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1. What forms do we need to complete to get access to the Outcomes Dashboard Custom Program in WF1? 

The following is needed from your organization to be connected to this resource: 

 

If your agency currently uses WF1 for other funding sources (WIA, DEED Equity Grants, MFIP, etc.), you will 

need to complete an Access Form for each staff who should have access to the United Way Custom Program (this 

includes one system administrator who will have expanded rights, and any staff responsible for data entry). Once 

DEED/MNIT staff has assigned access to the individual users, staff users are able to select “United Way Custom 

Program” to enter and maintain consenting participant information.  

 

If your agency does not currently use WF1 at all, you will need to complete the following steps: 

a) Your agency will need to submit the WF1 Data Use Agreement for United Way Contractors to DEED.  

 

b) Once the Data Use Agreement has been signed and submitted, you will need to submit an Agency and 

Location Addition Form to WF1. Select Agency Addition to get started on the form. DEED should process 

this form within several business days. 

 

c) Once the Agency Addition form has been submitted and processed by DEED/WF1, you will need to complete 

an Access Form for each staff who should have access to WF1 (this can include data entry staff, case 

managers with data entry responsibility and anyone reviewing/correcting data entered by other staff). 

 

Find WF1 access forms HERE. Or visit www.mnworkforceone.com; scroll to the bottom and choose 

“Forms”. 

 

*Note: On the Access Form, select “I know the Access Group I want to request”. On the full form, select 

the following for Access Group: 

- For users whose role is to provide case management or data entry, select “Case Management 1 – ETP”. 

- For users whose role is to review/correct data entered by other staff, select “Agency System Management 2 – 

ETP”.  

 

*Note: In the comments section, please reference needing access to the United Way Custom Program.  

 

2. Our organization is new to WF1, are there any trainings for our staff to attend?  

Yes, once a user has access to WF1, they can find recurring training opportunities hosted by DEED to familiarize 

themselves with the system. After logging in, users should be able to go to Resources/Staff Training to find and 

register for upcoming opportunities. We strongly recommend attending this formal training to help you gain 

familiarity with WF1 overall. 

 

3. What participant information must be entered into the United Way Custom Program in order for us to 

have an Outcomes Dashboard? 

United Way developed a manual for their community partners to use in entering information. That manual can be 

found here. The manual provides step-by-step instructions as well as an overview of all of the information that is required in 

the Snapshot of Essential Data (p. 5-6).  

 

4. How do we get access to our Dashboard?  

Greater Twin Cities United Way produces agency-level Outcomes Dashboards by using anonymized participant 

information entered into WorkforceOne and quarterly Unemployment Insurance payments (referred to as “wage 

detail”) made by employers to the State.  There is a delay in the wage detail being updated by the State; typically, 

the most up to date wage detail data in the Outcomes Dashboard covers earnings from two quarters (six months) 

previous. For instance, Hector enrolls in your Customer Service Training Program on May 15, 2017 and a staff 

user enters his participant information at enrollment (with his consent) on May 30. When United Way updates the 
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Outcomes Dashboard in July, it will include Hector’s earnings from the second quarter 2016 through the first 

quarter of 2017. 

 

Each organization will receive a link to the login page for the Outcomes Dashboard, a login and password for 

their organizations dashboard. The login information will be sent to the contact you provided for the Equity 

Workforce Network. Once logged in, you will be able to view only your program’s specific dashboard, and the 

aggregate information for all participating agencies. United Way and Equity Works will send announcements to 

contacts when the Dashboard has been updated. 

 

5. Our agency currently enters participant information into WF1 in compliance with our funding streams. 

Will this information be included in our Outcomes Dashboard? Will we need to enter information for the 

same participant multiple times? 

Only information on consenting participants that is entered into the United Way Custom Program will be included 

in the Outcomes Dashboard. This is for two reasons: WorkforceOne is built around funding streams and data 

privacy protections prevent the State from “sharing” participant records across funding streams. However, if the 

client already has a record in WF1, general enrollment information will transfer over once the participant is 

“added” to the United Way Custom Program. Specific enrollment information needed for the Outcomes 

Dashboard that is not consistent with other funding streams will need to be added manually as well as program 

participation.  

  


