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Technical Assistance Bulletin
TAB 2012-03
Implementation of Reemployment Services and Reemployment and Eligibility Assessment
Activities for Recipients of Emergency Unemployment Compensation.

Purpose

To 1ssue instructions to One-Stop Operators and Regional Operators on implementing the
requirements of the Emergency Unemployment Compensation (EUC) Act, as amended by the
Middle Class Tax Relief and Job Creation Act of 2012 (P.L. 112-96) for the provision of
reemployment services and reemployment and eligibility assessments to individuals who begin
receiving EUC First Tier benefits or who transition from First Tier to Second Tier benefits.

Content
The reemployment services and in-person reemployment and eligibility assessments required by
the EUC Act, as amended, are:

1. The provision of labor market and career information;

2. An assessment of the skills of the individual;

3. Orientation to the services available at (One-Stop) WorkOne offices; and

4. A review of the individual’s EUC eligibility relating to their job search activities.

Claimants who begin receiving First Tier EUC or transition from First Tier to Second Tier
benefits are required to participate in these services unless they have received like services
within three (3) months of the date they were selected for EUC-REA services. Furthermore,
there are additional work search requirements for these claimants; they must:

e Register for employment services (in Indiana Career Connect (ICC));
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e Fngage in an active search for work that is appropriate in light of the labor market and
the individual’s skills and capabilities, and includes an appropriate number of employer
contacts.

e Maintain a record of his’/her work search including employers contacted, method of
contact; and

e When requested, provide such work search record to the Indiana Department of
Workforce Development (DWD).

To implement these provisions, a process has been designed that works much like the current
REA process. WorkOne centers will adapt the current Orientation workshop to include
presenting information about available services. EUC-REA claimants will be required to do the
skills assessment and review labor market information in ICC. Staff will review the ICC
registration and assessment along with the claimant’s work search record and promote and
encourage participation in additional EUC-REA services. Information on claimants who fail to
comply with program requirements will be transferred to WorkOne UT office Leads for a
Determination of Eligibility.

In general, this TAB presents a model process that describes minimum content and required
activities. One-Stop Operators and Regional Operators will be responsible for implementing this
model or developing alternate procedures, as long as the minimum content and activities are
provided. In addition, TrackOne instructions and check lists to aid staff in completing activities
necessary to implement this program will be provided.

Exemptions
Claimants in the categories below may be exempt from participation in the EUC-REA program:

e Those who have completed the Orientation/Assessment/LMI/Work Search Review
activities in the REA program and have had a bi-weekly Work Search Review in the past
three (3) months (13 weeks).

e Those who have completed required EUC-REA services in the past three (3) months (13
weeks).

o Those who have elected full participation in the Worker Profiling and Reemployment
Services (WPRS) program and have had a bi-weekly Work Search Review in the past
three (3) months (13 weeks).

e Those in WIA- or TAA-approved training.

Waiver of Participation

It is the intent of the United States Department of Labor (USDOL) and DWD to maximize the
participation of claimants in the EUC-REA process. Regions should make EUC-REA services
available at all WorkOne centers and Express sites, as appropriate. Remote participation via
phone and the Internet is also an option, except for the Work Search Review which must be done
in-person. Regardless, there may be situations where participation would be a hardship for the
claimant. The TEGL states:

‘The statute also provides for a waiver if the state Unemployment Compensation (UI)
agency determines that there is ‘justifiable cause” for failure to participate or complete
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participation. States may waive participation if the reason for failure to report or
participate in reemployment or reemployment and eligibility is considered ‘good cause’
under the state’s Unemployment Compensation (UI) law. In addition, states may
determine that there is ‘justifiable cause’ when, for example, an individual would have to
commute an unreasonably long distance (as determined by the state) to report to a One-
Stop center for the RES/REA.”

WorkOne UTI office Lead staff will determine if a Waiver of Participation is appropriate upon an
inquiry from a claimant after receiving an EUC-REA Notification Letter. The Work Search
Review and detailed documentation provisions of EUC-REA can only be waived as noted below.

Waiver of Work Search Documentation

Detailed reporting of work search can be waived for union members in good standing with their
hiring hall and claimants with a return to work date within 60 days of their last layoff. These
claimants will still have to participate in other EUC-REA services unless they have completed
like services within the past 13 weeks. Claimants enrolled in WIA-approved or TAA
institutional training may also be waived from the Work Search Review if they have a Detailed
Reporting Waiver from Ul See: Local Office Ul Procedures; Detailed Reporting Waivers.

Model Process

e Each day a file of claimants filing a Tier One EUC claim or transitioning into Tier Two
EUC will be uploaded into a TrackOne list. A “Selected for EUC-REA Service” will
automatically be entered in the TrackOne service record.

e At aminimum, each week WorkOne staff will query this list for claimants from the
previous week and create an Excel spread sheet.
Note: As the program began on 3/23/2012, the selection dates for the first week of the
program will be 3/23/2012 through 3/31/2012.

e Staff will use the “Potential EUC Exempt List” in TrackOne to review each claimant’s
TrackOne record to determine if they qualify for an exemption. If so, a service and case
note to this effect will be entered in TrackOne.

e  Staff will use the list for a mail merge to send a letter to those claimants not exempted to
schedule them for an Orientation/LMI/Assessment/Work Search Review session. The
letter (copy attached) informs the claimants of their responsibility to participate in the
Orientation, LMI, Assessment and Work Search Review requirement to document their
work search and includes:

> Instructions to register in ICC and complete the skills identification (assessment) and
review the labor market information; and
» A work search log (attached).

e Prior to the Orientation, staff should review the claimant’s ICC record to determine if
they have completed the required registration, skill assessment and LMI review. If these
activities have not been completed, the claimant may be referred to ICC to complete the
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skill assessment and LMI or review. At the One-Stop Operator’s or Regional Operator’s
discretion, other methods of assessment and LMI distribution may be incorporated into
the Orientation to meet this requirement.

Staff will conduct a one-on-one review of the claimant’s work search documentation for
compliance and to offer suggestions for improving the work search. Any A&A (Able,
Available and Actively seeking work) or work search issues discovered during the review
will be given to Ul office Leads for adjudication. WorkOne staff will record the
Orientation and all other services provided in TrackOne and case note the completion of
required participation on the EUC-REA Tracking Report.

At the conclusion of the Orientation session, staff will identify those claimants who failed
to participate and give that information to the UI office Lead for a Determination of
Eligibility for EUC.

Frequently asked questions about the newly required in-person work search review process is
available at: http://www.in.gov/dwd/files/REA2012FAQ.pdf. Also, attached are several items
that give detailed instructions on the EUC-REA process and provide references for staff.

Questions on the TAB may be directed to:
Steve Gault

Regional Coordinator

812.675.2481

Attachments:

DORHOQWs

EUC-REA Check lists

EUC-REA Notification Letter Merge Code Version

EUC-REA Services - TrackOne Quick Reference

Staff Verification of EUC-REA Requirements

DWD Work Search Log

WorkOne Reemployment Services handout (color and black & white versions)
Guidance for Granting Exemptions and Waivers Under the EUC-REA Program
EUC-REA and TrackOne Staff Guide
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Attachment A
EUC-REA Check lists

Table of Contents:

Extracting the EUC-REA Nightly Lists from Track One

Mail Merge for EUC-REA Notification Letters

Processing EUC-REA Claimant List to Send Notification Letter
Conducting Work Search Review

Recording Results of Orientation Assessment Session

Waiver of Participation

Reporting Non-Participation to Ul office Leads

Rescheduling

Transferring EUC-REA Claimants to Other Regions

Processing EUC-REA Claimants Transferred into a WorkOne or
Region

Claimants Requesting Transfer to another WorkOne or Region after
Receiving their Orientation Scheduling Letter.



1. Extracting the EUC-REA Nightly Lists from TrackOne

NOTE: Access to the EUC-REA Workgroup in TrackOne that includes the lists and
services will only be for those staff designated to work in the program.

Go to the Case Management page in TrackOne

Open the folder “EUC/REA/WPRS Elig” on the lower left-hand side of this page
Open the folder entitled, "EUC Excel Downloads”

Click on “EUC Nightly List”

Brief instructions are provided at the top of this page

Select the ES Offices your WorkOne serves from the drop down menu

Select the previous week’s list

Note: The Dates to select for the first week list will be 3/23/2012 to 3/31/2012
Enter the beginning date (Sunday date)

Enter the ending date (Saturday date)

Click on “Report” on the lower right-hand side of the page

The report can be exported into an Excel spreadsheet



2. Mail Merge for EUC-REA Notification Letters
(Excel 2010 instructions for other versions to follow)

Open the standard approval letter

Change the date at the top to that Monday’s date

Change the date of the Orientation within the body of the letter
Click on the “Mailing” tab at the top of the screen

Click on “Start Mail Merge”

Click on “Step-by-Step Mail Merge Wizard”

A pop-up will appear on the right-hand side of the screen
Click “Next” (as the “document” — or 1*' step - is already up”)
Click on “Select Recipients”

Before you get started edit the recipient list by deleting the appropriate fields (e.g., email
county, etc.)

>

The five (5) mail merge fields you should have to complete are: First Name, Last Name,
Address, City and Zip Code

Enter each selected claimant’s five (5) fields
Save recipient list (e.g., “032812selectees™)

You will now return to the main document (RES Orientation letter)
Delete the name, address, city, zip code and first name after “Dear 7
Put your cursor where the “first name” would be located

Click on the “Insert Mail Merge Field” and click on “First Name”

Hit the space bar once

Click on the “Insert Mail Merge Field” again and click on “Last Name”

Position your cursor where the address line begins

Click on the “Insert Mail Merge Field” and click on “Address”



Position the cursor where the city would be located

Click on “Insert Mail Merge Field” and click on “City”

Type in a comma and a space after the city; type in “Indiana” and add another space
Click on “Insert Mail Merge Field” and click on “Zip Code”

Position cursor after Dear (include a space)

Click on “Insert Mail Merge Field” and click on “First Name”

The option to merge letters should appear on the right-hand side of the screen!

Save all letters after merge as its own separate document (this process is repeated weekly)



3. Processing EUC-REA Claimant List to Send Notification
Letter

Note: must be processed each week

Select list for previous week, Sunday through Saturday, from TrackOne. See Extracting
the EUC-REA Nightly Lists from TrackOne Check list

Use the “Potential EUC Exemptions” list in TrackOne to determine those claimants who
may be eligible for exemption. Enter “EUC-REA — Exempt” and a case note in
TrackOne but do not schedule for the Orientation

Claimants who have completed some but not all required EUC-REA services may be
waived from those they have completed

See: Guidance for Waiver and Exemption in EUC-REA
Select date for the next Orientation/Assessment session

Mail merge list with EUC-REA Notification Letter. Seec Mail Merge for EUC-REA
Notification Letters check list

Make copies of each letter and retain for verification of participation

Record “Scheduled for Orientation” service in TrackOne for each claimant for whom a
letter was sent. Enter the date of the Orientation as the “Planned End Date”

Enter a case note that claimant was selected and scheduled for EUC-REA service

Record “EUC-REA - Exempt” for those claimants sorted from the list because they met
the qualifications for Exemption and enter a case note to that effect.

Retain list for verification of participation



4. Conducting Work Search Review
Review each claimant’s Work Search form

Determine that three contacts were made each week that are appropriate for the type of
work the claimant is capable of and in which he/she is interested

Remind claimant that they must maintain documentation of their work search and that
they may be required to produce such documentation when requested

If the claimant did not make three contacts or the contacts were not appropriate, advise
the claimant of the work search requirements of EUC-REA

Enter “Work Search Review” in TrackOne for each claimant who participated in the
review

It the claimant’s work search was adequate or the claimant agreed to perform an adequate
work search in the future, enter a case note to that effect in TrackOne

If the claimant refused to perform an appropriate work search or failed to stay for the
Work Search Review, enter “Failure to Participate - Work Search Review” and case note
to this effect in TrackOne. See: Reporting Non-Participation to UT office Leads check
list

Document the claimant’s Refusal to Participate in writing and provide this information to
the Ul office Lead for a Determination of Eligibility.



5. Recording Results of Orientation Assessment Session - Weekly
for Each Session

Prior to meeting prepare sign-in sheet with date of meeting
Make sure each claimant signs-in

Verify that each claimant completed the Skill Assessment and reviewed the labor market
information in Indiana Career Connect. See TAB Attachment: “Staff Verification of
EUC-REA Requirements”™

If the claimant did not complete these steps, direct them to self-service PCs for
completion after the Orientation or use locally-selected processes to make sure these
services have been completed

Note: At the region’s discretion, Skill Assessment and LMI Review may be provided
during the Orientation

Record “Completed — Orientation,” “Completed - Workforce information Services” and
“Completed - Skill Assessment™ with a status of ‘Completed™ for each claimant and enter
a case note to this effect.

Note: Work Search Review procedures are described in the Conducting Work Search
Review - Each Week for Each Orientation Assessment Session check list

Compare the EUC-ERA Claimant List from the Orientation session to the sign-in sheet
for the session. Record “Failed to Participate — Failure to Participate Orientation” for
each person sent a letter who did not attend the session.

At the conclusion of the Orientation staff will report the Failure to Participate to the UlI
office Lead. Record “Failure to Participate - EUC Orientation™ in TrackOne for each
person who did not participate. See Reporting Non-Participation to UT office Leads
check list

Retain a copy of the list.



6.

Note:

Waiver of Participation for Hardship

Determination of a Waiver of Participation will be made by the Ul office Lead staff

If the claimant contacts the office upon receiving the Letter of Notification and states
that they cannot participate due to a hardship, refer the call to the UI office Lead

The Ul office Lead will either determine that a waiver is appropriate or instruct the
claimant to attend the Orientation, and inform the EUC-REA program staff person of
their decision

If a waiver is granted, enter “EUC-REA — Waiver” and a case note stating “Waived from
EUC-REA participation™ and the reason, i.e. excessive travel required to attend
Orientation

Note: While the EUC-REA Work Search Review can be waived, conducting and
documenting the weekly job search can only be waived for claimants who have a
Waiver of Detailed Work Search in the Ul Legacy System. This is limited to those
claimants who:

e Are members of a hiring hall union in good standing
e Have a return to work date within 60 days of their last layoff
e Arein WIA- or TAA-approved training

See: Local Office Ul Procedures; Detailed Reporting Waivers - Union Members and
Non-Union Members.

See: Guidance for Exemptions and Waivers in EUC-REA



7. Reporting Non-Participation to Ul office Leads.

At the conclusion of the Orientation, staff will report the Failure to Participate to the Ul
office Lead. If the claimant failed to appear for the Orientation, copy the sign-in sheet
and give it to the Ul office Lead person along with a copy of the letter for each claimant
who failed to participate for adjudication of issues. Retain original copy of the letter

If the claimant’s Work Search was insufficient and they refused to comply, document the
claimant’s refusal to participate in writing and give this information along with a copy of
the Work Search form (if provided) to the Ul office Lead for a Determination of
Eligibility

If the claimant failed to stay for the Work Search Review, document this information and
provide to the UI office Lead



8. Rescheduling

If the claimant failed to appear for the Orientation and subsequently contacts the office to
re-schedule, ask the claimant the reason for the missed session and document the reason.
Give the UI office Lead the documentation for potential adjudication of Ul issues

Schedule the person for the next available Orientation

If the claimant was rescheduled prior to Ul disqualified the claimant for missing the
initial Orientation, enter “Rescheduled for Orientation before Disqualification” in
TrackOne and enter an appropriate case note

If the claimant contacts the office for rescheduling after being disqualified by UL, enter
"Rescheduled for Orientation after Disqualification” in TrackOne and enter an
appropriate case note

Enter the claimant on the list for the scheduled Orientation

Follow-up on the claimant’s participation with the same process as with the original
scheduling



9. Transferring EUC-REA Claimants to Other Regions

Claimants who appear on the TrackOne Nightly Download spread sheet and live in
another region or WorkOne service area can be transferred to the WorkOne serving the
county in which they reside. At the region’s discretion, they may choose to serve these
claimants instead of transferring them, provided travel for the claimant is not a hardship.
The EUC-REA Administration Screen in TrackOne will be used to change the ES Office
assignment for the transferred claimant.

Note: This procedure is to be used only for claimants being transferred for EUC-REA. It
does not change the Office Assignment and does not replace current procedure for
transferring clients for any other purpose.

Transferring EUC-REA Claimants to another Region

Note: Transfers should be completed by the close of business on Monday for the week in which

the list is being worked to give the receiving office time to process Exemptions and

letters during the current week

Identify claimants who reside in the service area of another region

Prepare a spread sheet or list for each region where you will be transferring claimants

Include the identifying information from the TrackOne list:

e ClientID

e Name

e Last four of the Social Security number
e Date of birth

o Address

o Home and/or alternate phone

E-mail this spreadsheet to the EUC-REA Transfer contact person designated by your
One-Stop Operator or Regional Operator to coordinate EUC-REA transfers

The regional EUC-REA Transfer contact person will transmit the Transfer spreadsheets
to the contact person of the appropriate region(s)

Include the number in the # transferred out on your weekly EUC-REA Weekly Count
spread sheet




10. Processing EUC-REA Claimants Transferred into a WorkOne
or Region

For EUC-REA claimants being transferred in from another region, the regional EUC-
REA Transfer contact person (they should also be a TrackOne Master/Elite User) will use
the EUC-REA Administration Screen to change the ES Local Office to the office where
the claimant is being assigned. Follow local procedure to distribute the list to the
appropriate WorkOne. After this change is made, the claimant will now appear on the
Nightly Download spread sheet for the office where the claimant is being transferred

Regions should develop a similar procedure for transferring claimants from one
WorkOne to another within their region

Once the ES Local Office change is made, determine if any transferred claimants are to
be Exempted and make the appropriate entry into TrackOne

Process the remaining claimants as you would other EUC-REA claimants

Add the transferred-in claimants in the # transferred in on the EUC-REA Weekly Count
spread sheet. Claimants transferred within a region need not be reported




11. Claimants Requesting Transfer to another WorkOne or
Region after Receiving their Orientation Scheduling Letter.

If claimants request to be served in a region other than the one in which they live, you
should first determine if there is a way to reasonably serve them in your region. If not,
follow the procedure above for transferring EUC-REA claimants from the initial list.
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Due to a recent change in federal law, if you are moving from regular state benefits to the federally-funded extended benefits,
you must visit your local WorkOne for a review of your work search records and an introduction to WorkOne services. If you

have a waiver of work search reporting, you still have to participate in this program. If you do not complete an in-person
review at WorkOne your benefits will stop.

You must go to the WorkOne identified below for your in-person review.
Appointment Location

WorkOne Name
Address

City, State Zip
Phone

Scheduled Date and Time Date: DD MMMM YYYY Time: HH:MM

You MUST bring a copy of your three (3) weekly work searches for the last four (4) weeks to your in-
person review or your benefits will stop. WWhen you file your weekly voucher on Uplink, you may print the three
(3) places you looked for work and use that as your record. You may also use the sample work search log
provided as an attachment. Please note, you are required by Federal law to keep a log of your weekly work
searches. If you cannot present a work search log when requested, you could lose your weekly benefits.

Before your WorkOne in-person review you must log-in on IndianaCareerConnect.com and register for
jobs. You MUST also complete the actions below prior to your review:

1. COMPLETE A SKILLS ASSESSMENT:
1). Login on www.indianacareerconnect.com.
2). Click on “Career Services”
3). Click on “Career Explorer”
4). Click on “Match Your Skills”
5). Complete both skills assessments: “Your Job Skills” and “Your Personal Skills”

2. RESEARCH AND EXPLORE LABOR MARKET INFORMATION:
1). Login on www.indianacareerconnect.com.
2). Click on “Career Services”
3). Click on “Job Market Explorer” and review some of the options

Mitchell E. Daniels, Jr., Governor

i 3 e Phone: 317.232.7670
Mark W. Everson, Commissioner Todmmel, M AGION-3211

10 North Senate Avenue
‘ Fax: 317.233.4793

www.worldoree.IN.gov
An Ecanomic Development Partner



Attachment C

EUC-REA Services TrackOne Quick Reference

The following services appear on the EUC-REA service drop down list.

Self-Service/Informational Core Services

Workforce Information
Services

A service that provides workforce information such as providing information on
state and local labor market conditions; industries, occupations, and
characteristics of the workforce; short- and long-term industry and
occupational projections; worker supply and demand; and job vacancy survey
results.

Staff-Assisted (WP) Services

Completed - Orientation

Orientation provides the participant with an overview of the EUC-REA program
and services available at the WorkOne, the criteria and requirements for
program participation and receipt of services, and an understanding of what is
required and what is optional. Orientation may be individual or in group
sessions. It will provide information on the services required for EUC
(Workforce Information, Skill Assessment and a review of their work search)
as well as other community services, and completing forms. Enter the
Completed Orientation if the participant attended the EUC Orientation session.

Skill Assessment

A staff member reviews the assessment completed by the claimant in Indiana
Career Connect that focuses on occupational skill levels, aptitudes and
individual abilities. Enter this service if the customer completed a skill
assessment for EUC. If the client did not participate then no skill assessment
service should be entered.

Work Search Review

A State Classified Civil Service staff member review of the eligibility of the
individual for emergency unemployment compensation relating to the work
search activities of the individual. This must be done on an individual basis to
determine whether the individual has met the requirements under the Act and
as prescribed by the state. Enter this service if the customer’s work search
was reviewed. If the work search passed the review, enter the status as
“completed.” If the work search did not pass review, enter the work search
review as “not completed.” If the customer did not participate in a review, do
not enter a work search review service for this client.

Service Flags for Reporting Orientation

Scheduled for Orientation

Participant is scheduled for Orientation. Scheduling does not begin a period
of participation.

Rescheduled for
Orientation before
Disqualification

Participant is rescheduled for Orientation before the client’s disqualification,
Rescheduling does not begin a period of participation.

Rescheduled for
Orientation after
Disqualification

Participant is rescheduled for Orientation after the client’s disqualification.
Rescheduling does not begin a period of participation.

Failed to Participate -
Orientation

Participant fails to attend or participate in scheduled or rescheduled
Orientation. Failed to participate does not begin a period of participation.

Failed to Participate -
Workforce Info Srvs

Participant fails to attend or participate in Workforce Information Services.
Failed to participate does not begin a period of participation.

Failed to Participate -
Skill Assessment

Participant fails to attend or participate in Skill Assessment. Failed to
participate does not begin a period of participation.

Failed to Participate -
Work Search Review

Participant fails to attend or participate in Work Search Review. Failed to
participate does not begin a period of participation.

Classifications

Selected for EUC

EUC recipient has been selected for the EUC-REA program.

Exempt EUC recipient has received like services and has been determined to be
exempt from the EUC-REA program.
Waived EUC recipient has been waived from one or more components of the the EUC-

REA program.




Attachment D
Staff Verification of EUC-REA Requirements

Verifying LMI:

Step 1

Click on "Manage Individuals"
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Step 3:

Locate the Customer
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Step 5: Click on "Report Profile"



Step 6: Click on "Site Usage"
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Step 7: Click on "Detailed Report"
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Step 8:

Scroll to the bottom of the page to locate the most recent activities. If they have followed the
instructions completely, there will be a "Career Services: Occupational Analyzer" service listed
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Verifying Skills Assessments have been completed: Follow steps 1 through 3 to bring up customer

Step 4: Click on "My Individual Profiles"
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Step 5: Click on "Self Assessment Profiles"



Step 6: Check to see if skills have been entered on both the "Job Skills" and “Personal Skills" tabs
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WORK SEARCH LOG work

Name:

Last 4 Digits of Your Social Security #:

Please provide detailed information for your required
number of weekly work search activities in the space Week of to (Sun. — Sat.)
provided below:

COMPANY #1

Name of Company:

Address:

City: State: Zip Code:
Name of Contact Person:

Phone: Email:

Method of Contact (in person, phone, emai, fax, etc.): Date of Contact:

COMPANY #2

Name of Company:

Address:

City; State: Zip Code:
Name of Contact Person:

Phone: Email:

Method of Contact (in person, prone, email, fax, etc.); Date of Contact;

COMPANY #3

Name of Company:

Address:

City: State: Zip Code:
Name of Contact Person:

Phone: Email:

Method of Contact (in person, phone, email, fax, etc.): Date of Contact:

Keep a copy of this form for your records. You can print additional Work Search Logs at
www.in.gov/dwd/files/DWD_WorkSearchLog.pdf



WorkOne Reemployment Services

'y

IndianaCareerConnect.com is the #1 source of jobs in
Indiana. Find a career close to home that matches your skills
and experience or explore training opportunities to help you
get the job you want. Search over 50,000 jobs located in your
back yard for free!

»

The Hoosier Hot 50 is a listing of the 50 fastest growing,
high-wage jobs of tomorrow. This listing shows what jobs will
be the most in-demand by 2018 in the state of Indiana.

Take a moment to explore the profiles of each position
online at www.HoosierHot50.com. Inside each job listing
you'll meet a Hoosier who will give you an inside look at the
position, along with salary information and education/
training requirements.

WorkINdiana

Fast-track your future! Take your skills to the next level
with WorkINdiana. The WorkINdiana program allows you
to earn your GED and a career certificate at the same time,
giving you the boost you need to get the job you want. Pick
from 15 different certificates ranging from Certified Nurse
Assistant to Computer Technician. Choose a program
today and start earning tomorrow! Visit www.in.gov/dwd/
adulted.htm for more information or stop by your local
WorkOne to choose a program today.

Whether you're looking for a new career or exploring carcer
and college options, this online tool provides all the resources
you will need to make it happen for you. Take control of your
future, visit www.IndianaCareerExplorer.com. It is fast,
casy, and free!

For more information visit WorkOneWorks.com

i VIN C.

Worldwide Interactive Network (WIN) Courseware is free
online training available to Hoosier job seckers 24 hours a
day, 7 days a week so you can work at your own pace. WIN
can give you the boost you need to update your skills and stay
competitive in the job market. Visit Indiana’s WIN website,
http://ingov.wincshost.com.

The National Carcer Readiness Certificate proves you have
the skills needed to succeed in the workplace and shows
Hoosier employers you have what it takes to do the job. Visit
your local WorkOne and find out how to get certified today.

At WorkOne, veterans go to the front of the line and each
office has an onsite veteran’s representative that assists with
employment needs. Services provided to veterans include:
direct job referrals, resume development, training and grant
assistance, interview coaching and much more. Speak to

a veteran’s representative at your local WorkOne or visit
www.in.gov/dwd/2424.htm for more information.

WorkOne youth services can help you get the education and
training you need to be successful. You will be paired with a
Career Coach for one-on-one counseling and personalized
support. Together you will develop goals and achieve success
through career planning, training and mentoring that can
lead to job placement. If you are between the ages of 16-21,
visit your local WorkOne for more information.

WorkOne



IndianaCareerConnect.com is the #1 source of jobs in
Indiana. Find a career close to home that matches your skills
and experience or explore training opportunities to help you
get the job you want. Search over 50,000 jobs located in your
back yard for free!

Hoesier Hot 50 Jobs

The Hoosier Hot 50 is a listing of the 50 fastest growing,
high-wage jobs of tomorrow. This listing shows what jobs will
be the most in-demand by 2018 in the state of Indiana.

Take a moment to explore the profiles of each position
online at www.HoosierHot50.com. Inside each job listing
you'll meet a Hoosier who will give you an inside look at the
position, along with salary information and education/
training requirements.

WorkINdiana

Fast-track your future! Take your skills to the next level
with WorkINdiana. The WorkINdiana program allows you
to earn your GED and a career certificate at the same time,
giving you the boost you need to get the job you want. Pick
from 15 different certificates ranging from Certified Nurse
Assistant to Computer Technician. Choose a program
today and start earning tomorrow! Visit www.in.gov/dwd/
adulted.htm for more information or stop by your local
WorkOne to choose a program today.

h

Whether you're looking for a new career or exploring career
and college options, this online tool provides all the resources
you will need to make it happen for you. Take control of your
future, visit www.IndianaCareerExplorer.com. It is fast,
easy, and free!

For more information visit WorkOneWorks.com

WIN Career Readiness Courseware

Worldwide Interactive Network (WIN) Courseware is free
online training available to Hoosier job seekers 24 hours a
day, 7 days a week so you can work at your own pace. WIN
can give you the boost you need to update your skills and stay
competitive in the job market. Visit Indiana’s WIN website,
http://ingov.wincshost.com.

eadainess Leruin
‘The National Career Readiness Certificate proves you have
the skills needed to succeed in the workplace and shows
Hoosier employers you have what it takes to do the job. Visit
your local WorkOne and find out how to get certified today.

At WorkOne, veterans go to the front of the line and each
office has an onsite veteran’s representative that assists with
employment needs. Services provided to veterans include:
direct job referrals, resume development, training and grant
assistance, interview coaching and much more. Speak to

a veteran’s representative at your local WorkOne or visit
www.in.gov/dwd/2424.htm for more information.

Youth Services

WorkOne youth services can help you get the education and
training you need to be successful. You will be paired with a
Career Coach for one-on-one counseling and personalized
support. Together you will develop goals and achieve success
through career planning, training and mentoring that can
lead to job placement. If you are between the ages of 16-21,
visit your local WorkOne for more information.

WorkOn




Attachment G

Guidance for Granting Exemptions and Waivers Under the EUC-REA Program

Exemptions

Exemptions are for claimants who have received services like or similar to those specified under the
EUC-REA program and are participating in an on-going work search review or have a Detailed Reporting
Waiver and have been determined eligible for an exemption of all EUC-REA participation by the
Department of Workforce Development.

Three categories of claimants are eligible for exemption:

1. Those who have completed the Orientation/Assessment/LMI/Work Search Review activities in
the REA or Program and have had a bi-weekly work search review in the past three (3) months
(13 weeks).

2. Those who have completed the four (4) required EUC-REA services: Orientation, Workforce
Information, Skill Assessment and Work Search Review or who have been waived for one or
more of these and completed the others within the past three (3) months (13 weeks).

3. Those who have elected full participation in the Worker Profiling and Reemployment Services
(WPRS) program and have had a bi-weekly work search review in the past three (3) months (13
weeks).

4. Those in WIA- or TAA-approved training.

Note: Claimants we are exempting in this category must have a Detailed Reporting Waiver
recorded in Cadet. If the Detailed Reporting Waiver is revoked for Completion of Training and
the claimant is still claiming EUC benefits in Tier One or Two, they must begin documenting their
work search and be called in for the Work Search Review.

> InTrackOne, record: “EUC-REA — Exempt.” In the case note put the reason for exemption.
Waivers

We can waive participation in one or more parts of the EUC-REA process for those claimants who have
received services like or similar to those specified under the EUC-REA program, whose distance from the
nearest WorkOne or Express center would make participation a hardship, or who have a Detailed
Reporting Waiver. They can be waived from participation in the appropriate part of the process but not
from the program as a whole except as noted below. Waivers can be granted after the claimant has
been scheduled for the Orientation and responded to the letter to report a situation where a waiver
may be appropriate.

There are three (3) categories of waiver:

1. Claimants for whom we determine participation will be a hardship due to excessive travel (in
excess of 50 miles) and we have determined will not have to report to a WorkOne center to
participate in EUC-REA services. This would include non-Interstate claimants who reside in a
surrounding state and whose residence is more than 50 miles from the nearest WorkOne center
providing EUC-REA services.



Note: These claimants are not waived from maintaining a detailed record of their work search
activities except as noted in “2” below and may be subject to a random audit of their work
search provided for in the EUC-REA program.

» InTrackOne, record: “EUC-REA — Waiver.” In the case note put the reason for the waiver.

Claimants who have a Detailed Reporting Waiver for their work search and, therefore, do not
have to participate in the Work Search Review (but still need to report for the Orientation/Skill
Assessment/LMI-Workforce Information Services) portion of the EUC-REA program. This
category would include claimants who report a return to work date after receiving an
Orientation Scheduling letter.

Note: It is important to note that work search itself is a required part of Ul eligibility and cannot
be waived for any EUC-REA participant. Ul waives detailed reporting of work search for
claimants in good standing with union hiring halls, those who have a return to work date to full-
time employment within 60 days of their last layoff and those in approved training. Claimants
we are waiving for this category must have a Detailed Reporting Waiver recorded in Cadet. If
the Detailed Reporting Waiver is revoked for any reason (such as claiming benefits past the 60
day return to work date) and the claimant is still claiming EUC benefits in Tier One or Two, they
must begin documenting their work search and be called in for the Work Search Review.

See: Local Office Ul Procedures pp 17&18.

» In TrackOne, record: “EUC-REA — Waiver.” In the case note put the reason for the
waiver.

Those claimants who have completed similar services to the Orientation/Skill Assessment/LMI
(Workforce Information Services) portion of the EUC-REA program in the past 13 weeks but still
need to report for the Work Search Review. If they haven’t completed all three parts of the
required services there would be no waiver.

» In TrackOne, record: “EUC-REA —Waiver.” In the case note put the reason for the
waiver,



Attachment H EUC-REA and TrackOne Staff Guide
Extracting EUC-REA Lists from TrackOne
Sign on to TrackOne by entering your user name and password

Click on EUC-REA so that it is highlighted. Click on "Sign In"
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Click on "EUC Excel Downloads." Click on "EUC Nightly Download List"
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This produces your list. To export your list to Excel for your mail merge, click on the Excel icon.

EUCLetterDate ClientiD
BEDFORD 04/04/2012 1749911 DEANMNA
BEDFORD 04/04/2012 234524 JERRY
BEDFORD 04/04/2012 1740664 JASON
BEDFORD 04/05/2012 312775 RANDALL
BEDFORD 04/05/2012 1722439 CAROL
BEDFORD 04/05/2012 394428 CLIFFORD
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Click on "Custom Sort"
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Select "Sort By: EUCLetter Date." Click on "OK"

Be sure to save two (2) copies of the spread sheet using a name that indicates the date range and use of
the spread sheet. You will need one for reporting your weekly numbers and one to generate Orientation
letters. For example for the week of 04/01/12 through 04/07/12:

you could "name" one worksheet "01 Apr 12 Report" and the other worksheet "01 Apr 12 Letters"



Transfer Out

There may be claimants on your list that need to be transferred to a different region. Please follow the
instructions from the " Transfer Procedures” document to ensure these claimants are transferred
appropriately and in a timely manner.

Once transfers have been identified, you need to indicate this on your Report spread sheet. You can
utilze the highlighting function. You will need at least two (2) colors: one for your transfers and one for

your EXERIBIS!

In the example below (Spreadsheet "named" 01 Apr 12 Report) the three claimants that are highlighted
in yellow were transferred out of the region according to procedure.
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| 04/02/2012 1132732 JOHN BURTON KKK TA20 |0B/02/1984 301 DIXIE Huwwy
i 04/02/20712 AT7T423 ASHLEY [ GE 5650 08/01/1990 2922 DIXIE HWVWVY
EDFO 03705/3033 16488711 SOEL P OE/23/1976
E—EDFDRD 03/02/2012 T76G2294 i E_IEA i3] A GDZR FA/AH/ 1842
04/03/2012 54086 JENNA HAGEMIER 0K o8/25/ 1984 7370 WEST COUNTY R
04/03/z012 1748016 JOHMN MOORE KR KK G2 01/06:1953 278 SHAWSYWIGH SrRoN RD
04/03/2012 2UTZE3 MICHAEL LEE AR AKTTEE 08/26/1585 209WEST OAK
04032012 1580644 DAVID PE EHAN 000X ATES 01/14/1959 10896 W. CO. RD. 450 =
Qa/03/7012 1765416 DAVID WIS O 0OL-30X-5602 12720/1969 303 LINCOLN AVE
DasD3TOIZ 14781 SHERRY BLACKWELL SOOCIKBT 71 0B/D5/ 1067 545 S BT
04/03/2012 TIOPA0 MOMNICA LIC FOO-MX-0TD 03291969 2923 EFMMOMNS RIDGE RD
04/03/2012 859675 LANCE MCBRIDE 00000 108E o3/06/1983 340 VW WASHINGTON |
0470372012 1718607 PATRIGIA VVELLEAMSS LANE | 200608 8430 01/06/1957 432 RAVINE DR
oar0I/zOIZ ¥ nAL HHHHK2 IO 02/07/19EE 431 & |
2 >3
D 1
j X |

R EOTER e

You wil now need to "delete" these names from your "Orientation" spread sheet (01 Apr 12 Letters)
because these people will NOT get an Orientation letter from you.
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You can now see that claimants Tina, David and Amy are no longer on the spreadsheet

("named" 01 Apr 12 Letters) you will use to generate your letters



Exempt

Use your list to review TrackOne to identify claimants that are eligible for "Exemption." Utilize the
"Guidance for Granting Exemptions and Waivers Under the EUC-REA Program" to determine which
claimants are eligible for an exemption

OR

Click on "Searchable Lists." Click on "Potential EUC Exempt List"

AzClientdcreenWidth=1016&ClientScreenHaight=703&dnitisiContent = &dnitialPage=

K ClientTiack
Dawn Axsom - myvm Wmmm

Work Group:  EUICREA

EUC Nightly Download List
' EUC Milestones List
e rehable Lis
o Eamghﬂv Et.l::mmgmﬁ . Afaclaimant has a date in one of the three columns, then a further review of their service history is required. Use the menu item "View
- "l Service Hist.”
E |£) Orientation Milestone IFthe claimant meets the exempt or waiver definition then set the EUCREA eligibility, add the senice record and case note.
| It is recommended this list is worked before generating the mail merge list. Use the EUC Milestones download list which has columns
| for the Exempt or Waiver dates which will identify those claimants to be removed from the mail merge list.
i
|
ES Selected First =gl #f:.tm.l LastREA LastWPRS . ... .
| TAA Documents Office > Orieptation ﬁg Service Service —onOLWAWEr

3/26/2012  4/9/2012

Fr27/2011

Enter your ES Office

Date: Special NOTE: You will need to run the list for EVERY day within your date range. For example, if
your download list is from 04/01/12 (Sunday ) to 04/07/12 (Saturday), you will need to run this list for
04/01/12, 04/02/12, 04/03/12, 04/04/12, 04/05/12, 04/06/12, and 04/07/12. You may have some
days that do not produce a list, but this will ensure you are capturing everyone for the entire week.



This list will indicate if the claimant has received REA- or WPRS-funded services or training services in
the past.

a Cli:MTrack_E&]‘f 2 Windows |
[ A bteps

T o

'n-tia!\:onte%-'lclmtimP;r_:a:

N\

R1.2'MainPage.2sps"PagelD=1&PnmaryKey=DRAZ Client

‘trackone-in.com

){ Clientiack

Work Group: EUCREA

n Vincennes - Knox

WPRS/EUC/REA Info Options

-
It is recommended this list is worked before generating the mail merge list. Use the XUC Mijéstones download list which has columns {

3 S EUC Excel Downloads | for the Exempt or Waiver dates which will identify those claimants to be removed from ¥ il merge list
l EUC Nightly Dowrlosd List
[ Euc Miestones List ES Office:™ BEDFORD
| = stmue Lists EUC Assess Date:
. [£] Nightly EUC List/Exceptions [
i 2] Potential EUC Exemptlist 13 records found.

| [5) Orientation Miestore : Selected First Sch ;f:itnin LastREA LASLWPRS 0 .
Office Date EUC Orientation Bg't'g—q Service Service s

| QUALKINBUSH
| Q BEDFORD 4/2/2012 %o 'e 2

4/3/2012 3/26/2012  4/9/2012
% BeDFORD 4/2/2012  WILLIAMS, AMY L 4/3/2012  4/10/2012 772742011
O BEDFORD 4/2/2012 CABAGE, ASHLEY 4/3/2012  4/10/2012
% BEDFORD 4/2/2012  BURTON, JOHN  4/3/2012  4/10/2012
£} BeproRp 4/2/2012  NIKIRK, JACOBT 4/3/2012  4/10/2012
I
| = JOHNSON,
il = TAA Documents ¥ seororp 4/2/2012 :‘:':msm'ue 4/3(2012  4/10/2012 712272011
RIE
=
|| Reports & Documents 10 BEDFORD 4/2/2012 gﬁg&m} 4/3/2012 4102612 8/6/2004
i ES/uI Iafo % BEDFORD 4/2/2012  KERN, CURTIS E  4/3/2012~" 4/10/2012 -
= | €% BEDFORD 4/2/2012  THORP, ANGELA _##4/2012 073012
) Weh Links '
|l % BeproRD 4/2/2012  COMBS, CARTA d 4/ 8/15/2011
Il [ Trad@ne £} eeororp 4272012 DUNEAN, DAYWIBT s 045
I [ Search &2 |[ Cancel % J=]

i
C el ¥

1201PM

If a date is present, the staff person must explore the claimant's record further to determine eligibility
for exemption. This can be done from the list.




Click in the "Wheel" beside the person's name. This will give you four (4) choices. Select "View Service
History"

st antent=8linitisiPag=-

e e ﬂﬂa::;tiﬁ_;g 4

Work Group:  EUCREA
] e o i =i
WPRS/EUC/REA Info Options It is recommended this list is Ied before g ing the maimerge list. Use the EUC Milsstones download list which has columns =
13 9 FUC Excel Dovmloads for the Exempt or Waiver dates which will identify those claffmants to be removed from the mail merge list.

EUC Nightly Downlead List

Es Office:™ BEDFORD -

C Assess Date: [p4/02/2012 | =

[5] riighty EUC Uist/Exceptions
[5] Potential EUC Exempt List records found.
[5] Orientation Miestone Selected First Sch

1
B et Last REA Last WPRS
el EUC Orlentation Lralnin
Orientation o0

Service Sarvice Exempt Waiver

Date
= = AL FINEUSH, X x 4 ; ;
m\hew Service Hist Qi hid 3/26/101 2

s (W set Eligibility AMS, AMY L 4/3/2012  4/10/2012 F/27/2011
| Lo §lEUC Services BAGE, ASHLEY 4/3/2012  4/10/2012

o [7] Case Notes RTON, JOHN  4/3/2012  4/1i0/2012
| ﬂ IRK, JACOB T 4/3/2012 4/10/2012

= JOHNSON,
|| I 7AA Documents % sEDFORD 4/2/2012 ﬁ:g;xgﬂéne 4/3/2012  4/10/2013 /2272011

HARRISON,
o BEDFORD 4/2/2012 CAROLENA F 4/3/z2012 4/10/2012 B/6/2004

| % BEDFORD 4/2/2012  KERN, CURTISE 4/3/2012  4/10/2012

Q BEDFORD 4/2/2012 THORP, ANGELA 4/3/2012 4/10/2012
| % seDroRD 4/2/2012  COMBS, CARLA @ 4/3/2012 s/15/2011
O BEDFORD a/z/2012  SUNGAN PAVID 450010

Blanned End

Service Type Date

Wagser- Peyser

VWA~ Scdult
REESHFRS — Be-Weelkiy Follow-up
Preseging WPRS Services

Job Sexwth Worlishop

Review the claimant’s services and utilize the "Guidance for Granting Exemptjons and Waivers Under
the EUC-REA Program” to determine if they are eligible for an exemption

When you are finished, click on "Cancel." This will take you back to the lis



If the claimant is eligible for the exemption, you will need to enter that service. This can be done from

your list

ryKe: i eenWiith =,

WPRS/EUC/REA Info Options

|| =1 [ Searchable Lists
[5] Maighty EUC Ust/Exceptions
[5) Potential EUC Exempt List

|{ ' Reports & Documents

Dawn Axsom - fndy WIA Hs

Work Group: ELICREA

Potential EUC Exempt List

Use the parameters to narrow your search for a particular nightly EUC list. The list denotes the claimants with Training, REA or
WPRS services in their past and may be Exempt from EUCREA. The Las? Training Date, Last REA Service and Last WPRS
Service columns can be sorted by clicking on the column header.

If a claimant has a date in one of the three columns. then a further review of their service history is required. Use the menu item "Wiew
Service Hist."
If the claimant meets the exempt or waiver definition then set the EUCREA eligibility, add the senice record and case note.

It is recommended this list is worked bsfore gsnarating the mail merge list. Use the EUC Milestones download list which has columns
for the Exempt or Waiver dates which will | y those to be from the mail merge list

ES Office:* BEDFORD -

EUC Assess Date: [04/02/2012

Exempt Waivar

Salacted First Sch Lasr WPRS

Orientation 7_ = vic Service

Date
LIAMS, AMY L 4/3/2012  4/10/2012 7/27/2011

8BAGE, ASHLEY 4/3/2012 4/10/2012

RTON, JOHN  4/3/2012  4/10/2012

IRK, JACOB T 4/3/2012 4/10/2012

ArIIIRA AriAmnTT ‘1"‘1'1#"\11

parameters to narrow your search for a particular nightly EUC list. The list g8
'WPRSsMehMpﬂmdnnthmnpl EUCREA. The Last Traipif
Service sorted by header

| this list is worlk 'hhn i ail merge list. Use the EUC Milestones download list which has columns
'brﬂmE:mmemermmﬂ ity 1o be i from the mail merge list

Last WPRS P
La PRS Exemnpt Waiver

Service
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Click on "EUC-REA." Click on "Save"

QUALKINEUSH, CALRA E

= BUC Excel Dovwrdoads ) EUCREA Elig
[ euc raghtly Download Lst

LAURA
[£] Mightly EUC Ust/Exceptions QUALKINBUSH
[£] Potential EUC Exempt List - 400-56-6922
[£] Orientation Miestane Birthdate: 4
Assessed Date:

Select the appropriate program
WPRS/EUC/REA Participant (sele

L7 2 Micioeoft . = €53 Internct F

Note: If the claimant is being exempted because of REA or WPRS services, you’ll need to go back into
this screen to change them back to those programs after entering the EUC-REA Exempt.

pe for a particular nightly EUC list. The list denotes the claimants with Training, REA or
ke Exemgt fromm EUCREA. The Las? Traiming Date, Last REA Service and Last WPRS
header

before ingy the mail merge ist. Use the EUC Wilestones download list which has columns
will identify those claimants to be remasved froomm the mail merge list

ES Offices™ BEDFORD -

EUC Assess Dabte:

Last = v
Teaming LESLEEA LastWess . . vorver
Date CHTETe
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Click on "Add Services"

T —

Ml vincennes - knox ot Grove:

QUALKIBOLISH, LAURS E
EUCREA Services

Oniy the client's EUCREA, WPRS and REA activitio: rvices are display®e below. The client MAY be co-enrclied in other programs
and you should review their General Services Summary scresn.
|=] Mightly EUC List/Exceptions.
[£] Potential BUC Exempt Ust
[#] orientanon Miestone

You are ONLY allowed to add new ELCREA senices fram this location. To add a new™s i click the Add Services button. To edit

___Add Services @ || Cancel 3% |

£F arssz012 EUCREA - Exempt EUCREA R e as9/2012 A/8/2012

£ ararzo12 Selected for EUCREA EUCREA i asaszo12 4¢3fzoia

® av/ze/2012  BEALWPRS - Bi-weekly Follow-up  yprs garvices GEAVWPRS - Follow-  5/56/2012 a/26/2012

> srissaciz BEALNERS - BiWeakly Follow-un.  wins sorvices  BEA/WPRS S Fallows  osyciggan siassao1z
£ 2/za/2012  [LEA{WPRS - Bi-Weekly Follaw-up

BEnwE WPRS Saervices REA/WPRS - Follow-

i 2/24/2012 2/24/2012
£ 272012 PESQPAS - Bi-Waekly FllaWiE | wene warv REA/WPRS - Fallaw:  o/5ng1n e
€F 1/23/2012 REA/WPRS - Bi-Weekly Follow-up 5§anns - Follow-

A WPRS Sarvices
€ sismoan | HERGARES s BEWsdK Foliowup

1/23/2012 1/23/2012
WERS Services REA/WPARS - Fallaw- 4 )ia,0010 1/13/2012
£ 123072011 SEAWERS - Bi-weekly FOllow-uR  \ers Sorvices  REA/WPRS - Follow-

BES/WERS - Bi-Weskiy Follow-up REA/WPRS - Fallow-

12/30/2011 12/30/2011

_13/30/2011 12/30/2031

EUCREA Services

Begin Date:™ [IHFNEGE |l
Activity / Service Title:™ ]
Funding Stream:
Service Type:
Provider:
Status:®* Anthe

Planned End Date:™ [pi102012 |75
Actual End Date:
Record Created By:

Service Notes-A notes field is provitled for any justification,
Please use acconlingly. lkiasmﬂusﬁeldul!bemmﬂahyaﬂ nsm

Service Notes:
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Click on "Service Type" drap down box.

i Click Search to display a list of available senices (WPRS, REA, or EUCH
the up!lnnal Service Type (only the ones for which this client is

Service Type:

Service Title: SELE
REA/WPRS - Fail to Participate
REA/WPRS Senvices
REA/WPRS - Scheduled
REA/WPRS - Reschedulad
REA/WPRS - Follow-up
ELUCREA - Classification
EMCREA - Onentation

UCREA, - Services
EUCREA - Fail to Participate
EUCREA - Scheduled Orientation
EUCREA - Rescheduled Orientation

:l Avajlable Services -- WPRS/IREAIEUC

mmwm:mwthnum(\NPRS,REA.anUCEEA}hrM:H:Dm:humhm Use
|the aptional Service Type (only the ones for which this clisnt ) to namow the
search, The mmohmmhmdmnﬂnhulﬁlhs conuiningmu;uhmalut

Select "EUC-REA-Exempt"
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adin hil"\‘.u"_l‘\‘l=&[l\l|lﬂlpdqe:

X Clientlrack
Dawn AXsom - Ty WIA m mun l-ml!:

Work Group:

WPRS/EUC/REA Info Options QUALKINBUSH, LAURA E

@ G euc B Dot EUCREA Activity
. EUC Nightly Dewnload List

To add an activity, enter the following informatiol

Regin Date:™ [04/10/2012 |75

Potential EUC Exempt List \vice Title:™ [EUCREA - Exempt
[] orientation Milestone Funding\§tream: EUCREA
Servic Type: EUCREA - Classification
Indiana WorkOne System
Status:™ Completed -

Planned End Date:™ [p4/10/2012 |5
Actual End Date:™ [p4/10/2012 |TH

Yecord Created By:

i Documents Servlca Notes-A notes fielgfis provided for any juslﬁcﬂion. rationale or detailed information r
R'J 0A Please use accordingly. is figld will be viewable by all users.

Service Notes:

{7 Reports & Documents

|7 ES/UI Info
== Created Date:
{7 Web Links

= Trackone

B N Potenitia

EUCREA Services

Only the client's ELNCRE
ww-smummmmssmm

You are ONLY allowed to add new EUCREA senices from this location. To add a new senice click the Add Services hutton. To eslit
an exristing activity, cliclk the Action icon next to the desired record and select Edit from the menu.

[ AddSenicesd®® || Cancel 3% |

A, WPRS and REA are o below. The client MAY be lted in other

Eundine = i = Planned End Actual/End
= Y Eervice Type Date Dats |

TN — arerzof

You are back on the services screen. You need to get back to your list. Click on "Cancel"
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Click on the "wheel " again and select "Case Notes"

7 cerHne ghteTO3EInmslContent =21

n Vincennes - Knox e
Potential EUC Exempt List

Use the paramsters to namow your gearch for a particular nightly EUC list. The list denotes the claimants with Training, REA or
WPRS senices in their past and may be Exempt from EUCREA. The Last Training Date, Lasi REA Service and Last WPRS
Service columns can be sorted by/clicking on the column header.

If a claimant has a date in one of the three columns, then a further review of their sernvice history is required. Use the menu item "“Wiew

[E] nsghtly EUC List/Exceptions Service Hist."

[5] Potential EUC Exempt List
If the claimant meets the exemp] or waiver definition then set the EUCREA eligibility, add the sernice record and case note.

It is recommended this list is whrked befora generating the mail merge list. Use the EUC Milsstones download list which has columns
for the Exempt or VWaiver dateg/which will identify those claimants to be removed from the mail merge list.

ES Office: ™  BEDFORD

EUC Assass Date: [04702/2012 |5

'}8 records found.
L‘Cj TAA Documents Exermpt Waiverp
[/ Reports & Documents [ view service iss 47372013 /20
% (T sec eligibility AMS, AMY L 4/3/2012  4/10/2012 7/27/2011
EUC service: BAGE, ASHLEY 4/3/2012  4/10/2012
RTON, JOHN 4/3/2012 4/10/2012
IKIRK, JACOB T 4/3/2012 4/10/2012

s JOHNEQP%,
BEREAOER 4/9/0e0 LB TRTYARE admranTa Ariaman Finmnaa

[ Seamch & |[ Gancal3 ]

o bl q

7 ES/UT Info

[j Case Notes

!Thaclhnfsmameymmmmmmwm Chiclk Add Ne
‘ neaxt to one of More case notes you wish to print, and click the Print Selacted Bg

‘HO‘I'E: Once a case note is saved, additi will not be i

Cose Manoger Regarding
USE OF IRA

USE OF IRA

WPRS workSesrch for wie 3/10 and 3717
Jobn referal

WERS WorkSesurch for weie 2/26 nnd 3/3
Drgianl Lasracy Workshon

uUpdate

WPRS WadkSesreh for wie 2001 and 2718

aE NG O

el

&




15

Enter "EUC-REA Exempt" in the "Regarding" area

| = ClientTract 2007 - Windows Intemet Explorer \

o iPagell=1Sf nman ey=DRASClentScresnWidth =10 cenHeaight=T03&dniNalContsnt= 2

=

Dawn Axsom - IndyWIA

- vincennes - Knox i g

QUALKINBUSH, LAURA E

Edit Case Note

04/10/2012 [7=
[£1 Mightly EUC List/Exceptions
|£] Potential EUC Exempt List
|5] Orientation Milestone

Regarding:™ [EUCREA Exempt

Domestic Violence Case Mote-If checked, Case Note will be set to Organization Restricted

Domestic Violence Case Mote: |7

iE [Fonts - |Isie | <.

~ |Case Note

| [CYPE IN THE COMPLETE REASON FOR EXEMPTION
Client e: LAURA QUALKINBUSH

The clienf's case nofes you have rights to view are listed here Click Add Hew to creste a new case note. To print, check the Print box
naxt to one or more case notes you wish to print, and click the Print Selected bitton.

NOTE: Once a case note is saved, additienal ch will not be alk il

Click on "Cancel" to return to your list
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You will work through your the list and all lists that are generated from the dates within your date
range. (See the "Special Note" on the bottom of page 5)

You will need to open your saved spread sheet "01 Apr 12 Report" and identify the claimants that were

exempted for your report. Utilize the m function. Curtis, John, and Lee were determined to
be exempted from participation according to program guidelines.

Pagelayout  Formulss  Data

e I — . T
B oM T N — R AR
| -‘-- r -’ [er - -V - = 5= —‘ 3 - ay P |
e (8 rwE A [ e (3% o) o o w20 5 e o
(Clipband 11 _ Font Atignment ]l Humber =) Styles . _ Cells | _ Editing ‘
Al - (& F+ | Esoffice g
(T A ] 8 \ G D L [ NS S— - H i
1 [ESOffice IEUCLetterDate ClientiD First Last SSN DOB Address
2 |BEDFORD 04/02/2012 56949 TAMMY FIELDS XXX-XX-4159 01/03/1968 7161 E SYLVANIA RD
3 |BEDFORD 04/02/2012 934943 ROBERT FRAZIER XUX-AX-0347 06/15/1959 285 FLINTWOOD DR. |
4 |BEDFORD 04/02/2012 1669650 GINA BEYERS KUX-KX-7264 12/23/1963 2986 STATE ROAD 60 E |
5 |BEDFORD 04/02/2012 153819 TINA WELP KXK-HA-2095 03/08/1973 4140 WILHELM STRASSE APT 3 |
6 |[BEDFORD 04/02/2012 442043 DONLAD BALLARD KXX-XX-2917 02/1211975 720 VALLEY MISSION LN
7 |BEDFORD 04/02/2012 152079 TIMOTHY BOWDEN AXX-XX-0404 04/04/1989 150 Dale St.
8 |BEDFORD 04/02/2012 88875 LORRIE ASBURY XXA-XX-5266 10672311971 15601 23RD ST
9 |BEDFORD 04/02/2012 592867 DAVID DUNCAN KKX-KX-9328 07/31/1974 196 SUNNY SLOPES CIR
10 |BEDFORD 04/02/2012 890183 CARLA COMBS XHX-XX-1166 1073071972 1109 COPPERHEAD VALLEY RD =
11 .BEDFORD 04/02/2012 1674078 ANGELA THORP XXX-XX-8082 09/02/1972 76 S HILL DR |
12 |
13 BEDFORD 04/02/2012 32422 CAROLENA HARRISON OO-AX4436 |07/25/1960 636 HAROLD SMITH RD i
14 BEDFORD 040272012 1702306 CHRISTIANE ~ JOHNSON KXX-KX-2464 106/03/1964 1827 15TH ST |
15 BEDFORD 04/02/2012 495814 JACOB NIKIRK XXX-XX-3794 05/20/1986 200 DOE RUN DR |
16
17 BEDFORD 04/02/2012 1777423 ASHLEY CABAGE XXH-XX-5650 08/01/1990 3922 DIXIE HWY
18 BEDFORD 04/02/2012 1649811 AMY WILLIAMS XOO(-KX-0382 06/21/1976 2825 Q ST
19 BEDFORD 0470272012 1762294 LAURA QUALKINBUSH XKX-XX-8822 11/15/1942 208 W BERNADINE DR
20 |BEDFORD 04/03/2012 54086 JENNA HAGEMIER HKK-XK-9440 109/25/1984 7370 WEST COUNTY ROAD
21 BEDFORD 04/03/2012 1748015 JOHN MOORE XHX-KX-9226 |01/06/1953 916 SHAWSWICK STATION RD
22
23 BEDFORD 04/03/2012 1580644 DAVID MEEHAN KKA-XX-4T783 0171471959 10896 W. CO. RD. 450 S
24 BEDFORD 0470372012 1765416 DAVID WILSON XKX-XX-9602 12/20/1959 303 LINCOLN AVE
25 BEDFORD 04/03/2012 14781 SHERRY BLACKWELL XXK-XX-BTT1 108/05/1961 545 S §TH ST
28 BEDFORD 0470372012 730288 MONICA HOUCHIN XXA-XX-0781 03/29/1969 2923 EMMONS RIDGE RD
27 |BEDFORD 0470372012 859675 LANCE MCBRIDE XHA-XX-1088 03/06/1983 340 W WASHINGTON ST
28 BEDFORD 0470372012 1718607 PATRICIA WILLIAMS-LANE  XX{-XX-6430 101/06/1957 432 RAVINE DR
29 BEDFORD 0470372012 30449 LISA MULLINAX HKX-KX-2720 02/07/1968 431 GM DR
30 BEDFORD 04032012 807600 MICHAEL ROBBINS SR AHAXX-6250 |05/04/1965 1723 RARIDEN HL
R —— = = aaa oo e P

A1 AM

NOTE: You can now determine your weekly numbers catagories for "Exempted," "Transferred Out," and
"Sent" for your report. In the example above you will have three (3) "exempted" and three (3)
"Transferred Out.” All claimants without a highlighted color will be "Sent"
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You now need to remove the exempted claimants from your spread sheet "01 Apr 12 Letters" because
they do NOT receive an Orientation letter

Home | Inset  Pagelayoul  Formulas  Oata  Review  View @ - = x

T | |z General 3 % b pd! Gemsetr X A :
Dl e B8 > o s Tl glAr
I v I v - - =T Ll - oo ion, 0 e » 0l in;
; il ‘ ¥ § " i 1!“_E ”Q EN I || A = Iil 3 il i ”".ﬂ "’3!:; F:&aﬂlno' ns’l::lae' Styles - “ EFormat = | (2~ Fiar~ sFelmE*" 1
Clipboard = Font O EL Mignment Ll Mumber |~ Styles _ Calls Editing
AL - £ | Esoffice ¥l
[ 4] A e S P — ) ‘ E - TR — — SO — i
1 [ESOffice IEUCLetterDate ClientiD First Last SSN Dos Address
2 BEDFORD 04/02/2012 56949 TAMMY FIELDS WA-XX-4159 01/03/1968 7161 E SYLVANIA RD
3 BEDFORD 04/02/2012 934943 ROBERT FRAZIER YHXX-XX-0347 06/15/1959 285 FLINTWOOD DR.
4 iEEDFORD 04/02/2012 1689650 GINA BEYERS YO-XX-T264 1212311963 2986 STATE ROAD 60 E
5 BEDFORD 04/02/2012 442043 DONLAD BALLARD W-XA-2917 02/12/1975 720 VALLEY MISSION LN
6 BEDFORD 04/02/2012 | 152079 TIMOTHY BOWDEN XXX-XX-0404 04/04/1989 |150 Dale St.
7 BEDFORD 04/02/2012 88875 LORRIE ASBURY YXX-XX-5266 06/23/1971 1601 23RD ST
8 BEDFORD 04/02/2012 890183 CARLA COMBS YXA-XX-1166 10/30/1972 1109 COPPERHEAD VALLEY RD
9 BEDFORD 04/02/2012 1674078 ANGELA THORP JO(-XX-9082 09/02/1972 78 SHILL DR
10 BEDFORD 04/02/2012 32422 CAROLENA  HARRISON XOCXA-4436  07/26/1960 636 HAROLD SMITH RD 2
11 |BEDFORD 04/02/2012 1702306 CHRISTIANE ~ JOHNSON XXX-XX-2464 06/03/1964 1827 15TH ST
12 BEDFORD 04/02/2012 495814 JACOB NIKIRK XXX-XX-3794 05/20/1986 200 DOE RUN DR
13 \BEDFORD 04/02/2012 1777423 ASHLEY CABAGE XXX-XX-5650 08/01/1990 3922 DIXIE HWY
14 BEDFORD 04/02/2012 1762294 LAURA QUALKINBUSH YOX-XX-6922 1111571942 208 W BERNADINE DR
16 |BEDFORD 04/03/2012 54086 JENNA HAGEMIER YHA-XX-9440 09/25/1984 7370 WEST COUNTY ROAD
16 \BEDFORD 04/03/2012 1748015 JOHN MOORE Y0-XX-9226 01/06/1953 916 SHAWSWICK STATION RD
17 |BEDFORD 04/03/2012 | 1580644 DAVID MEEHAN O-XX-ATB3 01/14/1959 110896 W. CO.RD. 450 S
18 \BEDFORD 04/03/2012 1765416 DAVID WILSON JXX-XX-9602 12/20/1959 303 LINCOLN AVE
19 |BEDFORD 04/03/2012 14781 SHERRY BLACKWELL YIH-XX-8771 08/05/1961 545 5 8TH ST
20 |BEDFORD 04/03/2012 730266 MOMICA HOUCHIN JXH-XX-0781 03/29/1969 2923 EMMONS RIDGE RD
21 |BEDFORD 04/03/2012 859675 LANCE MCERIDE XHX-XX-1088 03/06/1983 340 W WASHINGTON ST ]
22 BEDFORD 04/03/2012 1718607 PATRICIA |WILLIAMS-LANE ~ XXX-XX-6430 01/06/1957 432 RAVINE DR |
23 BEDFORD 04/03/2012 30449 LISA MULLINAX KHX-XX-2720 02/07/1966 431 GM DR d
24 BEDFORD 04/03/2012 807600 MICHAEL 'ROBBINS SR XHK-XX-6250 05/04/1965 1723 RARIDEN HL !
25 |\BEDFORD 04/04/2012 745790 CHRISTINA COUKOULIS JOX-XX-5815 07/09/1985 1330 1 ST. APT. A ]
26 |BEDFORD 04/04/2012 385402 RYAN HALL XKX-XX-0339 07/10/1985 425 DALE ST :
27 \BEDFORD 04/04/2012 1749511 DEANNA BOSTOCK XOX-XX-6092 09/04/1964 311 COLLEGE AVE
2§ |BEDFORD 0470472012 234524 JERRY KNOY JOX(-XX-5430 10/17/1974 1014 W. WARREN ST.
29 BEDFORD 04/04/2012 1740664 JASON BURKHART JOO-XX-0754 02/15/1984 2230 29TH ST |
30 |BEDFORD 04/05/2012 312775 RANDALL GERKIN YOO(-XX-2759 02/15/1958 5301 US HIGHWAY 50w |
W4 v i o e T : i ) ]

As you can see Tina, David, Amy, Curtis, John, and Lee are no longer on your spead sheet that will be
used to create your mail merge to send letters for Qrientation

You will find instructions on how to complete the mail merge in the EUC-REA Check list.
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Scheduled for Orientation

Once you have your letters, you will need to enter "Eligibility"and the "Scheduled for Orientation"
service

After you have signed- in to the system, click on,"WPRS/EUC/REA Info"

# /2 EUC Excel Downloads
|| @ @ sesrchable Lists Global News
“ [£] Nightly EUC List/Exceptiogs /

‘ [5] Potential EUC Exempt List Vincennes - Knax News i
| [£] Orientation Milestone / 1=
| The TAAEA 2011 Benefit Program Election webinar presented on 07DEC2011 is now in TrackOne! It is locatel
DEC2011. Hlease make sure you take some time viewing it to learn more about the program election and key ¢
review themy'to refresh your knowledge of the Trade Adjustment Assistance Program.

| Rdditionally, you have likely noticed that the TAA Documents reconfiguration is now complete. All Trade-related
‘  Ag always, the petition number determines the TAA Law under which a participant may be considered for poten

IMRORITANT Reminder: Only forms available via TrackOne are permitted for use with the TAA program. TrackC
ecapf legal version of a form. Please do not hesitate to phone the Dislocated Worker Unit with any immediate n

afi\you, Dislacated Waorker Unit

If you have Jny questions please contact Garmell Hudson ghudson@dwd. in gov or Vickie Smith at vsmith@dwd

For any TrackOne issues contact the TrackOne Help Desk at 317-436-4060 or support@atworkselutionsinc.cor

[ Date ~ | Active Case Manager Asslgnments

1:37:04 P. il client Begin l ) Hidden -

Click on "Searchable Lists." Click on "Nightly EUC/Exceptions"
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Select your ES Office from the drop down box.

K CliengTrack

| Usorbiome [ CaseMansgement |
h !_ !l[ n Vincennes - knox 1ok Growp:  EUCREA
WpRS;Ei,qRE}\ = qu_{,;,s: @il Searchable Nightly EUC List and Exceptions
@ 5 BUC Excel Downloads

Use the parameters to narrow your search for a particular nightly EUC list.

‘ 3 (B searchable Lists
ii [2] Mightly EJCLI!W ES Office: BEDFORD "
|  Ereasinxeepue EUC Asspss Date: [IENE
| [5] Orientation Miestone .
| Result: _ SELECT - v
H -- SELECT -

0 records found. / Matched by PartylD .

ES Office L AN E DA ST S G = Matched by SSN and Name Result Eligibility Set
No results found. Not in T1, Not Processed |
[
|~ TAA Documents

I [f:l Reports & Documents

| ES/ul Info
[~ weh Links

b,

| 7 TrackOne

>

il e
—
~

[

[ Search 5 |[ Cancel X |

A0 7 Deskop [ Public 7 < o R4V 14DEM

Date: Special NOTE: You will need to run the list for EVERY day withif your date range. For example, if
your download list is from 04/01/12 (Sunday ) to 04/07/12 (Saturday), you will need to run this list for
04/01/12, 04/02/12, 04/03/12, 04/04/12, 04/05/12, 04/86/12, and 04/07/12. You may have some
days that do not praduce a list, but this will ensurey0u are capturing everyone for the entire week.

Select "Matched by PartylD." Click on "Search"



Click on the "

heel" beside the claimant's name. Click on "Set Eligibility"

= ECheatSoreeniliigith:

ScresnHeght=TOIS8dnIGaC ontant=8dnitialPage=
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WPRS/EUC/REA Info Optiol
# - EUC Excel Downloads

[£] Crientation Milestone

Dawn Axsom - m‘mﬁ H

Work Group: ELICREA

“ Vincennes - Knox

Searchable Nightly EUC List and Exceptisns
Use the parameters to narrow your search for a partjiéular nightly EUC list.

ES Office:
ELC Assass Date:

BEDFORD

04/03/2012 [75]

Result:  Matched by PartylD

|10 racords found.
ES Office Last Name

a BEDFORD ROBBINS SR
€3 BECFORD  MULLINAX

| % BEDFORD  WILLIAMS-LANE §

| % seoroRp  MoBRIDE

o BEDFORD  HOUCHIN

\ £% eeororo

| 'o BEDFORD

Elrst dame SSN

323-70-6250 5/4/1965
315-82-2720 2/7/1966
315-66-6430 1/6/1957 4/3/2012
314-04-1088 3/6/1983  4/3/2012
311-92-0781 3/29/1969 4/3/2012
308-74-8771 8/5/1961  4/3/2012
306-72-9602 12/20/1959 4/3/2012
305-08-7758 B/26/1885 4/3/2012

4/3/2012
4/3/2012

1iei nES ANy

504-02-9440 9/25/1984 4/3/2012

ST L

——

EUC Assess Date Result

Matehed by PartylD
Msatchad by PartylD
Matched by PartyID
Matched by PartylD
Matched by PartyID
Matched by PartylD
Matched by PartyID
Matched by PartylD

Matahed By Partp 1o

Eligibili Set
EUCREA

EUCREA
EUCREA
EUCREA
EUCREA
EUCREA
EUCREA

Desktop BB Public ™

MOORE, KOHN David

First Namne:

Last Name:

Social Security Number:
Birthdave:

EUC Assessed Date:

ES Local Office:

Seflect the appropriate program
WPRS/EUC/REA Participant {select ona):™

Make sure "EUC-REA" is selected. Click "Save"




Click on the "Wh

el." Click on "EUC Services"

DRASClantScreariadib=
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[=] Orientation Miestone

10 records found.
Lust Nam

#® BEDFORD ROBBINS Sk

#% eEprorD

o BEDFORD

% peprorb

TAA Documenks

[~ ES/UI Info

kone-incom/ 2007 FL 2 MainPage nos TP MagiDal

==t = o

vin

| EGCREA services

LANE

ES Office:

EUC Assess Date: [pa/03/2012 |5

Eirst Name
MICHAEL
LisAa
PATRICIA
Lance
MONICA
SHERRY
DAVID
MICHAEL

Result:  Matched by PartylD

EUC Assess Date Resylt Eligibility Set
323-70-6250 5/4/1965 4/3/2012 Matched by PartylD EUCREA

315-82-2720 2/7/1966  4/3/2012 Matched by PartyID EUCREA
315-66-6430 1/6/1957 4/3/2012 Matched by PartyID EUCREA
314-04-1085 3/6/1983  4/3/2012 Matched by PartylD EUCREA
311-92-0781 3/29/1969 4/3/2012 Matched by PartyID EUCREA
308-74-8771 8/5/1961 4/3/2012 Matched by PartyID EUCREA
306-72-9602 12/20/1959 4/3/2012 Matched by PartyID
305-08-7758 8/26/1985 4/3/2012 Matched by PartyiD

M K0 -90Ts 1/677 3 arsenr>

304-02-9440 9/25/1984 4/3/2012

in ather p

| You are OMNLY allowed to add new EUCREA services from this location. To add 3wmgw senvice click the Add Services kuiton. To edit
an existing activity, click the Action icon next to the desired record and select Edit the menu.

[ AddSenices @ || Cancel % |

Funding




Click on the magnifying glass
M Ceneasl
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[£] reghtly BUC Ust/Exceptions
[E] Patental EUC Exempt List

Waork Group: EUCREA

EUCREA Sorvics:

EUCREA Activity
To add an acthity. anter the following information.

Bagin Date: > |

Activity /Service Title:™ |
Funding Stresm:
Sarvice Type:
Provider:

Active

Status: ™
Planned End Date: = #

Actual End Date:
Record Created By -

or detailed inf
rs.

Service Notes-A notes field is provided for any i i
Please use accordingly. Notes in this field will be viewable by all use
Service Notes:

Craated Date:

Service Title:

Click on "Search"
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Click on the service

| & Lookup
| Available Services -- WPRS/REA/EUC

Click Search to display a list of available senices . REA, or EUCREA,) for which this client is efigible.
the optional Service \ypse (only the ones for which this client is currently eligible are shown) to narrow the
isearch. The Service\itle box can be used to match all titles containing the text in the box.

b Click on an item in the li§t to place the client into the selected semvice.

Service Type: |l

servicewitie: [

S rvice Tvoe

S
EUCREA - Schedulad Orientation

Scheduled for Grientation

S

£ rwaon trackone-incomi2007R1 2/ MainP sgesipe I PageiDi=t &P omar)

‘ay = DRALCHentScraenWideh= 101 & CliantScreanHeight= TO3&dnitislCantant = &InitialP age=

n Date:

Activity/ =" [Scheduled for Orientation o

Funding, Strean)
e

Statu)
Planned End Daty

Service Notes-A nates field i@ provided for any
Please use accodingly. Mopés in this field will

The "Actual End Date" is the same as the”Begin Date. “ Click on "Save"



24

Click on "Cancel" to return to your list

- Vincennes - Knox Work Group: EUCREA
WILSON, DAVID

s EUCREA Services
[5] Nightiy EUC List/Exceptions Only the client's EUCREA, WPRS and REA activities/serices are displayed below. The client MAY be
=] Potential EUC Exempt List and you should review their General Services Summary screen,

You are OMLY allowed to add new EUCREA services from this location. To add a new service click the Add Service™N
| an existing activity, click the Action icon next to the desired record and select Edit from the menu.

[ Add Serices @ || Cancel 3% |

2 records found.
| i Actual End
Date

O ooz S eucnea SRR - bk

| % aras2012  Selected for EUCREA  EUCREA EUCREA - Classification 4/a/2012 a/as2012

4/10/2012 4a/10/2012

‘Wark Group: FUCREA

Searchable Night'y EUC List and Exceptions
Use the parameters to harrow your search for a particular nightly ELIC list.

ES Office:
Date:
Result:

10 records found.
ES Office Lasl Name First Name SSM DOB EUC Assess Date Result Eligibility Set
L OHBINS SR MICHAEL 323-70-6250 S/4I965 /32012 Matched by PartyID EUCREA
315-82-2720 2 L 5 -d by PartylD EUCREA
J15-66-6430 LIGI1957 Matched by PartylD EUCREA
514 -04-10688 3/6/1963 3 M3 1 by PartylD EUCREA
311-92-076L 2971969 LIIF2012 Matched by PartyID
308-74-9771 B/SFI96L
IDE-72-0602 1XIWVIDST LAIIDIZ
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Click on "Add New"

Cwemn Piidth= LHEG-S.

3 L Work Group:
e : [}
PRS/EUC/REA Info Options. S MIEHAEL A
Client Case Notes

The client’s case notes you have rights to view are listed here. Click Add New {0
next to ane or More case notes you wish to print, and click the Print Selected b

NOTE: Once a case note is saved, additi will not bs all d

| AddNew=E || Cancel ¥ |
| Print Selected |1

13 records found.
Case Manager Bagarding

4/10/2012 CTarol Solis EUCREA Unrastricted

2/8/z2012 Patricia Colvin Wark Readiness Workshop Unrestricted

2/8/2012 Rita Tinchar ES Unrastricted

2/2/2012 April Easter Back to Work Date Unrastricted

1/25/2012 Cindy Bower NC/NS for 1S W/S Unraestricted

| ! t718/2012 Cheryl Graham Federal The page is sl loading Unrastricted
P 1/11/2012 April Eastar NC/NS for Job Search W/S Unrestricted
1/9/z012 April Eastar WPRS Orientation Unrastricted

1/3/2012 April Easter WPRS Selection Unrastricted

[ Reports & Documents

4 ES/UT Info

1z/z27/2011 Rita Tincher Unrestricted
12/12/2011 Rita Tincher Unrestricted

EUCREA

Entry Date:™ [04/10/2012 |75

Entered By: &
Regarding:™ [EUCREA Sceduled for Ori

Domestic Wiolence Case Note-if checlked, Case Nofe will be set to Organization Restricted

Domestic Violence Case Note: [

= |Foms

Type in thé Oreintation details in the case note body. Click on "Save"

You will need to go through all of these steps for each person. (Eligibility, Scheduled for Orientation,
and case note)
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Click on "Cancel" to return to your list

= ClientTrack 2007 - Windews [nternel
— = o

htaps socv trackone-in.com: ZidzinP age.aspxTPagelD P piamyr=OF ClentScreaniWidth=LOLE £ . ClienticreenHeight=TO28UnitisiT o

tEI’T‘-S . : )r-'.ﬂcn_g_lr;;r_h
 INTERNATIONAL . Dewn Axsom - IndyWIA Help Topics About DSI Legout

“ Vincennes - Knox ‘Work Group: EUCREA
LEE, MICHAEL &

Client Case Notes

(5] Mightly EUC List/Exceptions  The client's case notes you have rights to view are listed here. Click Add New to crez
(5] Potental BIC Exempt List next to one or more case notes you wish to primt, and click the Print Selsctad button.

NOTE: Oncs a case note is saved, ional ch will not be all d.

[ Add Neww® || Cancel % |
(Pt Seiseisd

Case Manager Regarding
4/10/2012 Carol Solis EUCREA Unrestricted
2/8/2012 Patricia Colvin Waork Readiness Workshop Unrastricted
2/8/2012 Rita Tincher ES Unrestricted
1 L‘:' TAA Documents - = 2/3/3012 April Eacter Back ta Work Date Unrastrictad
LL: Reports 8 Documents 1/25/2012 Cindy Bower NC/NS for 1S W/S Unrestricted
171872012 Cheryl Graham Federal Employment Workshop Unrestricted

l| " ES/u Info 1/21/2012 April Easter NC/NS for Job Search W/sS Unrestricted

‘[‘;,. web Links i 1/9/2012 April Easter WPRS Orientation Unrestricted
= 1/3/2012 April Easter WPRS Selection Unrestricted
12/27/2011 Rits Tinchar Unrastrictad

12/12/2011 i i Unrestricted

Wark Group: EUCREA

WPRS/EUC/REA Info Searchable Nightly EUC List and Exceptions
@ U EUC Excel Dowrloads | Use the parameters to narmow your search for a particutar nightly EUC list.
[5] Nightiy ELIC List/Exceptions. ' ES Office:
[5] Potential ELIC Exempt List EUC Assess Date: 372012 |

[5] Orientation Miestone
Result:  Matched by PartylD

First Name SSN DO
32I-70-6250 S/4/196S | by PartylD
315-82-2720 U/P/1966  A/3/2012 Matched by FartyID
315-66-6430 1/6/1957 Matched by PartylD
314-04-10688 3/6/1983  4/3/2012 Matched by PartyID
311-92-0783 3/28/19659 L/I/A012 Matched by PartyID
J08-74-68771 B/5/1961  4/3/2012 Mached by FartyID
I06-72-9602 12/20/1959 A/3/2012 Matcherd by PartyID
305-08-7758 B/26/1085 /372012 Marched by FartylD
I04-50-9276 L6/1953  4/II0ID Matchad by PRty ID
304-D2-9440 WISIIES AIT0IZ Matched by FanylD EUCREA

You will follow these instructions for every one on the list for each day in your date range

Date: Special NOTE: You will need to run the list for EVERY day within your date range. For example, if
your download list is from 04/01/12 (Sunday ) to 04/07/12 (Saturday), you will need to run this list for
04/01/12, 04/02/12, 04/03/12, 04/04/12, 04/05/12, 04/06/12, and 04/07/12. You may have some
days that do not produce a list, but this will ensure you are capturing everyone for the entire week.
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All EUC-REA services can be entered in this manner. The following is a list of services that will be
entered according to activitiy:
Attended Orientation and completed all related activities:
1. EUC-REA-Orientation- Completed - Orientation
2. EUC-REA-Services- Skill Assessment
3. EUC-REA-Services- Work Search Review
4. EUC-REA-Services- Workforce Information Services
{Enter case note)

Rescheduled Orientation: See EUC-REA Check list documents and Ul Local Office Procedures for
instructions related to time frames and Ul issues

1. EUC-REA-Rescheduled Orientation- Rescheduled for Orientation

(Enter case note)

Waiver: See "Guidance for Granting Exemptions and Waivers Under the EUC-REA Program"
1. EUC-REA-Classification-EUC-REA-Waiver

(Enter case note describing service[s] waived from)

Failed to Participate in Orientation: See EUC-REA check list documents and Ul Local Office Procedures
for instructions related to time frames and Ul issues

1. EUC-REA-Fail to Participate- Failure to Participate - Qrientation

If claimants participate in the Orientation but fail to complete other required services, enter the Failure
to Participate as appropriate.

(Enter case note)

Just remember that if you chose to use Enter Services from the "User Home," you will need to run
your list for every day.

(Date: Special NOTE: You will need to run the list for EVERY day within your date range. For example,
if your download list is from 04/01/12 (Sunday ) to 04/07/12 (Saturday), you will need to run this list
for 04/01/12, 04/02/12, 04/03/12, 04/04/12, 04/05/12, 04/06/12, and 04/07/12. You may have some
days that do not produce a list, but this will ensure you are capturing everyone for the entire week.)
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Entering Services from the Case Management Tab
Sign on to TrackOne by entering your user name and password

Click on EUC-REA so that it is highlighted. Click on "Sign In"

L O X
~ /-~ weather [ Facebook @ = 2
X 0 I - @, ~ | Web Search| - [ Bookmarks = FiSettings ~| €3 ~ £ Mail >

DataSystems
INTERNATIONAL
Login

Please select your Workgroup from the list below.

WP - Indiana Workforgé -

Please select your Organization from the list below.

4 Erhurgh

Copyright © 1983-2007 Data Systems International - All Rights
Reserved. 205

Desktop > < &2
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Click on the “Case Management” tab

=loy <]
it rmmrin bt~ ENE
Bare (T iEee e

Dawn Axsom - Tndy WIA 1k

[ ) |l vicconnes - Knax ek Graup:  EucRea

o

45 112009 Law Provisions (Pettions
7ei-75,95%) ARRA

s 2002 Law Provisions (Fetsons

Welcome Dawn Axsom

Clobal News

95 (12011 Law Provisions (Feutons
Eyray
@ | jRefarence and Traning Materisis

Vincennes - Knox News

The TAAEA 2011 Benefit Program Election webinar presented on 070OEC201 1 is now in TrackOne! It is located
DEC2011. Please make sure you take some time viewing it to learn more about the program election and key ch
review them to refresh your knowladge of the Trade ent Assistance Program.

Additionally, you have likely noticed that the TAA Documents reconfiguration s now complete. All Trade-related f
As always, the petition number determines the TAA Law under which a participant may be considered for potenti:

IMPORTANT Reminder Only forms available via TrackOne are permifted for use with the TAA program. TrackOn
recent legal version of a form. Please do not hesitate to phone the Dislocated Worker Unit with any immediate ne
Thank you, Dislocated Worker Unit

Paostec: 1/03/2012

[ = mReports & Documents

i web Links | For any TrackOne issues contact the TrackOne Help Desk at 317-438-4060 or support@@atworksolutionsine, com

|
|
i Trackone o= Thcowe
:10:07 e 1
al *

|

= es/ux anfo || If you have any questions please contact Garmell Hudson ghudson@dwd in.gov or Vickie Smith at vsmith@dwd. i
|
|

L WPRS/EUC/ REA Info Il 8:10 AW I
i) il et el Il Tobereet
tact| = use MEMORY (£ | 511 = reviced EucREA and ... | &) Documerntl - M i | @B e v ke == zooT - wi. 3| T [&

Click on "Find Client." Enter the claimant's identifying information to access claimant's record.

Click on "Search"

I T Sodal Seaurity Number: S24-52-
L - TestFour, ndividunl Date of Girth:  2/10/1991 13

Find Client

Use the saction criteria below to find your client. To narrow the search) fill in mare than ane criteria. Social
Birth Date are the best fields to naow your search.

Last Name:

First Name:

Social Security Number:
Birth Date:

Scan Card ID:
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Click on "EUC/REA/WPRS Elig." Make sure "EUC-REA" is selected. Click "Save"

Sodal Security Number: 150-15-0120
B Test again, Alex  SRTRIENY TRELINASOND.,

EUCREA Elig

First Namea: Alex
Last Mame: Test again
v N 3 150-15-9120
Birthdatea: 17197
EUC Assessed Date:
ES Local Offica:

' Select the npprnpl'hm.c program
WPRS/EUC/REA Participant (select ona): =

Click on "EUC-REA Services." Click on "Add Se

EUCREA Ser

ol yus shoukd review their

You are ONLY to s new from: this = To add 5 new s
| @n eotisting sotivity, click the Action icon noxt to the desired record snd select Edit from the
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Click on the magnifiying glass

trackone-in.com 200TRL 2ihlamPage scpn PogelD = L& Pamarny e

e L ]

- Sodal Security Mumber: 150-15-0120
A B restagain, Alex 320l Sene 1/1/1571 12:00:00 AM
"¢ Favorites -

] Add New Client EUCREA Ser
o i i EUCREA Activity

Case Management Options To add an activity, enter the following information.
/2% Cliant Home Page

# |2 Reminders/Tasks Begin Date:™ [IEINENE | =

@ & eat partopant Activity/Service Title:
Work History

Military History

(JEnrollment and Application
= e Provider:

1 Status: Active o

.| Cage Notes Planned End Date:™ [04/09/2012 |73
]
(JCredentals Actual End Date: [ ||

(CJTest Results. Record Created By:
1=y EUC/REA/WPRS Elig

Funding Stream:
Service Type:

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

Service Notes:

Created Date:

ermnet Explare

Click on "Search"

ArScreenHeight=

1|8 ockup
| Available Services -- WPRS/RCA/EUC
. REA or EUCREA]) for which this client is eligibla. Use
this client is ligible are 1o namow the
all titles containing the text in the box
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This will show a complete list of EUC-REA Services

agelD =1 EPriman/ke

| ® | sokup

Click Search to display a list of available senices (YWPRS, REA, or EUCREA) for which this client is eligible.
the optional Service Type (only the ones for which fthis client is currently eligible are shown) to narow the

EUCREA - Rescheduled Orientation Rescheduled for Orientation

EUCREA - Classification Selected for EUCREA

EUCREA - Fail to Participate Failure to Participate - Work Search Review
EUCREA - Fail to Participate Failure to Participate - Warkforce Info Srvs
EUCREA - Fail to Participate Failure to ici - skill A it
EUCREA - Services Skill Assessment

EUCREA - Orientation Completed - Orientation

EUCREA - Services Work Search Review

EUCREA - Services Workforce Information Services

EUCREA - Scheduled Ori Schadiilad for Ol 4

EUCREA - Fail to Participate Failure to Participate - Orientation

EUCREA - Classification EUCREA - Waiver

EUCREA - Classification EUCREA - Exempt

Select the appropriate service for the activity performed. Complete the service page according to the
instructions provided above
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If you are adding multiple services for the same person, be sure to click on " EUC-REA Services" each
time before clicking on "Add Serviges"

[ Add New Clent EUCRER Services
{3} Find Client Only the client's EUCREA, WPRS and REA activities/senvices are displayed befwy. The client MAY be co-enrolled in other programs
and you should review their General Sefvices Summary screen.
| Case Management Options
I ) lent Home Page You are ONLY allowed to add péw EUCREA services from this location. To add a new semfisg click the Add Senices button. To edit
l # |2 Reminders/Tasks | an existing activity, click theAction icon next to the desired record and select Edit from the mry.
@ & edt Participant
o5 Work History [ AddSewicesd | Cancel ¥ |
Military History |
" JEnroliment and Application |14 recor faydd.
& Streaim Date Date
) Coseotes: " (%4/10/2012  Scheduled for Orientation EUCREA R\ ~chediled 4/10/2012 /1072012
("] Credentials ! o 4/3/2012  Selected for EUCREA EUCREA EUCREA - Classification  4/3/2012 4312012
[~ Test Results - Indiv 5
ol Q 5/4/2011 gt",:‘t';;t,“ Individual Service  \yppe Services  REA/WPRS Services 5/4/2011 5/4/2011
Q 5/4/2011  Completed - Orientatian WPRS Services REA/WPRS Services 5/4/2011 S/4/2011
! a seaiviy | Seduiod - Asamsment WPRS Services REA/WPRS - Scheduled  5/4/2011 5/4/2011
6 5/4/2011  Scheduled - Skill Assessment  WPRS Services REA/WPRS - Scheduled  5/4/2011 5/4/2011
| €3 sra011 SRl Naaimant WPRS Services REA/WPRS Services 5/4/2011 5/4/2011
% 5011 completed - Skill A t  WPRS Services REA/WPRS Services s/4/2011 s/4/z011 | |
(1 sparzons | Comeieted = Assessment REA services  REA/WPRS Services s/12/2008 5/12/2009
[=7 Administration o B B el i REAservices  REA/WPRS - Scheduled  5/12/2008 5/12/2009
¥ snzi2008  completed - Skill Assessment i i s/12/2008 5/12/2009

M = ! ot D, ool Steon
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You will need to enter a case note for the service(s) that were provided/ posted

Click on "Case Notes"

O7RL2/MainPage.sspa?Pageil=1&PrimaryKey = DRAEClent Screen Width= 10168 ChentScreenHeght=

Socal Security Number: 303-52-4159
e - FIELDS, TAMMY 1O Date of Bir 1/3(1968 12:00:00 AM
¢ Favorites.

[(1 Add New Cient EUCREA Services

3 Find Clent Only the client's EUCREA, WPRS and REA activities/senvices ars displayed below. The cliant MAY be lled in other pi
 and you should review their G y screen.
Case Management O

¥ Cientriome Page You are ONLY allowed to add new ELJCREA serices from this location. To add a new semvice click the Add Services button. To edit
@ |3 Reminders/Tasks an existing activity, click the Action icon next to the desired record and seslect Edit from the menu.
'@ & Edit Particpant

| Add Services &

14 records foun

£ ar10/2012  Scheduled for Orientation SHoREA: Schaculed 4/10/2012 4/10/2012

% a73/2012  Selected for EUCREA EUCREA - Classification  4/3/2012 4/3/2012

€ s/apo1n Gomoisted - Individual Service  pps servicas  REA/WPRS Services sfarzu11 S/4/2011

% s/4/2011  Completed - Orientation WPRS Services REA/WPRS Sarvices S/4/2011 5/4/2011

O srarzo1a  Scheduled - Assessment WPRS Services REA/WPRS - Scheduled  5/4/2011 s/a/2011

¥ sra/z011 - Skill As: ent  WERS REA/WPRS - Scheduled  5/4/2011 S/4/2011

¥ srarzory CRmbleted - Asssasment WPRS Services REA/WPRS Services S/4/2011 5/4/2011

% 5742011 Completed - Skill Ass WERS Services REA/WPRS Services S7af2011 S/4/2011

[ € snziates: Somelsted - Akzcammant REA services REA/WPRS Services s/12/2009 s/12/2009

3 sn bl e A ! REA services ~ REA/WPRS - Scheduled  s5/12/2005 ss12/2008

ill Assessment REA services REA/WPRS Services 5/12/2009 5/12/2009

nns nmnleted -
1','SORT-ServiceCode 5.,

EXampte

Sodal Security Number: 303-92 =
Dat= of Birth: 1371963 12:100:00 A

‘ﬂ—:ﬁrﬂmmyﬂumwmﬁwmlmmlm Click Add Ne ¥
naxt to one or more case notes you wish to prinl. and click the Print Selected bul

will not be all

() Erwolirent sarxl Appi aton
1 Services

BYEYHYEYEY LY

= RS
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Make sure the date matches the date the service was provided

[jAddNewcimt
(3 Find Client

t| case Management options

| /ﬂ Client Home Page

Il @ 2 Reminders/Tasks

| @ & edit Partiopant

I 3 workHistory
2 Mitary Hstory
|Erroliment and Application
| Services
]:] Goals

|| Case Notes

] Credentials

(| Test Results

‘5 Case Note

Edit Case Note

Domestic Violence Case Note-If checked, Ga5e Note will be set to Organization Restricted

Sodal Security Number: 303-52-4159
Dateof Girth:  1/3/1968 12:00:00 AM

Entry Date:™ [jRVEEIR

Entered By: m &
egarding:* |

Domestic Viblence Case Note: [7]

&% o ~ B I H}‘Z\F}mﬁ - [size ~ | <&, The page s sill loading |

| [Clienkt Name: TAMMY F!

W NEWEDC

The "Regarding" area should reflect what service was provided

Type in the details related to the service that was provided

Click on "Save"
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skill assessment and LMI or review. At the One-Stop Operator’s or Regional Operator’s
discretion, other methods of assessment and L.MI distribution may be incorporated into
the Orientation to meet this requirement.

Staff will conduct a one-on-one review of the claimant’s work search documentation for
compliance and to offer suggestions for improving the work search. Any A&A (Able,
Available and Actively seeking work) or work search issues discovered during the review
will be given to Ul office Leads for adjudication. WorkOne staff will record the
Orientation and all other services provided in TrackOne and case note the completion of
required participation on the EUC-REA Tracking Report.

At the conclusion of the Orientation session, staff will identify those claimants who failed
to participate and give that information to the Ul office Lead for a Determination of
Eligibility for EUC.

Frequently asked questions about the newly required in-person work search review process is
available at: http://www.in.gov/dwd/files/REA2012FAQ.pdf. Also, attached are several items
that give detailed instructions on the EUC-REA process and provide references for staff.

Questions on the TAB may be directed to:
Steve Gault
Regional Coordinator

812.675.2481

Attachments:

A: EUC-REA Check lists

B: EUC-REA Notification Letter Merge Code Version

C: EUC-REA Services - TrackOne Quick Reference

D: Staff Verification of EUC-REA Requirements

E: DWD Work Search Log

P WorkOne Reemployment Services handout (color and black & white versions)
G: Guidance for Granting Exemptions and Waivers Under the EUC-REA Program
H: EUC-REA and TrackOne Staff Guide



