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Job Center of Wisconsin 
 

April 16, 2009 
 

Correct Procedures for Job Seekers with JCW Registration or  
Password Problems - Urgent! 
 
This is an extremely important message, especially for anyone who works with job 
seekers - workshop presenters, Resource Room staff, JCW Call Center staff, case 
managers, etc.   
 
We have been getting a number of complaints from the DWD Service Desk and DET 
Security regarding information and instructions provided by staff to job seekers who: 
 
• are unable to register, due to Social Security Number, birthdate, or sex  

mismatches, or 
• are unable to update their registration, due to Social Security Number, birthdate,  

or sex mismatches, or 
• who have forgotten their username or password.   
 
Please make sure you read and understand the following procedures, so you can 
provide the correct information to job seekers so they can have their problems 
resolved quickly.   
 
• Job seekers with a JobNet 3 registration or a Job Center of Wisconsin registration 

who get a bold red message when creating or updating their registration should call 
DET Security toll-free at 1-888-513-5633 and press '3' when prompted to make a 
selection. 

 
Do not advise a job seeker who already has registered to create another 
account.  Creating another account will not solve the problem.  NEVER advise 
a job seeker to create a second account. 
 
Workshop Presenters:  
 
1. If a workshop participant is attempting to register or update a registration during 

a workshop, and receives one of the error messages shown on the next page, 
the job seeker must call DET Security at 1-888-513-5633 (press '3' when 
prompted) to have the situation resolved.  This may mean that the job seeker is 
not able to participate in the workshop. 

 
2. If a workshop participant is already registered, do not tell him to "register again" 

so he can follow along during the registration portion of the workshop.  A job 
seeker attempting to register a second time is going to create a problem for 
himself and will be unable to create a JCW Résumé/Work Application until the 
problem is resolved. 



The messages that job seekers will see if there is a problem with their registration 
are:  
 

 
 

 
 

• Do not allow job seekers to use your email address when creating an account 
(username and password).  The DWD Service Desk learned this week that some 
staff allow job seekers to use the staff person's email address when creating an 
account.  This does not help the job seeker.   
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If the job seeker forgets his password, he will need to know your email address to 
recover his password.  Even if he does know your email address, he will not be able 
to recover his password because your email address is tied to your username and 
password.  The job seeker will get a message stating that there are multiple 
accounts using the same email address, and to call the DWD Service Desk.  Neither 
you nor the job seeker will be able to recover your password using your email 
address. 
 

 
 
An email address is not required in order to be able to create a username and 
password, nor to register. 
 
An email address is required to create a JCW Résumé/Work Application.  If you or 
the job seeker knows that he will be creating a JCW Résumé/Work Application, 
encourage him to set up a free email account.  There are a number of free email 
services available to customers.  We have found that Gmail.com, yahoo.com, and 
hotmail.com work well.  Additional free email services can be found by searching the 
internet using "free email" as the search criteria. 
 

• Job seekers who have forgotten their username and/or password should call the 
DWD Service Desk at 608-266-7252. 

 
Thank you for your cooperation in providing correct information to 

our job seeker customers. 
 
 ======================== 
 
This message has been posted to the web site (http://www.wisconsinjobcenter.org/jobnetbiz) that holds 
the JobNet Business announcements.  The archive holds the current edition, and all previous editions. 
 
These editions are delivered in Adobe PDF format for online reading or downloading.  The web site has a 
link to the DWD Viewers Download Page (http://dwd.wisconsin.gov/viewers.htm) to find links to software 
which may be necessary to view the publications. 
 
To subscribe or unsubscribe from this list, visit http://www.wisconsinjobcenter.org/signup. 
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