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WIN Browses 

 
Objective 
 
Develop an understanding of the WIN Browses 
 
Outcome 
 
Obtain an understanding of the WIN/Worker Profile and browse options 
 
WIN/Worker Profile  
 
The WIN/Worker Profile screen provides information on the WIN and the worker, if any, in the 
WIN.  This screen is similar to the View Position Employee Profile (PEP) screen for employees. 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

 

 
 

Your Action ... System Response ... 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 
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Your Action ... System Response ... 

3. Choose WP (WIN/Worker Profile) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN/Worker Profile screen will 
appear. 
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Browses Options 
 
There are six browse options for WINs.   
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 
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Browse Workers by SSN 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 

4. Choose BS (Browse Workers by SSN) from 
the WIN Browses Menu and press ENTER.  

The Browse Workers by SSN screen will 
appear. 
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Your Action ... System Response ... 

5. Enter the following Information. 
 
SSN: Enter the person's social security 

number. 
Curr/All: Valid values are:   
                                             

        C - Current employees - (all employees in a 
position or workers in a WIN). 

A - All records, both current and historical.           

 

6. Press ENTER. Information is displayed by Worker’s 
SSN, Name, Agency Number, WIN 
Indicator, WIN Number, WIN Entry Date, 
Term Date, and Separation Reason 

7. Choose Display beside the record to be 
viewed and press ENTER. 

The WIN / Worker Profile screen will 
appear. 

 



6281 SPAHRS WIN Browses                               V6 05/08/2019 

_________________________________________________________________________________________________________
____________ 

 Page 8 of 17 

Browse Workers by Name Within Agency  
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 

4. Choose BN (Browse Workers by Name 
Within Agency) from the WIN Browses Menu 
and press ENTER. 

The Browse Workers by Name Within 
Agency screen will appear. 

 

 
 

Your Action ... System Response ... 

5. Enter the following Information. 
 
Agency#: The agency’s four digit number. 
Last Name: The Last Name of the worker. 
First Name: The First Name of the worker. 
Curr/All: Valid values are:   
                                             

        C - Current employees - (all employees in a 
position or workers in a WIN). 

A - All records, both current and historical.           
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Your Action ... System Response ... 

6. Press ENTER. Information is displayed by Agency 
Number, Worker’s SSN, Name, WIN 
Indicator, WIN Number, WIN Entry Date, 
Termination Date and Separation 
Reason. 

7. Choose Display beside the record to be 
viewed and press ENTER. 

The WIN / Worker Profile screen will 
appear. 

 
Browse Workers by Name Within State 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 

4. Choose SN (Browse Workers by Name 
Within State) from the WIN Browses Menu 
and press ENTER. 

The Browse Workers by Name Within 
State screen will appear. 
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Your Action ... System Response ... 

5. Enter the following Information. 
 
Last Name: The Last Name of the worker. 
First Name: The First Name of the worker. 
Curr/All: Valid values are:   
                                             

        C - Current employees - (all employees in a 
position or workers in a WIN). 

A - All records, both current and historical.           

 

6. Press ENTER. Information is displayed by Worker’s 
Name, Agency Number, SSN, WIN 
Indicator, WIN Number, WIN Entry Date, 
Termination Date and Separation 
Reason. 

7. Choose Display beside the record to be 
viewed and press ENTER. 

The WIN / Worker Profile screen will 
appear. 

 
Browse Workers by SSN Within Agency 

 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 

4. Choose AS (Browse Workers by SSN Within 
Agency) from the WIN Browses Menu and 
press ENTER. 

The Browse Workers by SSN Within 
State screen will appear. 

 



6281 SPAHRS WIN Browses                               V6 05/08/2019 

_________________________________________________________________________________________________________
____________ 

 Page 11 of 17 

 
 

Your Action ... System Response ... 

5. Agency#: The agency’s four digit number. 
SSN: Enter the person's social security 

number. 
Curr/All: Valid values are:   
                                             

        C - Current employees - (all employees in a 
position or workers in a WIN). 

A - All records, both current and historical 

 

6. Press ENTER. Information is displayed by Agency 
Number, Worker’s SSN, Name, WIN 
Indicator, WIN Number, WIN Entry Date, 
Termination Date and Separation 
Reason.   

7. Choose Display beside the record to be 
viewed and press ENTER. 

The WIN / Worker Profile screen will 
appear. 
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Browse Active WINS 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 

4. Choose BA (Browse Active WINs) from the 
WIN Browses Menu and press ENTER. 

The Browse Active WINs screen will 
appear. 

 

 
 

Your Action ... System Response ... 

5. Agency#: The agency’s four digit number. 
WIN: Enter the WIN (contractor). 

 

6. Press ENTER. Information is displayed by WIN Number, 
Status, Contract Number, Service 
Type/Desc, SSN, Effective Date and End 
Date. 

7. Choose Display beside the record to be 
viewed and press ENTER. 

The Maintain Worker Information screen 
will appear. 
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Browse Vacant WINS 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WB (WIN Browses) from the 
Maintain Worker with WIN Menu and press 
ENTER. 

The WIN Browses Menu will appear. 

4. Choose BV (Browse Vacant WINs) from the 
WIN Browses Menu and press ENTER. 

The Browse Vacant WINs screen will 
appear. 

 

 
 

Your Action ... System Response ... 

5. Enter the following Information. 
 

Agency#: The agency’s four digit number. 
WIN: Enter the WIN (contractor). 
View Inactive(Y/N): Enter "Y"es to view the 
Inactive WINs as well as the vacant WINs. 

 

6. Press ENTER. Information is displayed by WIN Number, 
Status, Contract Number, Service 
Type/Desc, SSN, Effective Date, and 
Vacant Date.   
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Your Action ... System Response ... 

7. Choose Display beside the record to be 
viewed and press ENTER. 

The Maintain Worker Information screen 
will appear. 

 
WIN Reports 
 
There are two report options for WINs.   
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WR (WIN Reports) from the Maintain 
Worker with WIN Menu and press ENTER. 

The WIN Reports Menu will appear. 
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Current Worker Reports 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WR (WIN Reports) from the Maintain 
Worker with WIN Menu and press ENTER. 

The WIN Reports Menu will appear. 

4. Choose WR (Current Worker Reports) from 
the WIN Reports Menu and press ENTER. 

The Current Worker Reports screen will 
appear. 

 

 
 

Your Action ... System Response ... 

5. Enter the following information. 
 

*Enter Agency number: The agency’s four 
digit number. 

Select Sort Sequence (CHOOSE ONE 
ONLY: The report will always be sorted first 
by agency and then sorted by the order you 
select.  
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Your Action ... System Response ... 

6. Press ENTER. A Batch Job Submission pop up window 
appears which directs the generation of 
the report. 

7. Press ENTER. The system will display the following 
message:  
 
XXXXX XXXXXXXX Has Been Submitted 
Successfully.  

 
Separated Workers Report 
 

Your Action ... System Response ... 

1. Choose EM (Employment) from the Main 
Menu and press ENTER. 

The Employment Menu will appear. 

2. Choose EE (Maintain Worker with WIN) from 
the Employment Menu and press ENTER. 

The Maintain Worker with WIN Menu will 
appear. 

3. Choose WR (WIN Reports) from the Maintain 
Worker with WIN Menu and press ENTER. 

The WIN Reports Menu will appear. 

4. Choose SE (Separated Workers Report) from 
the WIN Reports Menu and press ENTER. 

The Separated Workers Report screen 
will appear. 
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Your Action ... System Response ... 

5. Enter the following information. 

 
From Date: The start date for the selected 
records. MMDDYYYY  

To Date: The end date for the selected 
records. MMDDYYYY.  

Select All Agencies *: Enter "Y" to run the 
report for all agencies or "N" to specify 
agencies to be included on the report. The 
user must have a security level of 3, 4, or 5 
to print "ALL" agencies.  

Agency Numbers *: The agency number to 
be included on the report is required if the 
Select All Agencies blank is set to N.  

Create Download File(Y/N): Defaults to No.  
File Name: System will create the file name if 
create download file is requested.  

 

6. Press ENTER. A Batch Job Submission pop up window 
appears which directs the generation of 
the report. 

7. Press ENTER. The system will display the following 
message:  
 
XXXXX XXXXXXXX Has Been Submitted 
Successfully.  

 
 


