/Email address will appear here 

Step 2: 
  
Enter the WF1 Connect 

Temporary Password listed 

in the email 
 

Enter New Password 
 

Select Challenge Questions 

and  

Enter Answers 
 

Click Save 
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PARTICIPANT STEPS TO ACCESS WF1 CONNECT continued: 
 

The final step to be completed by the participant is to accept the terms of the mobile app.    
 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 

NOTE: Pages 4-6 provide the steps that the participant needs to complete.  Staff guidance continues on page 7. 
 

 
 

     
 

Final Step: 
 

Click Accept and Continue 
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ADD NEW CONVERSATION 
 

You are able to message with the participant, once the participant has completed the steps on pages 4-6 and has  

accepted the terms of the WF1 Connect app.  

 

Click on Mobile User to confirm that the participant has completed the required steps.  

 

 
 

 

 

 

 

 

 

The Mobile Consent Status will list Agreed and the 

Mobile Consent Date will be listed also 

If the participant needs to have their WF1 Connect 

password reset prior to finalizing the steps on pages 

4-6, the primary assigned staff in WF1 is the only 

person that may assist 

 

Click Send Reset Password E-mail to Person and the 

participant will receive an email with instructions 

 

If the participant has forgotten their password after 

finalizing the steps, they have a Forgot Password link 

on the WF1 Connect app 
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ADD NEW CONVERSATION continued: 
 

Click Connect Messages on the left navigation menu.   

 

Messages to and from the participant are found under the Connect Message Summary panel.  The information and  

ability to make changes to information displayed on the summary is based on user privileges. 
 

 
 

  

 

Click Add New Conversation 

  

The panel shown below will appear 

Select or enter the information for the highlighted items  

 

Mark as High Priority - This checkbox allows the user to 

identify the message as high priority, which will be evident to 

the recipient when viewing the message. 

 

Privacy Level - If the message is set to "Private", only the 

conversation creator, the current conversation recipients, 

and current primary, financial, or child care workers can 

view the message 

 

Staff to view message/reply - allows you to select multiple 

staff that will have ability to view the messages. The 

dropdown will be populated with staff currently assigned to 

the recipient 

 

Select a File - The field allows the user to select a file from 

their computer to add to the message.  

Once you have selected a file, you must click Add File 

 

Click Send Message 
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ADD NEW CONVERSATION continued: 
 

The example below shows the required items completed, including several staff added to the message.  
 

 
 

 

Now that all the required items have been entered, you 

may send the message or make any necessary changes 

 

Click Send Message 
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CONNECT MESSAGE SUMMARY – Search, Read & Reply 
 

The Connect Message Summary panel displays two panels; Search Criteria & Conversation Results.   

 The Search Results panel allows you to search for specific conversations/messages. The default is All Values & Open.   

 The Conversation Results panel provides a list of conversations/messages sent to the participant and indicates  

information about the conversation/message, including files received.    

You may also start a new conversation by clicking Add New Conversation and following the steps on pages 8-9.  

 

 

      
 

 

 

The Action column indicates what you are 

able to do within the conversation 
 

Read/Reply - This allows you to: 

 Read the complete conversation 

 Continue the conversation of this 

specific conversation 

 Manage files in the conversation 

 Add Case Note of the conversation 

 Close the conversation 

 Send Tickler to staff 
 

Close – This allows you to end the 

conversation 
 

Remove Me - This allows you to remove 

yourself from the conversation 

Any of the columns that are blue may be 

sorted by clicking on the header.  
 

The column highlighted indicates that the  

sort is by that column.  

 

 

 

 

You may search for specific messages by 

selecting items from the boxes or entering 

dates, then Click Run Search 
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CONNECT MESSAGE SUMMARY – Search, Read & Reply continued: 
 

The Conversation Reply panel appears after clicking the Read/Reply action on the Connect Message Summary panel, shown 

on the previous page. This panel includes the Conversation History and Message Add panels for the specific message.   

 

 

 

 

 

 

 
 

The Conversation History detail appears at the top, you 

must scroll down to locate the Message Add section, or  

Click the Conversation History header to hide the detail 

 

The Message Add panel allows you to reply to an existing 

message 

 

Enter or update the existing information, as outlined on 

pages 8-9, then click Send Message 
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MANAGE FILES/DOCUMENTS  
 

The feature to Manage Files appears after clicking the Read/Reply action on the Connect Message Summary panel,  

shown on page 10.   

 

 

  

 

 

 

 
 

Several options are available in the Conversation History 

panel, which includes Manage Files 

 

Click Manage Files  

 To view the documents you received from the 

participant 

 To save the document to EDS 
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MANAGE FILES/DOCUMENTS continued: 
 

The Message Manager Files panel allows you to view and save the file/document you received from the participant.   

 

 
 

 

  
 

 

 

 

 

 

 

 

Clicking the file allows you to open the file 

or save the document to your device. 

Otherwise you may save to EDS.  

 

Check the box next to the file 
Note: If there are multiple files listed, you may check 

more than one box to save to the same EDS 

Document Type. 

Or you may save other files to EDS separately.  

 

Click Save to EDS Document and the 

panel below will appear 

 

  

 

Click Next and the panel on the next 

page will appear 
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MANAGE FILES/DOCUMENTS continued: 
 

The following panel appears after clicking Next, shown on the previous page.    

 

 
 

  

 
 

 

 

EDS Document Type – select the appropriate item 

 

 Click Add to List and the panel below will appear 

 

If there are multiple files, they would be listed 

here, allowing you to check the box to save 

to another EDS Document Type. 
 

Note the message listed here.  
 

Click Upload to complete the process 

 

RE

AD 

& 

RE
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MANAGE FILES/DOCUMENTS continued: 
 

The Message Manager Files panel below will appear after clicking Upload, as shown on the previous page.  

  

 
 

 

 
 

 

REA

D & 

REPL

Y TO 

MES

The document has now been saved to EDS.   
 

 

The document now appears in the 

EDS Document Summary panel also   
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ADD CASE NOTE FOR CONVERSATION  
 

The feature to Add Case Note for Conversation appears after clicking the Read/Reply action on the Connect Message 

Summary panel, shown on page 10.   

 

 

  

 

 

 
 

 
 

 

 

Several options are available in the Conversation History 

panel, which includes Add Case Note for Conversation 

 

This feature allows you to add the complete conversation 

from WF1 Connect to a case note, rather than using 

copy/paste from your email or typing a detailed case 

note  

 

Click Add Case Note for Conversation and the panel 

below will appear 

 

Category – select the appropriate item(s) 

 

Case Note - The conversation has been 

auto-entered in the case note detail 

 

Click Save Case Note 
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ADD CASE NOTE FOR CONVERSATION continued: 
 

The Case Note View panel displays the complete conversation from WF1 Connect.  
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MASS MESSAGE ADD continued: 
 

This feature allows the user to send the same WF1 Connect message to multiple participants at the same time. 

 

NOTE: Mass Message Add should be used for sharing job club flyers, webinar sessions, workshop info, etc.   

No participant-specific information should be included in the message, i.e. no personal information (names, addresses, etc)  

 

 

 
 

 

    
 

 

 

 

 

 

 

 

The items highlighted are required 

 

Staff Assigned - Select name(s)* 

*User’s name auto-populates  

 

Program – Select program(s) 

 

Open Activity – Select one or multiple (optional)  

 

Click Run Search and the panel on the next page 

will appear 

 

REA

D & 

REPL

Y TO 

MESS

AGE 

conti

nue

d: 
 

The 

Click My Tasks from the top navigation 

 

Click Mass Message and the panel 

below will appear 

 



                                    19                                                    Workforce Solutions, MIS Unit 6-2-2021 

MASS MESSAGE ADD continued: 
 

The panel below will appear after clicking Run Search, as shown on the previous page.  

 

 
 

The items highlighted are required 

 

Select – Check the box next to the participants to 

whom you want to send the message 

or 

Click Select All to include all the participants listed 

 

Mark as High Priority - This checkbox allows the user to 

identify the message as high priority, which will be 

evident to the recipient(s) when viewing the message. 

 

Privacy Level - If the message is set to "Private", only the 

conversation creator, the current conversation 

recipients, and current primary, financial, or child care 

workers can view the message 

 

Select a File - The field allows the user to select a file 

from their computer to add to the message.  

Once you have selected a file, you must click Add File 

 

Click Send Message* 
*In order to send a message, either the Message field needs to be 

populated or a file needs to have been added to the message. 

 

The message has now been sent to those selected.  
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SEARCH FOR CONNECT MESSAGE 

 

This feature allows you to search for WF1 connect messages and conversations using a number of criteria; see the  

conversation status; read/reply, or remove yourself from a conversation. 

 

 
 

 
 

 

RE

AD 

& 

RE
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Y 

TO 

ME
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A

GE 
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The 

Click Search from the top navigation 

 

Click Connect Message Search and the 

panel below will appear 

 

Staff Assigned - Select name(s)* 

*User’s name auto-populates  

 

Enter info and/or select values from the items listed 

to receive results for specific messages  

 

Click Run Search and the panel on the next page 

will appear 
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SEARCH FOR CONNECT MESSAGE continued: 
 

The panel below will appear after clicking Run Search, as shown on the previous page.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

The selected Search Criteria, Staff & Conversation 

Category, resulted in 2 records fitting the criteria 

 

 

 

The Action column lists 

what you may do with 

the message 

 

NOTE: The Actions listed 

depend on the type of 

message 
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MESSAGE AUTO-SENT FROM SESSIONS & APPOINTMENTS – Sessions  
 

When you register a participant/WF1 Connect mobile application user for a Session, that participant will automatically receive a 

WF1 Connect message notifying them of the session registration.  In addition to the original notification, a WF1 Connect reminder 

message will be auto-sent 3 days prior to the scheduled session. 

 

There are 2 ways to register participants: 

 

1. From the top navigation - allows you to register one or many participants for a Session 

 

 
 

2. From the left navigation, within a Person Record - allows you to register the one participant 

 

 

 

 
 

 

 

 

From the top navigation: 
 

Click Manage Program, then 

Click Sessions 
 

The Search Criteria panel will appear.  Enter the 

criteria and Click Run Search to receive session 

results.  Under the Action column, Click Register 

for the appropriate session.  

From the left navigation, within a Person Record:  
 

Click Session, then  

Click Go to Session Search 
 

The Search Criteria panel will appear.   

Expand the Search Criteria, if needed.  Enter the 

criteria and Click Run Search to receive session 

results.  Under the Action column, Click Register 

for the appropriate session. 
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MESSAGE AUTO-SENT FROM SESSIONS & APPOINTMENTS – Sessions continued: 
 

Once you have completed the registration process, you will receive notification that the registration has been saved  

and a WF1 Connect message has been sent.  

 

 
 

 

 
 

 

Message appears after a session registration, 

from the top navigation, has been completed 

 

The participants that you selected for the 

Session are listed as Registered  

Message appears after a session 

registration, from the left navigation 

within a Person Record, has been 

completed 

 

The participant is listed as Registered  

 

henry.gale@gmail.com 
 

glinda.d.goodwitch@gmail.com  

mailto:henry.gale@gmail.com
mailto:glinda.d.goodwitch@gmail.com
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MESSAGE AUTO-SENT FROM SESSIONS & APPOINTMENTS – Appointments 

 

When you schedule appointments for a participant/WF1 Connect mobile application user, that participant will automatically  

receive a WF1 Connect message notifying them of the appointment.  In addition to the original notification, a WF1 Connect 

reminder message will be auto-sent 3 days prior to the scheduled appointment. 

 

 

 
 

Once you have scheduled an appointment, you will receive notification that the appointment has been saved and  

a WF1 Connect message has been sent.  

 

 

From the left navigation, within a 

Person Record:  
 

Click Appointments 

Click Add New Appointment 

 

The Appointment Details panel will 

appear. Complete the details and 

Click Save 

 

Message appears after an appointment 

has been saved & that a WF1 Connect 

message has been sent 

 

The participant is listed as Scheduled  
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MESSAGE AUTO-SENT FROM SESSIONS & APPOINTMENTS – WF1 Connect Message Details 

 

 
 

 

 

The Connect Message Summary panel 

displays the Sessions and Appointments 

that have been scheduled 

This is an example of the messages 

that the participant will see when 

they access their WF1 Connect app 


