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

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

1. Locate and open the Job
Seeker record.

2. From the Seeker Info tab,
check the “Actual
Enrollments” section to
verify a Core enrollment.

3. Click on the Eligibility speed

|£:| Toolbox 2 (Test) Powered by Oracle11q - Seeker

File Edit Mawvigation Options Utility MO Utility Window Help

=N ECR =58

Actual Enroliments

FOMBRFOMEIDABS Y Sol 3 AECKSD rm
@Seeker Screen - | AM A EXAMPLE III{###-3144) | EDWARD GREE s 73)522-3017
} Find Seeker Seeker Info lDes-.Jub Trtlel Edu/Cert l Work Histur_vl Referrals l Core Enroll l Other l Scratch Padl Svc Referrall Adv. Query
[ MEmRETE R T Waiing Address, Sireet Address,
i [ [ExaAMPLE W [123 MAIN |
Phone Numbers | |
’7Hume:| Celt] [JEFFERSON CITY [uc [as101 | [
WDI'kZ| Other:| Bad Address] Homeless! Ernail:|
— Personal Information — Seeker Status.
pateer E”—th:’m Age: llZ fc:;:;;b Emp Exchange: AcstF:teus DS?D‘E; 4 LEUS;EJ&-"I 4te Heash
Gender. I ¥ Share resume || Case Management|4ctive Next Appt: Time:
— ‘eteran Information Ul Ben Year Beg Dt{inactive | | Next Task:
VetStatus]i - tone x| Transtion]Retrement x| DEEEINEE -

~ | | Possible Enroliments
Recently Separated Served From|_Served To | Job Contacts:| Wia ADULT CORE
buttonﬁ. I Served in Campaign 03/061387 | 05/02/201 4 ] '
paig Fupp 1003123638529
[ Print on Summary (Resume) DCN:
[ Service Ended by Disablility Trainee ID#
[ Spouse of Deployed Guard/Reserve or spouse deployment | [—_Services Provided
ended within the past year Date Type of Service Employment Counselor | -
Eranch:| ﬂ 03/06/14 |[Referred To WA Services-Manual ([EDWARD GREENSLIT
Have you attended a TAP workshop Show Me HemlT 0:2/25/14|JobsMoGov Self Job search Counselor Web
in the past 35 months? g - . 02/25/14|Job Referral Counselor Web
Status Verified| 02/24/14|JobsMoGov Self Job search Counselor Web J
Source: |Cuun5elur Web | I Partial Sesker
™ Restricted [~ S5SN Dizcrepancy @ Wieb Info | @ Save | 3 Cancel
Query Returned no Rows!
Record: 11 =03C=
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4. Once you click on the
Eligibility button, a pop-up
box may appear, asking you
to assign a Primary
Employment Counselor.

5. If you are going to be the
Primary Counselor working
with this individual, click
“YES” on the popup.

This example already has a primary
counselor so the popup is bypassed.

6. On the screen title, notice the
Primary Counselor has now
been assigned. The name and
phone number of the Primary
Counselor appears in the title
bar of the screen.

7. Birth Date and Ul Status are
populated based upon the
information in the Seeker
Info screen.

8. Enter information in all fields
on the Application tab based

=]

| £: Toolbox 2 (Test) Powered by Oracle11g - Eligibility
File Edit Mavigation Options Ulility MO Utility Window Help

PORBALAOAIVACSVEIMEA BECKS

'@ Eligibility - | AM A EXAMPLE |II[#5-5-2144) | EDWARD GREEMSLIT (573)522-3017
Application l Eligibility l Waiver } Enroliment l

creatednt] |

blood or marriage live in your household? # of dependents 18 and under:
zehold earned income of these family members? Per Month

If No
r Alien Registration #: Are you authorized to work in the U.S.7 -
Currenthy Employed? If %es, are you at risk of losing your current level of income?

™ <« » H

Birth Date: [12/01/1955 | Ul Status:

Howe many famihy

What iz the approximat

U.5. Citizen?

Registered With Selective Service? - If v'es, Registration #: ("1} Selective Service |

Do vou have a disability that is a barrier to employment?

Are you homeless? - If ¥es, live in shelter? *
. I—_l IfYes
#re you a Dislocated Worker? = ’7 Letter from employer? - Layoff Date;

Employer / Company name? |

]
=]

Was the customer unable to achieve self-sufficiency after receiving core services? o

Are you receiving or have you received in the past & months: Food Stamps?
Are you a PELL Grant recepient?

What is your employment objective? | ﬂ

What iz your employment or training need? | j

2 ?Qdﬁ'éit‘é’dbiiefhkeeiferfiaws’ stowie.. | conpetesot|necora [ 2ot 1] 4| B dasa | yswe | X canca
below.
Enter family size. Press F1 for detailed instructions.
Record: 2/2 =05C=
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9. Enter the number of Family
Members living in the
household.

10. Enter the number of
Dependents that are 18 or
under.

11. Enter the Monthly Earned
Income of these Family
Members.

12. Enter if the customer is a U.S.
Citizen.

13. If not a U.S. Citizen enter
Alien Registration # and
authorization to work in the
UsS.

14. Enter if the customer is
currently employed.

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

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

17. Enter the Selective Service
Registration # if “Registered
with Selective Service” field
is “Yes”.

@Eligibilil}'—lmAEXAMF'LEIII{AW#—H—B‘IM) |
Application l Eligibility } Waiver } Enroliment l

Birth Date:[12/01/1969 | Ul Status:

How many family members related by blood or marriage live in your household?

What is the approximate total household earned income of these famity members? Per Month

# of dependents 18 and under:

CreatedDt] |

-~

.5, Citizen?

If No
’_ Alien Registration #: Are you authorized to work in the U.S.7 -

Currenthy Employed? If‘:’es are you at risk of losing your current level of income? -
Registered With Selective Service? v If ¥'e=, Registration #: C“]} Selalive Smrvies

44
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18.

19.

20.

21.

22.

“Do you have a disability
that is a barrier to
employment?” Click the
arrow to respond “Yes” or
“No”.

“Are you homeless?” Click
the arrow to respond “Yes” or
“No”.

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

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

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

Do you have a dizability that i= a barrier to employment? -

Are you homeless? hd

. : IfYes
#re you a Dislgfated Worker? = ’7 Letter from employer?

22

If Yes, live in shelter? -

20

-

Layoff Date

Employer / Company name? |

DWD Training March 2014
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23.

24.

25.

26.

217.

28.

“Are you receiving or have
you received in the past 6
months: Food Stamps?”
click the arrow and select
“Yes” or “No”.

“Are you a PELL Grant
recipient?”, click the arrow
and select “Yes” or “No”.
“Was the customer unable
to achieve self-sufficiency
after receiving core
services?” click the arrow
and select “Yes” or “No”.
“What is your employment
objective?”, type in the
objective .

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

Click on the “Show Me
Hero” button.

Are you receiving or have you received in the past 8 months: Food Stamps?
Are you a PELL Grant recepient? hd

Was the customer unable to achieve self-sufficiency after receiving core services? -

26

What is your employment objective? |

B

What is your employment or training need? |

E

3 Cancel

Show Me H... cﬂmpmm;@ Record uf j ﬂ = Ao | @ Save |

L~ ]
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29. “Are you one of the following”

1. the spouse of an active duty
military personnel or

2. the spouse of an active duty
military personnel who separated
from the military within the last
12 months or

3. the spouse of a National
Guardsman or a Reservist who
was deployed for at least four
months and has returned from the
deployment within the last twelve
months?” If the customer can
answer “Yes” to any of the three
guestions, click the drop down
arrow and select Yes. If not, the
select “No”.

30. “Are you a member of the National
Guard or a Reservist who was deployed
at least four months and has returned
from the deployment within the last
thirty-six months?” Click the arrow and
select “Yes or No”

31. “Are you a Veteran who served in the
military within the last 365 days?”
Click the arrow and select “Yes or No”

‘@Show Me Hero Questions
I

Are you one of the following:
1. the spouse of a active duty miltary personnel or
2. the spouse of a active duty miltary persennel who separated from the military
within the last 12 months or
3. the spouse of a National Guardsman or a reservist who was deployed for at least
| four months and then returned from the deployment within the last twehlve months?

| Are you a member of the Mational Guard or a Reservist
t who was deployed for at least four menths and returned
from the deployment with the last thirty-six months?

Are you a Veteran who served in the military within the last 365 days?

I -

]

]

Cancel ‘

OK

|
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32. Click OK button
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32. Complete Dt: double click
in this box and the current
date will appear.

33. Click Save.

Completed B[ |Record nfﬂj = Add | @'Save |XCanceI | |

34. A pop-up box will appear
indicating that the
“Application record will
be frozen. This
application will only be
good for 30 days.”

35. Click YES.

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

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility EI@

File Edit Mavigation Options Utility MO Utility Window Help

POBBRAAOAICACS2VIFBARAIBEECKS B « » @

@EllglhlllmI | AM A EXAMPLE |lI(#54-3144) | EDWARD GREEMSLIT (573)522-3017
Birth Date:[12/01/1969 | Ul Status: [inactive | CreatedDt] |
How many famity members related by blood or iage live in your I 4 #ofdem'u:lenl:smamll.rﬂerl 2z
What is the approximate total household earned income of these famity members? 500 Per Month
vsomerr s < [ e ,— e
= : Ves ¥ Alien Registration #: Are you authorized to work in the U.5.7 |
Currently Employed? IND ;I IfYes, areywatnskofbsumyulunerllevelofrmﬂ _|

Registered With Selective Service? IYes I If Y'es, Registration #I 5555555555 (N,J Selective Service |
Do you have a disability that is a barrier to gmnirrmant? i -1
Forms x|

Areywl‘lﬂneless?lNu vl IfYes, |
) l_ This record will be frozen! This application will only be |5 35
Areyoua flves & good for 30 days. Do you want to continue? P
Are you receiving or have you received in t
Are you a PELL Grant recepient?
Was the customer unable to achieve self-sufficiency after receiving core’ ices? |ves VI
What is your employment objective? To obtain employment Tech il
) » — -
'What iz your employment or training need? Need training as a Ph LI

Show MeH... | ¢ Dt:|03/06/14 | Record of ﬂ j + Add | @ Save | 3 Cancel

Record: 2/2 | | | |<osC=
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36. The Application is now
Saved. You can verify this
by looking at the
Completed Dt field and
also the Information Bar,
which indicates the record
is saved. You are now
ready to proceed to
“Eligibility”.

37. Click on the Eligibility tab.

| £:| Toolbox 2 ered by Oracle 11g - Eligibility

Eile Edit Options  Utility MO Utility Window Help
PORFRAAOMAITAGSVERRE BBHCKSE « » @
@Elig'hilil]f-l WA EXAMPLE IlI(#-#-3144) | EDWARD GREENSLIT (573)522-3017

Applicatiun‘ Eligibility l Waiver ] Enrﬂllrnent]

Birth Date:[12/01/1958 | Ul Status:

Howe many famitly members related by blood or marriage live in your household? 4

Created Dt 03/05/14
# of dependents 18 and under: 2

What iz the approximate total household earned income of these family members? 500 Per Month

If No
Es :I' r Alien Registration #: Are you authorized to work in the U.5.7 hd ‘

Currenthy Employed? |pg - If *'es, are you at risk of losing your current level of income? -
Registered With Selective Service? |ves | If'Yes, Registration #| 5555555555 Q,J Selective Sarvice |

U.5. Citizen?

Do you have a disability that is a barrier to employment? |No -

Are you homelezs? |No - If es, live in shelter? -
_ IfYes
Are you a Dislocated Worker?|'es = ’7 Letter from employer? [ves | Layoff Date|12/0113

Employer / Company name? |Empluyer Name

Are you receiving or have you received in the past 6 months: Food Stamps? Mo -
Are you a PELL Grant recepient? Mo bt

Was the customer unable to achieve self-sufficiency after receiving core services? |yezs v

What is vour employment objective? |T|:| obtain employment as a Pharmacy Tech ﬂ

Need training as a Pharmacy Tech j
-

i Dt Record Df j ﬂ + Add

What is your employment or training need?

3 Cancel

=N e >

Transaction complete: 2 records applied and saved.
Record: 2/2 <0SC>

DWD Training March 2014

Page 9




38. Auto Populated fields from
Seeker Info
1. Date of Birth
2. U.S. Citizen
39. Auto populated fields from
the Application screen.
1. HH Have Dep
Child (<18)
2. Homeless

3. Registered -
Selective Service

4., Service #

| £:| Toolbox 2 (Test) Powered by Oracle11g - Eligibility

File Edit Mavigation Options Wility MO Utility Window Help

PORBRAAOMIVOAGS2VIFREHG BHCKSE « » @

| EDWARD GREEMSLIT (573)522-3017

@Elig'hilil}'—l AM A EXAMPLE Nli#H8-3144)
Application  Eligibility I Waiver l Enroliment l
Eligibility l

=N B

— WiaDw 1
Cﬂteuﬂry:| ﬂ
Layoff Date:

Mass Layoff: :l'
NEG [

Employer: |
Grant Number: | ﬂ
Wis Youth |

?Ms Battiers
spvc [
[ Out-of-Sch...

— Personal [ —————— e
Date of Birth{E IRk | 39 I $ Income
US Citizenvyves
Alien Registration #A[ FEEEDEIPR =
L | Receiving GA/RCAS
Tzl sEns = FOOD STAMPS/SSE |
Disability Type - Family Size:|
HH Have Dep Chid(<18):[ves _~lfemmmn
Single Parent: -
Limited English: - ’|'
— Status [ - Registered -
Vet Status: -
Employment Status: Waiver: -
Ul Claim Status: Ll Selective Service |
Current Education Status:
Highest Grade Comp: - Show Me Hero — -
Dislocated Worker: - r
Homeless: |1y -

¢ Check YWerification |

AppCﬂmpIet-BdDate: Eligibility Verif Date: Record q.f j ﬂ o A

‘ 3 Cancel

| {:3’? Save

Record: 2/2

=03C=
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Personal Section

41.

42.

43.

44,

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

Disability Type: If
disabled click the arrow to
select the applicable
choice.

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

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

Status Section

45.

46.

47.

48.

49.

50.

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

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

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

| %] Toolbox 2 (Test) Powered by Oracle 11g - Elyibaity [E=N|EeR~>=)

File Edit Mavigation Options Utility MO Utility Window Help

PCHBRLAOHIVEARS2VERBEE BECKSE| « » M

@Ellg bility - | AM A EXAMPLE |I|(#55#8-3144) | EDWARD GREEMSLIT (573)522-3017
Application  Eligibility l Waiver l Enroliment ]
Eligibility ]
— Personal [ —————=——r—"1— — wia ow
Date of Birth:| /{1114l % Income
us C'rtizen'l—_l Category] =
jYes = Layoff Date:
Alien Registration A R*‘-DE"-""E TANF |
Disability Status: o e - TEBIETS =]
AMPSISSI: hal
Disability Type amily Size|
HH Have Dep Child(<18):|ves mi-Annual Income:; NEG |
Single Parent:| = Sl T Employer: |
Limited English: - ]K Grant Number: | ﬂ
tatus [
Vet Status: = WIA Youth [
Employment Status: = if’ﬂf Barriers
Ul Claim Status: - seye | -
urrent Education Status: = Out-of-Sch.
Highest Grade Comp: -
/ Dislocated Worker: -

Homeless:|), g Check Yerification |

App Completed Date; Eligibility Verif Date: Record uf jﬂ & ndd | @ Save | I Cancel

Record: 2/2 =08C=
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WIA Section

51.

While the WIA eligibility
box will be green, the
WIA Adult section is not
addressed in this desk
aid.

Show Me Hero Section

52.

Show Me Hero-This
customer is not eligible for
Show me Hero. Show Me
Hero example will be
added to the end of this
desk aid.

WIA DW

53.

54.

55.

Category: Click the arrow
box and select the
applicable choice.

Layoff Date: Enter the job
seeker’s layoff date.

Mass Layoff: If mass
layoff, click the arrow and
scroll through the list to
select the applicable
choice.

e

|£:| Toolbox 2 (Test) Powered by Oracle11g - Eligibility

File Edit Mavigation Options Ulility MO Utility Window Help
POBBRAOARITACSVERME BFEGKSE « » @
@Elig'hilil}' - | AM A EXAMPLE WI(#HR-##-3144) | EDWARD GREENSLIT (573)522-3017
Application  Eligibility l Waiver ] Enrolment ]

(o[ =]

Eligibility l
— Personal | _ wis | wile Dw -
Date of Birth 12/01/1969 = ¢ income Category.]
" EGOTY:
US Citizen:|yes w La}ruffDate:l—
Alien Registration #A Receiving TANF: -
N I Receiving GA/RCAS Wass Layoff: :l"
Disabilty Statlsinot Disabled FOOD STAMPS/SSI: =
Disability Type Family Size:|
HH Have Dep Child(<18):/ves = Semi-Annual Income: NEG [
Single Parent:|p g - Annual Income: Employer: |
Limited English:|p o - [ Low Income Grant Number:l ﬂ
— Status [

WIA Youth [

Vet Statusi|service con...
Employment Status:|unemployved =
Ul Claim Status:|F«hayzted -

% Barriers

[+ Qut-of-Sch...

Waiver: -

sPvc |
é]} Selective Service ‘

Current Education Status:|p gt Attendin...
Highest Grade Comp: High School... =
Dislocated Worker: =

Homeless:|y g -

¢ Check Yerification |

| 3 Cancel

App Completed Date: Eligibility Verif Date: Record u.f j ﬂ = Add ‘ [fj; Save

|5 the customer a dislocated worker? " or '™’
Record: 2/2

=05C=
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MEG Employers

NEG Section

[

| £ Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Ultility MO Utility Window Help

PORBRAAOHLEIDEESDVS

Find|%

AFFINIA GROUP
AMERICAN AIRLINES, INC.

[l

(EEligibility - | AM A EXAMPLE lif#5-3144) | EDWARD GRI  |.yicrican maLian pASTA COMPANY
) Application  Eligibility ‘ Waiver ] P ] AMF BILLIARDS AND GAMES
56. Employer: Double click — ATK
to bri list of val Eligibility ‘ AUGUST 2013 SEVERE STORMS - DRJP NEG
0 bring up hst ot values — personal [ e BRIGGS & STRATTON CORPORATION =
popup Date of Birth:| 12/01/1969 $ Incom J l :
57. NEG Employers: Search US Citizen:|ves B Find | ok | cancel
for and select the Alien Registration #4 Receiving TA
. L I - Receiving GA/RCA
appropriate employer from Disability Status:|not Disabled v FOOD STAMPS/S
the list of values popup. Disability Type - Family Size:|
58. Grant Number: Click the HH Have Dep Child(<18) [ves SemiAnnual nco NEG l_—/ il
arrow and scroll through Single Parentjng Annual Inco Employer:| L~ 58
the list to select the Limited English|ng - [ Low Income Grant Number| A .
applicable grant. — Status | Registered - Selective Serviceyes = |
Vet Status:|seryice con.. WA Youth |-
Employment Status:| i nemployed Waiver| <] =% Barriers
: 3 = -
UlIClaim Status:|exvhausted v L] Selective Service ‘ SPYe N
Current Education Status:|yqt attendin, +
Highest Grade Comp:|High School.. Show Me Hero — - / /
Dislocated Worker:|vez  » ’7 —
MO33 STATEWIDE OJT-NEG
Homeless:y g :l' 1 [mo34 severe storms, Tornadoes & Flooding 2011
MO35 Northwest Miz=ouri Flooding 2011
App Completed Date{o3/06/14] Elgibilty Verif Date: Recora | 2lor| 1] d] D] | [ioem ey oo Benes
MO38 MAY-JUNE 2013 SEVERE STORMS
MO39 AUGUST 2013 STORMS
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59. WIA DW and NEG check
boxes now have a green
halo around them. If you
have gotten this far and the
green halo is missing
STOP and review the
eligibility form because
something is missing.

60. Click Check verification

| £+ Toolbox 2 (Test) Powered by Oracle 11g - Eligibility

File Edit Mavigation Qptions Utility MO Utility Window Help

PORBASAFOAIDACS2vIEIFAEG BHESCKSSE « » @

EDWARD GREEMSLIT (573)522-3017

'@Elig'bilitr -1 AM A EXAMPLE I{#H-3144)
Application  Eligibility ‘ Waiver l Enroliment l
Eligibility l

— Personal |

Date of Birth:12/01/1969
US Citizen|yes |
Alien Registration #.A
Disability Status:|jot Disapled v |
Disability Type -
HH Have Dep Child(<18):[ves =
Single Parent:|jq -
Limited English:|jq -

Vet Status:|service con. . v |

Employment Status:lm

Ul Claim Status:|Exhaysted v |

Current Education Status:[yot Attendin... v |

— Status [

— wia |

[ Low Income
Registered - Selective Service:|yves «

$ Inzame

Receiving GA
FOOD STAMPS/SST
Family Size:|

Semi-Annual Income:

Annual Income:

— wia ow -
Category]individual layoff =]
Layoff Date:|12/01/13
Mass Layoff: -
ml’
NEG [ |

=N o=

Employer: |STATEWIDE O.T-NEG

Grant Number: m

Waiver: -

éﬂ Selective Service ‘

WA Youth |
?5’»5‘ Barriers

[+ Dut-of-Sch...

seyve [

Highest Grade Comp: High School... ¥
Dislocated Worker|ves w

r Show Me Hero — -

Homeless:|yy, -

E—-" o Check veriiication |

App Completed Date: Eligibility Verif Date: Record q.f ﬂﬂ = Add

| 3 Cancel

| @ Save

Record: 1/2

=08C=
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General Section

61. Each of the white boxes
needs to be checked to attest
to staff verification.
(Identity,
Citizenship/Employment
Status, and Age)

62. Enter the documentation
type used to verify the
information in the comment
box below the checkboxes.

WIA/WIA Adult/Youth Section

63. Family Size- Only needs to
be completed if enrolling in
WIA Adult or WIA Youth.

64. Last 6 Months Income-
Only needs to be completed
if enrolling into WIA Adult
or WIA Youth.

65. Selective Service-If
customer is male, born after
1959 the check box must be
checked.

66. Enter the documentation
used to verify the
information in the comment
box below the check boxes.

|£:| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility

File Edit Mavigation Options Utility MO Utility Window Help

FPOHBASLOAIVABSVSHMAQA BECKS R @

General l

— General —
[ iidentity:
(- ie. Drivers License, S5 Card, W2 form)
[ Citizenship / Employment Status
(- ie. Birth Cert., Work Auth, Alien #)
[ Age
i- ie. Birth Certificate)
|| Dizabilty Status
(- ie. Medical Records)
[ Weteran Status

— Wi S Wla Adulthouth
[ Family Size
[~ Last & Months Income

[ Selective Service

| | Gategorically Eligible

— WA Dislocated Worker/NEG
[ Dislocated Worker Status  (See Eligibility Guidelines)

[ Layoff Date

=

=

— Show Me Hero

=R ECR (™

Maritial Staus
(Marriage License, DEERS Paperwork, etc.}

Wiltary Dates and Discharge Type
(DD214, Copies of Orders, etc.)

'

| 3 Cancel

{3‘? Save

|’B Cloze | J
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WIA Dislocated Worker/NEG

67. Each of the white boxes
needs to be checked to attest
to staff verification.
(Dislocated Worker Status
and layoff date)

68. Enter the documentation
type used to verify the
information in the comment
box below the checkboxes.

Show Me Hero

69. Customer is not Show Me
Hero eligible. This section
should not be completed for
this customer. Show Me
Hero example will be added
to the end of this desk aid.

[£| Toolbox 2 (Test) Powered by Oracle11qg - Eligibility

File Edit Mavigation Options Ulility MO Utility Window Help

PORABRAAFOMAITOARSVIFEE BRCKSER > @

{# Check Verification
General l

— General
[+ ldentity

(- ie. Drivers License, S5 Card W2 form)
[+ Citizenship / Employment Status

(- ie. Birth Cert., Work Auth, Alien #)
v Age

(- ie. Birth Certificate)
| | Dizability Status

(- ie. Medical Records)
[ Veteran Status

(- ie. DD214, Vet Admin (800)827-1000 )

“erified through WA Core Enrollment

— WA /WIA Adult™outh
[ Family Size

[ Last 6 Months Income
[+ Selective Service

| | Categorically Eligible

Show Me Hero

=

=

=N (Eol 5

Maritial Staus
(Marriage License, DEERS Paperwork, etc.)

Wilitary Drates and Discharge Type
(DD214, Copies of Orders, etc.)

WA Dislocated Worker/NEG
[ Dislocated Worker Status  (See Eligibilty Guidelines)
[ Layoff Date
{'15? Save | 3 Cancel |’B Cloze ‘ J
Record: 1/2 =05C=
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File Edit Mavigation Options Ulility MO Utility Window Help

PORBALAOAIVARSVIFREG BRECKSME « v @

=

70. Click Save button

71. Click the Close button

ically Eligible

erified through Selective Service website

Record: 1/2
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72. Verify that there is a
Checkmark in the WIA
DW check box. If you have
gotten this far and there is no
checkmark STOP go back
and review the check
verification again and find
what is missing.

73. Verify that there is a
Checkmark in the NEG
check box. If you have
gotten this far and there is no
checkmark STOP go back
and review the check
verification again and find
what is missing.

74. Eligibility Verif Date:
Double-click in the box and
the current date will be
entered.

75. Click Save button

e

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOAIVARAPSVEFBAQA BREHSCKSHE « » @

'@Elig' bility - | AM A EXAMPLE ||(#-##-3144)
Application  Eligibility I Waiver lEnrﬂIImﬁ:ntl

Eligibility ‘

— Perzonal [«

Date of Birth:|12/01/1969
US Citizen:|yves v
Alien Registration #:.4
Disabilty Status:{not Disabled |
Dizability Type -
HH Hawve Dep Child{<18): |ves =
Single Parent:|q hd
Limited English:{py g -

—wia |

— Status v

Vet Status{service con... |

Employment Status:lm

Ul Claim Status:|Fyhausted v |

Current Education Status:lm

Highest Grade Cump:lm
Dislocated Worker|yes |

Homeless:|yg -

$ Income
Receiving TANF; -

Receiving GA/RCAS
FOOD STAMPS/SSI: ~|
Family Size]|

Semi-Annual Income:

Annual Income:

[ Low Income
Registered - Selective Serviceyves w

Waiver: -

éﬂ Selective Service ‘

E=mE= ||

|  EDWARD GREENSLIT (573)522-3017

— WA DW V|
Category:|Individual layeft > |
Layoff Date:[12/01/13
Mass Layoff: b d

Grant Number: |r.1033 STATEWIDE OJT-NEG j
WA Youth [
?f'-’-s Eatriers
spye [

[+ Out-of-Sch...

Sh —
74

Record: 1/2

=0sC=
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|| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility =] =)
File Edit Mavigation Options Ulility MO Utility Window Help
PoBBRLSAOM § Y Q.%¢$Eﬁ@% EECKSE| « » M0
76. After Save a popup will CEEligibility - | AM A EXAMPLE Il (###-#4-3144) |  EljedmEeas EENSLIT (573)522-3017
appear indicating the record Application  Eligibility i Waiver i Enroliment i‘—
will be frozen. Eligibility
— Personal [ — wia | Wia D
77. Click Yes Dasesiffmi%lﬂ m Category]ndividual layoff x|
IZEN " o - i
Alien Registration #4 Receving TANF| | CeYatBaEl 201/t
NOTE: When the Yes button has Disabilty Status:o; Dsabed <] Receiving GARCA/ - Mass Layoff: x|
: 1 T FOOD STAMPS/SSL:
been clicked, changes can no longer Disabiity Type] <] Faly Size]
be made to this Eligibility record. If HH Have Dep Chid(<18)[ves w] oo x|
Single Parent: - br: Wi m
the record needs to be changed, a Limﬂngngﬁsh_im—_i g\,  This record will be frozen! Do you wantto continue? ) 76 I‘NEG =
new Eligibility record will need to g0 = : e i |
. — Status [+ | T—
be created before the enrollment is Vet Status{service con. -
created. Employment Status:|nemploved 7 | | if'»!f Barriers
. 1 spve [
Ul Claim Status:|Ewhausted v B Solin ol i -
. . = + Qut-of-Sch...
78. Click on the Enrollment Current Education Status:|ot Attendin... v
Tab Highest Grade Compi|High School.. « Show Me H
Dislocated Worker[ves i7 77
Homeless: |y, = o Check Yerification i
App Completed Dateq3/06/14| Egibiity Verif Date:[E1T/11 Record | 1[of| 2| ﬂﬁ 4 s | {% save | 3 cancel
Enter date when eligibility and verification is complete (mm/ddfyr)
Record: 1/2 =08C=
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79. Click in the box next to
WIA Dislocated Worker
and WIA National
Emergency Grant.

80. Click Enroll button.

SPECIAL NOTE
The start date must represent the
actual first date of employment.

| £ Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Utility MO Wtility Window Help

PORNBAAFOAIVERSVIFRA BRCKSME| « » @

=N 5

@Elig' bility - 1 AW A EXAMPLE I#A | EDWARD GREEMSLIT (573)522-3017
Application l Eligibility l Waive t l
r— Eligible Enrolimenis
o Referral System Programs Ref Dt DCH ID Teenl'l'wu|
— > r Cr
[ -: National Emergency Grant u H B
r [ |
= m m = [ Show Clos...
L Other Potential VVD Programs
Verify Date{03/07/14] r | I L
B J == [elete
] Did Mot Enrol | < Enrol | 4—| 80 I
— Actual Enrollments
Program Start Dt | End Dt | Teen Two |Trade 24]412‘ Outcome
Wia ADULT CORE G [ [ [ Oopsl
ps!
| [ |
o r [ [ Show Clos...
| [ |
[ [ |
| [ |
[ External Counselor [ Recalled by Trade Affected Employer | 3¢ cancsl

Record: 1M1 =05C=
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Actual Enrollments

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

82. Click Save button.

83. Click on the Employment
Plan speed button.

SPECIAL NOTE:

The start date must be the actual
first day of employment for the
OJT training participant

=1

| £ Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAAOHIDTARS V3

Applicatiun] Eligibility l Waiver Enrullrnentl

r— Eligible Enroliments

Ba BERéGKSH® « » M

'@Elig' bility - | AM A EXAMPLE (#3144 [ EDWARD GREEMSLIT (573)522-3017

=N ol =

WlA Mational Emergency Grant | MO33-5TATEWIDE UJT—I‘; e a e

NN

NN

DWO Eligibility Referral System Programs Ref Dt DCN ID Teen[rwu|
N u rr
u [ H N
r L H N
- r I [ _|I 'Show Cios...
[ | -
Other Potential DVWD Programs
Add
Verify Date] | - N P e
i J = [elete
<+ Errall
— Actual Enroliments
Program Start Dt | End Dt | Teen Two [Trade 2002 Outcome

WA ADULT CORE 0340611 [ Oops!
WA Dislocated Worker AT 82

[~ Show Clos...

RN N N

[ External Counselor [ Recalled by Trade Affected Employer

i 3 Cancel

Record: 11 =03C=
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i

| £ Toolbox 2 (Test) Powered by Oracle loyment Plan
File Edit Mavigation Options Utility ility Window Help
POBBALAFOM VAR SV

Y Employment Plan - | AWM A EXAMPLE II 3144) |

Enroliment l Apprupriatenass] Employment Plan l Progress

=N EeR X
SEHEME BECKSE| « » @

EDWARD GREEMSLIT (573)522-3017
l Closures l

r— Eligible Enroliments
| DWD Eligibility | Referral System Programs RefDt DCH I
[ |8 Search kG
- | [ Show Clos...
[ Other Potential DWD Programs
. , Ao
84. Click on Employment Plan Verity Date] | [ | e |
tab u | — Delste
¢ Enroll | Agreemernt |
r—_Actual Enrolments
Program Start Dt | End Dt | Trade 2002
WIA ADULT CORE 03/06/14 L Cops!
VWA Dislocated Worker 03T 4 [
VWl National Emergency Grant | MO33-STATEWIDE QJT-NEG  |03/07/14 r [ Show Clos...
-
-
-
[ External Counselor [ Recalled by Trade Affected Employer ‘ ; Save | 3¢ cancel
e
Record: 11 =05
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| Desired OMETS for | AM A EXAMPLE Il

Find|%

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

86. Choose the ONet that you
want to select by clicking on
it (this will highlight it) If the
ONet you need_is not listed
click the Cancel button.

87. Click OK (if you have
selected the correct ONet
from the list)

NOTE: For this desk aid we will step
through adding a new ONet title.

[o ] -O ]

13201100 Accountants and Auditors
. 43303100 Bookkeeping, Accounting, and Auditing Clerks
. |51919800 Production Workers / Helpers
|£| Toolbox 2 (Tes]
File Edit Mavig 86
Hch L W
L1 K N | AR BECHKSE « > m
Y Emp : ENSLIT (573)522-3017
Enrd Eindl E_:axell
r
[~ chow CloNd § | Desired ONETS for | Al A EXAMPLE Il \ x| 4| ’l
\ L
# Start Date) : -::macl:| ||
* ONet: |
+ Goal: \
+ Justification:
LK1 Forms x|
@ Would you like to choose from all of the ONET codes?
Objective] | Start Datedoa/07/14 | —
i Cancel
Service | Huurs-:| /%K
- [ ————— / rifi-:atic.nl
1 : | || Tioesowen |
o8 o] i Iy Seath
! BT T él  Containg AN "él'—l
T ‘im
by et
Em:lDate:I Outd 1 ! Desereten:
Cnrrl'nerms:l i
B schedule | i Print Pl = xeemt ] $ Payment | G MECH | TRA |

Start Date ofthe Employment plan

Record: 11 | |
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88.
need into the Job Title field.

89. Click Search button.

90. Locate the ONet you wish to

add on the list and click on it.

91. Click Select button

Search

Job TﬂﬂiIPharma oy

Enter the title of the ONet you

Occupation |

DOT Titles

Health Specialties Teachers, Postsecondary (25-1

Director, Pharmacy Services

Pharmacy Aides (31-9095.00)

Pharmacy Technicians (29-2052.00)

S

90

" Exists In ?E Search |
" Contains Al
Occupation:

|Ph armacy Technicians (29-2052.00)

Related Occupations

Lay Titles

Murging Instructorg and Teachers, Postsecondary

TEACHER, PHARMACY

Medical and Clinical Laboratory Technologists (29-.

PHARMACY MANAGER

Cardiovascular Technologists and Technicians (25

TECHNICI&N, PHARMACY LABORATOR

Opticians, Dizpensing (25-2031.00)

|

Pharma
-
i

TECHNICIAN, PHARMALCY

By Select

Description:

91

Prepare medications under the direction of a
pharmacist. May measure, mix, count out, label, and
record amounts and dosages of medications.

Medical Secretaries (43-5013.00)

PHARMALCY TECHMICIAN

Animal Breeders (45-2021.00)

CPHT (CERTIFIED PHARMALCY TECHNIC

Biolegical Technicians (19-4021.00)

[

CERTIFIED PHARMACY TECHNICIAN

hd

3 Cancel |

DWD Training March 2014

Page 24




-

| £:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan E\@
File Edit Mavigation Oplions Utility MO Utility Window Help

PORBRAAOMAIVADSVERBER BECKSE « » @l

@Employment Plan - | AM A EXAMPLE llFR-H-3144) | EDWARD GREEMSLIT (573)522-3017
Enraliment l Appropriateness  Employment Plan \ Progress l Closures l
92 ONeti lated [ Show Closed Services | Show Closed Tasks  EO Nﬂﬁw: P“’”: “f ‘| PJ
. ONet is now populated. -
93. Goal: Type in a goal for the e IR 03107114 — ) |
jOb seeker. 92 ﬁ{mﬁtw |Pharmac:.rTeu:hnician5 | i
94. Justification: Type in the m ¢ Goat 4-j— 93
justification reason to explain -
the goal entered. L’MJl”S“ﬁ“m"' t-'\ r
95. Objective: Double click in =1
the Objective field Objective] | 95
Service] | Hours: + | ‘ =
1 . Add Service Comments Werification
Jo# Hourly Wage: kA
4 \—‘ = Add Task
== Del Task
End Date: Qutcome: — Dl Service|_
Comments: S
| EIE
B schedule | (L Print Plan | o Mew Plan| = Del Flan | {% save | 3 Cancel | & Payment | ) MECH | TRA, |
Occupational Information Metwork - 0*NET
Record: 11 ... |List of Valu... =05C=

DWD Training March 2014 Page 25




96. Click the Objective box
97. Highlight the Obijective
needed by clicking on it.

‘@SEW&:&E
By Objective | Service Tree | Key Word

Objective:

=3elect an Objective=
— Services / Activities

Azzessment
Basic Education

Dizaster Recovery

Employment-Related Education

Job Search Asszigtance

Life Skills

@ Select

| ’8 Close

DWD Training March 2014
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98. Highlight the
Service/Activity needed by
clicking on it.

99. Click Select

NOTE: Customer must have a WIA
Intensive level service before they can
receive a WIA Training level service.
The intensive service may be opened
and closed the same day.

‘@ Semnvices
By Objective | Service Tree

Objective:| assessment
— Services [ Activities

=

Key Word |Ahhabeticaly|

201 Comprehengive Azzezzment

202 WA Full Development of an Individ Emp Plan

205 WA Case Management

405 WA Planned Gap

sae Definition

98 !ilized evaluation of the skill levels and

e needs of cutomers, which may include
diagnestic testing and use of other assessment
tools, and in-depth interviewing and ewvaluation to
identify employment barriers and appropriate
employment goals.

{E’,"Select | ’8 Close

DWD Training March 2014
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100. The Objective and
Service now display in
the boxes.

101. Start Date:
Automatically enters the
current date.

102. Click Save button

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

|£) Toolbox 2 (Test) Powered by Oracle11g - Employment Plan EI@
File Edit Mavigation Options Utility MO Utility Window Help

POEHBRAFOAI VA VEIREG BIEGKLS S « » @M

@Emﬂuﬂnmﬂﬁm -1 AM A EXAMPLE N(#H-H-3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment | Appropriateness  Employment Plan | Progress I Closures |
[~ Show Closed Services | Show Closed Tasks EONotice| | Plang ¢ |of 4 | ’|
* Start Date:|03/07/14 Closed] I | =
% Olet 252052 00 |Pharmacy Technicians |
* Goal|Ty obtain Employment as a Pharmacy Tech ;I
[~

# Justification:| 1 pe able to provide for my family and become self sufficient. Pharmacy ;l
LMI Tech is increasing by 22.26%

Start Date:[[ETILL) == 101
\ Huurs:l
+ A Servicel Commerrtsl ﬁ Werification

Comp: = Add Task

== [l Task

Ohjecﬁ\ﬂe:lAssessment
Service:|201 Comprehensive Assessment

JO# Hourhy Wage: !

Task 1:

I_
End Date:l Outcome:| I 102

Cnrrments:l

= D] Service
F
iy Ll

B schedule | ﬁ Print Plan | o Mew Planl — DelPlan | % save | 3¢ Cancel | $ Payment | ) MECH | TR, |

Enter service start date

Record: 1/1 || | | <0SC= |
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103. The service is now saved to
. < Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan : -IEI :
the Employment Plan and it I_I _ o _by - . _p_w _
now displays in the File Edit Mavigation Options Utility MO Utility Window Help
Employment Plan e, POBBRAOMKIVADS VS HMA @IS < > m
{EEmployment Plan - | AM AEXAMPLE Ill###-#£3144) |  EDWARD GREENSLIT (573)522-
NOTE: WIA Intensive level services Enroliment l Appropriateness  Employment Plan ‘ Progress l Closures l
are only good for 90 days. They ™ Show Closed Services | Show Closed Tasks EONotice] | Panl 1 of[1 | ¢| )| [ ——
WILL NOT keep arecord from ® Start Dﬂtﬂim cmggd;l_ Siames Iﬁ L 201 Comprehensive Assessment
exiting after they are older than 90 P - Sp—
days. You can open and close WIA *Go ‘@“’“‘“:"r'm 5 o1 R
Intensive level services the same day, e T
. ompletes
this can help to ensure none stay open * Justificatid || hmity and  [DigNotComiste
s Il = Service in Error
longer than 90 days. L ,':FF
. . Objective: P Start 1
104. Double-Click in the End wa:::;:‘ maa ||l i
Date field. This will bring l cancel | ﬂ m % = Add Ser\-'ice| Commerﬂ3| ﬁ Werification
up a calendar. 104
= [l Tazk
105. Click the OK button.
o End Date: Outcome:| %
106. Double-click in the i
Outcome field. This will Objective] | start Date:03/07/14] -
bring up a list of values -
containing the outcomes B schedule | ¢ Print Plan | = Newr Plan| — Del Plan | 3¢ cancel | & Payment | 3 MECH | TRA, |
available.
107. Choose the outcome you
. Record: 11 =05C=
wish to use.
108. Click OK button.
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P -

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan EI@
File Edit Mawigation Options Utility MO Utility Window Help

PORMBRLAOHAIVARSVIFEG BIEECKSHE « » M

@ Employment Plan - | AM A EXAMPLE |ll(#&-5-3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment l Appropriateness  Employment Plan I Progress l Closures l
[ i [~ Show Closed Tasks EO Motice: Plan| 1 | of| 1
e L O e
109. The End Date and # Start Date: 30714 cmed;l || | = L 204 Comprehensive Assessment
. *ONet: ici
Outcome fields are now |29—2I352.IJIJ |Pharmac:.rTechn|cmn3 |
# GoaliTy pbtain Employment as a Pharmacy Tech -]
populated. =
. # Justification:| 1y be able to provide for my famiy and become self sufficient. Pharmacy & |
110 C|IC|( Save bUttOﬂ LI Tech is increasing by 22. Forms ﬂ
. Objective: Closures are permanent. Are you sure that you want to
111. After Save a popup will Jective: Assessment P onEIIE2
; ; Senvice: 111
appear informing you that 0% ok ] cancel Cervice < B werification
Closures are permanent.
. 112 = [el Task
112. Click OK button
End Date:|g3/07/14 Outcome:|completed I 110 | porseree
Objective: | start Date: |
B scheduls ‘ L Print Plan | = New F‘Ian| = D&l Flan ‘ (% save | 3 Cancel | $ Paymert | 3 MECH | TR, ‘

Semvice Quicome (LOV)
Record: 1M1 <0SC=
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113. Service has been closed and
no longer is shown in the
Employment Plan tree

114. If you need to view closed
services put a check in the
Show Closed Services box.

115. Click on the
Appropriateness tab

NOTE: Services can also be closed

on the closures tab. All Employment
Plan Services are closed using steps

104-112.

| £:| Toolbox 2 (Test)

Mavigat]

ment Plan -1 A

A EXAMPLE IlI(fHRE-3144) |
Enroliment lAppmpriatene.-s.s Employment Planl

™ Show Closed Services | Show Closed Tasks EONotice{ [ Pian{ 1 [of[ 1] 4| }J
-

Dracle 11g - Employment Plan
Utility MO Utility Window Help

HBPRPFORIVABSV/VEFEE Etﬁ@ﬂé b W

EDWARD GREENSLIT (573)522-3017

Progress l Closures ]

# Start Date:|n3/07/14

Cbursecl:l | |

® ONet:{29-2052.00

|Pharmacy Technicians |

# Goal| g pbtain Employment as a Pharmacy Tech

# Justification:| 1y be able to provide for my family and become self sufficient. Pharmacy
LMI Tech is increasing by 22.26%

e oLl

Objective]

| start Date]o3i07/14|

Service:

| HDIJI'SZI_

JO#

| Hourly Wage:

= Add Task

== Dol Tazk

End Date: Outcome:|

=[] Service |

Cnmrnents:|

B schesule ‘ . Print Plan | & Mew Plan‘ = Del Plan | o

=f-

3 Cancel ‘

=N B =

+ Add Service‘ Comments‘ ﬁ “erification

TRA ‘

$ Paymert ‘ G MECH ‘
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116.

117.

118.

119.

120.

Click the drop down box for
each question and select
“Yes” or “No”. (All must
be Yes to justify spending
training dollars)

Enter a detailed description
in the text boxes regarding
each question.

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

Click Save button

'@Employmenl Plan -1 A

Recard: 111

| £:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan
File Edit Mavigation Options gtility MO Utilit]r Window Help

Va8 vE HE Q| EIS ‘?"i%Ef 4 b [

III{M—W—M 44)

OB G S

Enroliment Appropriglenes] mployment Plan ]

Is the customer unsuccessful through intensive services
and iz in need of training services?

Has the customer explored grant resources and reguires
assistance beyond what is available through those grant
resgurces?

Does an evaluation of the customers skills, abilties, and
Employment Plan indicate that they can complete training?

Is the training program linked to employment opportunities
in the local area?

Is the chosen training on the eligible provider list (If OJT,
does the employer meet the requirements to receive WIA
OJT funds)?

==

[=][E ]

Progress.

Training Services mus
e be added to plan by:

| 3 Cancel

Record ufEI ﬂﬂ = A | .{E’? Save
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123

| £+ Toolbox 2 (Test) Powered by Oracle
File Edit Mavigation Options Ulility MO Utility Window Help

POBBRAOH IVACSVERREAG BRHCKSE « » m

'@ Employment Flan - | AM A EXAMPLE Il 3144) | EDWARD GREEMNSLIT (573)522-3017
Enrolment Appropriateness I Employment Plan l Progress l Closures l
General l
Is the customer unsuccessful through intensive services |‘r’&s ﬂ obtain employment and training services are needed in order for imtos
and iz in need of training services? obtain hiz employment plan goal of becoming employed as a Pharmacy

Tech. j

mployment Plan EI@

121. After Save popup will Has the customer explored grant resources and requires Customer has explored other grant resources and there are no other
es ¥
H H assistance beyond what is available through those grant grant epportunities for on the job training.
appear informing you that ources? =
ClOSUfGS are permanent' Deoes an evaluation of the customers skill E : ﬂ File which indicates that 'y
Employment Plan indicate that they can ct L br him. His employment plan
122. Click Yes button This record will be frozen! This record will only be good [h rorrelates with the traininn =
Is the training program linked to employme for 90 days. Do you want to continue? bn. Accordiggda he |
A in the local area? gl fic —
123. Click Employment Plan -
tab I the chosen training on the eligible provi
= BI‘I;DID}'\BI' RS LT DR completion of the pre-contract negotiations, completed with the Jobs
T ﬁJI'IdS:I. team The alinihilibe and =uitahilite nf the emnlnver have hean j
Training Services mus
Completed Date{03/07/14 | pe added to plan by: |06/05/14] Record | 1)of| 0] 4| B| < Add ‘ £ save ‘ 3¢ Cancel
Record: 11 =05C=
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g | e
g = (=] | x

File Edit Mavigation Options Utility MO Utility Window Help

POHBRALAFOAIVACS2VERFBEQ BECKSE « » @

I

1 1

28-2052.00 Pharmacy Technicians
To obtain Employment as a Pharmacy Tech

Ll fLel>

To be able to provide for my family and become self sufficient. Pharmacy
Tech iz increasing by 22.25%

124. Objective: Double-click in

the Objective field 124 i

FRM-40735: ON-ERROR trigger raised unhandled exception ORA-06502.
|<0sC>

Record: 1/1 | | |
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. 1

125

‘@Senices

By Objective |5-;en.r' Tree | Keyword | Aiphabeticaly |

Objective:

z3elect an Objective=

— Services | Activities <Select an Objective=
NI

Basic Education

125. Click on the Objective Disaster Recovery

box. Employment-Felated Education
126. Highlight the Objective Job Search Assistance

needed by clicking on it Life Skills

{E’?Seled | ’8 Close |
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127. Highlight the
Service\Activity needed
by clicking on it.

128. Click Select button

Db}EﬂWZ|Emplnyment-Helated Education
— Services / Activities

@Smﬁce&
By Objective l Service Tree

Key Word lAIphabe‘ticallyl

=

301 Occupational Skills Training (AD & DW)

302 On-the-job Training

303 Workplace Training and Cooperative Education

Service Definition

304 Skills Upgrading and Retraining

305 Entrepreneurial Training

305 Job Readiness Training

307 Adult Education and Literacy

308 Private Sector Training Programs

305 Customized Training

Employee training at the place of work, while he

doing the actual job. Usually a
127 Ricnal trainer (or semetimes an
o nced employee) serves as the course

ingtructor using hands-on training often
zupported by formal clazsroom training.

128

e

@Select | ’8 Close
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129. The Objective and
Service now displays in
the boxes.

130. Start Date:
Automatically enters the
current date.

131. JO #: Enter the OJT Job
Order number (client
must be listed as a
referral to this job order
and job order must still be
open).

132. Hourly Wage: Enter in
the hourly wage for this
OJT job order.

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

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOHAEIDAE2VvIFHE BECKSE « » @

i Employment Plan - 1 AM A EXAMPLE [ll(###-##-3144)

Enroliment ]Apprﬂpriateness Employment Planl

| EDWARD GREEMSLIT (573)522-3017

Progress

!

Closures l

* Start Dates|03/07/14

Clusad:| | |

[~ Show Clozed Services | Show Closed Tasks EO Nutioe:l:l Plan: u-f ‘ | ’J
FS

* ONet29-2052 00

|Pharmacy Technicians

* Goal|Tg obtain Employment as a Pharmacy Tech

# Justification:|Tq be able to provide for my family and become =elf sufficient. Pharmacy
LMI Tech is increasing by Z22.26%

o Ll

o hjemi'.re:lEmpluyment—ﬂelﬂted Education

Service:| 302 On-the-job Training

Hours:

JO# Hourly Wage:

Task 1:

Start Date:(E/1L | 4'—" 130 I

Comp: == Add Task

l_ == [l Task
131
End Date utcome: = (gl Service|
Curnrnents-:| ﬂ
==
E Schedule | & Prirt Plan ‘ + Iy F‘Ian‘ == [e| Plan | .{E’? Save | ¥ Cancel |

(=[O =]

+ Achid Service| Cnmments| ﬁ Werification

% Paymert | ) MECH | TRA |

Enter semvice start date
Recard: 11

=03C=
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File Edit Mavigation Options Utility MO Utility Window Help

PORBRLAOMRICACS2VERBNR BEGKSSE « » @
s e—

03074
29-2052.00 Pharmacy Technicians

To obtain Employment as a Pharmacy Tech

133. Click Save button. To be able to provide for my family and become self sufficient. Pharmacy
Tech is increasing by 22.26%

Employment-Related Education
302 On-the-job Training
104255857

Record: 1/1 ||
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134. The service is now saved
to the Employment Plan
and now displays in the
Employment Plan tree.

NOTE: WIA Training level
services will prevent a participant
from exiting indefinitely. Training
level services MUST be closed
when the participant completes
training.

NOTE: Follow steps 104-112 to
close the 302 Service when the time
comes. All Employment Plan
services are closed the same way.

|2 Toolbox 2 (Test) Powered by Oracle 11g - Quick Referral o[- @ | (3]
File Edit Mavigation Options Utility MO Utility Window Help

POBBRAOMEVRBSVSHMA BEGKS| 1 b m

@Emplorment Plan - | AM A EXAMPLE Il (FH--3144) | EDWARD GREEMSLIT (573)522-3017
Enrolment l Appropriateness  Employment Plan I Progress ] Closures ]
| Show ¢ Services | Show C Tasks £0 Mutioe:l:l Plan: of < | ’J -~ Employment-Related Education
® Start Date:| /0714 Clursecl:l | | | el L 202 on-th e-job Training
% ONet[29-2052.00 |Pharmacy Technicians |
* Goal|Ty gbtain Employment as a Pharmacy Tech =]
-
* Justification:| 1o e able to provide for my family and become self sufficient. Pharmacy ﬂ
LHI Tech is increasing by 22.26% -
Objective: Employment-Related Education | Start Dated03/07/14
Service{302 On-the-job Training |  Hours:
JO #{1gaz5957 Hourly Wage: | 12.00 _ + A Serwce| Cl:nmmerrts| B “erification
= Add Task
== [el Task
End Date: Clut: E
< eme = [el Zervice |
Objective]| | Start Date{03/07/14 |

% Payment | G MECH | TRA |

B schedule ‘ L Print Plan ‘ 4 hlew Plan| = D&l Flan | &
.

Record: 11 =08C=
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Once the participant has completed
training the 302 On-The-Job
training service must be closed.

P

|22 Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan
File Edit Mavigation Options Utility MO Utility Window Help

PORBAAFOMHEIVABSVEHEE @

‘@Employmenl Plan -1 AW A EXAMPLE I(FEE--2144) | EDWARD GREEMSLIT (573
L Enrollment ‘ Appropriateness  Employment Plan l Progress ‘ Closures l
135. Double-Click in the End I~ Show Ciosed Semvices | | Show Closed Taskd
. . . . losed ow Closed Tas!
Date field. This will brlng o fiees Oulcomes X ’J -+ Employment-Related Education
up a calendar. * Start Date:|g3/0714 Clufsed:[ Find% . L 302 On-the-job Training
_ Nt [oharmacy Tect j—-
136. Click the OK button. o g fEDstListorvaues 2 ] e 138
=) = March 2014 == Did Nat Complete —
H H X QUIT for Non-OJT Related Empl, t
137. Double-click in the e e i ,: — QU o Non O Relted Emplojmen
1 1 1 Senice in Error
Outcome field. This will L FF "
- - 13 |14 |15
brmg_up a list of values — CEICIES o e
containing the outcomes ObjectivelEn| &= = (7 == 1| L) S
available. ok | Cancal_| 00 + A Service‘ Cu:ummerrts| ﬁ W erification
Add Task
138. Choose the outcome you b pddTask
wish to use. ﬁ = Dl Task 139
139. Click OK button. End Date: Outcome:| 137 EwiCE|
Objective] | start Date: -
B schedule | ¢ Print Plan | = Hew Plan| — D&l Plan | % Save | 3 Cancel | % Paymert ‘ ) MECH ‘ TRA |
Occupational Information Metwork - 0*NET
Record: 11 ... |List of Valu... =05C=
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140.

141.

142.

143.

The End Date and
Outcome fields are now
populated.

Click Save button.

After Save a popup will
appear informing you that
Closures are permanent.

Click OK button

| £| Toolbex 2 (Test) Powered by Oracle 11g - Employment Plan
File Edit Wavigation Options Ulility MO Utility Window Help

E=8EoR =
POMBRAAOAIVACSVIFRG BFECKSE| « » @

@ Employment Plan - | AM A EXAMPLE lI(##H-#-3144) | EDWARD GREENSLIT (573)522-3017
Enroliment | Appropriateness  Employment Plan | Progress | Closures I
[~ Show Closed Services | Show Closed Tasks  EO Notice: Plan] 1 |of| 1 | |
:l ‘ ’ [=F Employment-Related Education
#Start Date:lughrn?,ru Chsed:l | | | = Lapz On-the-job Training
$ ONetf23.2052.00 |Pharmacy Technicians |
#* Goal|Ty pbtain Employment as a Pharmacy Tech o
[
# Justification:| Ty pe able to provide for mv familv and hernme =eIf =ifficient Pharmary |
LK1 Tech is increasing by 22 2 Forms ﬂ
L Closures are permanent. Are you sure that you wantto
Objective:Employment-Related Education ;
continue? <
Service: 142
10 # Cancel | e - s:l ﬁ werification
143 = Dl Tazk
EndDtef 50714 Ouone R [ 121 | ousones
Objective: | Start Datelo3/10/14 |
EA schedule | 5 Print Plan | o+ mew Planl = Del Plan | {% save | 3¢ Cancel | & Payment | 3 MECH | TRA, |

Sernvice Qutcome (LOV)

Record: 111 | | | | |<0sC=
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144. Service has been closed
and no longer is shown in
the Employment Plan tree

145. If you need to view closed
services put a check in the
Show Closed Services
box.

146. Click on the Closures tab

NOTE: Services can also be closed

on the closures tab. All Employment
Plan Services are closed using steps

the same step above.

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan

Mavigation Options Utility MO Utility Window Help

e ,PonaiPafesvimm Etﬁ@ﬂﬂi b
ment Plan - | AM A EXAMPLE Il(#####-3144) |  EDWARDGREENSLIT (573)522-3017

Enroliment lAppmpriatene.-s.s Employment Planl Progress l Clozures ]

™ Show Closed Services | Show Closed Tasks EONotice{ [ Pian{ 1 [of[ 1] 4| }J
e
#* Start Date:| g3/07/14 Cbursecl:l | | | —1
® ONet:{29-2052.00 |Pharmacy Technicians |
# Goal| g pbtain Employment as a Pharmacy Tech ﬂ
hd
# Justification:| 1y be able to provide for my family and become self sufficient. Pharmacy &
LMI Tech is increasing by 22.26% -
Objective] | Start Date:/03/07/14|
Service: | Hours: o
10# | Hourly Wage: + Add Service‘ Comments‘ B “erification
= Add Task
== Dol Tazk

End Date: Outcome:|

Cnmrnents:|

=[] Service |

=f-

B schesule ‘ . Print Plan | & Mew Plan‘ = Del Plan | L i 3¢ cancel ‘ $ Paymert ‘ G MECH ‘ TR, ‘

=N B =
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Closing the WIA National
Emergency Grant Enrollment

147. From the Closures tab

148. Double-click in the End
field for the enrollment
you wish to close. This
will bring up a calendar.

149. Click OK button

150. Double-click in the
Outcome field. This will
bring up a list of values
containing the outcomes
available.

151. Choose the outcome you
wish to use.

152. Click OK button.
153. Click Save button.

| £:| Toolbox 2 (Test) Powered by Oracle11g - Employment Plan

File Edit Mavioation Option

Utilitv WO Utility  Window Help

{2 Date List of Values

e =

March 2014

Sun |Mon Tue Wed| Thu

I_I_l_l_l_l_l_
fﬂ

[E=% I =

pEevVvEREBA BEHECKSR « » M
1 3144) | EDWARD GREEMSLIT (!
o ] Progress Closures 147
Fri | Sat _| Enrollment Outcomas x| Show Closed Services
l_ i Outi = d|% lomments
g | -
Completed 151

Death
Did Mot Complete
Family Care

Health/Medical
Institutionalized

Show Closed Enroliments

il
oK Find Cancel
Enroliments
Program End Outcome Comments

WIA ADULT CORE

TM
|

.

NG e
WIA Dislocated Worker pmoTHaN) | / | - j
WA National Emergency Grant  |03/07/14 [ ‘ 7 =
File Lacation Archive Commerlls

Current Enrollments
Recaord: 1/3

=038C=

D;’ swe_| X cmon_|
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154. After Save a popup will
appear informing you that
Closures are permanent.

155. Click OK button

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOAHAIDAGSVIFEEG BIFCKSE « v @

=R (R ==

'@EmploymentF'Ian-IAl-fIAEXAI'\l'IF'LE IN(HE-3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment ] Appropriateness l Employment Plan l Progress Closures
— Services
[ Show Closed Services
Service Start End QOutcome Closure Comments
I

ﬂ j

Forms
— Employment Plan Clogures are permanent. Are you sure that you want to
tart End continue? 154
Date Date Reason
03/07/14 Cancel ‘
— Enroliments
[ sShow Closed Enroliments

Program Start End I I Comments. ITeeanwul
WA ADULT CORE 03/06/14 | 155 | [ .
Wi Dislocated Worker 0307114 [ m ml
WA National Emergency Grant "14 Completed E EI h

File Location

Archive Comments

End result of enrollment (LOV)
Record: 3/3

... |List of Valu...

=03C=
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156. After OK a popup might
appear if there are no open
Services.

157. Click OK button

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan E\@

File Edit Mavigation Options Ulility MO Wtility Window Help

PORNBALAFOMHICARSVIFEEG BECKSE « » M

'@Emplo}'mentF'Ian-IAI'u'IAE}(AI'u'IF'LE IN(Ea-H-2144) | EDWARD GREEMNSLIT (573)522-3017
Enroliment l Apprﬂpriateness] Employment Plan l Progress Closures ‘
— Services
[ Show Clozed Services
Service Start End QOutcome Closure Comments
I =
| I '
| . Forms x| -
= The Plan has no Open Services. %
Start - End 156 I
Date Date Reason - men
0307114 | 2
r— Enroliments
[ sShow Closed Enroliments
Program Start Ou'tourr’ I Comments ITeeanwul
Wils ADULT CORE 030814 | | 157 | [ e
W14 Dislocated Worker 03107114 | [ B
W& National Emergency Grant 0 114031041 E E il
File Location Archive Comments
{3} Save ‘ 3 Cancel ‘

End result of enrollment (LOV)
Record: 3/3 ... |List of Valu... =0S5C=
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158. WIA National
Emergency Grant

enrollment is now closed.

159. Click the Show Closed
Enrollments if you need
to view closed
enrollments.

| £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan

File Edit Mavigation Options Utility MO Utility Window Help

POCRBRAOHAIVAGSVSFRA BECKSE « » @

@Employmenl Plan - 1 AM A EXAMPLE (#2144

(=8 =)

| EDWARD GREEMNSLIT (573)522-3017

Enroliment l Appropriateness ] Empiloyment Plan ] Progress Closures I
— Services
[ Show Closed Services
Service Start End QOutcome Closure Comments.

— Employment Plan
Start End
Date Date Reason Plan Close Comments
0307114
| |
r— Enroliments
159 |- [~ 5how Closed Enrolments
Program Start End Outcome Comments Teen[Two
2 -
Wi Dislocated Worker 0074 [ | u mhl
| I | I R
Filz Location Archive Comments
!:‘j) Save ‘ 3 Cancel ‘

Date service completed (MMddYY)
Record: 11

=08C=
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eligible.

Show Me Hero Example

The process for a customer that is eligible for Show Me Hero is practically identical to working with a customer who is WIA National Emergency grant

1. Locate and open the Job
Seeker record.

2. From the Seeker Info tab,
check the “Actual
Enrollments” section to
verify a Core enrollment.

3. Click on the Eligibility speed

buttonﬁ.

| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker

File Edit Mavigation Options Utility MO Utility Window Help

PORBALAOMAIVARS v $E

EDWARD GREEMSLIT (573)522-3017

'@Seeker Screen - | AM A EXAMPLE |II(#-3144) |

Find Seeker Seeker Info lDes.luh Trtlel Edu/Cert l Work Histuryl Referrals l Core Enroll l Other l Scratch Padl Svc Referrall Adv. Query

=N ECR =
@@@M%Iﬁ 4 > W

Source: |Cuunselur‘a'det:- ||_ Partial Seeker
[ SSN Discrepancy

[ Restricted

CQuery Returned no Rows!
Record: 1M1

— Mame and Address Information Wailing Address: Ctreet Address:
i A |2 [EXAMPLE 123 AN |
Phone Numbers | |
Home:| Celt| [JEFFERSON CITY luc [ss101 | [ |
Work] Other| Bad Address|  Homeless|  Emait|
— Personal Information — Seeker Status
Date of Birth:] 12/01/1969 | Age] 44 | [+ Searchable Status _ Date Last Update Waorkkeys ID:
o [ Deceased Emp Exchange]Active  ||03/06/14] 03/08/14
Gender.] ¥ Share resume Case Management| & ctive Mext Appt: Time:
— ‘Veteran Information ui Ele?1 Year Beg Dt{nactive | | Next Task:
Vet Statusi|1y - None | Transiton:[Retiement x| Lo et o |_EB
- Actual Enroliments Possible Enrolments
Reoenﬂ}_r Separatjad Served Frurn|| Ezer\.red To | Job Cﬂntal:ts.:l WA ADULT CORE 2
[ Served in Campaign 08/06/1987 | 0S/02/2014 - pp ID{3123638529
[ Print on Summary (Resume) | | . DCN:
[ Service Ended by Disablility | 1 | |Trainee ID#
[ Spouse of Deployed Guard/Reserve or spouse deployment | [—_Services Provided
ended within the past year Date Type of Service Employment Counselor N
Elranch:| ﬂ 03/06/14 |Referred To WIA Services-Manual |EDVWARD GREENSLIT I
= I
Have you attended a TAP workshop Show Me HerDIT 02/25/14|JobsMoGov Self Job search Counselor Web
in the past 36 months? m . 02/25/14|Job Referral Counselor Web
Status Verified| 02/24/14 (JobsMoGov Self Job search Counselor Web J

=08C=

B Wiz Info

(fj? Save

| 3 Ccancel

DWD Training March 2014

Page 47



4. Once you click on the

Eligibility button, a pop-up
box might appear, asking you
to assign a Primary
Employment Counselor.

. If you are going to be the
Primary Counselor working
with this individual, click
“YES” on the popup.

This example already has a primary
counselor so the popup is bypassed.

6. On the application tab, notice

the Primary Counselor has
now been assigned. The name
and phone number of the
Primary Counselor appears in
the title bar of the screen.

. Birth Date and Ul Status are
populated based upon the
information in the Seeker Info
screen.

. Enter information in all fields
on the Application tab based
upon the job seeker’s status, as
indicated in the steps below.

| £: Toolbox 2 (Test) Powered by Oracle11g - Eligibility

File Edit Mavigation Options Ulility MO Utility Window Help
PORBALAOH E D
'@Ellglhlllty—IMAEKAMPLEIII{M—H‘—MM} |
Appliu::atiunl Eligibility l Waiver } Enru-llrnent]

Inactive

blood or marriage Iive in your household?
zehold earned income of these family members? Per Month

EDWARD GREEMSLIT (573)522-3017

Birth Date: [12/01/1955 | Ul Status:

Howe many famihy

What iz the approximat

/B VvEREMA BECKS

CreatedDt| |

# of dependents 18 and under:

™ <« » H

=]

U.5. Citizen?

If Mo
r Alien Registration #: Are you authorized to work in the U.S.7 -

Currenthy Employed? If %es, are you at risk of losing your current level of income?
Registered With Selective Service? - If v'es, Registration #: ("1} Selective Service |
Do vou have a disability that is a barrier to employment?

Are you homeless? - If ¥es, live in shelter? *

Employer / Company name? |

. I—_l If¥es
#re you a Dislocated Worker? = ’7 Letter from employer? - Layoff Date;

]
=]

Was the customer unable to achieve self-sufficiency after receiving core services? o

Are you receiving or have you received in the past & months: Food Stamps?
Are you a PELL Grant recepient?

What is your employment objective? |

B

What iz your employment or training need? |

M Completed Dt:l:l Record Df j ﬂ + Add

‘ @ Save

B

| 3 Cancel

Enter family size. Press F1 for detailed instructions.

Record: 2/2 =03C=
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9. Enter the number of Family
Members living in the
household.

10. Enter the number of
Dependents that are 18 or
under.

11. Enter the Monthly Earned
Income of these Family
Members.

12. Enter if the customer is a U.S.

Citizen.

13. If not a U.S. Citizen enter
Alien Registration
information.

14. Enter if the customer is
currently employed.

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

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

17. Enter the Selective Service
Registration # if "Registered
with Selective Service” field
is “Yes”.

@Eligibilil}'—lmAEXAMF'LEIII{AW#—H—B‘IM) |
Application l Eligibility } Waiver } Enroliment l

Birth Date:[12/01/1969 | Ul Status:

How many family members related by blood or marriage live in your household?

What is the approximate total household earned income of these famity members? Per Month

# of dependents 18 and under:

CreatedDt] |

.5, Citizen?

-~

If No
’_ Alien Registration #: Are you authorized to work in the U.S.7 -

Currenthy Employed? If‘:’es are you at risk of losing your current level of income? -
Registered With Selective Service? v If ¥'e=, Registration #: C“]} Selalive Smrvies

4 4
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18.

19.

20.

21.

22.

“Do you have a disability
that is a barrier to
employment?” Click the
arrow to respond “Yes” or
“No”.

“Are you homeless?” Click
the arrow to respond “Yes” or
“No”.

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

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

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

Do you have a dizability that i= a barrier to employment? -

Are you homeless? hd

. : IfYes
#re you a Dislgfated Worker? = ’7 Letter from employer?

22

If Yes, live in shelter? -

20

-

Layoff Date

Employer / Company name? |
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23.

24.

25.

26.

217.

28.

“Are you receiving or have
you received in the past 6
months: Food Stamps?”
click the arrow and select
“Yes” or “No”.

“Are you a PELL Grant
recipient?”, click the arrow
and select “Yes” or “No”.
“Was the customer unable
to achieve self-sufficiency
after receiving core
services?” click the arrow
and select “Yes” or “No”.
“What is your employment
objective?”, type in the
objective .

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

Click on the “Show Me
Hero” button.

Are you receiving or have you received in the past 8 months: Food Stamps?
Are you a PELL Grant recepient? hd

Was the customer unable to achieve self-sufficiency after receiving core services? -

26

What is your employment objective? |

B

What is your employment or training need? |

3 Cancel ‘

E

Show Me H... cﬂmpmm;@ Record uf j ﬂ = Ao | @ Save |

L~ ]
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NOH

a.

29. “Are you one of the following”

the spouse of an active duty
military personnel or

the spouse of an active duty
military personnel who
separated from the military
within the last 12 months or

the spouse of a National
Guardsman or a Reservist who
was deployed for at least four
months and has returned from
the deployment within the last
twelve months?” If the
customer can answer “Yes” to
any of the three questions,
click the drop down arrow and
select Yes. If not, the select
“No.”

30. “Are you a member of the National
Guard or a Reservist who was
deployed at least four months and
has returned from the deployment
within the last thirty-six months?”
Click the arrow and select “Yes or

31. “Are you a Veteran who served in
the military within the last 365
days?” Click the arrow and select
“Yes or No”

Note: To be eligible for Show Me hero one of these questions must be “Yes”

DWD TrainingMarch2014  Ppageb52
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32. Click the “OK” Button
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32. Complete Dt: double click
in this box and today’s date
will appear.

33. Click Save .

| @' Save

compieted 0t |Recora [ 2Jor[ 1] 4| | o A

J—

| 3 Cancel

34. A pop-up box will appear
indicating that the
“Application record will
be frozen. This
application will only be
good for 30 days.”

35. Click YES.

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

|2 Toolbox 2 (Test) Powered by Oracle 11 - Eligibility =N E=E ===
File Edit Mavigation Options Utility MO Utility Window Help
PORBRAAOHIVAC2VIHEBG BREECKHSE « > m
@EIIQIDIIIH‘ 1AM A EXAMPLE llI(F-#1-3144) | EDWARD GREENSLIT (573)522-3017

Birth Date:[12/01/1969 | Ul Status: [lnactive | Created Dt |

memmmwhunammgthmmmm| 4 Kordepermmmﬂu:lu'ﬂerl 2
What is the approximate total household earned income of thezse family members? 500 Per Month
If No
izen? | I
s EimE Yes ¥ FAienHegsmamnxl Areywalfurmedmwurknlheus‘?l -] |
Currently Employed? IND ;I IfYes, areyujalnskoflnsugyu.lunmlevelofrmneﬂ

Registered With Selective Service? IYes I IfYes, Regsh'ahun#l 5555555555 (N,J Selective Service |

Do you have a disability that is a barrier to gmnlnumant? [ |

Areyouhomeless? [io  w]  Ies, | FOMMS Ed 35
Di l_ This record will be frozen! This application will only be | —
Areyoua #lves & good for 30 days. Do you wantto continue? B

Are you receiving or have you received in t
Are you a PELL Grant recepient?
Was the customer unable to achieve self-sufficiency after receiving core ices? |ves vl

VWhat is your employment objective? To obtain employment 36 ITech il
What is your employment or training need? |'/€8d fraining as a Pha il

Show Me H... Wm-ﬂﬂmﬂi.ﬂf.JJ +Add | @Save |XCanceI

Record: 2/2 | | | |<osC>
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36. The Application is now
Saved. You can verify this
by looking at the
Completed Dt field and
also the Information Bar,
which indicates the record
is saved. You are now
ready to proceed to
“Eligibility”.

37. Click on the Eligibility tab.

| £:| Toolbox 2 ered by Oracle 11g - Eligibility

File Edit Options  Utility MO Utility Window Help
POCRBGALPOMITVOAPSVIEIRBE BEHCKSE « » M
{2 Eligibility - | AlyA EXAMPLE llj###-##-3144) | EDWARD GREENSLIT (573)522-3017

Applicaﬁnn‘ Eligibility l Waiver l Enrﬂllrnentl

Birth Date:[12/01/1969 | UIStatus:

How many family members related by blood or marriage live in your household? 4

Created Dt:|03/06/14

# of dependents 18 and under: 2

What iz the approximate total household earned income of these family members? 500 Per Month

If No
fEs :l' r Alien Registration #: Are you authorized to work in the U.5.7 - ‘

Currenthy Employed? |png 4 If ¥'ez, are you at risk of losing your current level of income? l—Ll
Registered With Selective Service? |yves » If Yes, Registration #:| 5555555555 C"I} Seleiive Servies |

U.5. Citizen?

Do you have a disability that is a barrier to employment?  |No hd

Are you homeless? o - If Yes, live in shelter? -

[ ]l-O- sl

. IFyes
Are you a Dislocated Worker?|'es = ’7 Letter from employer? [ves | Layoff Date|12/01113

Employer / Company name? |Employer Name

Are you receiving or have you received in the past 8 months: Food Stamps? Mo -
Are you a PELL Grant recepient? Mo -

Was the customer unable to achieve self-sufficiency after receiving core services? [ves -

What is your employment objective? |T|:| obtain employment as a Pharmacy Tech ﬂ

loyment or training need?

What is your emp MNeed training as a Pharmacy Tech ﬂ

= ot00r1 2| recora | 2ot 2| 4| b| e | [PSEme

3 Cancel

Transaction complete: 2 records applied and saved.
Record: 2/2 =0SC>
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38. Auto Populated fields from
Seeker Info
a. Date of Birth
b. U.S. Citizen
39. Auto populated fields from
the Application screen.
I. HH Have Dep
Child (<18)
Il.  Homeless
1. Registered —
Selective Service
IV. Service#

|£:| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility
File Edit Mavigation Opfions Utility MO Utility Window Help

PORBR FAFOMIVACS VIR BRECKSE « » @

| EDWARD GREENSLIT (573)522-3017

'@Elig' bility - | AM A EXAMPLE lll(FHH-H-2144)

Application  Eligibility l Waiver lEnrﬂIImBntl

[o o ==

Eligibility ‘
— Personal [v - —wiaow I
Date of Birth{12/01/156 ! % Income T =]
US Citizen: 39 e =
fres . | Layoff Date:
Alien Registration #4 FEEEUTIILA ) —
L | Receiving GA/RCAS Mass Layoff: x
DET YT = FOOD STAMPS/SSE |
Disabilty Type - Family Size:|
HH Have Dep Child(<18):|ves _= I Semi-Annual Income; NEG [
Single Parent: - 40 nnual Inceme: Employer: |
Limited English: - w Inco Grant Number:| ﬂ
— Status v ' Registewe SM:h:es | =
Vet Status: Service #]o5 teoooon s — WA Youth
Employment Status: Wa'r\.rer:l—_|v ifds Earriers
: i seve [
Ul Claim Status: : :
éﬂ Selective Service [~ OutofSch..

Current Education Status:
Highest Grade Comp:

Dislocated Worker: ([N ~

Homeless:|y g

’, Show Me Hero —E—

4 Check Verification

App CumpletedDate: Eligibility Verif Date: Record E|Df j j 4 s

‘ 3 Cancel

‘ @ Save

Is the customer a dislocated worker? Y or "N

Record: 1/2
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Personal Section

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

42. Disability Type: If
disabled click the arrow to
select the applicable
choice.

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

44. Limited English: Click

the arrow to choose “Yes”
or “No”.

Status Section

45. Vet Status: Click the
arrow to select the
applicable choice.
Employment Status:
Click the arrow to select
the applicable choice.
Ul Claim Status: Click
the arrow to select the
applicable choice.
Current Education
Status: Click the arrow to
select the applicable
choice.
Highest Grade Comp:
Click the arrow to select
the applicable choice.
Dislocated Worker: Click
the arrow to choose “Yes”
or “No”.

46.

47.

48.

49.

50.

47

— Status |
| 45 [y vetStaws| |
Employment Status:lﬁ
UlClsim Status:| -]
Current Education Status:
Highest Grade Comp:| =

49

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility

File Edit Mavigation Options Utility MO Utilitg.r Window Help

PORBALAOH D

@Ellghllll]r—l AN A EXAMPLE lI(#H-8-3144)
Application  Eligibility ‘ Waiver lEnmIImentl

Eligibility I
[ ersonal I oTBirn] 1210111965
US Ciizentfyes |
Alien Registration # A %
Disability Status: -
Disability Type -
HH Have Dep Child(<18): vez =
Single Parent:
Limited English:m

l i $ Inzame

Diglocated Worker: ([ ~
Homeless: |y q -

App Completed Date: Eligibility Verif Date: Record ﬂ.f jj + Ak | @ Save

= E

/RS VIFHA BRCKSSE « » @

| EDWARD GREENSLIT (573)522-3017

Rec:er\.rlng TANF

— wWiaow -
Categury:l ﬂ
Layoff Date:
Mass Layoff: =2
NEG [
Employer: |
Grant Number: | ﬂ
WA vouth |
#% Battiers
spye [

[ Qut-of-Sch...

50

4 Check Werification |

| 3 Cancel

Is the customer a dislocated worker? " or '™
Record: 102
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WIA Section

51. While the WIA eligibility
box will be green, the
WIA Adult section is not
addressed in this desk
aid.

Show Me Hero Section

52. Show Me Hero-Ensure
there is a green halo
around the check box. If
no green halo review the
application because
something is missing.

WIA DW

53. Category: Click the arrow
box and select the
applicable choice.

54. Layoff Date: Enter the job
seeker’s layoff date.

55. Mass Layoff: If mass
layoff, click the arrow and
scroll through the list to
select the applicable
choice.

| £:| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility
File Edit Mavigation Options Utility MO Utility Window Help

][5 el

PORBALPOAIVACS2VIFREE BECKSHE « » @

'@Eig’hﬂil}f -1 AM A EXAMPLE lI(##-##-3144) |
Application  Eligibility I Waiver ] Enroliment ]

EDWARD GREEMSLIT (573)522-3017

wia ow -

Category:

Layoff Date:

NEG [

Employer: |

Grant Number:l

Eligibility
— Personal [+ - E
Date of Birth:|12/01/1368 $ Income
US Citizen:|ves
Alien Registration #£A] FEERITIELR =
B | Receiving GA/RCAS
Disabilty Status:] ot Disabled FOOD STAMPS/SSE ~
Disability Type Family Size:
HH Have Dep Child(=18) |[ves = Semi-Annual Income:
Single Parent:|p 5 4 Annual Income:
Limited English:|j o - [ Low Income
— Status [«

Wet Status|service con..

Waiver: -

éﬂ Selective Service |

Employment Status:|nemployed =

Ul Claim Status:|Fyhayusted -

Current Education Status:|p ot Attendin..
Highest Grade Comp:|High School...

Dislocated Worker:|yvzs w
Homeless: | -

r Show Me Hero —

Wia vouth [

spve [

[+ Out-of-Sch...

Check Yerification

App Completed Date: Eligibility Werif Date: Record uf jﬂ

+ Al

| @ Save

‘ 3 Cancel

Enter date customer layed off from job (mmiddiyy)

Record: 1/2 =05C=
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NEG Section

56. NEG: Do not complete
this section this customer
is Show Me Hero eligible.

57. Make sure the Show Me
Hero and WIA DW check
boxes have a green halo
around them. If you have
gotten this far and the
green halo is missing
STOP and review the
application & eligibility
forms because something
IS missing.

58. Click Check verification

| £:| Toolbox 2 (Test) Powered by Oracle11g - Eligibility

File Edit Mavigation Options Utility MO Utility Window Help

PCRBRAAOHIVARSVEIRFEEG BBCKSE « » M

| EDWARD GREEMSLIT (573)522-3017

W13 Eligibility - | AM A EXAMPLE II|(##8-##-3144)
Application  Eligibility ‘ Waiver ]Enrﬂllrnent]
Engibility]
— Personal [

Date of Birth:|12/01/1969
US Citizen:ves |
Alien Registration #:4
Disability Status:{}ot Disabled )
Disability Type -
HH Have Dep Child(<18):[vez =
Single Parent:|p g -
Limited English: |5 -

Vet Status|service con...
Employment Status:lm
Ul Claim Status:|Fxhaysted |
Current Education Status:{yot attendin... v |

— Status |

é]} Selective Jervice

e
=
Category|individual layoff =]
Layoff Date|12/:01/13
Mass Layoff: x
—MEG [
> Employer: "
Grant Number: | ﬂ
WA Youth [
7% Barriers
spye [
[v Out-of-Sch...

Highest Grade Comp: High School.. =
Dizlocated Worker:[vez

’7 Show Me Hero —L

=

Homeless: o -

Eﬁ o Check Verification |

AppCﬂmplEthDate: Eligibility Verif Date: Record Df j ﬂ & Add

| 3 Cancel

| {3’? Save

Recaord: 112

. |List of Walu...
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DWD Training March 2014

Page 59




General Section

59. Each of the white boxes
needs to be checked to attest
to staff verification.
(Identity,
Citizenship/Employment
Status, and Age)

60. Enter the documentation
type used to verify the
information in the comment
box below the checkboxes.

WIA/WIA Adult/Youth Section

61. Family Size- Only needs to
be completed if enrolling in
WIA Adult or WIA Youth.

62. Last 6 Months Income-
Only needs to be completed
if enrolling into WIA Adult
or WIA Youth.

63. Selective Service-If
customer is male, born after
1959 the check box must be
checked.

64. Enter the documentation
used to verify the
information in the comment
box below the check boxes.

|£:| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility

File Edit Mavigation Options Utility MO Utility Window Help

FPOHBASLOAIVABSVSHMAQA BECKS R @

General l

— General —
[ iidentity:
(- ie. Drivers License, S5 Card, W2 form)
[ Citizenship / Employment Status
(- ie. Birth Cert., Work Auth, Alien #)
[ Age
i- ie. Birth Certificate)
|| Dizabilty Status
(- ie. Medical Records)
[ Weteran Status

— Wi S Wla Adulthouth
[ Family Size
[~ Last & Months Income

[ Selective Service

| | Gategorically Eligible

— WA Dislocated Worker/NEG
[ Dislocated Worker Status  (See Eligibility Guidelines)

[ Layoff Date

=

=

— Show Me Hero

=R ECR (™

Maritial Staus
(Marriage License, DEERS Paperwork, etc.}

Wiltary Dates and Discharge Type
(DD214, Copies of Orders, etc.)

'

| 3 Cancel

{3‘? Save

|’B Cloze | J
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WIA Dislocated Worker/NEG

65. Each of the white boxes

needs to be checked to attest

to staff verification.
(Dislocated Worker Status
and layoff date)

66. Enter the documentation
type used to verify the

information in the comment
box below the checkboxes.

Show Me Hero

67. Each of the white boxes

[£| Toolbox 2 (Test) Powered by Oracle11qg - Eligibility

File Edit Mavigation Options Ulility MO Utility Window Help

PORABRAAFOMAITOARSVIFEE BRCKSER > @

{# Check Verification
General l

— General
[+ ldentity

(- ie. Drivers License, S5 Card W2 form)
[+ Citizenship / Employment Status

(- ie. Birth Cert., Work Auth, Alien #)
v Age

(- ie. Birth Certificate)
| | Dizability Status

(- ie. Medical Records)
[ Veteran Status

(- ie. DD214, Vet Admin (800)827-1000 )

“erified through WA Core Enrollment

needs to be checked to attest
to staff verification. (Marital
Status, and Military Dates).

— WA /WIA Adult™outh
[ Family Size

[ Last 6 Months Income
[+ Selective Service

68. Enter the documentation
type used to verify the

information in the comment
box below the checkboxes.

| | Categorically Eligible

WA Dislocated Worker/NEG

[ Dislocated Worker Status  (See Eligibilty Guidelines)

[ Layoff Date

=N (Eol 5

Show Me Hero

Maritial Staus
(Marriage License, DEERS Paperwork, etc.)

Wilitary Drates and Discharge Type
(DD214, Copies of Orders, etc.)

| 3 Cancel |’B Cloze

{'15? Save

Record: 1/2
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File Edit Navigation Options Utility MO Utility Window Help

PORABALALAOAIVARSVIFEG EIBCKSE « » @M

v
v

69 Clck Save buton

70. Click the Close button

ALEQOTIC!
“erified through Selective Service website

Record: 112 | |
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71. Verify that there is a
Checkmark in the WIA
DW check box. If you have
gotten this far and there is no
checkmark STOP go back
and review the check
verification again and find
what is missing.

72. Verify that there is a
Checkmark in the Show Me
Hero check box. If you have
gotten this far and there is no
checkmark STOP go back
and review the check
verification again and find

what is missing.

73. Eligibility Verif Date:
Double-click in the box and
the current date will be
entered.

74. Click Save button

F

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Ulility MO Utility Window Help

POMBRASOMAICRABS VS HMA FEIEE:

@Eligibiliw—IAMAEXAMF'LEIII{##—H—I&‘IM] |
Application  Eligibility l Waiver l Enroliment l

Eligibility I

— Personal [

Date of Birth:) 12/01/1969
US Citizen:|ves |
Alien Registration #.A
Disability Statuspot Disabled v |
Disabiity Type] |
HH Have Dep Child(<18):[ves =
Single Parent:| 5 -
Limited English:|y 5 -

— Status |

Vet Status:| service con.. v |
Employment Status]nemploved x|
Ul Claim Status: Fxhausted |
Current Education Status:lm
Highest Grade Comp: High School.. =
Dislocated Worker|ycs |

EDWARD GREENSLIT (573)522-3017

— WA [ — WA DW v
m Categuqr:llnd'rvidual layoff ﬂ
Layoff Date:
Receiving TANF: - YOTT Dale|12/01/13
Receiving GA/RCAS Mass Layoff: l—Ll
FOOD STAMPSJSSI:I—Ll
Famity Size:|
Semi-Annual Income: NEG [
Annual Income: Employer: |
[ Low Income Grant Number | =l
Registered - Selective Service|y o )
Yes = WIA Youth |
L - [rems
spve [
éﬁ Selective Service ‘

Homeless:| g -

’7 Shao

\ Check\"er'f'caﬂﬂn|

v

Appﬂumpmennam; Eligibility Verif Date: Record 1}f ﬂ ﬂ 4 Add

| 3 Cancel

| @ Save

Record: 142
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75. After Save a popup will
appear indicating the record
will be frozen.

76. Click Yes

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

77. Click on the Enrollment
Tab

| 22| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility

File Edit Mawvigation Options Utility MO Utility Window Help

PORBRAAOHEIVOAETSVIFEEG BIFECKSE « » E
'@Eligibilil}(— | AW A EXAMPLE |II(#5-##-3144) | ED EMSLIT (573)522-3017
Application  Eligibility I Waiver l Enru-llrnent] h

Eligibility ‘

— Personal [

wia | WIA Dw v |

[E=N [HOR =

Date of Birth: 12/01/1969
US Citizen:yes |
Alien Registration #.4A
Disability Status: ot Disabled v |
Disabiity Type] |
HH Have Dep Chid(=18) |ves = Farms
Single Parent:|}q -
Limited English:|} 5 -

$ Income

Category:| Individual layoff

E1
Layoff Date:|12/01/13
Mass Layoff :l*

Receiving TANF: -
Receiving GA/RCAS

FOOD STAMPS/SSE :l"'

Family Size:|

— Status [

Wet Status| ceryice con.. »
Employment Status:| inemploved T
Ul Claim Status:|Fwhgusted =

% Barriers

[+ Qut-of-Sch...

=

Highest Grade Comp: High School.. =
Dizlocated Worker:|vas -

Homeless:| g -

Current Education Status:|ygt Attendin... = 76
’, Show Me Herl_l—

¢ Check “erification |

| 3¢ Cancel

App Completed Date{03/0¢/14| Elgibiity Verif Date:[[E[T/Y Record | 1]of | 2| j ﬂ 4 Add ‘ {% save

Enter date when eligibility and verification is complete (mm/ddiyr)

Record: 1/2 =0SC=
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78. Click in the box next to
WIA Dislocated Worker
and WIA National
Emergency Grant.

79. Click Enroll button.

SPECIAL NOTE
The start date must represent the
actual first date of employment.

-

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility

File Edit Mavigation Options Ulility MO Utility Window Help

@@ﬁﬁ@ﬁ@ﬂﬁmkiéalﬂ;@fﬂ@% BEHECHKSE « »

§2 Eligibility - | AM A EXAMPLE 11l (##%

Application l Eligibility I

Waive

=] |

EDWARD GREEMNSLIT (573)522-3017

" BCRCRCNCWC|

RO

“RCRCRCNCNC

r— Eligible Enroliments
- Referral System Programs Ref Dt DCN ID Teenl'l'wul
= . [ I
[ ME HEROES u H =
r N B E
r - — I~ |l show cClos...
n Other Potential DVWD Programs
erify Date{03/07/14 B kN
B J = [elete
< Enrall ‘_I 79 I
r— Actual Enroliments
Program Start Dt | End Dt | Teen Two [Trade m‘ Outcome
WA ADULT CORE i Qops!
[~ Show Clos...

[ External Counselor | Recalled by Trade Affected Employer

{3’? Save | 3 Cancel

Query Returned no Rows!
Record: 1/1
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Actual Enrollments

80. The WIA Dislocated
Worker and Show Me hero
enrollments are seen in the
Actual Enrollments section,
along with a Start Date.

81. Click Save button.

NOTE: Creating the employment
plan, adding services, completing the
appropriateness tab, closing services,
and closing enrollments is the same
for Show Me Hero as it is for WIA
National Emergency Grant.

| £ Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Uility MO LHility Window Help

PORBAAOAITVARSVIFEEA BECKSE « » @

@Elig' bility - | AM A EXAMPLE [l (#55-3144)

| EDWARD GREEMSLIT (573)522-3017

[ o]

Application l Eligibility l Waiver Enroliment l
r— Eligible Enroliments.
DWD Eligibility Referral System Programs Ref Dt DCH I Teen|'l'wu|

N B N

n B r

B N r

- B B [ Show Clos...

B (Other Potential DVWD Programs

Acdd
Verify Date] | » | e eI
r J = [elete
¢ Enroll
— Actual Enroliments
Program Start Dt | End Dt | Teen Two [Trade 2002 Outcome
WA ADULT CORE 03/05/14 [ [ Oopsl
SHOW ME HEROES [ 81

WA Dislocated Worker [ [ Show Clos...
| [ |
[ [ | I
| [ | *

[ External Counzelor [ Recalled by Trade Affected Employer {3} Save | 3¢ Cancel

MmiddiyyCannot change
Record: 3/3
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