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TAA & TrackOne

Introduction

Picture this scenario. You walk into a business to get assistance with your widgets. A cordial person informs
you that you need to fill out some forms and bring in some documentation to determine if he can help you. You
fill out everything. When you return with the documentation, he tells you that he may be able to assist you with
only a part of your widget problem. He reports that he has a partner who may be able assist you with the rest.
You agree. He sets up another appointment (which means another trip for you) to see the partner who is
located in the same office. Are you wondering why you have to come back if the partner is in the same office?
However, being an amiable person, you leave and return for your appointment. At that time, the partner asks
you to fill out more forms and provide additional documentation to see if you are eligible for assistance with your
widgets. You quickly realize that the documents and paper work are very similar to the forms you completed the
first day you arrived at the business. Are you frustrated yet? Is this premier customer service?

Grow Jobs.
Increase Personal Income of Hoosiers.
Deliver Premier Customer Service.

Sound familiar? These are the priorities of the Indiana Department of Workforce Development. We
continually strive to make our processes easier for DWD customers to use, but frequently we end up
making them jump through hoops, many times the same hoops. Common measures and service
integration is designed to create a single hoop.

So how does TrackOne help us achieve our priorities and reduce the number of hoops?

On the next page, a flow chart depicts three service delivery processes.

1. The flow of generic services: Core —» Intensive (Significant Staff Involvement) —» Follow-up
2. The WIA service flow

3. The TAA flow

In between is a depiction of co-enrollment or the Z-plan. Co-enrollment allows case managers to
leverage program resources to build a comprehensive service package for clients.

These flows, common measures and the concepts of service integration have all been programmed
in to a single case management system, TrackOne.
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Service Delivery Model
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TAA & TrackOne

Common Measures

Common measures is simply a uniform metrics system that measures program performance across
government agencies based upon a common set of definitions and measurement equations. Itis
designed to allow Congress to easily determine how effective programs are in providing services to
clients.

Common measures are a management tool. They are a starting point for conversations about similar
training and employment activities, based on the core purposes of the workforce system. Key
attributes include:

« Universal language and standardized data

« Employment-focused measures for adult programs and skill attainment measures for youth
programs

o Designed in partnership with other federal employment and training agencies

The Adult Common Measures are:
o Entered Employment Rate
« Employment Retention Rate

e Average Earnings

TrackOne “mines” information out of client transaction records in order to calculate common
measures.
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Common Measures

We are not alone in adopting common measures. Below is a list of agencies required to
use common measures. All states are required to capture common measures data for all
United States Department of Labor funded programs.

In addition to programs administered by ETA, the following Federal programs are subject to the
cCommon measures:

Department of Labor
Programs for Veterans
- Veterans” Workforce Investment Program
- Disabled Veterans’ Outreach Program
- Local Veterans’ Employment Representatives
- Homeless Veterans’ Reintegration Program

Department of Education
Adult Education
Rehabilitation Services:
- Vocational Rehabilitation Grants to States
- American Indian Vocational Rehabilitation Services
Supported Employment State Grants
Projects with Industry
Migrant and Seasonal Farm Workers
State Grants for Incarcerated Youth Offenders
Vocational Education:
- Carl D. Perkins Vocational and Technical Education Act - State Grants
- Carl D. Perkins Vocational and Technical Education Act - Tech Prep State Grants

- Carl D. Perkins Vocational and Technical Education Act — Tribally Controlled Postsecondary
- Vocational Institutions

Department of Health and Human Services
Temporary Assistance to Needy Families

Department of Veterans Affairs
Vocational Rehabilitation and Employment Services and Benefits

Department of the Interior
Job Placement and Training

Department of Housing and Urban Development
YouthBuild
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Common Measures

This chart defines the TAA performance measures.

TAA Program Measures Definition Goal Actual Meeting

SNCIELRS R OTRE A cE I % of participants employed soon af-
ter exit

70% 69.6% No

Sl ONEINACICHIT I WEEWCN % of participants employed several
months after exit

89% 92.1% Yes

EETOINMGENRCEJECIQERINREN INncrease in participants earnings
from pre-program to post-exit

80% 116% Yes
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Navigating TrackOne

As with any software program, the main ingredient to its successful use is learning its features and
how to navigate through the program. TrackOne, as its name implies, is a tool for tracking the work
you are doing with TAA. As with most tools, the more you know about how it operates and the more
you practice using it, the more effective it becomes.

Typically, anything new can be a little disconcerting at first, but with time, we become proficient and
comfortable with the tool. The goal of this class is to help you make the transition as smoothly as
possible.

First, access the Internet and enter the web address: http://www.trackone-in.com/indywia/. This
opens the website’s log-on screen (see screen shot below on left); enter your password and click
sign-in. This will open the next screen (screen shot below on the right) that asks you to choose
which work group you want to open. We will open the work group by clicking to select Indiana
Workforce and then clicking “Sign—in.” This will open the TrackOne home page (see the screen shot
on the next page).
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Navigating TrackOne
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é% News

—

Important TrackOne News Flash™™
Dear TrackOne users,

In an effort to address the few remaining sporadic deadlock issues and the occasional delay in recording a
service record, changes will be made to TrackOne starting tonight and over the weekend.

Starting tonight, TrackOne will be down during the following times as we perform hardware
upgrades:

« Wednesday, March 14th from 8:00 pmto 2:00 am

« Thursday, March 15th from 800 pm to 2:00 am

= Work will continue over the weekend and TrackOne may run more slowly as some of the routine
maintenance is run on Saturday and Sunday.

A new service search screen and eligibility calculation button will be added Saturday evening. We ask thaf]
you stay out of TrackOne Saturday night from 9:00 pm to Sunday morning at 10:00 am. These two
changes will improve performance around the service screen and resolve the sporadic deadlock issues
on the application screen. (Further details on the changes to the service search screen and the eligibility
button will be forthcoming over the next few days )

Thanks for your cooperation and patience during this time.

If you have any questions about these changes or have any suggestions about future changes please
contact Jason at the Help Desk at 317-436-4060 or email him at support@atworksolutionsinc.com

Thanks

|@ Done

Kl

T & e mtemet

The home page has several key parts we call “panes.”

1. The top pane is a narrow band across the top of the page. It shows the software’s name, the
name of the individual signed in, the company logo for the software owner, and hyperlinks to
“Help Topics,” “About DSI (Data Solutions International)” and the “Logout” link.

2. The left side panel is our navigational panel. This panel has two tabs — each tab contains links
to the various screens for operations and information in the system. The left hand tab takes you
to the User Home page and the right tab takes you to the case management screens. We will be
covering these links in detail on the following pages.

3.
Home tab first.

The center pane is the information and work screen for TrackOne. Let us start with the User’s

10
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Bulletin Board

The TrackOne Bulletin Board allows you to interact with your peers throughout the
state. You can pose questions, observe, and share best practices. Each person’s
posting will show the subject of the posting, the date and time the message was
posted, and the name of the person posting. Please note that the column headings
(Subject, Created Date, and Posted By) are underlined. Clicking on them will do an
ascending or descending sort.

3 https:/ jwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer =101 x|

o . @ I @Work Solvtions

Greg Richmond - Indy WiIA Help Topics About DSI L ogout
User Home || Case Management )

Post New Message
Indiana Dept. of Workforce m
Development Bulletin Board

Indiana Workforce - Read Only

[~]10 records found.
Subject Created Date
RE: Back Button 9/9/2006 11:46:00 AM Anita Peters

TrackOne

M User Home Page

.| Bulletin Board

¥ Recent

E & Tasks

E & calendar

[ 9 case Load

= B My User configuration
I Paused Operations

Back Button 9/5/2006 2:03:00 PM John Smoot
Cheryl 7/20/2006 2:25:00 PM Jeremy Kerr
Jeremy 7/18/2006 3:57:00 PM Cherryl Adams

Re: Alerts 7/18/2006 9:16:00 AM Jeremy Kerr

Alerts 7/17/2006 9:08:00 AM Cherryl Adams
[ ] Impertant Documents

[ [ caseload Reports

E ] Region/Site Reports

[ (] Excel Reports

[ i) User & Admin Reports

[E I Paused Operation Reports
[ (] 9090 Reports - June 2006
E 5 2090 Reports - Sept 2006

Web Links

&) DWD website
&) cs3

@) Selective Service Registration|_|

New Button 7/13/2006 12:03:00 PM Jehn Smeot
url for CS3 7/12/2006 9:45:00 AM Becky Kersey

Pitch In Lunch 1/28/2006 9:00:00 AM Ken Davidson

U A A T TR

cs3 1/28/2006 8:59:00 AM Ken Davidsen

&) Selective Service Verification
&) Dept of Labor - ETA

SRR

&1 one =1 [ = —
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Bulletin Board

To the left of the subject column heading, you will see a file folder icon. Clicking on this icon will
open the message.

In the lower right hand quarter of the top pane, you will see two action buttons. The first is “Post
New Message.” Clicking this button will open the message-composition screen.

(gt T S e

12



TAA & TrackOne

Calendar

TrackOne has a calendar that is very similar to your Outlook calendar. The calendar has
two different views, “Monthly” and “Daily.”

Below is an example of the Monthly Version.

To add an appointment or important event to your calendar, click on the day that you need a
reminder, and a dialogue box will open.

Describe the reminder or task in the boxes and identify a date that it is to complete. If it has
already been completed, fill in the completed date, any other appropriate information, and
select “Save.”

< s ? | @ Work Soletions
Greg Richmond - Indy WIA Help Topics About DSI Logout

Uner Homea | Case 1

Calendar
Indiana Dept. of Workforce
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) Paused Operations

01 A Task Pad

E ] Important Documents
[ ) caseload Reports
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TAA & TrackOne

Calendar

The daily view can be used like a Day Timer to help with your time management.

You can enter appointments, tasks, etc. It works similarly to your Outlook calendar. Instead of
clicking on the calendar as you did in the monthly view, you click into the text box under the label
“Task Pad.” Itis on the right side of the screen towards the top. If you enter a participant’s task, it
will appear as a reminder on your calendar, and it will show on the client’s file as well.

7 https:/ fwww.trackone-in.com - ClientTrack Net - Microsoft Internet Explorer o ]|
Fooceeck g ' @Work Solutions
Greg Ri - Indy WIA Help Topics About DSI Logout
User Home || Case Managemernt |
Calendar @
Indiana Dept. of Workforce
Development Thursday, March 15 T
Indizna Workforce - Read Only - [4 2 March, 2007
» o ven e
/Y User Home Page 9 P S‘ ;- 1;
k] Bulletin Board 1000 1 o2 13 14 5 17
¥ Recent B 19 W 21 2 B 24
B & Tasks 1100 I % 27 B B N
& Active Tasks
) Inactive Tasks 120m Seea e
& Time Tracking || D‘mlTask Pad
E1 8 calendar - Click here to add a new Tas
[} Day Planner
[ £ Case Load 200
.3 My User configuration
[2) Paused Operations
300
Reports & Documents
00
[ (] Important Documents 4
@ ] Caseload Reports o
[ (2] Region/Site Reports 3
[# ] Excel Reports -
[ I2) User & Admin Reports o
[ 2 Paused Operation Reports || .
[# (] 9090 Reports - June 2006
[ ] 9090 Reports - Sept 2006
goo
00 u
© DWD Website 9
1 E’E 1n00 [
€] bone T 4
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Paused Operations

For security purposes, TrackOne will time out after 30 minutes of inactivity. Interruptions are a
normal part of our work lives. The paused operations function allows case managers to tempo-
rarily “freeze” their work before it is written to the database. Your work is stored in a special loca-
tion under the “User Home” tab. When you are ready to finish and save your work to the data-
base, click on the “User Home” tab, then click the “Paused Operations” icon on the Navigation
pane. Your paused work item will open and you can proceed.

The following are some scenarios where Paused Operations are helpful:
1. Afire alarm goes off.

2. Client shows for an appointment but forgot an important piece of documentation necessary
for the eligibility determination process.

3. Client leaves in the middle of an eligibility determination appointment to visit the restroom and
doesn’t return.

15
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Paused Operations

User Home: Case Management
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Reports

TrackOne has a multitude of reports that can be generated. There are many that are
available within the program on the “User Home” tab. These are referred to as “canned”
reports. Additionally, Master Users can access the raw data in order to create a variety of
ad hoc reports.

Reports can be generated at the following levels:
o Statewide

e Region

« Site

o Case Manager

Details about the TrackOne reports are located on the DWD TrackOne website through the
following link:

http://www.in.gov/dwd/partners/TrackOne/to TrackOneReportsDefined.pdf.

The manual, entitled “TrackOne Reports Defined,” gives specific information on the uses of
the canned reports and how to generate them.

17
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Caseload Reports

The following screen shot shows the available “canned” caseload reports
contained within TrackOne. Specific details regarding the use of each of these
reports is contained in the TrackOne Reports Defined manual.

Please note that many of the canned reports in TrackOne are multi-functional.

a https:/ fwww.trackone-in.com - ClientTrack.Met - Microsoft Internet Explorer - |E||5|

 @Work Solutions

Greqg Richmond - Indy WIA Help Topics About DSI L ogout
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Web Links

The last section of the navigation pane that we will look at is called “Web Links.”

These are actual hyperlinks that take you to important resources needed for case
management.

DWD: This is the DWD website, which has valuable links for clients and staff.
CS3: This is the Internet version of DWD'’s Job Search and Match system.

Selective Service Registration: Even though there has not been a draft for many
years, males between the ages of 18 and 25 or males born after 12/31/1959 must
register with the Selective Service. The client can register online from this site.

Selective Service Verification: This is a website for verifying that male participants
between the ages of 18-25 are registered with Selective Service.

The U.S. Department of Labor’'s ETA: Contains a lot of program information learning
aids, and various resources that are helpful.

DWD’s O*Net Database: Access to the O*Net system allows you to look up O*Net
Occupational Codes as well as excellent labor market and career exploration links.

TrackOne Tech Guidance/Resources: This is a webpage within the DWD website.
It provides links to technical notices, policy and procedural notices, training materials
and more.

19
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Web Links

Several Web links are posted on the “User Home” tab within TrackOne. These
Web links allow the user to access information easily from within TrackOne.

a https:/ fwww.trackone-in.com - ClientTrack.Met - Microsoft Internet Explorer - |E||5|

 @Work Solutions

Greg Richmond - Indy WIA Help Topics About DSI Logout
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TAA & TrackOne

Case Management

The case management tab is where you will be doing the majority of your work.

TrackOne stores each client’s records in an electronic folder. This folder contains all of the
information pertaining to the particular client. It contains the following information:

Client demographic information

Application/Registration/Enrollment records for each program

Service Records (core, significant staff involved/intensive/training, follow-up)
Funding obligation records

Case Notes

In order to create an electronic folder for new clients, you must capture and enter the following basic
demographic information in TrackOne:

First Name Last Name
Social Security Number Veteran Status
Employment Status Date of Birth
Gender Race

Ethnicity Disability Status

Use the “Find Client” feature to determine if the client has an existing electronic folder in the system
before generating a new one.

21
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Find A Client

The “Find Client” button is the second link you will see at the top of the “Case Management” tab
navigation pane. You will want to attempt to find your client by Social Security number, last name
first name or birth date. A Social Security number should give you a unique result, but the other
choices may generate a list of clients. You need to verify that you are selecting the right person.

TIP: It is best to keep your search as broad as possible. TrackOne searches for a record that

exactly matches what you type in to the search window. Many people use different abbreviations,
spacing and punctuation which can impact your search.

e =1
i @Work Solutions
Greg Ri - Indy wWIA ining Help Topics About DSI Logout
on criteria below to find your client. To narrow the search, fill in more than one criteria. Social Security Number
te are the best fields to narrow your search.
LastName:
] S—
Social Security Number: [000.00-0007
mirthpare: [
scancardmp: [ ]
Cancel
L == =

Add ew Client Eind Cllent  FRR TP

Mantie, Mickey Lisa the soction critenia bekow to find youw chent. To namow the search, il in mom than one crtena. Soclal Socurity Humber
V e and Birth Date a the bast Felds 1o nanow you sesch

Lot Mama:  [atie ]

Case Mana et o First o
4} Clienk Home Page Sockal Security Number: [00:00-0007 |
[ 4 Reminders/Tasks
Wirth Date: l:l—'
B B e particpane —
Work History Scan Card 10: ]
) Enroliment and Apglcation Cancal
L1 Services
=L L records found,
| Casa Notes
(3 Credertials Mantie Hickey 000-00-0007 511951 Male  Indissapols
L] Test Results
&l prire 155
[ () TaA Forms

(1 Administrative File Raviaw

[&joene - Y T !
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TAA & TrackOne

Add a New Client

At the top of the “Case Management” tab are two links. The screen pictured below will open

when you click the "Add New" link. We will be getting in to applications in depth when we
discuss the “Enrollment and Application” link.

NOTE: Before inputting a participant as new, you need to make sure the
participant is not already in the system.

T ——
ghn.nk?ul
Greqg Richmond - Indy WIA Training  Help Topics About DEL Logout
[ e | Case Maragomert |
Add Mew Client  Find Client o
Q Hantle, Mickey -
BOO-C0-005T

Fill s the imfoemation to aantily your participant in the boxins bilow,

» H you are ding 5 new participant, complati the requind Salds bafors chcking Bext
. hat 4 iraay

4} Client Home Page o I you want to chick ot y in the syssem, typa some identifying
B 3 RemindersyTasks inermaticn such s secinl sacurity numbse, of tha first fiv latters of the partecipant's Last rama, snd chek Next
@ 2 Tk Particpant

Work Hatary

(") Enroliment and Apphcation Last Mome:" [Dcky |

(] Services First Mama:®

S deals Soclal security Number:* [555 | [0} 570 |

D hDate: 0205155 [

(3 cred uirth Date:  [2081559 [ -

(] Test Results [twa] [Pt | [comcat |

() prie 155
[ [} Taa Farms

(1 Administrative File Raviaw

STET]
o ——————
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TAA & TrackOne

Add New Client

Before we can proceed with the Navigation pane, we are going to enter a new participant. The premise is that
you have held a TAA Orientation and you are ready to record the information in TrackOne for your client.
First, you have verified that your client is not in the system. Next, click the “Add New” button.

o, -? STt Lot
B |
LEEE )

] ) s

e 5 v -

Enter the “Participant Identification” information and click the “Next” button.

TIP: Notice the top of the screen. There is an indicator that shows the number of steps in this process and

the current step. These bubbles tell you where you are in a multi-step/screen function.

Most of the items are self-explanatory so now you will simply fill in the fields. The fields marked by an asterisk
are required. We are going to look at the items with drop down boxes or search boxes or a list to choose.
When you reach the “Laid off from TAA Certified Employer,” click the magnifying glass. This will open a

search dialogue box.

- -+ 5 e—

__Hi

a e i

This box is for locating the “Affected Employer.” You can search by TAA Petition #, company name, or City.

The search by “petition #” should be unique and give a single response.
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TAA & TrackOne

Add New Client

The search will bring up a list of companies. Select the name of the company where the participant

worked. Next, click the down list arrow on the “Veteran Status” field. Select an appropriate response
from the list. The choices are shown expanded on the figure.

2l

ot Sy

I

T Combd [rmpiyms - Lt

ompany, Lecation, and/or Petition Number, enter search fext
AR P I

TAA Petitions- The Est is sorted by Company Name/Location. , To sear ch by
#nd click Seasch

Er—T T -~
0
o e |
it o 8 r—

The next field is the Disabled Veteran field. Click the down list arrow and select the appropriate

e

[~ SELECT =
wee | Y5 - Served more than 180 days

Yes, Other Eligible Person |
Yes - Served 180 days or less

response from the list the list of choices been expanded on the figure. The next drop field is used to
record the client’s disability status.

M&-
B |

Al el Chenl

e
2w

O e et
-

- SELECT -
Yes, Substantial Barrier
Yes, Mot Substantial Barrier

e
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TAA & TrackOne

Add New Client

The next several fields allow the user to record information about the client’'s educational level and
status, along with Ul status.

i
A e fi gew Pwet Pyma Dok Gt gres e .
g’uz..ﬁ.gul A JSEHANEAZRARB Y c RIS Tane~ o]
e Greg Richmond - Indy WIA Tradaing Molp Topics Abeut DS Logost sl cu.msns [EEw AA R A Ao et 12021 8 S =1 |
el Merwe Clent Elned Cliemt Dl Mot Sel- Ifentify Kace: [~ =] ~AE . ay
- Sl Larpoast
i Adanal Pariipars dsemadion Ay
v
me Address: Tetarts 2]
p Codu: (15000 14+ —
D Gt toma e il — =
ga:;-s-mnh ...... 1
iwwm Cownty: Mo 3]
Z) Envolmant and Apphcston home Phome: (TTTETTH ol
) Sarvices Woek Phoas —
1 goss Mng Phon —|
Case Notes —
:u- Cell Phone:
] Tast Resules Emadl Address:
1] Print 155 Mighest Grade Completod: [~ GereT
Taar

tighest Bogren Attained: B
. Unemployment Inssrance (UT) Status:
] Admanstrative Fle Revias Cittzemship: (28 Profiled & Fedorred

4 Han Frofiled & Ridurmed

Org/Ragion Informatinn Thess ke wil ba maomatca 21 Deade

Created By Org (7 Gade - x
Rame = ‘

Nuw Riogian Codu:
Ol WSA Code:

Date Created:

[ | s | Pae | o e

e ] aten- L A OO A A - L-A-mamzaa]
e Tt Do g 1U5.) [*]

=| Chck tn 86d notes

The remaining fields gather additional information about the client.

NOTE: While it is always best to capture as much information about the client as early

as possible, you are only required to capture the 10 basic demographics (first
name, last name, SSN, veteran’s status, employment status, birth date, race,
ethnicity, gender and disability status) before entering a core service. For the

TAA program, core services are defined as the TAA Orientation and Notification
Letter.

NOTE: If you need to edit any information that you have entered on these screens at a

later date, use the “Edit Participant” link.
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TAA & TrackOne

Address History

This screen is designed to show the address history of a client at a glance.

Click on the “Address History” link on the navigation panel. The screen shown below will open. This will show

the client’s current address.

¥ Chortt Home Page
[ 31 Reminders/Tasks
E1 & Ede partiopant

1) Cass Managers
¥ rotificatiany
1] Demagraphics Report:
B weork rastory
21 Envoliment and Applcation
L) Barvices
1 Goals
o] Casn Wotes
11 Credentiats
(] Test Resuts
] prire 185
B ) TAA Forms

| & Werk Solutioas
fGirmg Richmond - tndy WIA fraining Help Toglcs About DS1 Logout

Address History
The chant's addrass history displays balow. Aclion Gaar options includs. View - waw an address. Edi - e an sddmas,
Dubate - dolotn s addreas. I your oiganization eolects bddiass on Client Intake, yeu £an changs o updato & elont’s curres
masding addeuss by wding the Chent imake. this will sulomatically updain addenss hisicey here. To enter an address hore, clck
ulel Warve. o pint the chents sddmes history, chick Addross History Repon

0
L] Admirustrative File Review

To add a new address, click on the “Add New” button and TrackOne will take you to the “Add Address”

screen as shown in the screen shot below.

NOTE: The drop down list for address type contains the following choices:

Summer
Temporary

Permanent Supportive

¥ Chortt Home Page
] 21 Reminders/Tasks

(4] Addrans Histary

1] pemographics Report
B work reatory.
L1 Enroliment and Applcation.
) Sarvicas
) Goals
| Case Hotes
L Croantials
L] Test Results
) Frint 155
[E ) TAA Fosma

Current Mailing Previous Mailing

Residential Transitional

Last Permanent

Emergency

=0l x|
| & Work Soiutioes

Sebect an Addruss Type. Type the addres:
code typad of walacted Erdar an optional tedephane number for the address
langth of sty tis pddieas. Clhek Save

s and 2p code, o look up the 2ip code. The oty and stats wil B8 in based on the 2ip
nurrse far 6 The begin and end dates idemify tha chant's

H you wish to ressrict this record fo yoursell of 10 your organization, thus owmding the delaull information mioases et up by
your organiation. you o 20 harm
Bostriction:® © Restict to Grganization

© Raatriet ta Usar

& Unrestricted

[B2m] Pawse | cancat

) Admirustrative File Roview

LI = L - ¥ T
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TAA & TrackOne

Address History

Clicking the “Address Report” button will generate a report as seen below in the screen shot.

=l x|

s

a https:/ fwww.trackone-in.com - ClientTrack Reports - Microsoft Internet Explorer

ST Nt 71 [Main Report =] # [100% 2] Businesonjects View Log|+]

- Client Address History Report
ClientTrack
March 16, 2007
T4114AM
Greg Richmond
®

Empowerlng organizations with integrated application solutions
Client ID & Name: 55813 Hamilten, Delemechia Social Security # 314-86-9179
Current Address:  1535W 19 5t
Anderson, IN 45016
Address Type Prior Address Home Phone#  BeginDate  End Date Date Created

Current Mailing 1635W 19 &t T65-640-4154 021112007 021112007
Anderson, N 45016

@ [T T T 18 [ mtemet



TAA & TrackOne

Interested Others

The "Interested Other" screens are where you can list emergency contacts for your client or other
contacts for the client that may be beneficial.
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TAA & TrackOne

Interested Others

entTrack.Met - Microsoft Internet Explorer =10l x|

User Home | Case Management N
Add New Client Find Client

Mantle, Mickey
000-00-0007
2/5/1953

=
“®¥ Client Home Page
G 2] Reminders/Tasks
& Day Planner
& calendar
= 3 Edit Participant
4d Address History
Interested Others
=) Case Managers
¥ Notifications
i} Demographics Report
& work History
(1 Enroliment and Application
1 Services
] Goals
.| Case Notes
3 Credentials
1 Test Results
] print 1SS
E 1 TAA Forms
] TAA waiver
.} TAA Job Search
.} TAA Relocation
] TAA Training

J @Work Solutions

Greg Richmond - Indy WIA inii Help Topics About Logout

Interested Others

Others who might have an interest in the client’s situation display below. To view or edit a record displaying in the list. click Edit
on the record you want to change. To add a new interested other for the client, click the Add New button.

Cancel

El BE enene

entTrack.Net rosoft Internet Exi =10 x|
?@WM Solvtions
Greg Richmond - Indy WIA Training Help Topics About Logout

Add New

Mantle, Mickey
000-00-0007
2/5/1953

Interested Others

Interested Others & Emergency Contacts

An interested other and emergency contacts are individuals who has an interest or important association with the client. This
information can be used to contact_those individuals, especially in case of emergency. Examples of interested others include,

/h Client Home Page
E |2 Reminders/Tasks
& Day Planner
 calendar
B B Edit participant
Ad Address History
Interested Others
) Case Managers
‘¥ Notifications
ﬂ Demographics Report
2 work History
3 Enrollment and Application
] services
] Goals
.| Case Notes
(] Credentials
] Test Results
2} Print 1SS
E ] TAA Forms
=} TAA waiver
ﬂ TAA Job Search
fg TAA Relocation
=} TAA Training

[»

family members, friends, doctors, employers, etc. Fill out the required information below. When you've completed the form. click
Save._

Comtact Names [ ]

Address Information-Enter the address information below

G —
i E—

Contact Information-Enter contact information below.

Home Phonex* [ ]
office Phone: [ |
Alt. Phone#: [ ]
Alt Phone Type: Im
E-mail Address: l:l

Pause Cancel

[TE RS [ nemet 7

30



TAA & TrackOne

Case Managers

This screen allows you to assign yourself or others as the case manager for the client record.

It is required that you assign yourself as the case manager for all active cases on your caseload.
This will allow you to receive any alerts generated by the system for each of your assigned clients.
Additionally, it allows you to generate reports that accurately depict your workload and allows your
supervisor to monitor your progress.

NOTE:

Supervisors can add themselves as a case manager to each of your client files in

order to obtain alerts. This is not required by state policy, but may be required

under local office policy.

A it of

st o 1hs
s bt ol

i Cavwn managars asangr 15 e chant in Saplaped bolow. To v or st & mesed in e el chck e Ed Butlon 1
fos o o ward Lo changs. T tecosd @ nm assignment, chek tha

IO T [ [ e

aeWork Soletions
Greg Wichmeond - Srdy WEA Frakiing  Heks Topics Almaul D81 Logeul

IO T [ [ e
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TAA & TrackOne

Notifications

Notifications are designed to allow the Case Manager to send him/herself reminders, as needed.

From this screen, you can add a notification or edit to an existing one. To add a notification, click the
“Add Button.”

Select the type of notification: Violence, No Contact, or General.

Next, select the urgency level of the notification: Urgent, Normal or Non Urgent.
The exclamation points are color coded depending on the urgency you assigned.

Urgent is Red
Normal is

Non-Urgent is Green

Date Added: The default is today's date, but it can be changed. You can delete the date and type in
the date you need or you can click the calendar icon and select the date you need from the calendar
and it will fill the date box.*

User’s name: Note the magnifying glass next to the name. If the wrong Case Manager is listed, you
click the magnifying glass to see a list of case managers. Click on the correct Case Manager to
select that person.

Note Text Box: Enter a concise explanation of the notice and its purpose.

Restriction: Select if you want to restrict this notification to your organization, yourself, or
unrestricted.

The next time you open a case that has had a notification added, you will see an exclamation point
to the right of the client’'s name on the navigation panel.

To edit a notification, click on the icon to left of notification listed in the working pane.
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TAA & TrackOne

Notifications

entTrack Net - Microsoft Internet Explorer =

UserHome | Case Management
Add New Client Find Client

¥ @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

& news

Mantle, Mickey
000-00-0007
2/5/1953

Case Management

¥ Chient Homa Page
[E | Reminders/Tasks
= 3 Edit Participant
A& address History
Interested Others
Iy Case Managers
W Notifications
1.} Demographics Report
3 ‘Wwork History
] Enrollment and Application
] Services
] Goals
.. | Case Motes
[ Credentials
] Test Results
2} Print 1S5
[E ] TAA Forms

Obligations Now Working In TrackOne!

Staff are now only seeing the accounts set up for their particular region. If nothing is visible in the Accounts Setup screen their
organization is not associated with a region. If this is the case, please contact the Helpdesk at support@atworksalutionsinc_com
or 317-436-4060 to correct this problem._

Important! If you set up accounts last week or the week before, those will not appear in the Accounts screen. Please set up new
accounts so they can be associated with your region.

To record an obligation:
1. Setup the account

2. Select an activity/service which requires an obligation and then select the appropriate Program
Enrollment_

w

. Select the appropriate account the funds are to be obligated against, record a date and amount and
save the record.

Ad atio

] Administrative File Review

entTrack Net - Microsoft Internet Explorer =

UserHome | Case Management
Add New Client Find Client

[TIE[ 5 [ mtemet 4

¥ @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

Motification Setup

Mantle, Mickey
000-00-0007
2/5/1953

Case Management
“% Client Home Page
[E | Reminders/Tasks
= 3 Edit Participant
A& address History
Interested Others
Iy Case Managers
W Notifications
1.} Demographics Report
3 ‘Wwork History
] Enrollment and Application
] Services
] Goals
.| Case Notes
[ Credentials
] Test Results
2} Print 1S5
[E ] TAA Forms

Client Notification Setup

Enter the appropriate information below for the alert/notification for the client.
Please Note: The urgency option will determine how the natification icon is displayed when the client is accessed.
Urgent (Red)
MNormal (Yellow)
MNon Urgent (Green)

Notification Type:* [{NAIE i
urgency:* lm

Date Added:* [p4;11/2007 |75

End Date: [04/14/2007 |75
User: [Greg Richmond &c-;

Note:* [Test Notifications

If you wish to restrict this record to yourself or to your organization, thus overriding the default information releases set up by
your organization, you may do sa here.

Restriction:® ' Restrict to Organization
© Restrict to User

@ Unrestricted

Ad atio

] Administrative File Review

Pause Cancel

[T 5 [ mtemet 4
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TAA & TrackOne

Demographics

The Demographics Report is a printable report showing the demographic information for your
participant.

The Demographics Report can be used as a file face sheet, if desired.

a https:/ fwww.trackone-in.com - ClientTrack Reports - Microsoft Internet Explorer Jﬂﬂ
B4 T 1 [vansem] || B [0 susromes ven Logf¥
Client Demographics Report
41712007
Hame Mantle, Mickey Address
BH 000-00-0007 309 West Washington
Gender Male Indianapolis IN 46204
Birthdate 0210511952 Contact Information
Etnici Home Phone
While E Work Phone
Black 0 Einal
Hispanic [] Demodqraphics
Asian D Veteran Status Yes, more than 180 days
American Indian D Highest Grade
Pacific |slander D Employment Status Mot Employed
Citizenship

Client Contacts

Name Phone

Case Mar Name in Date End Date

[
] T T T Blwem



TAA & TrackOne

Entering A Core Service

Once you have entered your client's primary information, you need to record the fact that you have provided a
core service, the TAA orientation. On the Navigation pane, click the “Services” link. That will open the

“Services” pane. Click the “Add New’ button to open the “Activities / Services” screen.

et gt Eeit i Tt e

rscorss tourd

The chant's sctvbes/seraces we daplayed beiow  The most secent demy ane bated st
To 264 8 new actrety, chck the fudd Marw buttn. To scht an st scsnty. chok the Action icom naxt 1o the desnd recaed

Begin Date™  Iike Ewnding Stream  Service Iype  Une Code Planned End Date  Actual End Date

7 ek Selvtivas
areq Richmond - Bady WIA Fradaing  olp Topics Abeut DS] Logost

e e

© giWark Seletizar
Greg Richmond - bedy WIA Tradaing elp Topics Absut DS] Logost

Activity/ Service Tite:®

Ui Cose:

States:

Planned End Date:*
Aetual Emd Date:
Rwcurd Croated By:

A notes beld " " g pposes
Fleane vae sccontngly Notrs m tn ekt wed ba wewatle by of uters
Sarvice Notes:
Histerical Data
O*Ret Code (road-only):
Client Intake Site: |
Provider Nome: £
SE= | i =T S | i Y 2

Click the magnifying glass to the right of the ‘Activities / Services” text box. This will open the “Available
Services by Funding Stream.” There are a variety of search options. Since you know your service title is TAA
Orientation, select that option. A list of services with TAA Orientation in the title will open.

5
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Entering A Core Service

TAA & TrackOne

Selecting the TAA Orientation service will take you back to the activity screen. Click the down list ar-

row on the funding stream and select core services. Next, fill in the rest of the required fields. You
may choose to enter a brief service note; however, this is not required. Click the save button.

NOTE: Service notes do not replace the need to write a detailed case note.

1 Enroliment and Applcation

- Srvices
] Goals
] Case Notes
) Credentials
] Test Results
1 print 155

@ 2] A Forms

) Admenistrative Fibe Reviow

@

To add an actty, enter the following information

Begin Date:®
Activity/Service Title:®
Funding Stream:*

Line Code:

© @Work Soletions
Greg Richmend - Indy WIA Training Help Topics About DSI Logout

[ortarz00t |1
[Taa - Dnentation &~
SELECT - 5]

Sorvice Type:  Nrov—ainnainer

Provider:
Training Provider 1D:
O*Het Code:
Summary Description:
Status:*
Planned End Date:*
Actual End Date:

Record Created Dy:

Service Notes-A notes field is

041972007 i 5]

ed for any justification, rationabe or detailed information necessary for monitoring purposes.

provided for
Please use accordmgly. Noles i this field wil be viewable by a8 users.

Service Notes:

o*Net Code (read-only):

J

[T 2 [ ntemet

Clicking “Save” returns you to the “Activity” summary screen.

+ |6
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TAA & TrackOne

Entering A Work History Record

As with CS3, a complete and accurate work history is critical to successfully working with your client. It
allows you to get a glimpse of their skill, experience, and may vyield insight into potetial barriers to fu-
ture employment.

Completing the work history screens at this stage will allow information to carry over in to the applica-
tion screens should you need to complete them. Therefore, it is recommended that case managers
complete the work history screens prior to the application screens to save time during the application
stage.

The steps for completing the work history screens are as follows:

Click the work history link.
Click “Add New.”

You will need to check to see if the employer is already in the system. When the dialog box opens,
type in the employer’s name.

Click “Next” or click on the magnifying glass. An employer search dialog box will open.

Type in all the information you have on the employer into the appropriate fields.

NOTE: The employer’s tax identification number is the FEIN.

Click “Search”; a list of matching employers will appear below the dialog box. If your employer is
not listed, click the “Add” button.

Click “Next”. Complete as many of the fields as possible. The following fields have an asterisk
and are required:

Hourly Wage

Average Weekly Hours
Job Start Date
Classification
Placement Type

Click the “Finish” button to save the record.
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TAA & TrackOne
Entering A Work History Record
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TAA & TrackOne

Application

Up to now we have entered the minimum required information about our participant to be able to record a
core service. The TAA Orientation is a core service; therefore, the participant has not been enrolled into the
program. The TAA “Next Steps” meeting is a “significant staff involved” service. In order to enter this service
record, we need to complete an application for the participant. Click the Enrollment/Application link on the
navigation pane. Click on the gear icon. This opens a drop down menu. Read the selections carefully. Since
our participant is new, select the “Create an Application” link.

gwf‘- ' Work Solwtions
Greg Richmond - Indy WIA Training Help Topics About DS Logout

LTRSS Enroliment and Application i)

Howard, Elton The list wwasplmme chent's envoliments. To mmun appiicaben for ehgibikty for mtensne senaces, selct the Add
d rocord. To edit an existig application, seleet the Edit

e
2/8/1993 Application epbmﬁmnlhaﬁalnnmm

Case Management
2} Client Home Page
B 3 reminders/Tasks
& J» Edit Particpant >
Worlk History - ¥tdlt Registration

Region  Eligibility

EnrcliDate  ExitDate App. Dale

Intervicwer  Organization

9 . Pl ¥ ornare
] Servaces .
2] Goals ALCounts
] Casa Motes Bhonthly Contack
) Credentials 8 giow ups
el et intomation
B ) TAA Forms 5P rant Apo/incolimen
0 & pian in Sarvic

L) Administrative Fle Review

] I 5 [ meemet P

There are five parts to the application process:
1.) Applicant Information

2.) Employment Information

3.) Other Client Information

4.) Barriers

5.) Eligibility determination
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TAA & TrackOne

Application

The first thing you will notice on the applicant information screen is the information that carried over
from the “Add New Client” screens. You should complete as many of the fields as possible. These
screens are designed to provide a formal eligibility determination, therefore, we will need our partici-
pants to provide documentation for some of the fields. Below the fields requiring documentation,
you will notice a “Documented By” field. Notice the drop down list arrow at the right of the
“Documented By” text box. Click on this arrow to see a list of acceptable documents and select the
one that represents the documentation provided by the participant.

TIP: To ensure that clients have the required documentation on hand during the eligibility appoint-

ment, we suggest that the participant receive a handout describing the required documentation prior
to th
2 betp/

grmz.m Ak Rt grm?.u, Work Soleives
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Application Date:* [BLHa2007 |7
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TAA & TrackOne

Application

The next section of the application is the “Employment Information” section. This section is for
completing the pertinent information about the participant’s most recent job. If you have already

completed the Work History screens, the information will carry over.

TIP: Itis important to keep the Work History screens up to date. This will allow work history

information to carry over to application screens and helps in capturing supplemental data.

2} hitps://www.trackone-in.com - ClientTrack fiet - Microsoft Internet Explorer _1o x|

o, . g _ 3 _ ' @Work Solutions

Greg Richmond - Indy WIA Training Help Topice About DSI Logout
User Home ||  Case Management |

Add New Client Find Client

e oys |- SELCul — -

Application - Employment Information

Howard, Elston
000-00-0032
2/5/1953 i lick on the Most Recent Job History search icon to select the current or most recent
job held (and make sure the client's Work History is up to date). If applying for Dislocated Worker status, select the qualifying

s Manmgement P categery from the Dislocated Worker drop-down list.
%Y Client Home Page Most Recent Job History:* [EESiseymm -
S g Reminders/Tasks Current Employment Status:* [Employed, but Received Notice of Termination of Employment ¥
Edit Participant i
5 Address History Dislocated Worker Category:* ¢ ot Applicable (Not Eligible for Dislocated Worker)
Irerestod Others & Terminated/Laid Of. Unlikely to Retum to Previous Occupation
¢ Received Notice of Substantial Layoff/Plant Closure
|=) Case Managers
© Was SelfEmployed: Lost Work Due to Economic Conditions/Disaster
W Notifications
€ Displaced Homemaker

-} Demographics Report | ;
& work History Laid Off from TAA-Certified Employer:  Daimier-Chrysier

‘3 Enrollment and Application ployer L

1 Services TAA Petition Number: 57829

(1 Goals If Dislocated, Describe the™ [Company Closed due to foreign competetion
l.] Case Notes Circumstances:

(1 Credentials Unemployment Insurance:™ [Claimant - Not Profiled & Referred x|

(Z1 Test Results Yo T e = - -

4 print 1S

E () TAA Forms

Family Status: |Parent in two-parent family »

(1 Administrative File Review — ;

i required only for Youth seeking to qualify based on income. Fill in the information below,
and the system will determine eligibility for Low Income status.
Number In Family:
Family Income for previous 6 Months:
Homeless: False

e s =
& pone T T T [ [ meemet 7

Click the down list arrow to the right of “Current Employment Status.” The drop down list gives you
several choices. Click the most accurate choice.

areq Richmond - Bady WIA Fradaing  olp Topics Abeut DS] Logost

B B orkcaton - Enlopmantmformetion O

Fomard, Elsten
oov-t0.001 ¢ search icon 1o pe——
Pt puhe|-dmdum|hcmnwakm=ynmlnﬁ-|Im\nhmnwuﬁ-um el e b
Catgery bem tha Dhakocared Warks dros iown kit
S
mﬁ Cherk Home Page Cisrront Employment Status:*
2 Mamndery/Taska :
mim’ tislacated Warker Catagary:
Woek bastory
i Rarsiment et hppbustien
) Sarvices
i  Diaghaced Homemar
b s Lol O Srous TAA- Gartified Emplayer: Do Chepsiee
S Fraeie Employer Location:  Iedanspoks
£ Wl TAA Protition Number:  STES

4 print 155 Unemployment Insurance:* [TSELECT =]

@ 1 Tas Foema =

] Admerustrative File Revies Fandy Status:  [ZSELECT =

Farnilylneama e wiamation i s créy r Veuh veshorg 32 quably bised on rtama Fil n e irormatssn belr

nd the systems well Setarren abgrisity for Low lacorma sianus
Numbeer n Famiy:
Family Income for previous & Months:

Homeloss:  Falsn

Foster Child:  Faine
Food Stanps:

TANF: Faise ol




TAA & TrackOne

Application

TAA participants by definition are “dislocated workers.” Select the appropriate dislocated worker
category from the selection options.Notice the text box when a dislocated worker category is se-
lected. Type a concise description of the dislocation.

ntTrack et - Microslt Internet fxplooer

Frrach ? ' @k Stetions
Greg Richmond - Indy WIA Training  Help Topics Abwut DSI Logout
Cann Margrement
LrETTTET- T T Application - Employment Information =1
Howard, fston

Lhick on the Most Recent Job Mistary search icon to salect the cument or most recent
183 mmwm"nlhcmsmhmuwmm!Imhmwmmam salect the quakying
Dislocated Worker drop-down kst

category from the
Mot Bacant o ity (ST 3]

"WMPM Currant Emplaymant Status:* [Empioyed. but Recewed Notice of Temination of Empioyment =]

@ sl‘" Dislocated Worker Category:™ ot Apglcabie (Mot Elgibie for Disiocated W)
ﬁ @ TorminaedLand OF, Unbusly 1o Retern 12 Privious Dccugation
© Racenad Notice of Sbstantial Layoliant Closur
i Enrolment sad Apphcation
) Servi ' Was S Employed. Lost Werk Due ta Economs: CoadiionsDisast
21 Goals  Draplaced Homenakir
5] Cate Motas Laid Off from ¥
3 Cradetials Empioyer Location:  Indanapols
] Test Results

£ priew 155 T Dislocated, Dascribe the
@ CyTan Cireumstances:
= SELET — g

Family Statws: [CSeiecT- 3

for Yaouth wewkng 1o quablly based on income. Fil in the infrmation below,
and the system wil delerming shgitabity for Low Income status.
Number In Family:
Family Income for previous & Months:
Homeless:  False

Foster Child:  Fala

L] T T T [ wemet

=E

BentTrack et - Hicrouslt Internet Uxplerer

M@m ok Salesiner
Greq Richmond - Indy WIA Training Help Topics About DSI Logout
L = W apphication - Emplayment Information &8

Ao the Mt Fece JobHisery s ion 1 S he ot o o eceet
EEutE o ek e o e s Work ety i a b dota. oy

category kom the Dusboc sted Wi

4 - Most Recent Job History:* [-SELECT - o]
Cherit Homse m
Currant Emgplaymant Status:™ |Empioyed, but Recesed Motice of Temination of Empiayment . =]

.ﬁ!ﬂ’mﬂ Dislocated Worker Calegory:™ © Not Apphieabla (Not Eligibia for Disioeated Wercar)
@ TominatedLaxd OF, Unksly 1o Retur b3 Pravious D¢cugation
_3 Enraimant sad Apphcation © Ricenard Notice of Substantial LaycAPlast Closum
) Services © Wias SetEmployed: Lost Werk Due b Economs: Cosdeons Disast
3 Goals © Displaced Homemaker
o Cane Motes Laid Off from \ploy ¥
21 Cradentials Employer Location:  Indangols

] Test Rasuks TAA Patition Numbar: 57825
1L print 155 o Dislocated, Doseribe the® o Closed dut bo lemgn compatition
& (3 TaA Forms Clroumstances: B
Unemplo t In :* [~ SeLecT - v
. nemployment Insurance:* [~ SeLEcT |
a = A pplication - Other Clie ormatic
Family status: [CSELECT e

d anly for Youth sesking 10 qually based on incoma. Fil in the infemation balow,
mnwmﬂaﬂmwh Low Incoms status
Number In Family:
Family Incoma for provious 6 Months:
Homeless:  Fals
Foster Child:  Fals

L] [ = -

=E

Click the down list arrow to the right of the “Unemployment Insurance” field and select the appropri-

ate response.

1) kit e trachiome-m.com - Chrmt rack it - Micrenaft bnbevact {xplares
gmk?u-
Greq Rschmaond - Indy WIA Training Halp Topics Abowt DST Logaut
L= == =——
e e T Application - Employment Information il-!
Haward, Elstea
050007 mmnwwmhnmwwumwlnmﬁwmtwwum
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eatiagery orn th Desloc st Worker Sp-domn st
st Recent Job History:* [SELEET 3]
A Chort Home Page Curront +* [Employsd. it Racewed Hotice of Tesmnation of Employmens =]
@ 3 RemndersTasks .
B & 5 Parscoue Oislacated eqary:” © et Disiscated Wosker)
ST ¥ Tuemnat i OF, Ukl 1 s 8 Prescs Oapatien
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i, Laied O from TAA- Cortifhed Eraployar:  Dasrlar Cheysber
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S Tosk Resis AR Petition Member:  5TE
] Pt 155 W Dislocated, Dascribn the® [Compary Clesed dus 12 Jorge compestion B
Pl Circumstances:
Unemgioyment Inswrance:® [CSEECT -
i n a
o i ppllestion . Other armatia e
(Ciarant - Paatied & Rstered
Famity {03 - Net Profied L Fsleesd [
Extusstes
Famityincime-incorma istormation i tequme orfy for YOuS sesling 1o qealfy hausd on ncome 4l n e miomation beiow
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mbser tn Family:
Family Inceme bor provisus 6 Months:
Hompless:  Faisn
Fostar Child:  Faise =
L] 3 @ et
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Greq Richmeond - Indy WIA Training  tolp Topics About 051 Logowt
o e | Case Marsagemert
Howard, Elston
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s ot hekd ¥ % wp b chae]. ¥ appiyang for st sefect the quaklyg
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WI:WW:‘:: Currant © Status:* [Empioyed o oo of Emel - |
= """" el Dislocatod Worker Catogory=" ot Appbcable (Not Elgibls fr Distocated Wosker]
g e @ Torminstes/Lasd OF, Uriikady 12 Return 16 Py Dccupiation
i Urernllevet il Al atin 7 Recenad Notice of Substanhal LayoflPlant Cosure
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& Cymar Circumstances:
[Cisraset - et Prctied & e 7]
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TAA & TrackOne

Application

Scroll down to the next section of the application “Other Client Information.” The concept of “No
wrong door” is important in achieving premier customer service. While some of this information is not
required by the TAA program, it is information critical to our clients receiving all of the services they
need to succeed. Our clients do not care about funding sources nor should they. Therefore, it is
expected that TAA Coordinators make a concerted effort to capture information on behalf of the
other Workforce Development Programs and that the other programs capture information on behalf
of TAA. “od- B ] S

2 (4..;."... o y tha beved aducation MOTE For Yous Rasding and Math aysssem -t g
) Admersstrative Fie Revees 15 Test Faslts on the Cate Mrwmnml 0 erlil 1982 scoms

Education Status (Required for Youth 3 [-sEiECT- =]

Highest Grada Completad:® [achaiors Dugren o Eqevaient =

Vateran Infosmatlon indcate the apphcants weean status by compieting ihe kicwng nlrmation

Application - Barriers. [

e bt b WT— El
] T 5 0 et 7

The next few fields related to family status and income are necessary for those programs that re-
quire an income eligibility determination. It is important that this information is captured at the time
of application.

Femimcym shon e roqured oy for Youth pﬂ“.mm Fil i the infoemation batow,
L ¥ Chert Homa Page Y =
i Reminders/Tasks Nurmber 10 Farmity: |siot reported
@g 0k Participank Family Income for previous 6 Months:
L Homeless: False
ST = s Foster Child:  False
2 servicas Food Stamps:
Eliir TANF: Faig
L General Assistance: Faise
:“c_'m' Refugee Cash Assistance:  Faise
B P 155 SSI-SVA Title XVI: Falsa
8 0 Taa Foms: Low Income: False

— EN Education Information Plesse destity tha el of the chare's sdueation. NOTE. For Youh Rasding and Math sssasament. g8
1 Administrative File Revies b2 Tost Resulls on the Case Managemant men fo enter test scoms.

Education Status (Required for Youth Only): [~ SeLECT -
Highest Grade Comploted:* [TEELECT =

Vateran Information indicate the applcant’s veteran status by complating the dallowing infrmation
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TAA & TrackOne

Application

The computer automatically annualizes the family income, therefore, it is important to only record the

six (6) month income as required on the screen.

The next section of “Other Information” is the Education section. The Education Status field is for

WIA youth.

Status:  [Farert n two-paren tamay =]

g pone:

¥amily tnc

wlipbabty fox

Numbar In Family:

o for provious & Months:
Homless:

Foster Child:

Food Stamps:

TANF:

General Assistance:
Refuges Cash Assistance:
S51-5VA Tithe XVI:

Low Income:

Applcation - Bamiers

Youth sesking 1o qualy based on income. Fill in the information below,

Fals
Fals

False
False
False
False
False

Education the education NOTE. For Youth Reading and Math sssesament. g3
b Test Fesults on the Case Management menu fo enter lest scomes.

| ek Saletioar

Education Status (Required for Youth Onty): [~ eiecT -
Highest Grade Completed:* [Bacheiees Duges of Eqavalent =
Vateran Information-ndcate the applcant's viteran by eompiiting the ioliowing information

The Highest Grade Completed field is a mandatory item. Click the drop down list arrow and select
the highest grade Completed, not attended.

Family Status: [Faet n two-parent famiy =

Genaral Assista
Rofugon Cash Assista
S51-SVA Tithe XVI:

Numiber In Famiby:
Family Income for previous & Mo

Foster Child: False
Food Stamps:
TANF: Faisa

Low Income:

Education >
1 Tornt Piseultss et tha Cark Managemant manu fo sntir Lest 52 ;: ‘G.h
Uducation Status (Required for Youth Only): 3 ‘;x

Veuth weeking 1o quably based on income. Fil in the iskemation bakow,
and the system wil deiomine ehgtbty for Low income siatus.

| @k Salntivar

Highest Grode Completed:™ [ SEECT -

WVatersn Information-ndcate the apphcant's weean status by compiatiog the toliowing infomation
Veteran Statws:* [ SELECT - 7]
Application - Barriers &

S et

=E

| @k Salntivar

Status:  [Farert n two-paren tamay =]

g pone:

Youth sesking 1o qualdy based on income. Fil in the information below,

and th sy wlgbrity for
Numbar In Family:
Family Income for provious & Months:
Momeless:  Fatie
Foster Child:  Falia
Food Stamps:
TANF: False
General Assistance: False
Refugee Cash Assistance: False
S51-5VA Tithe XVI:  False
Low Income:  False

Education the education NOTE. For Youth Reading and Math sssesament, g5
o Test Results on the Case Management menu 10 enter 1ast scos.

Education Status (Required for Youth Onby): | S5l ECT -
Highest Grade Completed:™ [Bachelors Dugres of Equnaent K|

Viberan Information-indcate the applcant's viteran status by compiting the isliowing nformation

Veteran Status:* [T SLECT =

Application - Barriers

=E

T T T [ wemet
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Application

The last section of “Other Client Information” is Veteran Status. Veterans Preference is mandated for both the Wagner-
Peyser and WIA programs. Collecting data on the veterans we serve is required and important. Click the down list arrow
to the right of “Veteran Status” and choose the most accurate item.

Tnach @. o " @Werk Salvrivas i ? I aork:
Greq Richmond - Indy WIA Training Help Topics About DSI Logout Greq Richmond - Indy WIA Training Help Topics About DSI Logout
[ Do rimn | Conn Magmmert | [ Do fomn | Cosn Magmmers |
FEind Chient veteran statws:* [“seiecT- =] E Veteran Status:* [
mmmm L mmmm Application - Barriers ;:, - Served mere than 180 days L
R Disobledi® e R Disabled;* [¥#9. Other Exgible Parscn
- Limited English: [~ - Limitad English; L oe—erved 180 duys o fess
X Chtrn Heme Page e S X Chtrn Heme Page e S
@ 3 FarsindenyTasks Poor Work Mistary: [~ @ 3 FarsindenyTasks Poor Work Mistary: [~
i Edit Participant TANF Exhaustee: [ i Edt Participant TANF Exhaustes:
Work Hatory Basic Skill Deficent: [~ Work Hatory Basic Skill Deficent: [~
i Enrotmant snd Apphcation oftender: [ 3 Enrofimant and Apphcation oftender: [
Q) Services Pragnant/Parent Youth: [ Bl Pragnant/Parent Youth: [
i Youth-Neads Asslstance: Faise i Youth-Neads Asslstance: Faise
| Case Notes - | Case Notes -
o Runawa v e Runawa v:
CJ Test Rasuhs Migh Sehool Dropout: ] Test Rasuns Migh School Dropout:
& Princ 155 Locally Defined Barrier: False & print 155 Locally Dfined Barrier: False
| (23 TAA Forms: Local Barder Description: [ | (23 TAA Forms: Local Barder Description: [
= & = &
51 Admiristrative File Revitw 51 Admiristrative File Revitw
Cakcdato Evgley Cakcdato Evgley
A- Adult: A- Adult:
- Low Income Adult: [~ B~ Low Income Adult: =
© - Dislocated Worker: 7 © - Dislocated Worker: 7
F - Youth (14 - 18): F - Youth (14 - 18):
G- Youth (13- 21): [ G- Youth (13- 21): [
I~ Youth (14 - 18) 5 Percent Window: [ I- Youth (14 - 18) 5 Percont Window: [
1+ Youth (19 - 21) 5 Parcont Window: [~ 1- Yauth (19 - 21) 5 Percont Windovw:
T-TAA: B = T-TAA: B =
[gome = -1 T & [gione. (= - B T !

Notice, after selecting a yes answer, several more required fields open. Click the down list arrow for “Disabled Veteran.

NOTE: A Disabled Veteran has a VA (Veterans Administration) rated disability. Disabilities are rated in percent
ages ranging from 0% to 100% and are granted in increments of 10%. A Special Disabled Veteran has a

rating of 30% or higher. Select the appropriate item from the list.

mnnh@q " ok Soletions T a F
Greq Richmond - Indy WIA Training Help Topics About DSI Logout Greg Richmond - Indy WIA Training  Help Topics Aboul DSI Logout
4 i ind ¢t Vateran apphcant’s veteran s1atus by compieting the folowing information & 4 i ind ¢t Vateran apphcant’s veteran s1atus by compieting the folowing information &
Haward, (lston Veteran Status:* [Vou - Sened mors than 180 days 5] Howard, fsioa Veteran Status:* [Vas - Seewd mers than 180 deys o]
608-00-0002 608-00-0002
AR Disabled Veteran:* [~ SELECT =

Campalgn Ve
Recently Bischarged Vo

SELECT =)
r

Separation Date:™ [ |4

Remanders/Tasks
:il Edit Participant : Application - Bariers
Work Hatory
_3 Enraimant sad Apphcation Disabled:* No
2 Services Limited English: [~ r
2 Goals Substance Abuse: [~ ]
« Cane Notes Poor Work History: [~ u}
= ‘?::"“" TANF Exhauston: [ s
j Print 155 Basic Skill Deficient: [ ] prine 155 Basic Skill Deficient: [
& ) TAA Forms: offender: & ) TAA Forms: offender:
Pregnant/Parent Youth: [~ Pregnant/Parent Youth: [~
= L Youth-Heeds Assistance:  False = L Youth-Heeds Assistance:  False
ZJ At atrce ¥ Birvrer Runaway: ZJ At atrce ¥ Birvrer Runaway:
Migh School Dropout: [~ Migh School Dropaut:
Locally Dufined Barrier:  Fais Locally Dufined Barrier:  Fais
Local Barrier Descrigtion: [ ] Lacal arrier Description: [ ]

Application - Eligibility

Application - Eligibility

A- Adult:

A- Adult:

=

B - Low Incoma Adult: B - Low Incoma Adult:

L] [ = -
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TAA & TrackOne

Application

Campaign Veteran is the next required field. Campaigns usually indicate service in a conflict or war.

This information is located on the discharge form DD-214. Click the down list arrow and choose the

appropriate response.

NOTE:

Please consult the data dictionary for information on capturing campaigns.

bty v Amachione n.com - Cben fra
| §Work Saletions
ghn‘:h&.n
Greg Richmond - Indy WIA Training Help Topics About DEI Logout
Liser Home Case Management
Add New Client Eind Client |y, ran infarmatian indicats ths spphesnts vtarsn smpleting the follawing information ]
Hewned, Elston Veteran St [¥ea - Served more than 160 days =]
OOG-GG- 0T
Disabled Veteran:* [ -
Campalgn Vet :
Recently Bischarged Veteran:
X Chient Home Page
B 3 reminders/Tasks
= g Edit Particpant Application - Barriers
‘Work History
(4 Enrslinant aad Appheation Disabled:* No
] Servces Umited English: [~
1 Goals Substance Abuse: [~
l 21"‘: m; Poor Work History: [
- ent; .
e TANF Exhaustee: [
] Prink 155 Basic skill Deficlent:
@ [ TAA Forms Offender: [
Pregnant/Parent Youth: [~
- —oe 2 Youth-Needs As False
L) Administrative Fle Review Runaway: [
High School r
Locally Defined Barrier:  False
Local Barrler Descrption: l:l
Application - Eligibility
A-Adult:
B - Low Income Adult: 7
(s - T 7

bty v Amachione n.com - Cben fra
k a | §Work Saletions
g
Greg Richmond - Indy WIA Training Help Topics About DEI Logout
Liser Home Case Management
Add New Client Eind Client  §y,5ran infarmatian indicats ths sppiesnts vstarsn status by compisting the follawing information ]
Heward, Elstan Veteran Status:™ [Ves - Served more than 160 days 5]
OOG-GG- 0T
n1983 v [¥ea -
Ho =
Recently Discharged Veteran: [
Saparation Data:* [f]
B 3 reminders/Tasks
5] i it Particpant Application - Barriers
‘Work History
(4 Enrslinant aad Appheation Disabled:* No
] Servces Umited English: [~
1 Goals Substance Abuse: [~
l 21"‘: m; Poor Work History: [
- ent; .
e TANF Exhaustee: [
] Prink 155 Basic skill Deficlent:
@ [ TAA Forms Offender: [
Pregnant/Parent Youth: [~
St — Youth-Needs Assistance:  Faise
L) Administrative File Review Runawa y:
High School Dropout: [~
Locally Defined Barrier:  False
Local Barrler Descrption: l:l
Application - Eligibility
Caleutats Enginiity |
A-Adult:
B - Low Income Adult: 7 B
(s - T 7
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The barriers to employment screen is a formal barriers assessment. By completing this screen, you

are providing the participant’s first intensive service. This assessment is very important for the other

programs that may provide services to the participant.

) Print 155
& ] TAA Forms

Application - Eligibility

1 Administrative File Review

I- Youth (14 - 18) 5 Percent Window:
J - Youth (19 - 21) 5 Percent Window:

a https:/ fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer - | m] ll
. 1 @Work Solutions
Greg Richmond - Indy WIA Training Help Topics About DSI Logout
User Home ]| Case Management
Add New Client Find Client
Howard, Elston Disabled:* No
000-00-0032 - .
e Limited English: [~
Substance Abuse: [T
Case Management =] Poor Work History: [~
/Y client Home Page TANF Exhaustee: [~
E Z Reminders/Tasks Basic Skill Deficient: [~
@ & edit Participant offender: [
W T Pregnant/Parent Youth: [
Enrollment and Applicatio
== e and A " Youth-Needs Assistance: False
] Services
] Goals Runaway: [*
.| Case Notes High School Dropout: [~
1 Credentials Locally Defined Barrier: False
(] Test Results Local Barrier Description: l:l

Calculate Eligibility |

A-Adult: [F

B - Low Income Adult: [T

D - Dislocated Worker: [#

F - Youth (14 - 18): &

G- Youth (19-21): [

'l

'l

T-TAA: [

Combined WIA Eligibility Code:

[T 5[ ntemet Y
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Once all of the required and optional fields are completed to the best of your ability, click the
“Calculate Eligibility” button and the system will auto-fill the checks in the boxes next to the programs
for which the participant is eligible. Check the boxes closely; there should be checks in the TAA box,
Dislocated Worker box, and either the Adult or the Older Youth box. If these checks are not present,
then you need review the application carefully to locate erroneous or missing information.

Basic skill peficient: [~

Howard, Elton OHender: [
LOG-G-GUED Pregnant/ Parent Youth: [
s Yauth-Naads Assistanca: Falss
Case Management 2] i 2 LE
A i E High School Dropout: [
] exs/Tasks Locally Defined Barrier:  False
Egcme P tocal Borer beseripion: [
Work History Application . Eligibility
' tnrclimant sad Apphcation
[ Services
1 Goals
.| Case Notes A= Adult: @
) Credentiale B - Low Income Adult: [
J_‘: Tast Results D - Dislocated Worker: |7
i—_“ Prink 155 ¥ Youth (14 - 18): [
B 7] TAA Forms G- Youth (19 - 21):
d tratio £ 1- Youth (14 - 18) 5 Percent Window: [~
") Administrative Fie Review 1- Youth (19 - 21) 5 Percent Window: [~
T-TAA: F
Combined WIA Eligibility Code: I:'
Reviewes Information-Please select the inteniewer and reviewer
rtarviamar &
Interview Date: [5arsm007 |5
Reviewar:
Sam | Cancel [
[ (= L= 3 T 4

G Work Soltions
Greg Richmond - Indy WIA Training Help Topics About DEI Logout

o]

If everything is correct, click the save button and you will be returned to the “Enrollment/Application”

summary screen.

1 trachone w.com - Cbent
Frocec e @ Wk Soletions
Greg Richmond - Indy WA Training  Help Topics About DSI Logout
Liser Home Case Management
Lo = U Enroliment and Application
Howard, Elton The list balow displays the chent's enroliments. To create an appiication for elgibikty for Intenane sensces, select the Add
ooo-00-0032 o option fiom the Action menu nest 1o the desied record. To edit an existg application, select the Edit
n1983 | Application cption from the Actlon menu
2} Client Home Page
B 3 reminders/Tasks
5] i it Particpant
‘Work History Adult, Disl Wir,
et - Thh
C Servces @i sopscarion
1 Goals % Accounts
w| Case Nates
) Credentials Bragehiy contact
] Test Results B o ups
O pri o
5 ﬂ::: 15§ . L.J:t,_.\ Information
Jpont Apo/Encoliment
d tratio 2 a y
£ Administrative Fie R Planned Gap in Service
T [ [ eemet P
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TAA & TrackOne

Edit a Registration

The “Registration” screen allows you to enter the participants’ programmatic information. You will
want to ensure all the required information is there as well as add any missing or new information.

There are six sections for you to review and edit if necessary.

icrosoft Internet Explorer —lo] x|

Eﬁ;.,_.:k&.; 1 @Work Solotions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout
User Home \|| Case Management j

Add New Client Find Client TrackOne Re [~]
Mantle, Mickey Enter the Planned Start and Exit Dates.
W covosioons
2/5/1952 The actual Participation Date (the date of the first program-funded senvice or activity for this client), and the Last Senice Date

are calculated by the system. If ninety days have passed since the Last Senice Date, the system will automatically exit the

articipant from the program.
Case Management LA B = Lo
%Y Client Home Page Planned Start Date:* [02/11/2007

[ & Reminders/Tasks
@ . Edit Participant

Work History Enrollment Categories-Select the WIA funding streams used to serve this participant.
‘3 Enrollment and Application WIA Adult: [
] Services :
3 Goals pDislocated Worker: [
.| case Notes WIA Youth: [
(] Credentials Rapid Response: [ L
(] Test Results National Emergency Grant (NEG): [
£ Print 155 Trade Adjustment Act (TAA): [&
E 1 TAA Forms
Ad atio #J|| Participation Dates-The first and last senice dates are displayed below. If no occur for 90 days. the

participant will be automatically exited as of the Last Service Date. If a Planned Gap in Senvice is in effect. no exit will occur

) Administrative File Review before the "Hold Open Until' date shown below.

Participation Date:  4/11/2007
Last Service Date:  4/11/2007
Hold Open Until:
Actual Exit Date:

Add New Client Find Client

TAA Tracking This section for TAA program use ONLY
! Mantle, Mickey

A TAA Application Date: [ |

2/5/1953 TAA Petition #: 60394

Company:  Airtomic

Location:  Jeffersomille
“¥ Client Home Page TAA Participant ID:

E |2 Reminders/Tasks

@ B Edit Participant
3 Work History

Apply for ATAA Benefit Determination: &

=4 Enrollment and Application ATAA Reemloyment-Make sure appropriate verification documents have been mailed to DWD in regard to the employment

] services listed below.

& coals Reemployment Job for Benefit Determination: -
.| Case Notes

3 Credentials Eligible for ATAA:

(] Test Results Estimated Weekly Payment:

& Print 155

E (] TAA Forms

ing Contract/Waiver

ad atio 2 Training Waiver/Reason: [Training does not begin for more than 60 days =|

3 Administrative File Review Trai

ing Program ID:

Training Contract Review Date:

Total Cost of Training:

L 1
L =
L 1

Total Expenses Paid by TAA: [ |
1
1
1
=

Total Travel ExpensesPai

Total Subsistence Expenses Pai

Total Other Expenses Pai
TAA Deregistration Notice:

Other Federal Enrollment code:

TAA - Employment at Dislocation

Separation Date: [93/31/2007 |8
Annual Pay: $30,000.00]

# of Months Employed:

Recalled by Former Employer:
Pause | Cancel

&1 pone 3T S [ mtermet 7
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TAA & TrackOne

Edit a Registration

Planned Start Date: Enter the application date.
Enrollment Categories: Make sure that there is a check the TAA box .

Participation Dates: These are auto filled and show the first and last dates of services. Remember
if 90 days pass  without a service, the participant will be exited from the program unless they have

been given a Planned Gap in Service.

TAA Tracking: Check that the TAA Application Date is accurate. If the participant is dually enrolled

with WIA, the TAA and WIA application dates will be the same.
TAA Petition Number: Company name and location will auto fill.

TAA Participant ID: A unique identifier.

Apply for ATAA benefits: Box should be checked if the ATAA petition is approved and the partici-
pant is eligible. If the box is not checked then a Reason Not Eligible for ATAA drop down.

ATAA Reemployment: If employer is not listed click the drop, down list arrow and select the af-
fected employer. The Estimated Weekly Payment will be filled in by the State ATAA Coordinator

TAA Training Contract/Waiver: If a Training Waiver exists, a list box will appear. Click the drop

down arrow and select the reason.

Suitable training nat available j

— SELECT —-

Mo

Subject to recall within six months
Already has marketable skills
Retirement within two years
Health reasons

'Suitable training not available
Training does not begin for more than 60 days
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TAA & TrackOne
Edit a Registration

Training Program ID: Assigned by State TAA Coordinator.

Training Contract Review Date: Assigned by State TAA Coordinator
Total Cost of Training: Enter value from Training Plan

Total Expenses Paid by TAA: Enter value from Training Plan

Total Subsistence Expenses Paid: Enter value.

TAA Deregistration: Check this box if a Deregistration form has been sent to the State TAA
Coordinator.

TAA Employment at Dislocation:
Enter the date of separation from the affected employer.
Enter the participant’s annual salary from this employer

Enter the number of months the participant worked for this employer.

TAA - Employment at Dislocation

Separation Date: [g3/31/2007 |75

Annual Pay: $30,000.00

# of Months Employed:

—lﬁ

Recalled by Former Employer:

Iml Pausel Cancel [
[ B3 T8 [@ mntemet 4

Recalled by Former Employer: Check this box if participant is recalled to work by the affected

employer.
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TAA & TrackOne

Entering An Intensive Service

During the TAA orientation, a “Next Steps” session should be scheduled. The Next Steps session is
designed to inform the participant, in greater detail, of the various TAA programs. If the participant
is interested, a one-on-one interview will be scheduled to begin the process of enrolling the
participant into the TAA programs.

The “Next Steps” meeting, the application/registration process and monitoring a participant’s
progress in TAA programs are intensive services. Intensive services are those services that require
a significant amount of staff involvement. In other words, the participant cannot perform these
services without your assistance.

We entered a service record in detail when we entered a core service. The process is the
same for an intensive service. If you need refreshing, see pages 33 and 34. Therefore, we
will focus on identifying the steps and explaining the information required.

1. Click the services link located in the navigation panel on the left hand side.

N

Click add a service.

3. Click the drop down arrow next to the category field and select TAA services.
This will generate the list of TAA services in the next drop down box called service type.

4. Click the down arrow for the list of services and click (select) the service you are providing.
Once you have selected the service type the next screen is where you will enter the specific
information regarding the activity.

Begin Date.

Service/Activity Title: Click the magnifying glass icon to see a list of titles; select the
appropriate one.

Funding Stream: Select TAA.

Program Enroliment: Select the appropriate response.

Training Provider ID: Enter the providers ID when training is the service.

O*Net Occupational Code: Enter the appropriate code.

Summary Description: Type in a brief description of the activity.

Status: Select the appropriate response.

Planned End Date: Type in the date you anticipate the activity will end. You can also click the
calendar icon and select the date from the calendar.

Actual End Date: This field is used to record the date the service actually ended.
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TAA & TrackOne

Entering An Intensive Service

Service Notes: A text box to enter justification, rationalization, or other detailed information
pertinent to the activity.

NOTE: Service notes do not replace case notes. Service notes are not required. Case
notes are required.

Enter a Case Note.
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TAA & TrackOne

Entering An Intensive Service

| @@Werk Solwtions
Greg Richmond - Indy WIA Training Help Topics Abeut DSI Logout
Activities
The client's actrties/senices e displayed below. The most recent items are listed first.
To add a new actiity, click the Add New button. Ta edit an existing actity, chck the Action ican next to the desired record
and salect Edit from the menu,
Case Management [omen |
2} Client Home Page
P ; 2 records found.
e e Bugin Tithe Funding i Line  Planned Actual
Eli Edit Participant Datal Stream Barvice Typn Code End Date  End Date
Waork Histary % sruz007  TAA - Orientation Core Services TAA - Orienta af11fz007
1 Envaliment and Application ~ TAA - ATAA (Allarmative TAA - ATAA [Alternative
£ Sarvices R o D Ay TAA Trade Adjustment Assist.} e
1 Goals
| Case Notas
) Credentiale
3 Test Results
& erine 155
[E ] TaA Forms
d atio =
() Administrative File Review
[EToone [ ol A

To add an acthety, enter ihe fallowing information.

Begin Date:* [Gaia2007 |5
¥ Chant Homa Page Activity/Sarvice Thless [ | &
@ 3 Reminders/Tasks Line Coda:
@ 3 Edit Participant Serrvicer Ty

Waork History Proswida,
) Enrolimant and Application Troining Provider 10:

orMet code: [ |

Sunumary Descripiio

Status Acten 3
"{—.J. Tast Results Plannod Date:* [0awz00r |79
oD prewiss Actual ind bate: [

Record Created By:
1 3 Administrative Fila Raviaw I mrvice Hotes-A notes field in prevded for amy justificatson, rtionals o detailed information necessary far mantoing pUrposes

L  Ploase use accordingly. Notes in thes fiald wil be viewabls by afl users

Sorvice Notes:

Histasical Data

OrHet Code (road-only):
Clisnt Intake Site:
Provider Name:

Case Mar Mame:

Office Mama:

WA

Total Howrs:

Total Obligated:

Total Expandaed:

Craated Date;

B_
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TAA & TrackOne

Entering a Waiver

Using the same process we used for other services, enter a Waiver of Training.

Open the participant’s file.
Click the Services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box, click the “Funding Stream” down list arrow; select TAA.

Click the “Service Type” down list arrow, scroll down, and select “TAA - Waiver from Training.”
Click the “Search” button, the search will generate a list of services.

Click the “TAA Waiver” item from the list.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box, type “Issued waiver from training.”

Click the down list arrow to the right of status; select active.

Enter the “Planned End Date”. This should be six months from the “Begin Date.”

Enter your justification for issuing the waiver in the “Service Notes” text box.

Click the “Save” button.

Add a case note.
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Entering a Waiver

User Home Case Management

Add New Client Find Client

Howard, Elston
000-00-0032
2/5/1953

/h Client Home Page
[ 2§ Reminders/Tasks
3] 5 Edit Participant

Waork History

] Enrollment and Application

 Services

] Goals

.| Case Notes

[Z] Credentials

21 Test Results

] print 155
[# ] TAA Forms

Ad atio

kel

[Z] Administrative File Review

https:/ /www.trackone-in.com - ClientTrackNet - Microsoft Internet Bxplorer =] 3}

7 @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

Indy WIA Activities

To add an activity, enter the following information.

Begin Date:* [04/25/2007 |7

Activity/Service Title:™ [TAA Training Waiver | @(;

Funding Stream:* [Taa vl

Line Code:

Service Type: TAA - Waiver from Training
Provider:  Indiana WorkOne System

Training Provider ID: l:l

Summary Description: ‘Issued a Waiver of Training
Status:* | Active |
Planned End Datez* [p4/25/2007 |73

Actual End Date:  |10/25/2007 3]
Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users.

Service Notes: |papticipant has marketable skills.

Historical Data

0O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pausel Cancel [7]

[T 18 [ wteret 7
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TAA & TrackOne

Waiver Checks

The 28 day waiver check is a one day service; therefore, the begin date, planned end date and
actual end date will be identical.

To enter a 28 day waiver check, complete the following steps.

Open the participant’s file.
Click the Services link on the Navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.

Click the “Service Type” down list arrow, scroll down, and select “TAA Training Waiver Review
Session)” (28 day).

Click the “Search” button, the search will generate a list of services.

Click the “TAA Training Waiver Review Session (28 day)” item in the list. You will be
automatically returned to the activity screen.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box, type “Issued Waiver from Training”.

Click the down list arrow to the right of “Status” and select Active.

Enter the “Planned End Date”. This should be the same as the “Begin Date”.
Click the down list arrow to the right of “Status” and select complete.

Enter the “Planned End Date”. This should be the same as the begin date.

The “Actual End Date” will be the same as the Planned End Date.
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TAA & TrackOne

Waiver Checks

Enter 28-day review of waiver in the Service Notes text box.
Click the “Save” button.

Add a case note.

rosoft Internet Explorer

User Home ]| Case Management ]
Add New Client Find Client

Indy WIA Activities

Howard, Elston
000-00-0022
2/5/1953

Activity

To add an activity, enter the following information.

Begin Date=* [04/25/2007 |74

Case Management

=10l x|
i @Work Solotions

Greg Richmond - Indy WIA T

Help Topics About DSI Logout

’l\ Client Home Page

Activity/Service Title:* [TAA Training Waiver Review Session (28 d] G

[ & Reminders/Tasks
= 3 Edit Participant
‘Work History
1 Enrollment and Application
3] Services
] Goals
| Case Notes

Funding Stream:=* [_ gE| ECT — 'I

Line Code:

Service Type: TAA - Waiver Review Session (28 days)
Provider: Indiana WorkOne System

Training provider: [
ometcode: [ |

1 Credentials Summary Description: ‘Waiver Review

[ Test Results
i} Print 1SS
E ] TAA Forms

Status:*® IActive
Planned End Date:* [4/25/2007 5]

Actual End Date: |:E|

Record Created By:

Ad atio £

(] Administrative File Review

Please use accordingly. Motes in this field will be viewable by all users.

Service MNotes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.

Service Notes: [Waiver Reviewed

Historical Data

O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pausel Cancel [7]

[ & [ mntenet 4
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TAA & TrackOne

Entering HCTC

HCTC is entered for participants that are eligible for the Health Coverage Tax Credit (HCTC). This is
an “Intensive Service” and is entered in the same manner as other services.

To enter a TAA — HCTC (Health Coverage Tax Credit) use the following steps:

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the “Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box, click the “Funding Stream” down list arrow and select TAA.

Click the “Service Type” down list arrow and scroll down and select “TAA — HCTC
(Health Coverage Tax Credit)

Click the “Search” button, the search will generate a list of services.

Click the “TAA — HCTC (Health Coverage Tax Credit) item in the list to select it and be
automatically returned to the “Activity screen.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box type “HCTC (Health Coverage Tax Credit)”.
Click the down list arrow to the right of “Status” and select Active.

Enter the “Planned End Date”; this should be the date the Waiver of Training ends.
Leave the “Actual End Date” blank.

Enter “Start HCTC” in the “Service Notes” text box.

Click the “Save” button.

Add a case note.
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Entering HCTC

a https:/ /www.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer = |E||1|

7 @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

User Home: Case Management

Add New Client Find Client Indy WIA Activities

Howard, Elston

000-00-0032
2/5/1953 To add an activity, enter the following information.
/Y client Home Page Activity/Service Title:* [TAA ~HCTC (Health Coverage Tax Credit)| 4

[ 2 Reminders/Tasks Funding Stream:* lm

B3] 5 Edit Participant Line Code:

Work History o Service Type:  TAA - HCTC (Health Coverage Tax Cradit)
[ Enrollment and Application Provider:  Indiana WorkOne System

g? ‘ Training Provider ID: l:l
oals

(] Credentials Summary Description: |HCTC (Health Coverage Tax Credit) |
[_] Test Results Status:* IActive j
] print 1S5

Pl d End Date:*
[ ] TAA Forms anned End Uatez™ |04/25/2007 | =|
Actual End Date: I:E

Record Created By:

kel

Ad atio

[Z] Administrative File Review

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Motes in this field will be viewable by all users. L

Service Notes: |HCTC (Health Coverage Tax Credit)

Historical Data

0O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pausel Cancel
] [E T [3 [ ntemet Y
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TAA & TrackOne

Developing & Entering a Training Plan

In order for a client to attend approved training, you must complete a training plan in TrackOne. This
is important because the date of the training plan is used to determine if the participant meets the 210
day requirement for eligibility for TRAA.

Developing a training plan is an intensive service and will be entered using the same process we have
used for other services. This is a one day service so the begin date, planned end date and actual end
dates will be the same.

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.
Click the “Service Type” down list arrow, scroll down, and select TAA Occupational Skills Training.
Click the “Search” button, the search will generate a list of services.

Click the “TAA Training Plan Development Session” item on the list. You will automatically be
returned to the activity screen.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box, type “Training plan developed & sent to State TAA
Coordinator”.

Click the down list arrow to the right of “Status” and select completed.

Enter the “Planned End Date”. This should be the same as the begin date.

The “Actual End Date” will be the same as the begin date and the planned end date.
Enter your justification for the training plan in the “Service Notes” text box.

Click the “Save” button.

Add a case note that justifies the training plan.
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TAA & TrackOne

Developing & Entering a Training Plan

Once the training plan has been developed, submitted and approved, you will need to enter the
training service in to TrackOne.

A training service is an intensive service and will be entered using the same process we have used
for other services.

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.

Click the “Service Type” down list arrow, scroll down, and select TAA Occupational Skills
Training.

Click the “Search” button, the search will generate a list of services.

Click the “TAA Occupational Skills” service on the list. You will automatically be returned to the
activity screen.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box, type “Occupational skills training.”

Click the down list arrow to the right of “Status” and select active.

Enter the “Planned End Date”. This should be the anticipated graduation date.
The “Actual End Date” will be left blank at this time.

Enter the type of training, total cost of training, the name of the training provider and the campus
where the training will take place in the “Service Notes” text box.
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TAA & TrackOne

Developing & Entering a Training Plan

e Click the “Save” button.

¢ Add a case note that justifies the training plan.

NOTE: The State TAA Coordinator will enter travel and subsistence allowances.
The State TAA Coordinator will enter the training approval in to the case
notes.

<3 https:/ fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer - ol x|

&J 1 @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

User Home | Case Management 1
Add New Client Find Client Service Type: |AA - Uccupational Skills lraining E|
Provider: Indiana WorkOne System
Howard, Elston Training Provider ID: | |
000-00-0032
2/5/1553 0O*Net Code: |17_3023_01 |

Summary Description: [FFEENaS TS0
Case Management A Status:™ [Active 4|

/h Client Home Page Planned End Date:* [pg/03/2007 | =
E |2 Reminders/Tasks

Actual End Date: e ]
3] 3 Edit Participant ualEnd Bates |06/01/2009
3 Work History Record Created By:
_] Enrcllment and Application
{2 Services Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
] Goals Please use accordingly. Notes in this field will be viewable by all users.
. | Case Notes A
] Credentials Service Notes: |Assgciates Degree in Electronic Engineering
Total Costs will be $15,000.00
% Test Results VY Tech Community College Indianapolis Campus
Print 1SS

[® ] TAA Forms

Historical Data
Ad atio S

O*Net Code (read-only):
Client Intake Site:
Provider Name:

] Administrative File Review

Case Mgr Name:
Office Name:
WSA:

Total Hours:
Total Obligated:
Total Expended:
Created Date:

Sauel Pausel Cancel [7]
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TAA & TrackOne

Revoking a Waiver

Occasionally, a case manager will find it necessary to revoke a “Waiver of Training”. To accomplish
this, open the client’s file and click on the services link. Since the waiver already exists, you will not
be adding a service but editing one. When you click the “Services” link, you should see a screen like
the one on the next page. Notice there will be a list of the services and at the beginning of each
service, there will be an icon that resembles a gear. Click the gear and a menu list will appear. Click
edit in the menu list and that service screen will open. The following steps will be used to revoke the
waiver:

Select the waiver of training service; click on the gear icon. Click edit.
Date Field: The date stays the date the waiver was issued.
Service/Activity Title: Click on magnifying glass and select TAA services.
Activity type: Select waiver from training.

Funding Stream: TAA.

Summary Description: Terminate/Revoked Waiver.

Planned End Date: Update to be the date the waiver is revoked.

Actual End Date: Update to be the date the waiver is revoked.

Service Note: Give reason why the waiver was revoked.

NOTE: When you revoke a waiver for entering training or ATAA, you will need to edit

the HCTC service (following the same steps as above except you select the
HCTC Service) to change the HCTC end date to the same as the qualifying
service’s end date. If you are revoking a waiver for non-compliance, change the
HCTC end date to match the waiver’s end date. If you are unable to change
these date due to prior ownership, contact your Master User.

Additionally, you will need to enter a Case Note stating the reason for revoking
the waiver.

Last but not least, send the waiver revocation form to the State TAA Coordinator.
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Revoking a Waiver

gﬁ.a.f_’l_a‘r_

Add New Client Find Client

) https:/{www.trackone-in.com - ClientTrack Net - Microsoft Internet Explorer =] B3]
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Activities

Maris, Roger
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Case Management
/Y Client Home Page
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E= 3 Edit Participant
Work History
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{4 Services
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.| Case Notes
(] Credentials
(] Test Results
&) print 155
[E (] TAA Forms

The client's activities/services are displayed below. The most recent items are listed first.
To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to the desired record
and select Edit from the menu

Add New

3 records found.

Funding . Line Planned End  Actual End
Service Type
Stream Service Type Code Date Date
#% 4/15/2007  TAA- Orientation Core Services  TAA - Orientation 4/18/2007
" 4/18/2007  TAA - Orientation Core Services  TAA - Orientation 4/18/2007
> TAA - Waiver from
Q %Ed\t e Training LA

EPart\gatmﬂ Hours
“C_Obligations

’
%Prmt Service

(] Administrative File Review

UserHome | Case Management

Add New Client Find Client

ClientTrack et

rosoft Internet Explorer

1/ @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout
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000-00-0009
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¥ Client Home Page
[ 17 Reminders/Tasks
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5 Work History
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4 services

(1 Goals

.| Case Notes

(] Credentials

(] Test Results

& print 155

[ ] TAA Forms

>

(1 Administrative File Review

Historical Data

Begin Date:*
Activity/Service Title:* [TAA Training Waiver | §%
Funding Stream:* ,m
Line Code:

Service Type:  TAA - Waiver from Training
Provider:  Indiana WorkOne System
Training Provider ID: I:l
O*Net Code: [ ]

Summary Description: ‘AA in EE \

Status:* [Active
o

Planned End Date:*

Actual End Date:
Record Created By: |Terminated/Revoked
Withdrew Before Completing
Referred/Waiting

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes
Please use accordingly. Notes in this field will be viewable by all users

Completed

Service Notes:

O*Net Code (read-only):
Client Intake Site: Indiana Dept. of Workforce Development

Provider Name:

Case Mgr Name:

Office Name:

[&]Done

s E

T T 18 [ mtemet
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TAA & TrackOne

Modifying A Training Plan

While training plans may be carefully developed, a participant’s circumstances may change. As a
result, training plans may need to change.

To accomplish this, open the participant’s file and click on the services link. Since the training plan
already exists, you will not be creating a new service record but editing the existing record. When
you click on the “Services” link, notice the list of the services. Click the gear icon and a menu list will
appear. Click edit in the menu list and that service screen will open.

The following steps are used to modify a training plan:

Date Field: The date training starts change only if training start date changes.
Service/Activity Title: Since we are modifying a training plan, this field does not change.
Funding Stream: remains TAA.

Summary Description: “Modified the Training Plan.”

Planned End Date: Enter the new anticipated graduation date if it has changed.

Actual End Date: The date training is completed, if known.

Service Note: Explain the modification in the training plan.

Save the record.

Enter a case note that documents the reason for the change.

Send the modified training plan to the State TAA Coordinator.
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Modifying a Training Plan
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a https:/ /www.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer
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7 @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

TAA - Customized Training - Generic

Maris, Roger
000-00-0009
2/5/1953

/h Client Home Page
[ i Reminders/Tasks
] 5 Edit Participant

5 Work History

[Z] Enrollment and Application

3 Services

C] Goals

.| Case Notes

[_] Credentials

[°] Test Results

] Print 1S5
[ ] TAA Forms

i -

To add an activity, enter the following information.

Activity/Service Title:* [TAA - Customized Training - Generic | 4
Funding Stream:* lm
Line Code:
Service Type: TAA - Customized Training
Provider: Indiana WorkOne System

Training Provider ID: l:l

Summary Description:  [Modified the Training Plan \
Status:* | Active j

Planned End Date:* [p4/24/2009 |75

Ad atio

b

[Z] Administrative File Review

Actual End Date: I:E

Record Created By: Greg Richmond

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.

Please use accordingly. Motes in this field will be viewable by all users.

Service Notes: |Participant switched from an Electronic Engineering -
Associates Degree to the LPN program.
Total Cost: $15,000.00 -

Historical Data

0O*Net Code (read-only):
Client Intake Site: Indiana Dept. of Workforce Development

Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:

Created Date: 4/26/2007

Pausel Cancel [7]

[] Done

[T 1T B
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TAA & TrackOne

Entering TRA-B

NOTE: Before you enter the request to start Trade Readjustment Assistance—Basic

(TRA-B). Verify that a waiver or a training plan has been completed.
Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.

Click the “Service Type” down list arrow, scroll down, and select Request Basic TRA - Session.
Click the “Search” button, the search will generate a list of services.

Click the TAA - Basic TRA (Trade Readjustment Assistance).

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box type “TRA-B”.

Click the down list arrow to the right of “Status” and select active.

Enter the “Planned End Date” — an estimate of the date TRA-B will end.

The “Actual End Date” will be left blank for now. This field will eventually be updated to the date
TRA-B ends

Service Notes: Enter “Start TRA-B benefits”.

Click the “Save” button.
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TAA & TrackOne

Entering TRA-B

e Send a request to start TRA-B to the Federal Claims Unit. Include documentation that the
participant applied for training within the 210-day limit (a screen print of the training activity
screen) and a copy of the case note with the State TAA Coordinator’s approval.

e Enter a case note justifying the start of TRA-B.

NOTE: You will need to enter or extend the HCTC End Date

A https:/ /www.trackone-in.com - ClientTrack.let - Microsoft Internet Explorer =10l x|
o . @ 1 @Work Solvtions
Greg Richmond - Indy WIA Training Help Topics About DSI | ogout
UserHome ||  Case Management )

Add New Client Find Client

Indy WIA Activities

Maris, Roger
000-00-0009
2/5/1953

To add an activity, enter the following information.

Case Management Begin Date:™ [04/26/2007 |77

“¥ client Home Page Activity/Service Title:* [Request Basic TRA - Session | &
E & Reminders/Tasks Funding Stream:* ITAA -
= 3 Edit Participant

ETE T Service Type: TAA - Basic TRA (Trade Readjustment Assistance)
(1 Enroliment and Application

p== - Provider: Indiana WorkOne System

o Training Provider 10: [ ]
oals

.| Case Notes el B

Line Code:

1 Credentials Summary Description: [TRAB
] Test Results Status:* IACUVE LI
= g :::t;lifns Planned End Date:*
Actual End Date: [ |
= Record Created By:

] Administrative File Review

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Motes in this field will be viewable by all users. L

Service Notes: [Start TRAB benefits| a

Historical Data

0O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pausel Cancel [T

=] [T 5 [ meemet 7




TAA & TrackOne

Entering TRA-A

Before you enter a request to start Trade Readjustment Assistance - Additional (TRA-A), verify that
a training plan has been completed. After completing this entry, submit the request to Federal
Claims following standard protocol.

e Open the participant’s file.
e Click the services link on the navigation pane. This will open the activities screen.
e Click the ‘Add New” button; this will open the activities screen.

e Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

e In the dialog box click the “Funding Stream” down list arrow and select TAA.

e Click the “Service Type” down list arrow, scroll down, and select “TAA - Additional TRA.”
e Click the “Search” button, the search will generate a list of services.

e Click the TAA - Additional TRA Request Additional TRA

e Click the down list arrow to the right of the “Funding Stream”, select TAA.

e In the “Summary Description” box type “TRA-A.”

e Click the down list arrow to the right of “Status” and select active.

e Enter the “Planned End Date” — the estimated end date for TRA-A.

e The “Actual End Date” will be left blank for now. It will eventually be updated to reflect the date
TRA-A ends.

e Service Notes: Enter “Start TRA-A benefits.”

« Click the “Save” button.
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TAA & TrackOne

Entering TRA-A

e Submit a request for TRA-A benefits to the Federal Claims Unit following the standard protocol.

e Enter a case note.

NOTE: Make sure that you include the documentation that the person applied for
training within 210 days of layoff or certification.

3 https:/ fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer =10 1[

 @Work Solutians

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

User Home Case Management

Add New Client Find Client Indy WIA Activities

Maris, Roger

000-00-0009
2/5/1953 To add an activity, enter the following information.
Case Management %) Begin Date:* [04/26/2007 |73
/¥ Client Home Page Activity/Service Title:* |Request Additional TRA - Session | é;

E & Reminders/Tasks Funding Stream:* Im

= 3 Edit Participant Line Code:

Wark History o Service Type: TAA - Additional TRA (Trade Readjustment Assist.)
(1 Enroliment and Application Provider: Indiana WorkOne System

Sy Trsining Provider : [ ]
oals

] Credentials Summary Description: |TRAA
(] Test Results Status:¥ IActwe ﬂ
21 Print 155

Planned End Date:* __
[H 3 TAA Forms 04/26/2007 | =
Actual End Date: l:E

Record Created By:

Ad atio %

(Z] Administrative File Review

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Motes in this field will be viewable by all users. L

Service Notes: [Start TRAA benefits

Historical Data

0O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:
Office Name:
WSA:

Total Hours:
Total Obligated:
Total Expended:
Created Date:

Save Pausel Cancel [7]
[&]Done [T T 18 [ ntemet 7




TAA & TrackOne

Entering TRA-R

Before you enter a request to set-up Trade Readjustment Assistance—Remedial (TRA-R),
verify that TRA-B and TRA-A service records have been entered with the correct start and

end dates. The TRA-B and TRA-A end dates should be the last date the claimant received
those benefits.

e Open the participant’s file.
e Click the services link on the navigation pane. This will open the activities screen.
e Click the ‘Add New” button, this will open the activities screen.

¢ Click the magnifying glass icon to the right of the activity/service title field. This will open
the “Available Services by Funding Stream” dialog box.

e In the dialog box click the “Funding Stream” down list arrow and select TAA.

e Click the “Service Type” down list arrow, scroll down; select “TAA - Remedial TRA.”
e Click the “Search” button; the search will generate a list of services.

e Click the TAA - Remedial TRA Request Remedial TRA

e Click the down list arrow to the right of the “Funding Stream”, select TAA.

e In the “Summary Description” box type “TRA-R.”

e Click the down list arrow to the right of “Status” and select active.

e Enter the “Planned End Date” — This is the earlier of the TRAR end date or the date
school ends.

e The “Actual End Date” will be left blank for now. It will eventually be updated to the earlier
of either the TRA-R end date or the date school ends.

e Service Notes: Enter “Start TRA-R benefits.”

e Click the “Save” button.



TAA & TrackOne

Entering TRA-R

e Enter a case note justifying the start of TRA-R.

e Submit a request to start TRA-R benefits to the Federal Claims Unit following the standard
protocol.

NOTE: Make sure that you include the documentation that the person applied for
training within 210 days of layoff or certification.

3 https:/ /www.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer =10 ﬂ
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Greg Richmond - Indy WIA Training Help Topics About DSI | ogout
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Add New Client Find Client Indy WIA Activities
Maris, Roger
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2/5/1953 To add an activity, enter the following information.
Case Management 2] Begin Date:™ [04/26/2007 | =
¥ Client Home Page Activity/Service Title:* |Request Remedial TRA — Session | @F;

[E 2] Reminders/Tasks Funding Stream:* Im
3} 3 Edit Participant

3 Work History
71 Enrollment and Application

Line Code:
Service Type: TAA - Remedial TRA (Trade Readjustment Allowance)
a Provider: Indiana WorkOne System
g ?"‘Iﬁ Training Provider ID: l:l
oals
] Case Notes OfNetCode: | |

(] Credentials Summary Description: |TRAR
=] Te.st Results Status:* IACLive ﬂ
E.\g :::t;:'?ns Planned End Date:*
Actual End Date: l:l‘_ul
o atio e Record Created By:

(Z1 Administrative File Review

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users. L

Service Notes: |Start TRAR benefits

Historical Data

O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pause | Cancel
[i€] pone [T |2 [ mtemet 4
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TAA & TrackOne

Entering a Job Search

Job search allowance and job search reimbursement are two distinct services that will need to be entered sepa-
rately.

The request for a job search allowance must be submitted and approved prior to the job search taking place and
within 365 days of the layoff or 182 days after training has ended.

To enter a request for a job search allowance:

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button; this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the “Available Ser-
vices by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.
Click the “Service Type” down list arrow, scroll down, and select TAA - Job Search Allowance.

Click the “Search” button; the search will generate a list of services.

NOTE: Do not use Resume Development, Job Search Assistance in the IRA, or TAA Job

Search Workshops. These are ES services and not TAA funded services
Click the TAA - Job Search App. & Approval Session.
Click the down list arrow to the right of the “Funding Stream”, select TAA.
In the “Summary Description” box type “Job search allowance.”
Click the down list arrow to the right of “Status” and select active.
In the “Planned End Date” field, enter the date the request was submitted.
The “Actual End Date” will be the date the request was submitted.

Service Notes: Enter the circumstances surrounding the Job Search.
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TAA & TrackOne

Entering a Job Search

e Click the save button.

e Enter a case note documenting eligibility and rational for the decision to approve a job search
allowance.

NOTE: Submit the job search form to State TAA Coordinator.

§ https:/ fwww.trackone-in.com - ClientTrackNet - Microsoft Internet Explorer ] 5

oL 1 @Work Solutions
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Greg Richmond - Indy WIA Training Help Topics About DSI Logout

Indy WIA Activities
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2/5/1952 To add an activity, enter the following information.
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[ & Reminders/Tasks Funding Stream:* [Taa -

&3] 3 Edit Participant
3 Work History
] Enrollment and Application

Line Code:
Service Type: TAA - Job Search Assistance
Provider: Indiana WorkOne System
= Services

Training Provider ID: l:l
] Goals 9
* .

[ Credentials Summary Description: |Job Search Allowance
% Test Results Status:* |Actwe j
Print 1SS
Planned End Date:* _
& ] TAA Forms 0412612007

Actual End Date: |:E|

Record Created By:

b

(] Administrative File Review

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users. L

Service Notes: [Circumstances surrounding the Job Search

Historical Data

O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pausel Cancel [+
& [T ]2 [ memet 7




TAA & TrackOne

Entering a Job Search Reimbursement

Once the job search allowance has been approved, the participant will need to bring in the required
receipts for gas, lodging and meals. Upon receipt, the case manager will need to submit a request
for reimbursement.

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.
Click the “Service Type” down list arrow, scroll down, and select TAA - Job Search Allowance.

Click the “Search” button, the search will generate a list of services.

NOTE: Do not use Resume Development, Job Search Assistance in the IRA, or TAA Job

Search Workshops. These are ES services and not TAA funded services,.
Click the TAA - Job Search Reimbursement Submitted — Session
Click the down list arrow to the right of the “Funding Stream”, select TAA.
In the “Summary Description” box type “Job search allowance”.
Click the down list arrow to the right of “Status” and select active.
In the “Planned End Date” field, enter the date request was submitted.
In the “Actual End Date” field, enter the date the request was submitted.
In the “Service Notes” field, enter the payment information
Click the “Save” button.

Enter a case note documenting eligibility and decision to approve a job search allowance.
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Entering a Job Search Reimbursement

NOTE:

Submit Job Search form to the State TAA Coordinator.

3 https:/ fwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer
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] Test Results
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To add an activity, enter the following information.

Begin Date:* [04/26/2007 |7

Activity/Service Title:* [Job Search Reimbursement Submitted — 9 @Q;
Funding Stream:* [TaA v

Line Code:
Service Type: TAA - Job Search Assistance
Provider: Indiana WorkOne System

Training Provider ID: l:l

Summary Description:  [joh Search Allowance |
Status:* I Active j
Planned End Date:* [04/26/2007 |75

Actual End Date: l:E

Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users. LI

Service Notes:  [Payment Information

Historical Data

0*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Pausel Cancel [7]
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TAA & TrackOne

Entering a Relocation Allowance

Relocation Allowances are similar to job search allowances, in that there are two distinct services. The
first is a request for relocation allowance, which must be submitted prior to the relocation. The second
is the request for the actual reimbursement. The request for relocation allowance must be submitted
within 425 days after the layoff or 182 days after training has ended.

We will complete the request for Relocation Allowance first.

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.
Click the “Service Type” down list arrow and scroll down and select TAA - Relocation Allowances.
Click the “Search” button; the search will generate a list of services.

Click the Relocation Allowances App. & Approval Session.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box type “Relocation Allowance.”

Click the down list arrow to the right of “Status” and select active.

In the “Planned End Date” field, enter the date request was submitted.

In the “Actual End Date” field, enter the date the request was submitted.

In the Service Notes text box, enter the circumstances surrounding the relocation.
Click the save button.

Enter a case note documenting eligibility for a relocation allowance.

NOTE: Submit Relocation form to State TAA Coordinator.
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Entering a Relocation Allowance
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Begin Date:* [p4/26/2007 |7
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Funding Stream:* [Tap -

Line Code:

Service Type: TAA - Relocation Allowance

Provider: Indiana WorkOne System
Training Provider ID:

Summary Description: ‘Relocat\on Allowance ‘
Status:* [Actie =
Planned End Date:* [j4/26/2007 [73]

Ad atio

[_1 Administrative File Review

£

Actual End Date: I:E

Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.
Please use accordingly. Notes in this field will be viewable by all users.

Service Notes: |Circumstances surrounding the Relocation

Historical Data

O*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:
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TAA & TrackOne

Entering a Relocation Reimbursement

Once the relocation allowance has been approved, the participant will need to bring in the required
receipts for relocation expenses.

To record a relocation reimbursement:

Open the participant’s file.
Click the services link on the navigation pane. This will open the activities screen.
Click the ‘Add New” button, this will open the activities screen.

Click the magnifying glass icon to the right of the activity/service title field. This will open the
“Available Services by Funding Stream” dialog box.

In the dialog box click the “Funding Stream” down list arrow and select TAA.
Click the “Service Type” down list arrow and scroll down and select TAA - Relocation Allowances.
Click the “Search” button; the search will generate a list of services.

Click the Relocation Reimbursement Submitted—Session.

Click the down list arrow to the right of the “Funding Stream”, select TAA.

In the “Summary Description” box type “Relocation Reimbursement.”

Click the down list arrow to the right of “Status” and select completed.

The “Planned End Date” will be the same as the begin date.

The “Actual End Date” will be the same as the begin date and planned end date.
In the Service Notes text box, type “request for relocation reimbursement.”

Click the save button.

Enter a case note justifying the reimbursement request.

NOTE: Submit the paperwork to the State TAA Coordinator.
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Entering a Relocation Reimbursement
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To add an actwvity, enter the following information.

Begin Date:™ [05/03/2007 |73

Activity/Service Title:* [Relocation Reimbursement Submitted — S4 §2

Funding Stream:* [Tap vl

Line Code:

Service Type: TAA - Relocation Allowance
Provider: Indiana WorkOne System

Training Provider ID: l:l
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Planned End Date:* [p5/03/2007 [T

Actual End Date:* [05/03/2007 |7

Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes.

Service Notes:  |Request for Relocation Reimbursement

Historical Data

0#*Net Code (read-only):
Client Intake Site:
Provider Name:

Case Mgr Name:

Office Name:

WSA:

Total Hours:

Total Obligated:

Total Expended:
Created Date:

Please use accordingly. Motes in this field will be viewable by all users. L
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TAA & TrackOne

ATAA Services

The Alternate Trade Adjustment Assistance program is designed for eligible workers, age 50 or
older, who obtain new, full-time employment at wages of less than $50,000 within 26 weeks of their
separation. These workers may receive a wage subsidy of 50% of the difference between the old
and new wages, up to $10,000 paid over a period of up to two years.

A worker receiving a wage subsidy under the ATAA program may not receive benefits under the
TAA program except the HCTC.

Important Deadline: To qualify for ATAA a worker must obtain qualifying reemployment within 26
weeks of layoff. This remains true even if the certification is not issued until after the 26 weeks have
passed.

If you have a participant utilizing ATAA, use the following steps to enter their information into ATAA:

e Open the participant’s file and click the enrollment/ application link on the navigation panel.

e Click the gear icon and select “Edit Registration”.

e Scroll down to the TAA Tracking section and click on the check box after Apply for ATAA Benefit
Determination.

e Scroll to the bottom of the page and click the save button.

e Click the “Services” link on the navigation panel.

e Click the “Add New" button.

e Click the magnifying glass icon to the right of the activity/service title field.

e This will open the “Available Services by Funding Stream” dialog box.

¢ In the dialog box click the “Funding Stream” down list arrow and select TAA.

e Click the “Service Type” down list arrow, scroll down, and select TAA — ATAA (Alternative Trade
Adjustment Assist.).

e Click the “Search” button; the search will generate a list of services.

e Click the TAA - ATAA service from the list.

e Click the down list arrow to the right of the “Funding Stream”, select TAA.

e In the “Summary Description” box type “ATAA.”

e Click the down list arrow to the right of “Status” and select active.

o Enter the “Planned End Date”. This date must be two years from the reemployment date.
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TAA & TrackOne

ATAA Services

e Enter the “Planned End Date”. This date must be two years from the reemployment date.

e The “Actual End Date” will be the two years from the reemployment date or the receipt of
$10,000 in wage subsidies, which ever comes first.

e In the Service Notes, type “ATAA eligible.”

¢ Click the save button.

e Enter a case note. The case note must document that the ATAA application has been submitted
to the State ATAA Coordinator.

NOTE: You will need to enter or extend the HCTC end date.
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TAA & TrackOne
ATAA Services
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TAA & TrackOne

Entering A Goal

Goals and goal setting are recognized as being critical for success. While goals are only a required
service for WIA Younger Youth, as a TAA case manager, you should work with your participant to
negotiate realistic and well defined goals. This is recommended as a case management best
practice and to encourage the participant to take ownership of the services he/she receives.

To record goals:

Click the goals link in the navigation pane.

Click the “Add New” button.

Select “Open.”

Click the down list for “Goal Type”. Select the type that is the most appropriate for the goal.
Click the down list and select the goal.

Type in the goal description.

Enter a goal date. This is date the goal was set.

Enter an estimated completion date.

Leave the actual completion date blank at this time.

Enter a detailed explanation of the goal.

Click the save button.

NOTE: When the participant completes or achieves the goal, you will need to

update the goal record to input the actual completion date.
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TAA & TrackOne

Entering A Goal

- https:/ Jurww.trackone-in.com - ClientTrackNet - Microsoft Internet Explorer

g'iw.r_h.su_

Add New Client Find Client

Indy WIA Goal Plan

Maris, Roger
000-00-0009
2/5/1953

Case Management
/.‘ Client Home Page

[E 2 Reminders/Tasks

] 3 Edit Participant

_1 Enrollment and Application
] Services
= Goals
l.| Case Notes
O] Credentials
] Test Results
] Print 1SS
[ ] TAA Forms

O] Administrative File Review

Identify the information on the particpant’s individual goal.

Goals can be set up for all participants. If recording an employment goal, select the Goal Type "Employment Goal”. All other
goals for WIA participants (Older Youth, Adult, Dislocated Worker) or TAA participants use the "Other, Non-younger youth”.

WIA Youth Goals: The W/A Goal Type (Basic Skills, Occupational Skills, Work Readiness) must be selected for WIA Younger
Youth. Youth goals must be attained within one year; if the youth does not attain the goal within one year of the date it was set,
the Status must be set to "NOT Attained” Younger Youth Skill Attainment rate is a performance measure which looks at the
Work History skills set and attained for younger youth.

Estimated Completion Date: l:l-_u‘

=10l %|
1 @Work Solutions

Greg Richmond - Indy WIA Training Help Topics About DSI Logout

Status:® & Qpen
 Attained
© NOT Attained
Goal Type:® lm
Goal:  [Perform Actual Tasks =l
Goal Description:
Goal Date:*

Date Attained: :I-_u‘

Explanation:* [\ Maris will obtain the Occupational Skills necessary to

find employment as a LPN|
Pause | Cancel

Goal Type
~ SELECT — A

— SELECT -

Basic Skills Goal
Occupational Skills
Other

Work Readiness

[T 1B [ ntemet 4

Goal Description

- SELECT - -

i SELEC

Perform Actual Tasks
Familiarity w/ Procdures, Tools
Technology

Information Skills

Other Occupational Skills Goal
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TAA & TrackOne

Entering Case Notes

Case notation is essential to case management. It is essential that case notes be focused on the
services provided, contain detailed information documenting service delivery and record the flow of
the case management process. Case notes are NOT intended for case managers to write their
personal feelings, frustrations or opinions about the participant and his/her progress. Case notes
should be factual and concise.

NOTE: Case notes cannot be deleted in TrackOne. They can be amended through
the addition of another case note if necessary but cannot be edited once they
are saved.

To create a case note:

¢ Click on the case notes link on the navigation pane.
e Click the “Add” button.

e Type in the case note.

NOTE: There is atoolbar similar to the one in MS Word.

|§“§7mﬁ- B I U i= Fonts =~ |[size - | <F_

¢ Once you have completed the case note, proofread it and click the save button.
To review previously written case notes:

¢ Click on the case note link on the navigation pane to open the case note screen.
¢ Click on the view icon to the right of the case note you wish to review.

To print a case note:

¢ Click the selection square under the word print for the case note; click the “Print” button. The
print dialog box will open. This box allows you to choose the number of copies, etc.

1 records found.

Case Manadgeaer Restriction
%View I A4S 265/ 2007 Sreg Richmond Training Unrestricted

e Click “OK”.

NOTE: Case notes pertaining to domestic violence should be marked as such. Victims of
domestic violence are afforded special confidentiality protections under the Violence
Against Women Act. TrackOne allows a case manager to limit access to any case
note pertaining to domestic violence by marking it as restricted.
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TAA & TrackOne

Entering Case Notes

Adding a Case Note

bentTrack it Hurosoll Intemel Explorer

Greg Wichmond - Indy WIA Training Help Topics About DSI Logout

fudd Hew Client
Elnd Client R —— 5]
Haris, Roger Entered By: [ = -
¥:  [Grag Richmona | 4%
27871953 Ragarding:® [Training

Domestic Violence Case Mote-f checked, Case Note will be set to Organezation Restricted
Damastic Vislance Casa Nota: [~
[Setect = Temptate 7]
|8 % v = B J U S kn -
Case Note

[Chent Name: Rogar Mans
Beginning April 26, 2007, Roger is to start taking classes at Ivy Tech Community
College. He will be working an AA in El ic Engit ing. I explained the

e and grade il and gave him a copy of the policy. He agrees to
\bring in his Attendance Sheets every week and a copy of his grades at the end of each
semester. Roger also agreed to notify me prior fo making any changes in his classes or
ynajor. Roger agreed to notify me if he was having any problems.

Roger hit 61 heme runz in 1961

r

Mote-Additional changes to this case note will not be possible atter it is saved

5
:

Greg Wichmond - Indy WIA Training Help Topics About DSI Logout

Maris, Roger The client’s case noles you have nights bo vew e listed hare. Click Add New to creste 3 new case note. To pam, check tha
900-00-0008

[Print b mexd to ome of mone case noles you wich 1o print, and chick the Print Selected button.
w199

2} Client Home Page
B & heminders/Tasks
E & Edit Particpant

Work History

(NOTE: Once a case nole is saved, addbicnsl changes will nol be allowed.

@[] TAA Forms

d atio £
12) Administrative Fie Review
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TAA & TrackOne

Entering Credentials

Credentials are standards of achievement that verify a level of skill attainment. When a client
finishes a training program, a record of the credential attained needs to be entered in to TrackOne.

To record a credential:
e Click “Credentials” in the navigation pane.

e Click the “Add New” button.

e Click the “Credential Type” down list arrow and select the appropriate credential from the list.

e In the “Description” field, enter a brief description of the earned credential. Specify what field of
study the credential is targeted.

¢ The “Planned Attain Date” should be the same as the training completion date.

e The “Actual Attain Date” is the date training was completed and the credential was attained.

e Inthe “Comments” text box, enter in any additional comments you may have about the
credential.

User Home j\ Case Management j
Add New Client Find Client

“¥ client Home Page
[ ¥ Reminders/Tasks
@ B Edit Participant
& work History
1 Enrollment and Application

.| Case Notes
‘] Credentials
(1 Test Results

1 Administrative File Review

1ol x
@Work Solvtions

- Indy WIA Training Help Topics About DST Logout

Credential Type
AAJAS DiplomalDegree

Credential Type:™ [AA/AS Diploma/Degree

Description:*
Planned Attain Date:* [04/24/2009 |73
Actual Attain Date: |:|1|

Commen ts:  [Degree will qualify participant for tacking the LPN License a
Exam.

Pause | Cancel

0T T (5 e ntenet ]

Ie || «

None

High School Diploma
GED

HS Equivalency (Disability|
AA/AS Diploma/Deqree
BA/BS Diploma/Degree

Occupational Skills License
Occupational Skills Certificate/Credential
Journeyman Status

Certificate of Technical Achievement

Other
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TAA & TrackOne

Test Results & ISS/IEP

Conducting formal assessments are a large part of the case management process. Formal assess-
ments are essential to determining the participant’s skills and abilities prior to entering him/her in to
training programs. Assessments, and their results, need to be entered in TrackOne.

To record assessment results:

e Click on the “Test Results” folder on the navigation pane and it will open the test results screen.
e Click the “Add New” button. The Test Results screen will open.

e Click the test name on the down list arrow to select the test that was given.

o Click the test type down list arrow to select test type (Oral, Manual, Dexterity or Written).

¢ Click the save button.

Individual Service Strateqy/Individual Employment Plan

A written case management plan is essential to the case management process.

TrackOne simplifies this greatly by creating an Individual Service Strategy/Individual Employment
Plan automatically. TrackOne “mines” data from all of the participant transaction records the case
manager has created in the system. The system then populates the fields in the ISS/IEP form with
the data previously entered.

To print this form:
e Click on the “Print ISS” link on the navigation pane.

e Click the print icon to print the document.
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TAA & TrackOne
Test Results & ISS/IEP
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TAA & TrackOne

TAA Forms

The TrackOne system will generate a few of the TAA forms that need to be printed for the
participant’s file. TrackOne will auto-populate several of the fields on the forms to save the case
manager from having to type information already contained in the system.

To print the forms:

¢ Click on the small plus sign just to the left of the TAA forms link on the navigation pane. This will
expand the menu to show links to the following forms.

°  TAA Waiver

°  TAA Job Search

°  TAA Relocation

°  TAA Training

(Each form is shown on the next page.)

e Print the forms and either submit or place in the participant’s file as appropriate.
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TAA & Trac
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TAA & TrackOne

Exiting A Participant

When a participant has completed all training, case management goals and no other
significant staff involved/intensive/training services are necessary for the participant to be
successful, the case manager must exit the participant from the program.

NOTE: Under common measures, the participant is exited from all programs he/
she is enrolled on the same date. In other words, if a participant is co-
enrolled in WIA and TAA, the participant is not exited from either
program until the participant meets the exit criteria for both programs.
Please refer to the information on common exit dates in the common
measures information located on the DWD TrackOne Technical
Guidance & Resources website.

NOTE: To save time, update the work history record before completing the exit
information screens.

To exit a participant:

« Click on the “Enrollment/Application” link on the navigation pane.
o Click the gear icon.
o Select “Exit Information.”

o Enter the “Planned Exit Date”. This is the date the case manager believes is the last
date the participant will receive services.

e Enter the “Date Completed All Goals.”
« Enter the “Exit Code” by selecting the appropriate choice from the drop down menu.
« Complete the rest of the screen as appropriate.

« Enter a case note documenting the exit, reasons for exit and any other pertinent
information.
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TAA & TrackOne

Exiting A Participant

A https://www.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

User Home |

Amy Rubeck - Indy WIA Training Help Topics About DSI Logout

Case Management
Add New Client Find Client

rubeck, amy |
999-12-6678
8/31/1969

Case Management
'h Client Home Page
E 2 Reminders/Tasks
[ 5 Edit Participant
3 Work History
a Enrolliment and Application
] Services
] Goals
.| Case Notes
] Credentials
] Test Results
- Print 155
[ ] TAA Forms

Administration

] Administrative File Review

] KLG Enrollment and Application
] KLG Admin Application Test

Employer Management ]| Provider Management ]|

Case Closure Information

To exit a client from the Application and Enrollment, please complete the fallowing infarmation.

To review and/or update the client's work history, click the Update Work History button; please make sure this information is

up-to-date when the client is exited.

Participation Date:
Last Service Date:
Planned Exit Date:

Date Completed All Goals:
Exit Code:

Actual Exit Date:
Reason:

Housing Management ]| Grant Management ]| lssues Tracking ] ¥

@ﬂ

Update Work History

05/05/2007 | |
05/05/2000 8

| Entered Unsubsidized Employment

Exit - Educational-If the reason for exit was educational, please complete the following information

School Status at Exit:

Was a Degree Attained:

Post Secondary Education:

Advanced Training:

Enrolled in Educ. Program During Participation:
Military Service:

Apprenticeship:

|- SELECT - v/
|- SELECT - v/

Exit - Employment-If the exit is due to employment, please complete the following information.

Exit Work History:

— SELECT - ¢

@ Removable Disk (E:)

5] 4May2007 AMYSEDL...

a http: {fwww. trackon. ..

2} https: /fwww. rackon...

é a Internet
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TrackOne Icons
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TAA & TrackOne

TrackOne Acronyms

Acronyms and Abbreviations

Terminology

App. Application

ATAA Alternate Trade Adjustment Assistance
CS3 Customer Self Service System

DSl Data Sytems International

DWD Department of Workforce Development
ES Employment Service

FEIN Federal Employer Identification Number
HCTC Health Care Tax Credit

IRA Information Resource Area

POP Period of Participation

SDM Service Delivery Model

SSi Strategic Skills Initiative

T1 TrackOne

TAA Trade Adjustment Assistance

TAPR Trade Adjustment Performance Reports
TRA Trade Readjustment Assistance

TRA-A Trade Readjustment Assistance Additional
TRA-B Trade Readjustment Assistance Basic
TRA-R Trade Readjustment Assistance Remedial
VA Veterans' Administration

WIA Workforce Investment Act

WISPR The Workforce Investment Standardized Performance Report
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TAA & TrackOne

Application Documentation

Citizen Eligible to Work

. Birth Certificate 7. Food Stamp records
. Alien Registration Card 8. Foreign Passport stamped “Eligible to Work.”
. U. S. Passport 9. Hospital record of birth
. Public assistance records 10. Native American tribal document
. DD-214, Report of Transfer or Discharge (If place of birth is 11. Naturalization Certification
shown)
12. Baptismal Record with place of birth
13. A Department of Correction record,
which indicated citizenship.

Social Security Number

. DD-214, Report of Transfer or Discharge 5. Letter from Social Services agency
. Unemployment Insurance wage records 6. Pay stub
. Employment records 7. Social Security card

. IRS form Letter 1722 8. W-2 form

Birth Date Age

. Baptismal record 7. Passport

. Birth Certificate 8. Public assistance/Social service records

. DD-214, Report of Transfer or Discharge 9. School records/identification card

. Driver’s License 10. Work Permit

. Federal, State or Local government identification card 11. Cross match with Department of Vital Statistics

. Hospital record of birth 12. Tribal records




TAA & TrackOne

Glossary

Activity/Service: An activity or service is a product or action provided to a participant. Activities and
services occupy a continuum that ranges from self-service activities to services that require
significant staff involvement.

Additional Trade Readjustment Assistance (TRA-A): TRA-A is a monetary support benefit paid
through the Unemployment Insurance program. This is available to qualified participants once their
26 weeks of TRAB is exhausted. To qualify the participant must be enrolled in a TAA approved
training plan.

Application: An application is a request for significant staff involved/intensive/training services. In
TrackOne, the application records information necessary to determine a participant’s eligibility for
workforce investment programs. An application is NOT an enroliment/registration.

Basic Trade Readjustment Assistance (TRA-B): TRA-B is a monetary support benefit paid through
the Unemployment Insurance program. TRA-B is available to qualified participants once their 26
weeks of Unemployment Insurance is exhausted. To qualify, the participant must be enrolled in a
TAA approved training plan or have been given a waiver from training. The participant must have
been approved for or waived from training within eight weeks of the certification of the company’s
TAA petition if laid off prior to the certification or within 16 weeks of their layoff date if the layoff
occurred after the certification.

Common Measures: A uniform metrics and program evaluation tool. See TEGL 17-05 for full
details.

Disabled Veteran: A veteran that has been deemed by the Veteran’s Administration to have a
disability resulting from military service. The disability has been rated from 0% to 20%. VA ratings are
computed in 10% increments.

Enrollment: The act of entering a participant in program services following an eligibility
determination. Enrollment and registration are interchangeable terms. Both differ from the term
“application.”

Health Care Insurance Tax Credit: This is a tax credit worth 65% of the cost of your health
insurance premium for a qualified health insurance program, including COBRASs, your spouses
insurance if they pay more the 50% of the coverage, and private insurance that was in effect 30 days
prior to layoff.

Job Search Allowance: An allowance that reimburses a participant up to 90% of necessary
transportation expenses incurred while searching for work outside the participant’'s normal commuting
range. Job search allowances are limited to $1,250.00. They are recorded in TrackOne as
“intensive” or “significant staff involved” services.
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TAA & TrackOne

Glossary

Occupational Skills Training: Classroom, Vocational or Technical training that will provide
individuals skills germane to an occupation in demand. This would be reported in TrackOne as an
“Intensive” or “Significant Staff Involvement” service.

Participant, Client, Customer: Interchangeable terms referring to an individual who receives
services in the Indiana workforce investment system.

Period of Participation: Period of time a participant receives services commencing with the first
core service and ending with the last significant staff involved/intensive/training service.

Planned Gap in Service: A period of inactivity in funded services due to an illness of the participant,
an iliness involving a family member of the participant, a temporary relocation of the participant, (i.e.
called to active duty from the Reserves or National Guard) or a delay in the training start date.

Registration: See definition for “enrollment”. Term used interchangeably with enrollment.

Relocation Allowance: An allowance that reimburses up to 90% of the reasonable and necessary
expenses incurred from moving to an area outside the participant’s normal commuting distance. A
bona fide job offer must be tended to the participant for he/she to be eligible and the allowance must
be applied for and approved prior to the move taking place. Additionally, participants that qualify for
relocation expenses will receive a lump sum settlement of three times their weekly wage up to a
maximum of $1,250.00.

Remedial Trade Readjustment Assistance (TRA-R): TRA-R is a monetary support paid through
the Unemployment Insurance program that provides an additional 26 weeks of benefits after TRA-A
benefits are exhausted. This is available to qualified participants enrolled in a TAA approved training
plan and participants must have been approved for and attended remedial classes prior to entering
their approved training program.

Veteran: A person who served on active duty in the U. S. military for purposes other than training,
for 180 days and was released with other than a dishonorable discharge. A Title X Veteran is any
one called to active duty from the National Guard or Reserves.
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TAA & TrackOne

Glossary

Soft Exit: An exit generated by the system after 90 days without receiving a service from any
program.

Special Disabled Veteran: A veteran that has been deemed by the Veteran’s Administration to
have a service connected disability. The disability has been rated from 20% to 100%. VA ratings are
computed in 10% increments.

Trade Adjustment Assistance: A federal program available to workers who have lost their jobs
due to foreign imports or due to products and production lines being moved outside the United
States. The goal of the TAA program is to return adversely affected workers to employment as
quickly as possible and at the highest possible wage.

Trade Adjustment Services: Services provided under the Trade Adjustment Assistance Act.

Veteran: A person who served on active duty in the U. S. military for purposes other than training,
for 180 days and was released with other than a dishonorable discharge. A Title X Veteran is any
one called to active duty from the National Guard or Reserves.

101



