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Note: The following steps are listed from the employer perspective. A TPA 
must be assigned the WOTC Update and Submit role to complete this on behalf 
of the employer.  

1. From the left navigation on the Employer Homepage, select Work Opportunity Tax Credit. 
From the Work Opportunity Tax Credit drop-down, select Individual Application.  

 
2. On the Welcome to Work Opportunity Tax Credit Application screen, select Continue.  
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3. On the Applicant and Employer Information screen, in the Application Information section, 
enter the applicant’s first and last name in the First Name and Last Name fields. 

 

 

Tip: There are four chevrons at the top of the screen indicating what step of 
the application you are currently completing within MiUI. The highlighted 
chevron indicates the current step. 

4. Enter the applicant’s date of birth in the Date of Birth field.  

 
5. Enter the applicant’s Social Security number in the SSN field.  
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6. Enter the applicant’s address in the Search Address field.  

 

 

Note: The address will begin to populate in the Search Address field, allowing you to 
select the address from the drop-down as you type. Once the address is selected, it 
will populate in the Selected Address field. If the address does not populate, an option 
to manually enter an address will appear. Selecting that option will open a pop-up 
screen where address information can be manually entered.   
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7. In the Employer Information section, note that the information is prepopulated. Verify that 
all employer information is accurate and select Save & Continue.  

 

 

Tip: If the information is not accurate, you can make the necessary changes by 
selecting Account Maintenance from the left navigation, selecting the relevant menu 
item, and making the needed updates.  

 

 

Note: Selecting Save & Continue opens a 15-day drafting window for the WOTC 
application. After 15 days, MiUI will remove the application if it is still incomplete.   
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8. In the first portion of Form 8850 – Pre-Screening Notice and Certification Request for the Work 
Opportunity Credit, verify that the following pre-populated fields match what was entered 
on the Applicant and Employer Information section for the applicant.   
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9. Further down on page one of Form 8850 – Pre-Screening Notice and Certification Request for 
the Work Opportunity Credit, select the checkboxes that correspond to the employee’s 
specific situation.  

 

 

Note: The boxes selected during this step describing the employee’s specific WOTC 
qualifications will determine what supporting documents, if any, will be required later 
in the process.  
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10. On page two of Form 8850 – Pre-Screening Notice and Certification Request for the Work 
Opportunity Credit, verify that the pre-populated fields match your employer information: 
Employer’s name, Street address, City or town, state, and ZIP code.  

 

  



 

L a s t  U p d a t e d :  1 / 3 0 / 2 0 2 6     P a g e  8 | 18 

11. Enter dates in the following fields for when the employer: 

• Gave information to the applicant in the Gave Information field. 

• Offered the applicant the job in the Was Offered Job field. 

• Hired the applicant in the Was Hired field. 

• Had the applicant start the job in the Started Job field. 

 
12. Enter today’s date in the Date field.  

 
  



 

L a s t  U p d a t e d :  1 / 3 0 / 2 0 2 6     P a g e  9 | 18 

13. Select Save & Continue.  
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14. On the Individual Characteristics form (Form 9061), verify that the pre-populated fields in 
the Employer Information section are accurate. 
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15. In the Job Applicant Information section, verify the employee’s name and Social Security 
number. 

 
16. Continue in the Job Applicant Information section and answer the question Have you ever 

worked for this employer before?  

 
17. Continue to the Job Applicant Characteristics for WOTC Targeted Group(s) Certification section 

of the 9061, and verify the Employment Start Date, then enter the employee’s Starting 
Wage.  
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18. In the Job Applicant Characteristics for WOTC Targeted Group(s) Certification section, select 
the Job Position (Title) or SOC (Standard Occupation Classification) drop-down to choose the 
classification for the employee.  
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19. Continue in the Job Applicant Characteristics for WOTC Targeted Group(s) Certification section 
by reading items 12 through 21 and checking any statements that accurately apply to the 
job applicant. When needed, provide additional information where requested.  

 

 

Note: This section of the application begins on page one of the Individual 
Characteristics form (Form 9061) and carries over to page 2.   
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20. Continue in the Job Applicant Characteristics for WOTC Targeted Group(s) Certification section 
by selecting the Employer checkbox in the 23.(b) Indicate who signed this form field and 
entering the Signature Date.  

 
21. Scroll down pages three and four of the Individual Characteristics form (Form 9061) and 

select Save and Continue. 

 

 

Note: You will need to continue scrolling past the last page of the Individual 
Characteristics form (Form 9061) to select Save & Continue at the bottom of the 
screen.  
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22. On the Review & Finalize screen, select Add Document to add supporting documents, if 
applicable.  

 

 

Note: WOTC applications can be submitted first, and supporting documents can be 
added later. There is a field labeled Date Submitting Documents where applicants can 
select a future date to indicate when the supporting document will be submitted.   

If employers are unsure which supporting documents are needed, select Supporting 
Documents to view specific requirements for the WOTC application.  
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23. On the Add WOTC Documentation pop-up screen, choose an option from the Document 
Type drop-down. 

 
24. Select Upload WOTC Document and upload the document from your computer.  
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25. Once the document finishes uploading, select Save.  

 

 

Tip: To delete an uploaded document, select the X next to the uploaded 
document name. 

26. Notice on the Review Application screen, the uploaded documents display as a line-item. In 
the table, MiUI displays the upload date, document title, document type, View Document 
hyperlink, status of the upload, and a trashcan icon.  

 

 

Note:  

• Select View Document to view the uploaded document. 

• Select the trashcan icon to delete the uploaded document.  
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27. Select the I accept the terms above and confirm signatures on the 8850 and 9061 
Forms are on file checkbox.  

 
28. Select Submit.  

 
29. Select Yes on the Submit Application pop-up screen to submit the application.  

 
 

 


