
FLOW CHART FOR KANSAS WORKS/ KEYTRAIN/WORKKEYS PROCESS 

ATTACHMENT B 

 

 

 

 
Client applies for TANF 

Completes WRS 

Registers on line for 
Kansas Works while in 
DCF office. 

Client is already 
registered on Kansas 
Works. Eligibility worker refers 

client to co-located 
WFC by sending the 
ES-4418 electronically 
to dedicated email and 
by giving client a hard 
copy of ES 4418 to 
walk over to the WFC 
office.  
 

Eligibility worker refers 
client to WP proctor 
using ES-4418 
electronic referral in 
DCF office. 

Client is not registered 

for Kansas Works 

WP proctor completes 
at least one module of 
KeyTrain and makes 
sure client has 
completed Kansas 
Works registration. 

WP proctor sends 
filled out ES-4418 to 
Email at CO and copies 
eligibility team in their 
office. 

WFC makes sure client 
is registered on Kansas 
Works and administers 
the KeyTrain. Reports 
results and 
recommendations to 
DCF CO via dedicated 
email  

CO reviews and sends 
ES-4418 to regional 
eligibility /WP case 
managers to approve 
or deny TANF. 

TANF Approved and 
client goes into WP 
orientation 

TANF denied due to 
non-cooperation 

Client mails in or drops 

off application or 

applies on -line 

The EES worker mails a 

copy of the ES-4418 

referral to the client 

and gives them 10 

days from the date of 

referral to contact 

WFC for appointment 


