
Step 1: Complete Employ Florida Registration 

WIOA Follow Up Email Steps 
After submitting the online request form, read the below steps to update your Employ Florida account with all required 

elements: registration, resume, background wizard, work analyzer, and copies of your ID and social security card. 

When completed, contact your nearest center. 

 

Select “Sign In” 

Select “Individual Registration” 

Complete the steps as guided 
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Step 2: Upload or Create a Resume 

Select “Menu” 

This menu will be used in each step moving forward 

Select “Resume Builder” 

Select “Create” or 

“Upload” 

Feel free to create a new one using this tool or 

upload an existing resume 



Step 3: Complete Background Wizard  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “My Resources” 

From your dashboard, select menu, select My Resources 

 

Select “Start 

Background Wizard” 

Follow the steps as guided 



Step 4: Complete Work Interest Analyzer 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Career Services” 

From your dashboard, select menu, select Career Services 

 

Select “Career Explorer” 

Select “Match Your Work 

Interests” 

Select “Mini Form” 

Follow the assessment as guided 



Step 5: Upload ID and Social Security Card 

Select “Upload a Document” 

From your dashboard, select menu, select Upload a Document 

Follow steps for both ID and Social Security Card 

1. Leave Document Description as “None Selected”

2. Type tags to match the document you upload (ID or Social Security Card)

3. Click Attach a Document

4. Click “save” at the bottom


