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Keying Applications Overview

Open member record

Update member contract

Add & remove dependents

Change coverage

Add new coverage
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Learning Objectives

Search for member record

Verify member record

Update member information
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Search for Member 
Record
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***IMPORTANT REMINDER***

NEVER use the browser’s back button!
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myMembers

Search here for 

record
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Member Record Search Bar

Search here for 

record
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Verify Member Record
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No Member Record

Indicates no 

existing record
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Existing Member Record

Indicates existing 

record
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Verify Member Record Data

Verify data 

matches app.

Click Edit to 

update info
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Update Member 
Information
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Update Marital Status

Update marital 

status
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Check Employment Status: New

Blank field for 

new employee



Local Employer IYC Application Processing – October 15, 2021 15

Check Employment Status: Existing

Indicates existing 

employee
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Update Contact Information

Update contact 

information here
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Member Record Confirmation

Indicates you 

made changes

Changes in red 

font



Local Employer IYC Application Processing – October 15, 2021 18

Summary

Search: myMembers → myMembers

Verify record: Green vs. Red

Update member information

Reminder: DON’T use back button
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Thank you

wi_etf etf.wi.gov
608-266-3285

1-877-533-5020
ETF E-mail Updates


