[bookmark: _GoBack]WIOA WEBX INSTRUCTIONS/TIPS
· The WIOA cover sheet must be included with each participant file scanned to Imaging.  
· The WIOA cover sheet options are:
· “Create a New File” - should be selected for newly enrolled WIOA participants.
·  “Carry-Over” - should be selected to identify documents being added to an existing WIOA participant file.
· All items on the cover sheet must be completed.
· All information on the cover sheets should be carefully reviewed before scanning to Imaging.
· Staff should submit request for edits in WEBX to: 
Imaging-Edits@mdes.ms.gov.
A.  Requests must include all of the following:
1. Participant’s full name
2. Complete SSN #
3. Concise narrative description of the problem 
4. Name and phone number of person submitting the request 
5. Multiple corrections should be placed on the WebXtender spreadsheet 
· Documents will be uploaded into WEBX within 24-48 hours.
· After the 24-48 hour time frame staff should review documents in WEBX for accuracy. Any discrepancies should be reported to Imaging-Edits@mdes.ms.gov.




