Create Application, Eligibility, Enrollment, Appropriateness,
Employment Plan for OJT and WIA Dislocated Worker

After receiving the customers eligibility documentation as required in the Policy and Procedure
Manual and upon placement in an OJT opportunity, the case manager should proceed to enroll
the customer in Toolbox 2. All job seeker information must be completed before proceeding to
the eligibility screen. Working with the customer, complete the appropriate Assessment Screens
to assist the customer in identifying employment related strengths and weaknesses. Each
customer’s circumstances will vary based on their education and experience not all of the
assessment tools will be necessary for every customer.
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Figure #1: Seeker Info Screen

1. Locate and open the Job Seeker record.
2. From the Seeker Info tab, check the “Actual Enroliments” section to verify a Core enroliment.

3. Click on the Eligibility speed button & .
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as the Primary Employment

Figure #2 - Eligibility Tab — Application Screen

1. Once you click on the eligibility button, a pop-up box will appear, asking you to assign a Primary
Employment Counselor.
2. If you are going to be the Primary Counselor working with this individual, click “YES”.

If you are not going to be the Primary Counselor, you can click No and a pop-up box will appear so you
can select a different staff person to be the Primary Counselor.

(NOTE: If Primary Counselor is already assigned, this pop-up will not appear)
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%A Eligibility -

Application l Eligikaility Waiver Enraliment
Birth Date: 03131334 | Ul Status [Active Crested Of:
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Whiat is the approximate total household ] Of these family members? Per Month
iti ' ) " .
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Do wou have a disabilty that is a barrier to employment? | Mo - 3
Are you homelesz? If *es, live in sheter? I:I
. If ‘es
#re you a Dislocated Worker? :I Letter from employer? I:\ Layoft Date
Employer / Company name? |
Are you receiving of have you received in the past 6 months: Food Stamps? I:I
Are you s PELL Grart recepiernt? I:I
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Figure #3 - Eligibility Tab — Application Screen

1. On the application tab, notice the Primary Counselor has now been assigned. The name and
phone number of the Primary Counselor appears in the title bar of the screen.
Birth Date and Ul Status are populated based upon the information in the Seeker Info screen.
3. Enter information in all fields on the Application tab based upon the job seeker’s status, as
indicated in the steps below.
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Applicatiun{ Elighity ~~ Waiver Enrollment

3 2
Bitth Date: 03050 975 Ul Status: [Active < Created Dt 06 4/11
Hawy mamy family members refated by blood or marriage live in syour household? # of dependents 18 and under, | 1
What iz the approximate total household eamed income of these family members? 0 PerManth

Figure #4 - Eligibility Tab — Application Screen

1. Enter the number of Family Members living in the household.
2. Enter the number of Dependents that are 18 or under.
3. Enter the Monthly Earned Income of these Family Members.

. .
It o 5
tizen? ’—4/
e Al Registraton £ Are you authorized o work infhe 157

Figure #5 - Eligibility Tab — Application Screen

4. The U.S. Citizen field is populated based upon information from the Seeker Info screen.
5. The Alien Registration information is also populated from the Seeker Info screen if

applicable.

6 ) | ' 7 :
Currery Erploye? I ¥es, are you at isk of losing your curtert level of income? E_
RegisterethSelectiveSewiﬁ?' Ves v IfYes, Registration & 7501953149WS&|&¢‘[W& berwcei 9

8 — =

Figure #6 - Eligibility Tab — Application Screen

6. The Currently Employed field is populated based upon information from the Seeker Info
screen.

7. The question, “If Yes, are you at risk of losing your current level of income”, this question
will need to be completed if the “Currently Employed” question was a “Yes”.

8. Complete the Registered With Selective Service field if the job seeker is a male 18 years or
older.

9. Enter the Selective Service Registration # if “Registered with Selective Service” field is “Yes”.
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Figure #7 - Eligibility Tab — Application Screen

10. The “Do you have a disability that is a barrier to employment?” field defaults to “No”. Click
the arrow to change to “Yes”, if applicable.

11. The “Are you homeless?” field defaults to “No”. Click the arrow to change to “Yes”, if
applicable.

12. If the “homeless” response is yes, answer the question “If Yes, live in shelter?”. Click the
arrow to respond “Yes “ or “No”.

13. To answer the question “Are you a Dislocated Worker?” click the arrow and select “Yes” or
“No”.

14. If the response to the “Dislocated Worker” question is “Yes”, complete the fields for “Letter
from employer?”, “Layoff Date” and “Employer/Company Name?”.

Ate vou receiving ar have yau received inthe pagt & months: Foad Stamps? 15
16
Are you & PELL Grant recepient? 18
17
W the customer uniable to schieve self-aufficiency after recelving core services?
Wt is your emplayment chigctive? Ta obtain enployert. =
ihat i yaur employment or training negd? Need same aulonsl raing. 21 :
19
>0 Completed Ot {08151 Record anﬁ ﬂﬂ -]- Add ‘ @Save ‘XCancel

Figure #8 - Eligibility Tab — Application Screen

15. “Are you receiving or have you received in the past 6 months: Food Stamps?”, click the
arrow to answer Yes or No.

16. “Are you a PELL Grant recipient?”, click the arrow to answer Yes or No.

17. “Was the customer unable to achieve self-sufficiency after receiving core services?”, click
the arrow to answer Yes or No.

18. “What is your employment objective?” , type in the objective .

19. “What is your employment or training need?”, type in the information.

20. Complete Dt: double click in this box and today’s date will appear.

21. Click Save .
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Application i

Birth Date: [10v231 588 | Ul Status: Crested Dt |

Howy many family members relsted by blood or marriage live in your househaold? # of dependent= 18 and under:
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Wz itz [_ Alien Registration #: : Are you authorized to woark in the LS 7 E ]
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Do you have a disability that is a ba

Are you homeless?

Are you a Dislocated Warker?| Yes

Are you receiving or have you rece
Are you a PELL Grant recepient? Mo -
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To abtain employment. @
Meed same additional training. ﬂ

‘What iz your employment objective?

What iz your employment or training need?

Completed Ct: Record f E E m l+ Add ] l@;} Save ”x Cancel

Figure #9 - Eligibility Tab — Application Screen

1. A pop-up box will appear indicating that the “Application record will be frozen for 30 days.”
2. Click YES.

NOTE: Once this Application is frozen, the information cannot be changed. If a wrong entry
needs to be corrected, a new Application will have to be created before completing the Eligibility
screen.
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Application Eliggikility Waiver Enroliment

Birth Date: [10/251935 @ Ul Status: |Active Created DE (05 511
H mily members relsted by blood or marriage live in your household? 3 # of dependerts 18 and under: 1
approximste total household earned income of these family members? i] Per Morth
If M

5. LiizZen? - ; istrati i i
U5, Citizen? Ve Alien Regiztration #: ’7 Are you authorized to wark in the .57 I:I

Currently Employed? It *¥ies, are you at risk of losing vour current level o income? [ |
Registered With Selective Service? If Yes, Registration #| 7501963149 | L1 Selartive Service

Do wou have a dizability that i= a barrier to employment? | Mo -

Are you homeless? If ¥es, live in sheter? :\
. If ez
Are you a Dislocated Worker? Letter from employer? Laynff Date|05/22011

Employer § Company name? |The Greenbriar

Are you receiving or have you received in the past § months: Food Stamps?
Are you a PELL Grart recepient?
Was the customer unakle to achieve self-sufficiency after receiving core services?

What is your employment objective? ‘TU ohtain employment. o
Wihat is your employment of training nesd? [EEd S0me addtional training. =
1 Completed Ot: [021511) Recard | 1af [ 1 ﬂ ﬂ = Add | % save | 3 Cancel

Transaction complete: 2 records applied and saved.

Figure #10 - Eligibility Tab — Application Screen

1. The Application is now Saved. You can verify this by looking at the Completed Dt field and
also the Information Bar, which indicates the record is saved. You are now ready to proceed
to “Eligibility”.

2. Click on the Eligibility tab.
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— ren[ra(0 (b aw | (e | Xowed |

Figure #11 - Eligibility Tab — Eligibility Screen

Auto populated fields: The following fields are populated from information on the Seeker Info

screen.

1. Date of Birth
2. US Citizen

Auto populated fields: The following fields are populated from information on the Application

screen.
3. HH Have Dep Child (<18)
4. Homeless
5. Registered — Selective Service
6. Service #
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Figure #12 - Eligibility Tab — Eligibility Screen

Personal

1.

Disability Status: Click the arrow to select the applicable choice.

2. Single Parent: Click the arrow to choose “Yes” or “No”.

3.

Status

4.
5.
6.
7.
8.
9.

DWD Training and Technical Support

Limited English: Click the arrow to choose “Yes” or “No”.

Vet Status: Click the arrow to select the applicable choice.

Employment Status: Click the arrow to select the applicable choice.

Ul Claim Status: Click the arrow to select the applicable choice.

Current Education Status: Click the arrow to select the applicable choice.
Highest Grade Comp: Click the arrow to select the applicable choice.
Dislocated Worker: Click the arrow to choose “Yes” or “No”.
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Mat Digakled

Mot 5 Veteran
Unemployed
Claitharit

Mot Attendin...

[

Figure #13 - Eligibility Tab — Eligibility Screen

1. While the WIA eligibility box will be green, the WIA Adult section is not addressed in this desk
aid.
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WIA DW
1. Category: Click the arrow box and select
2. Layoff Date: Enter the job seeker’s layoff date.
3.
4. Complete the NEG section based on

Dizplaced Homemaks

Wt O [ Incdividual lsyoff
1= ftajor Layoff
Layoff [ Self-Employed
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Figure #14 - Eligibility Tak/~ Eligibility Screen

Mass Layoff: Click the arrow and scrolf through the list to select the applicabl

Application Eligibaility I WyEiver Enralimerit
Eligibility | 1
Persomal [~ s il Dy A ‘
Dete of Bt 0231 sse $ oone | categary (veior Lot <]
. _ us .Citizen:-\(es - Recelving CAP: Layoff Date: 0522 2
Alien Redistration 2.2 Receiving GARCAS 4 Mass Layaft.
Disability Status: ot Disabled = FOOD STAMPS/SS! hd
HH Have Dep Child(=18): Family Size:| ‘o 3
Single Parent: Semi-Annual Income:
Limited English: Annual Income:
[ Low Income v|
Status [ -
‘et Status:| ot o veteran | || FEsistered - Selective Service: o
Employment Status: Service #75.0196314-3 :
- R — 2=
Ul Claim Status: : e il
Current Education Status:| ot sttendin. . - &) Selective Service [ Out-of-Schodl
Highest Grade Comp:| High Schoal..
Dislocated Workes:
Homeless:[ryg =] o Check Werifiation
App Completed Date: (e 5111 | Eligibiity erif Date: I:l Record | 1(of | 0 (YR | {% save |Ix Carcel

e applicable choice.

structions below.

20100044 - Mew Breed Logistics, IMC
20090033 - Mew Breen Logistics, Inc.
20100008 - Moranda Aluminum Halding Carp

20110011 - Mordyne

Rec 20090065 - Mordyne, Inc

wing et LILLIY AN - LAMAR 2007

D3 1470 - O'Sullivan - Lamar 2005

F 1672 - ORTECH (. b.a) - Yushin USA, Limited i

[ ¥

Py

T T
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Disability Status:| ot Dizabley =
HH Have Dep Child(=18): [ves =)

Single Parent:
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Status [

Vet Status;

Employment Status:

Ul Claim Stetus:

Current Education Status:
Highest Grade Comp:

Dislocated Worker:
Homeless:

Application Eligikility I Wgiver Entollment
Eligikility |
Personal [ WA
Date of Bith: 10251 958
US Citizer:
Alien Registration &8 [

Receiving GARCAS

Semi-Annual Incame:

éﬂ Selective Service

v, iy [

Category: | Major Layoff -
Layaff Date: jnsi2M 1
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% Income

Receiving CAF:
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Family Size:|
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Waiver:
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[ Cut-of-Sehool
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3

Figure #15 - Eligib

1. Employer: Double-click in the box ;
find “Statewide OJT-NEG”.

2.

3. Click Check Verification.

AitsteTEWDE OJT-NES% /|
Emplower

STATEWIDE OJT-MEG

DWD Training and Technical Support

App Completed Date: [ng 5011 Eligibility Verif Date: Recgfd |10t [0 4 P

Al

| @Save | #Cancel

ity Tab — Eligibility Screen

d enter the word “statewide” or scroll throughfthe list to

Grant Number: Click the arroy and select “M0O33 Statewide QIT-NEG”.

Employer
PROGRESSIVE MOLDED,

THORMGATE LTD

BTN I W TY TN N

4

MC34 Severe Storms, Tornadoes & Flooding 2011
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&1 sl K]

[ [eteram Status

iCapy of MO Driver's License

Comvortotierstiomee ¥

Figure #16 - Eligibility Tab — Verification Screen

General
1. Each of the white boxes needs to be checked to attest to staff verification. (Identity,
Citizenship/Employment Status, and Age)
2. Enter the documentation type used to verify the information in the comment box below the
checkboxes.

WIA / WIA Adult/Youth
3. This section can be skipped if not enrolling them into WIA Adult.

WIA Dislocated Worker
4. Each of the white boxes needs to be checked to attest to staff verification. (Dislocated
Worker Status, Layoff Date)
5. Enter the documentation type used to verify the information in the comment box below the

checkboxes.
6. Click Save.
7. Click Close.
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=
Major Laryoff
052211

1634 - O'SULLI... 2
Mot Disakled

STRTEMDE OJT-MEG
MO5FE STATEWIDE OJT-MHEG

Mot a Weteran

Unemployed

Claimart
Mot Attendin...

Figure #17 - Eligibility Tab — Eligibility Screen

1. Before continuing, look at the WIA DW box. Ensure that the WIA DW box has a GREEN BOX and
a CHECKMARK before saving the record.

2. Before continuing, look at the NEG box. Ensure that the NEG box has a GREEN BOX and a
CHECKMARK before saving the record.
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05722111

Mat & Yeteran

Unemploved 5-0196314-9
Claimant

Mot Attendin...

0815011 B [_[_ ﬁ [f.w——[i

Figure #18 - Eligibility Tab — Eligibility Screen

1. Eligibility Verif Date: Double-click in the box and the current date is entered.
2. Click Save.
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Major Layoff
057221
1634 - Q'SULLI...

ETEMDE CUT-NEG
133 STATEWIDE QUT-MEG

This record will be frozen! Do you want to continue?

Unempaloy
Claimani

Mot Attendin...
High Schoal..

Yes_|v]
[
at Disabl
ves =
ves I=
No =
Unempioy
Ciaimart |
Nt Attendin... =
Hiah School...
Yes [v]
(CEEY

Figure #19 - Eligibility Tab — Eligibility Screen

1. A pop-up box will appear indicating the record will be frozen.
2. Click Yes.

NOTE: When the Yes button has been clicked, changes can no longer be made to this Eligibility
record. If the record needs to be changed, a new Eligibility record will need to be created before the

enrollment is created.
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2 Dizlocated Worker

Mational Emergency Grant

ADULT CORE
& DISLOCATED WORKER CORE

iy |

Figure #20 - Eligibility Tab — Enrollment Screen

Eligible Enrollments

1. Click in the box next to WIA Dislocated Worker and WIA National Emergency Grant.
2. Click Enroll.
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FRhe BECKS® « v m

Application Eliggikility Whigiver Enroliment [ 3
Eligible Enrolimerts
| DD Eligibility | Referral System Programs | Ref Ot | D D |Teen|Twn
| = M | | | T2 o searchma
| . m | | | o =
r | = | | | [l [ Show Closed
L | z Cther Potertial DWVID Procrams
Werity Date: r i M
o 1= — Delete
* Enroll
Actual Enrollments
| Program |Star1 Ot | End Crt | Teen  Two | Outcome
WA ADULT CORE TN - S ..
il DISLOCATED WORKERZORE / o7rr1i ]| r |
il Dislocated Worker [ 034 501 | - | [ g d
nel, Mational Emergency Grant | MO33-STATEWIDE OJT-M 0841541 | r | 2
| | | B
| - -/
[ External Counzelor @ Save | 3 Cancel |

Figure #21 - Eligibility Tab — Enrollment Screen

Actual Enrollments

1. The WIA Dislocated Worker and WIA National Emergency Grant/MO33-Statewide OJT-NEG
enrollments are seen in the Actual Enrollments section, along with a Start Date.

2. Click Save.

3. Click on the Employment Plan speed button.
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The Appropriateness tab screen must be completed to determine if a customer is appropriate for
training program.

Enrollmert Aopropristeness I Employment Plan Deonress Closures
General l 1
Iz the customer unsuccessful through intensive services Yez | |Darrylisin need of this training to achieve self-sufficiency.

and iz in need of training services?

RD

.

Has the customer explored grant resources and requires :
ves w| |Thereare no other OJT funds availshle.

assistance beyond what iz available thraugh thol

resOurces?

Dioes an evaluation of the customers skils, abilitii It has been determined that through an sssessment

Employment Plan indicate that they can complete training Choices, TABE], that Darryl has the skills and kil plete the | —

LT
!3 the training program linked to employment opportunities Yes v | |LBC Company has sgreed to retain l“ylaﬂer syfcessiul completion ||
in the local ares? of the 0T assignment. =
-

SIS GRS ) (et (e e e e e Yes = | |ABC Company meets all the WL, requirﬁents to zerve az an OJT =

training provider list? emplaver e
plotyer. B

5 NOTE 6
4 \
\ Training Services must /
Completed Date: 051611 pe addedto plan by:  [11/14711] Record [ 170t 0 ﬂ ﬂ & Add | {:3! Save | 3 Cancel

vk wnN R

NOTE:

one.

Figure #22 - Employment Plan Tab — Appropriateness Screen

Click on the Appropriateness tab.

Click the drop down box and select “Yes” or “No”.

Enter a description in the text boxes regarding each question.

Enter a Completed Date by double clicking in the box.

The “Training Services must be added to plan by” automatically defaults to 90 days in the
future. (If training services need to be entered after the date this screen must be completed
again.)

Click Save

If the Appropriateness tab has been completed previously, click the Add button to create a new
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Darryl iz in need of thiz training to achieve self-sufficiency.

m_] There iz no other OJT funds avsilable.

ent (i.e. Workkeys,
Rhilities to complete the

successful completion

0 Serve as an COJdT

Figure #23 - Employment Plan Tab — Appropriateness Screen

1. A pop-up message appears indicating that the record will be good for 90 days.
2. Click “Yes”.
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Darryl iz in need of this training to achieve self-sufficiency. };
v

There iz no ather QJT funds availsble.

It haz been determined that through an assessment (ie. Workkeys,
Choices, TABE), that Darryl has the skillz and abilties to complete the

ABC Company has agreed to retain Darryl after successful completion B
of the OJT assignment. =

=)
ABC Company meets all the WA requirements to serve a5 an OJT (o
employer . [

ion complete: 1 rec pplied and

Figure #24 - Employment Plan Tab — Appropriateness Screen

1. Shows that the record has been saved.
2. Click on the Employment Plan tab.
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Employiment Plan

[ |Show Closed Services [

A 315091 00%
+ Justification:
OMET Title
oo

De
Objedive:l

Service:

JO g Howrly s

osed Tasks  EO Notice:|: Plan: of E[E

*Start Date:
LIe 8

* Goal:

End Date:[:] Ou‘[come:[:
Comments:

) Commerrts” B Werification

[m Schedule ] [@ Prirt Flan l [-l- [y Planl ’— el Plan H@' Save ”x Cancel ]

'§ Payment ) DESE

Figure #25 - Employment Plan Tab — Employment Plan Screen

1. Select an ONet by double clicking in the ONet field.

2. Choose the ONet that you want to select by clicking on it (this will highlight it)

3. Click OK

NOTE: When none of the choices listed are what you want, click “Cancel” and the following pop-up will

appear

e Connecto

Job Tille:[welder  Exists In 7y Search

® contains All
Occupation | DOT Titles
ilelerFitters (51-4121.03) & hevelder, Experimertal
iellers, Cutters, Solderers, and Brazers (514127 jelder, Explasion
elcler, Prochuction Line:
elder, Tack

| Qccupation:

" Wielers, Cutters, and VWielder Fiters (51-4121.06)
1y Select

elcer, Gun

Description

eldler Apprertice, Combination
elcler, Cambiniation

4

Relsted Occupations: Lay Thles
= |APPRENTICE WELDER
BLITT WELDER

.| e wELDER

| |GETTER WELDER:

| [LapwELDER

MET AL YWELDER:

Ok ACETYLENE WELDER

5

X Cancel

]
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Figure #26 - Employment Plan Tab — Employment Plan Screen

ONet is now populated.

Goal: Type in a goal for the job seeker.

Justification: Type in the justification reason to explain the goal entered.
Objective: Double click in the Objective field

el

DWD Training and Technical Support
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Adding the Assessment Service

==elect an Objectives |

Figure #27 - Employment Plan Tab — Service lookup Screen

1. Click the Objective box
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By Ohjective l Service Tree Hey Word Alphabetically

DRIECtive!| -calect an Ohjectives

Setvice Definition

Bazic Education
Employment-Related Education
Jaob Search Aszsistance

Life Skills

Supportive Services

_Wn:nrk Site Learning

[»
| ¥

1]
1]

{:??Selem | ’B Close

Figure #28 - Employment Plan Tab — Service lookup Screen

1. Highlight the Objective needed by clicking on it.
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1
201 Comprehensive Assessment ‘ - Crestion of a documented strategy, which uses

FLll Development of an Individ Emg Plan | information gathered through self-assessment,

inttial azzes=ment and comprehensive
azzessment, to identify the employment goals,
appropriste achievement ohjectives, and
appropriste combination of services for the
customer to achieve the employment goals .

20514 Caze Management
405 WA Planned Gap

Figure #29 - Employment Plan Tab — Service lookup Screen

1. Highlight the Service/Activity needed by clicking on it.
2. Click Select
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03/16M1
1-4121 06 elders, Cutters, and Welder Fitters

To weark s & weelder,

=

Lz training alreacy receive Rin additional skills a5 = welder. B -
LMl T

S
ssessmert & S o0& 611
2012 14, Full Devveldment of an Inci- e
[ [

« N
I S

Figure #30 - Employment Plan Tab — Employment Plan Screen

1. The Objective and Service now displays in the boxes.
2. Start Date: Automatically enters the current date.
3. Click Save

NOTE: Staff has the ability to backdate a service 7 days — be careful as the service date should not
precede the enrollment start date
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CFAzzezsment
|—2D2 WA Full Developmert of an Indivicd E

To weork as a welder.

|Use training already received and gain acddit p \'ﬁ'l -
S

ional skills as a welder.
Sszessment TR

202 ¥4, Full Development of sn Inci- ]

Figure #31 - Employment Plan Tab — Employment Plan Screen

1. The service is now saved to the Employment Plan and it now displays in the Employment Plan
tree.
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Adding the “302 On-the-job Training” Service

A
==elect an Objectives

Figure #32 - Employment Plan Tab — Service lookup Screen

1. Click the Objective box
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By Ohjective Service Tree Hey Wiard Alphahetically

Objective: _=oiect an Objectives ==
Service Azzessment Service Definition
Easzic Education

l— Dizaster Recover

Employment-Related Education 1

| ¥
[ ¥

Job Search Azsistance

Life Skills 1

I—
Suppottive Services -
I—.

1
4

{E}'Selem | ’8 Cloze

Figure #33 - Employment Plan Tab — Service lookup Screen

1. Highlight the Objective needed by clicking on it.
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Employment-Related Educstion .
1

301 Occupational Skils Training (AT |~

On-the-jok Training

303 Wiorkplace Training and Cooperative Education |
304 Skillz Uparading and Retraining |

305 Entrepreneurial Training

306 Job Readiness Training
207 Adult Education and Literacy
208 Private Sector Training Programs

309 Customized Training

Figure #34 - Employment Plan Tab — Service lookup Screen

1. Highlight the Service/Activity needed by clicking on it.
2. Click Select
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[

CFAssessment

Azzessment . . L 20244, Full Development of an Individ E
02 wld Full Development of an In

mploymert-Rekated Educdh >
02 On-the-jok Training
B23543

Figure #35 - Employment Plan Tab — Employment Plan Screen

The Objective and Service now displays in the boxes.

Start Date: Automatically enters the current date.

JO #: Enter the OJT Job Order number (client must be listed as a referral to this job order).
Hourly Wage: Enter in the hourly wage for this OJT job order.

Click Save.

vk wN e

NOTE: Staff has the ability to backdate a service 7 days — be careful as the service date should not
precede the enrollment start date
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Azzessment

|—2E|2 Wl Full Developmert of an Individ E

Toweork as & welder
Emplayment-Related Education

|—3IZI2 On-the-job Training

Uzse training already received and gain additional skills as a welder.

~
) |

Azzezszment 031611

202 WA, Full Development of an Indiy ‘l

A

081811
[

0

Figure #36 - Employment Plan Tab — Employment Plan Screen

1. The service is now saved to the Employment Plan and it now displays in the Employment Plan
tree.
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[
- Assezzment
Azsessment ]

4 |—202 Wld, Full Development of an Individ E
20218 Full Development of an Incl

_ Employment-Related Education

|—302 On-the-jokb Training

02 Cn-the-job Training

9F23548 14.00

Employmert-Related Education

Figure #37 - Employment Plan Tab — Employment Plan Screen

1. Add additional services by clicking in the Objective box or clicking on Add Service.
2. Print Plan: Click this button to print the Employment Plan.
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Ending Employment Plan Services

% Date List of Values

Azzessment

|—2D2 WA Full Development of an Individ B
Employment-Related Education

I—SDQ On-the-job Training

Figure #38 - Employment Plan Tab — Employment Plan Screen

1. End Date: Double click in the box to get the calendar or you can type in the End Date
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Employment Plan

[ |Show Closed Services | |Show Closed Tasks  EO NDﬂCEZ‘:] Plan: of [I][E

Azsessment
 Stort Date: Closed || | Loz e, Full Development of an Individ E
SOMet: [51 412 .DB] [Welders, Cutters, and Welder Fiters _] Employmert-Related Education
 GO3l T work as & welder @l L 302 on-the-job Training
* Justification: | se training alresdy received and gain additional skils as a -
LHI
%
Objective: s zzessment | Start Date:
Service: 202 yia, Full Development of an Indi HDU"SZ[:] S—

JO#E Haurly Wyizge:
g Vg |—J Did Mot Comply

Service in Errar

1
End Date: 0516411 | Outcoms: 2
Ohjective: Employmert-Relsted Education | Start Date:
[ schedule @ PrintPlan = New Plan — DelPlan /™ Save Find oK | cancel
4 3

Figure #39 - Employment Plan Tab — Employment Plan Screen

1. Double click in the Outcome field and select your choice by clicking it.
2. Click OK.
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Azzeszment
|—2D2 WA Full Development of an Individ E
Employment-Related Education

To work as & vweldst. = Lamg On-the-job Training

Usze training already received and gain additional skills as & welder.

Azzeszment |

20214, Full Development of an Indi

0516111 Completed

Employment-Related Education |

Figure #40 - Employment Plan Tab — Employment Plan Screen

1. End Date and Outcome fields are now completed.
2. Click Save.
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Azsessment
03M6M1 |—202 WA Full Development of an Individ Ei

elders, Cutters, and Welder Fitters Employment-Related Education
|—302 On-the-job Training

To wark a3z & welder.

Use training alread

Azzessment

202 WA, Full Developme

08M6M1 Completed

Employment-Related Education

Figure #41 - Employment Plan Tab — Employment Plan Screen

1. A pop-up message appears indicating that closures are permanent.
2. Click OK to save the changes made.
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SFEmployment-Related Education
05M6M1 | | |—302 On-the-job Training
21-4121 .06

i

Lze training alresdy received and gain additional skils as a welder

Employment-Related Education |

02 On-the-jab Training

9823545 14.00

Figure #42 - Employment Plan Tab — Employment Plan Screen

1. The Service (202 WIA Full Development of an Indivd Emp Plan) is no longer listed in the service
and service tree area.
2. Click the Show Closed Services box to see the closed services.
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[

SFAzsessme

|—2D2 Wils, Full Development of an Individ E

31-4121.06

Employment-Related Education
|—302 On-the-job Training

051611 Completed

Empaloymert-Felsted Education |
302 Cn-the-job Training ]

Figure #43 - Employment Plan Tab — Employment Plan Screen

1. Closed services are now displayed.
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Employment Plan Closures Tab - Ending Services and Enroliment

Enraliment Appropristeness  Employment Plan Frogress Closures [

Services
[ Show Closed Services

| Service | Start | Encl | Qutcome | Closure Comments

On-the-job Training B -

Employment Plan
Staprty Encd

Date Diate Reason Plan Close Comments
[mE1 6111 [

Enralliments

[ Show Closed Enroliments

| Program | Start | End | Outcome | Comments |Teen|Tw0
1412 DISLOCATED WORKER COREJ07/11:11 =
W4 Dislocated Warker a5 | [ [ . D
i Mational Emergency Grart  |05A5A1 | [ [ (]

File: Location Archive Comments

| @ Save | 3 Cancel |

Figure #44 - Employment Plan Tab — Closures Screen

1. Screen shot of Closures tab
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Enroliment Appropristeness . Employment Plan Progress Closures [

Services
[ Showe Closed Services

| Service | Start | Encl | Outcome | Clozure Comments

On-the job Training__Jus 1 I

I I I I
| T 1 ~, [
| 11 | |
I I I I I
I I I I I

EmaprltoymeErtnEIan

Drate Drate Reasan Plan Cloze Comments
(0 6011 |

Enraliments

3 a [ Show Clozed Enroliments

| Program | Start | End l_, Cutcome Comments |TBEI‘I|TWD
Wl DESLOCATED WORKER CORE (074141 | /:' e
w4, Dislocated Worker [ogm5m1 | ‘ [ . D
W Mational Emergen e 0 M1 |

File Lacation Archive Comments

| @ Save | 3 Cancel |

Figure #45 - Employment Plan Tab — Closures Screen

1. Enter in the End date or double click in the field to bring up the calendar and enter the End date.
2. Outcome: Double click in the field and select the appropriate Outcome

When Program has ended and there are no “open” services for that program, you can end the program
enrollment.

3. Enterin the End date or double click in the field to bring up the calendar and enter the End
Date.

4. Outcome: Double click in the field and select the appropriate Outcome.

5. Click Save.
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1ent Plan - DA

[

- Services
[ Ishow Closed Services
Service Start End Cucorme Clozure Commernts
| | ]
- Employment Plan '
Sart | End *
Diate Drate Ressa 1 2
loan e | |
- Enrallments Ok Cancel
Shovy Closed Enrallments
Program Start End Outcame Comments TeeanWD]
&, DISLOCATED WORKER CORE 071111 | I 1. [
& Dislocated Wiorker 025011 1. [
File Location Archive Comments
| [@' Save ] [x Cancel l

Figure #46 - Employment Plan Tab — Closures Screen

1. A pop-up will appear with the message that closures are permanent.

2. Click OK
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T T I Closures ‘L
- Services
[ Ishow Closed Services
Service Start End Outcome Closure Comments
- Employment Plan
Start End
Drate Diate Reazan =

|oarEn1| | [ |

- Enraliments

[Ishow Closed Enroliments

Program Start End I Cutcome I Comments Teeanwn]
4, DISLOCATED WORKER CORE [07/1141 | | 1 [
& Dislocated Worker 051511 1. [

J0
Filz Location Archive Comments
I ] l@' Save ] [x Cancel l
Figure #47 - Employment Plan Tab — Closures Screen
1. A pop-up message indicating there are no Open Services.
2. Click OK.
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Enrollmenit Approprigteness  Employment Plan Progress Closures I

Services
[ Show Closed Services

| Service | Start | Encl | Qutcame | Closure Comments

1
Emplayment Plan
Start Endl
Diste Drate Resson Plan Cloze Comments
(054 i1 [
Entallmerts
[ Show Clozed Enrollments
| Program | Start E Outcome Comments |TEEn|TWD
DULT CORE 071111 _ _
W4, DISLOCATED WORKER CORE [074141 | [ D
vl Dishncated Warker (& 5011 [ | |_ : |_ &
File Location Archive Comments
| @ Save | 3¢ Cancel |

Figure #48 - Employment Plan Tab — Closures Screen

1. All services have been closed and the WIA National Emergency Grant for OJT has been ended.
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