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Overall Application and Enrollment Process 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OLD APPROACH 
 Application and Enrollment Process 
 STEPS:  

1. “Add New Client,”  
2. “Add New Application,”  
3. “Create Registration,” and  
4. Add 1st Intensive Service.    
 

 MODEL: The user defined and created the application and 
enrollment process.  The “Applications and Enrollment” screen 
displayed all enrollments (or periods of participations 
{POPs} and the system would allow additional 
applications/registrations to be created.  This allowed duplicate 
applications to be created and a new enrollment to be created 
even if there was an open/active enrollment.    

   

NEW APPROACH 
 Application and Enrollment Process 
 STEPS:  

1. “Add New Client,”  
2. Add/Record a Core Service,  
3. Create Application,  
4. Edit Registration 
5.  Add 1st Intensive Service.    

 MODEL:   TrackOne defines the Period of Participation 
(POP) based on services and then drives the application and 
registration process.  A core service is required to start the 
period of participation.  Once this is established then an 
application and registration can be attached to this POP  
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Add New Client 

 
 

OLD APPROACH 
 Add New Client 
 Laid off from TAA Certified Position/Employer: 
 This field was a simple check box. 
 
 
 
   
   

 
 
 
 
 

   
   
   
   
   
   
   
   
 Hispanic/Latino: 
  This field was a simple check box. 
   

 
 

   
 

NEW APPROACH 
 Add New Client 
 Laid off from TAA Certified Position/Employer: 
 Now the field has a “look-up” magnifying glass which allows 

the user to find and select the specific TAA certified employer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   
 Hispanic/Latino: 
  A pick list is present.  
   

 
 
 

   

Hispanic/Latino:
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Add/Record Core Service 

Service Search Screen 
 

OLD APPROACH 
 Add/Record Core Service 
 Model:  TrackOne did not require a core service before an 

application was created.  However, it has always been part of 
DWD tiered services policy.    

 Service Search Screen 
 The service search screen does not limit/filter the available 

services based on the client’s location in the service delivery 
model or on eligibility criteria.   

Descriptive text at the top of the service search screen is different. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TrackOne returns (and allows) all services to be recorded for the 
client.   
 

NEW APPROACH 
 Add/Record Core service 
 Model:  TrackOne now mirrors the DWD tiered services policy.  

A core service is required, before TrackOne will allow you to 
create an application.      

 Service Search Screen 
 The service search screen does limit/filter the available 

services based on the client’s location in the service delivery 
model or on eligibility criteria.   

Descriptive text at the top of the service search screen is different. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Since this client does not have an open period of participation (or 
an application for an open enrollment, then the service search 
screen returns “No results found” for a search for an intensive 
service.  The only available services at this time are Core services. 
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Funding Stream & Program Enrollment 

 

OLD APPROACH 
 Add/Record Core Service 
 Funding Stream 
 Funding stream is not filtered based on the individual’s 

eligibility or location in the service delivery process.   
 
 
 
 
 
 
 
All possible funding streams for the service are present.  Also the 
old approach did not have a general “WIA Core”  funding stream. 
 Program Enrollment 
 User required to identify and link the appropriate open period 

of participation to the service.  
 
 
 
 
 
   
   
   
   

NEW APPROACH 
 Add/Record Core service 
 Funding Stream 
 Funding stream is filtered based on the individual’s eligibility or 

location in the service delivery process.   
 
 
 
 
 
The available funding streams are based on the individual’s 
eligibility.  There is now a general “WIA Core” funding stream 
available.   
 
 Program Enrollment 
 The Program Enrollment field is no longer a user defined field.  

TrackOne automatically attaches the open/active program 
enrollment (period of participation) to the service.   

 
 
 
 
 
 
   
   

Funding Stream:* 

Program Enrollment:* 

Funding Stream:* 
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Application and Enrollment 

Create Application 

 

OLD APPROACH 
 Application and Enrollment 
 New Application 
 The “New Application” button was always available on the 

Application and Enrollment screen.  
 
 
 
 
 
 
 
 
 
 
   
   
   
   
   
   
   
   
   
   
   
   
  The “old” approach allowed more than one application to 

be associated with an open enrollment. 
   

NEW APPROACH 
  Application and Enrollment 
 Create Application 
 The “New Application” button has been removed.   
 
 
 
 
 
 
 
The screen shot above is for a client without a core service which 
creates a period of participation.  The screenshot below is for a 
client with a core service.  The “New Application” button is not 
present, but the Action icon on the period of participation record 
has “Create Application.”   
 
 
 
 
 
 
 
 
 
 
 
 Only 1 open application/enrollment will be allowed moving 

forward.  This will prevent staff from mistakenly creating a 
second application during an active period of participation. 
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Application 

Eligibility Determination Changes 

OLD APPROACH 
 Application – Eligibility Determination Changes 
 Youth 5% Provision 
 The “Qualifies Under Youth 5% Provision” was a user entered 

field.    
 
 
 
 
 
 
 
 
  
 Employment/Dislocation Info. 
 Old approach had some historically redundant and 

unnecessary fields 
 
 
 
 
 
 
 
 
 
 
   

NEW APPROACH 
  Application – Eligibility Determination Changes 
 Youth 5% Provision 
 Youth 5% is calculated by TrackOne, based on the information 

entered by the user.     
 
 
 
 
 
 
 
 
 
 Employment/Dislocation Info. 
 Some historically redundant and unnecessary fields are no 

longer present. 
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NEW APPROACH 
  Application – Eligibility Determination Changes 
 Family Income 
 The regional poverty level tables are now integrated into the 

eligibility logic.   The Low Income field is now a calculated field 
which cannot be changed.       

 
 
 
 
 
 
 
 
 
 Eligibility Codes 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
   

OLD APPROACH 
 Application – Eligibility Determination Changes 
 Family/Income 
 The old approach did not have the regional poverty level tables 

in the eligibility determination logic.       
 
 
 
 
 
 
 
 
 
  
 Eligibility Codes 
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Service Hierarchy 

Service Search Screen & Service Hierarchy 

 
 

OLD APPROACH 
Service Hierarchy 
 Service Search Screen & Service Hierarchy 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
   

NEW APPROACH 
Service Hierarchy 
 Service Search Screen & Service Hierarchy 
 The service hierarchy has been revised to highlight those 

services which move a client into the WIA performance 
calculations.    
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Add/Record 1st Intensive Service 

Service Search Screen 
 

OLD APPROACH 
 Add/Record 1st Intensive Service 
 Model:  TrackOne did not require an application to record an 

intensive service.  However, it has always been part of DWD 
tiered services policy.    

 Service Search Screen 
 The service search screen did not limit/filter the available 

services based on the client’s location in the service delivery 
model or on eligibility criteria.   

Descriptive text at the top of the service search screen is different. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TrackOne returns (and allows) any and all services to be recorded 
for the client.   
 

NEW APPROACH 
Add/Record 1st Intensive Service 
 Model:  TrackOne now mirrors the DWD tiered services policy.  

An application and the necessary documentation are required, 
before TrackOne will allow you to record an intensive service.     

 Service Search Screen 
 The service search screen does limit/filter the available 

services based on the client’s location in the service delivery 
model or on eligibility criteria.   

Descriptive text at the top of the service search screen is different. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Since this client has an application (open period of participation) 
then the service search screen returns intensive services.   
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Funding Stream & Program Enrollment 

 
 
 

OLD APPROACH 
  Add/Record 1st Intensive Service 
 Funding Stream 
 Funding stream is not filtered based on the individual’s 

eligibility or location in the service delivery process.   
 
 
 
 
 
 
 
All possible funding streams for the service are present.  Also the 
old approach did not have a general “WIA Core”  funding stream. 
 Program Enrollment 
 User required to identify a link the appropriate open period of 

participation to the service.  
 
 
 
 
 
 
   
   
   
   

NEW APPROACH 
  Add/Record 1st Intensive Service 
 Funding Stream 
 Funding stream is filtered based on the individual’s eligibility or 

location in the service delivery process.   
 
 
 
 
 
The available funding streams are based on the individual’s 
eligibility codes from the application screen. This client is only 
eligible for WIA-Adult and WIA Youth.   (This particular service is 
not setup for WIA Youth so the only choice is WIA-Adult.)   
 
 Program Enrollment 
 The Program Enrollment field is no longer a user defined field.  

TrackOne automatically attaches the open/active program 
enrollment (period of participation) to the service.   

 
 
 
 
 
 
   
   

Funding Stream:* 

Program Enrollment:* 

Funding Stream:* 
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Print Service Detail 

OLD APPROACH 
  Add/Record 1st Intensive Service   
 Print Service Detail 
 Previously there was not a way to print an individual service 

record for the client.     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
 
 
 
 
 
 
   
   
   
   

NEW APPROACH 
  Add/Record 1st Intensive Service 
 Print Service Detail 
 There is now a Print Service Detail selection on the Service 

record action icon.  This will print a 1-page summary of the 
selected service record along with additional information on the 
client’s period of participation associated with the individual 
service.   
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Setting up Accounts 

Accounts and Eligibility Determination 
 

 
 
 
 

OLD APPROACH 
 Setting up Accounts 
 Accounts and Eligibility Determination 
 Previously, the user was responsible for selecting the 

appropriate accounts for which the client is eligible.  All 
available accounts for the region were displayed on the 
Account setup screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

NEW APPROACH 
Setting up Accounts 
 Accounts and Eligibility Determination 
 TrackOne now drives the account setup selection based on the 

eligibility codes from the Application.  The only available 
accounts are the ones for which the client is eligible. 
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Planned Gap In Service 

Location of Planned Gap in Services  
 

 
 
 
 
 

OLD APPROACH 
 Location of Planned Gap in Services 
 Previously, planned gaps in services were located with the 

other services/activities.     
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

NEW APPROACH 
Location of Planned Gap in Services 
 The “Planned Gap in Service” records have now been moved 

under the Enrollment Action Icon.  The historical gaps were 
moved to the new location.   
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Recording a Planned Gap in Service 
 

 
 
 
 

 

OLD APPROACH 
 Recording a Planned a Gap in Service 
 Previously, gaps in services were recorded as a 

service/activity.   
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

NEW APPROACH 
Recording a Planned Gap in Service 
 The “Planned Gap in Service” records have now been moved 

under the Enrollment Action Icon.  The historical gaps were 
moved to the new location.   
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Closing a Planned Gap in Service 
 

 
 

OLD APPROACH 
 Closing a Planned a Gap in Service 
 Previously, the gap in service record was accessed from the 

service history screen.  It was opened and the status changed 
to Completed and the Actual End Date was entered.    

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

NEW APPROACH 
Closing a Planned Gap in Service 
 The “Planned Gap in Service” records have now been moved 

under the Enrollment Action Icon.  The historical gaps were 
moved to the new location.   

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Enter the End date.  Note: the Begin Date is read only.   Once the 
Gap is closed it is not visible to the user.  It is stored in the 
database, but not visible to the user.   
  

Go to the App. & Enroll screen.  Select Planned Gap 
in Service from Action icon.  
 
Select Edit on the next screen. 
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Intake Site & Regional/Service Provider Assignment 

Location & Switching Intake Site  
 

OLD APPROACH 
 Location & Switching Intake Site 
 Previously, the user was not able to reassign a client to a new 

service provider location and/or region.  The assignment was 
based on the organization which created the application.   

The Application and Enrollment screen did not identify the Intake site. 
 
 
 
 
 
 
 
 
 
 
 
The Application itself did not have an intake site field. 
 
 
 
 
 
 
 
 
 
 
  

 

NEW APPROACH 
Location & Switching Intake Site 
 The site/region assignment is still based on the organization 

creating the application, but now Master Users will be allowed 
to change the intake site. 

The new Application and Enrollment screen now has an Organization 
column which is the site which created the application.  This site/region 
will get credit for this client for all TrackOne reports. 
 
 
 
 
 
 
 
 
The Application now has the intake site at the top of the screen.   
 
 
 
 
 
 
 
 
 
 
 Note: The example above shows the Organization as read only.  

That is because, the user’s workgroup does not have edit rights to 
the intake site.  Master Users will have the edit rights and can 
change the intake site.  

??? 

??? 
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TrackOne Reports 

Location & Available Reports  
 

 
 

OLD APPROACH 
 Location & Available Reports 
 Caseload and Regional Reports were all inside the Transition 

Reports folder. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

 

NEW APPROACH 
Location & Available Reports 
 Several new reports added and the folder structure is a little 

more intuitive. 
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“How to” Instructions 
 

OLD APPROACH 
 “How to” Instructions 
 Documentation was located in the “Important Documents” 

folder.  There were two documents: “Track One Reports.doc” 
and “TrackOne Excel Exports.Doc.” 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

 

NEW APPROACH 
“How to” Instructions 
 Documentation is still located in the “Important Documents” 

folder.  There are still two documents: “Track One Reports.pdf” 
and “TrackOne Excel Exports.Doc.” 

  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Links 

The “Track One 
Reports.pdf” now has 
bookmarks and links in the 
table of contents for easy 
reference. 
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Alerts – 60 day and 90 day with no service alerts 

Alerts on User Home Page 
 

 
 
 
 
 
 
 
 
 

OLD APPROACH 
Alerts on User Home Page 
 Alerts on the user home page appeared very similar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

NEW APPROACH 
Alerts on User Home Page 
 There is now a distinct difference between the 60 and 90 day 

alerts.  
• The 60 day alerts are BLUE and the “Priority” is 

Medium.    
• The 90 day (or SOFT-EXIT) alert is now RED and the 

“Priority” is High.   
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Follow Up Contacts 

Print Follow Up Contact Sheet 
 

 

OLD APPROACH 
Print Follow Up Contact Sheet 
 Previous version did not have a Print Follow Up Contact 

option. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

NEW APPROACH 
Print Follow Up Contact Sheet 
 A Print follow Up contact sheet is now an option.   

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


