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Automated System User Guide
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https://ar.wotc-web.net/wa_login_emp.html

New employers may use this page to set up an account by selecting “Set up New
Registration.”

This is the employer login page and allows returning employers to access information
regarding their WOTC applications and status.

Returning employers may enter their FEIN number and password.  If you have forgotten
your password, select the “Forgot your Password?” link and enter your Control User ID.
A system-generated password will be sent to the authorized email address for your
account.  You will have the option to change the system-generated password after login.



The Employer Menu appears after login and will display the company name in
the heading. The menu allows access to the following functions:

• View Company Information.  View company information previously saved
within the database.  If changes need to be made to the company
information, contact the Arkansas WOTC office at
ADWS.WOTC@arkansas.gov.

• Change Password. Allows you to change your access password.
• Enter New Application. Enter a new employee application under your

FEIN. This includes the 8850 Part 1 and 2 and the ICF (9061) forms.
• View Status of Applications. View the status of previously entered

applications using any or all of the available search criteria: date ranges,
employee SSN, first and last name. Applications may also be viewed by
status: Pending, Certified, Denied or all.

• Print New Certifications. The Arkansas State WOTC staff may set up your
account to print your certified applications.

• Print New Denials. The Arkansas State WOTC staff may set up your
account to print your denied applications.

• Log Off and Close Window.



View Company Information

Change Password



Enter New Application



Form 9061 (ICF) follows. Note that if any required are not entered at the time of
submission, an error message will appear that lists the missing field(s) and a red
arrow will appear on those positions within the form to help the Employer identify
the necessary entry location.



^See red arrow in light green box above for example of required field marked
when “Submit” used but entry not complete.



After the required fields are completed, and the “Submit” button selected, the
form will be submitted and if accepted, the following confirmation will display and
may be printed for your records:



Viewing the Status of an Application(s):  From the main menu, select “View
Status of Applications.”  To perform a customized search, enter information in
any field or leave blank.  After search criteria entered, one may select “All” or
narrow the selection to Pending, Certified or Denied.

The Date Type may be Start Date, Date Printed, Date Entered, Date Updated,
Date Inactivated, Status Date or Determination Date.



Search results will display and include the current status:

Application Status: Employers with authorization to print certificates and denial
letters may create the print file from this list for all applications fully processed.
The details of the application status may be viewed with details provided for
pending, certified, denied or withdrawn applications including any notes by
Arkansas state WOTC staff.



Forms 8850 Part 1, 8850 Part 2 and 9061 (ICF) may be viewed from the Status
List.



Update 9061 (ICF): If a Denial is determined and entered for an application,
Form 9061 (ICF) may be resubmitted for consideration of additional categories
by selecting the Add Changes button on the Denial Form.





The form to change the 9061 after a denial follows:



Printed certificate.



A confirmation will appear when the resubmission is completed.  Or message
regarding problem(s) with this process.

If you have questions/comments about this site
please e-mail:  ADWS.WOTC@arkansas.gov


