MISSOURI
Toolbox 2.0

Summer Job League (SJL) Desk Aid

While it is not required to enroll a Summer Youth participant into the WIOA Youth program it is highly encouraged. This desk aid will cover how to enroll a
customer into the WIOA Youth program and the SJL program. The process of application, eligibility and enrollment, employment plan creation, addition of
services, closure of services, and closure of enroliments is the same for SJIL and WIOA Youth. The only difference is the name of the program. Job seekers who do
not have an existing account should be allowed to create an account through jobs.mo.gov. Once the account is created, staff can begin working with the job
seeker.

Things to Remember

1. SJL maximum hours is 240

2. SIL requires you to indicate if the applicant/participant is a parent or if they are a child living with the custodial parent or other adult caretaker.
3. The 503SJL service must be closed when the youth either completes the service or is no longer participating.
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1. Locate and open the Job
Seeker record.

The Assessment

2. Click on the Assessment

speed button v .

NOTE: While an assessment
must be completed, you do
not have to utilize Toolbox as
the assessment tool. There are
however advantages to
utilizing Toolbox. It provides a
countable 9002 Seeker Service
that is reportable to USDOL.
Using the Assessment in
Toolbox also allows other
counselors working with the
customer to have access to the
assessment

| £ Toolbox 2 (Test) Powered by Oracle11g - Seeker

File Edit Mavigation Options Utility MO Wtility Window Help

PORBAAOMHEIVARS V

‘@Seeker&reen—.l.ﬁNETES H-f-1142) |
Find Seeker SeekerInfo™| Des : I EduiCert l Work Histur_l,.rl Referralz I Core Enroll l

LESLIE PITC

QOther l Scratch Padl Swe Referrall Adv. Query

— Name and Address Information

Mailing Address: Street Address:
1ANE | [resTer |421 DUNKLIN |
Phone Numbers | |
Home:| Celt| [IEFF CTY Iuc|[ss101 | [
Work] Other| Bad Address|  Homeless!  Email|
— Personal Information — Seeker Status
Date of Birth:| 1011411995 Age{ 20 | [V Searchable _ Status _ Date Last Update Workkeys ID:
|_ ~lan Emp Exchange:| Active 04/04/18 04/04/16
Gender:| F Are resume Caze Management:| 2 ctive Mext Appt: Time:
— ‘eteran Information Ul Ben Year Beg Dt|Inactive | | Mext Tazk:
Vet Status:N - None - | Transition: - Dislocated Date: [ EB
Actual Enroliments Possible Enroliments
[ [ERp— Job Contacts:|
EEET . para. Served From| Served To | bpp 103123872432
[ Servedin Campaign | : oCH:
[ Print on Summary (Resume} : : . Trainee DF
[ Service Ended by Disablility — Garvices Provided
Date Type of Service Employment Counselor

Elranu:h:| j

Hawve you attended a TAP workshop Show Me Herul_
in the past 36 months? - Status Verified]

05/09/14|J0B5 self registration

Counselor Web

09/05/14 |JobsMoGov Self Job search

Counselor Web

| [ Partial Seeker

Source: |Cuunselur‘a'-.l’eb
[ SSN Discrepancy

[ Restricted

| Deceased

8 wieh Info

| 3 Cancel

@ Save
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NOTE: Once you click on the

Assessment button, a pop-up box may
appear, asking you to assign a Primary

Employment Counselor.

3. 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.

4, Some of the information on the

Assessment comes from the
customer’s record. (Employment
History)

5. Read through the Assessment
guestions located in the
Employment tab and answer
appropriately. There are three
sections; Current Employment, Job
Seeking Skills, and Job Keeping
Skills. This is where a “picture” of
the customer begins being built.

| £| Toolbox 2 (Test) Powered by Oracle 11g - Assssment- = | = 28

File Edit Mavigation Options Utility MO Utilit‘y‘ Window Help

POBBALAOM D

@Assessment—JANE TESTER(#HHH-1142) |
Employment l Education

Aszesement Date: -IJ Ti20/15| Last LIE date Data:

/' ERSVvERMAR BH O

LESLIE PITCHFORD (573)751-8425
l Support System l Financial Needs l Basic Skills Tests]

— Employment History
| Employer | oty |st]| o s
= [elete

ﬁﬁ--lmmmmﬂ

End Date02/0115
| salany] 8.00 &5

Taking and filing customer orders. Maintaining a
balanced cash register. Answering customer questions

S R O TR S U [ [ T

Job 'I'rtle:|l:rew Member

Start Date:]10/01/13

Per:|Hc| urhy
Job Description:

A

116

— Job Seeking Skills
Do you hawv resurne?| ﬂl

Which methbds worked best for you? |

Describe ypur typical interview |

Do you n help preparing for interviews? |

r— Current Employment

Currently Working: When are you able to work:

Looking for work:

Type of work: |

Longest Worked Employer: Why

Applied and Not Hired: | =l

N\

— Job Keephg Skils

4
Wers tnnu ble to get to work on time? | ﬂ|
Did you work most scheduled work hu-urs?| ﬂ|
Desgribe frour working relationship with your co-workers/supervizsor

Whit type of jobs have yvou liked in the past and what are you interested in?

cribg what you liked most about your last job

— o —

cribe what you liked least about your last job

Can't LookiAccept Job: ~||

Quit or Fired Reason: ™

~

LNl vs. Potential Earnings:

II b ||

& Print MWA, Azsessment |

('ff? Save | b 4 Cancell LIL[
3
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6. Once all pertinent questions
have been answered click the
Education tab

6

@Assessment—JANETESTE (F--1142) |
Employment l Education

Assessment Date: (07/20/15| Last Update Date: |07/20/15

— Employment History

| Employer | cty [st| o sdd
hardees |iefterson iy mﬁ Er—
Job Trtle:|Crew WMember

Start Date:|10/01/13 End Date:| 02/0115 Munths:m
Per]Hourly | saiary] 500 5| Hrs.wk25

Job Description: | Taking and filing customer orders. Maintaining a

ﬂ balanced cash register. Answering customer guestions

r— Current Employment

Currently Working:|Hot Work_._~|  When are you able to work: [E5

Looking for work: |Y|}5 ﬂ |

Type of work: |Food Service or Customer Servics

Longest Worked Employer:| 3 Why Left: | Lacked transportation

Applied and Not Hired: |Yes ﬂ |A|:-|:-Ii&d to several jobs

LESLIE PITCHFORD (573)751-8425
l Support System l Financial Needs | Basic Skills Tests l

— Job Seeking Skills
Do you have a resu me?|Nc| ﬂ

Which methods worked best for you? |In person contacts

Would like to create a resume

Describe your typical interview |5h ort

Do you need help preparing for interviews? |5res

— Job Keeping Skills

ves <]

Did you work most scheduled work hou FS?l“('eg ﬂ|

Were you able to get to work on time?

Describe your working relationship with your co-workersisupervisor

||::-|:| sitive

What type of jobs have you liked in the past and what are you interested in?
|enju:|3red helping customers

Describe what you liked most about your last job

|making customers happy

Describe what you liked least about your last job

|I|:n".I number of hours

Can't LooklAccept Job: [Ho ~||

Quit or Fired Reason: ™

LWl ws. Potential Earnings:
| LMl

CE; Prirt kA Azsessment

| 3 Cancel |
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7. The School information comes
over from the customer’s record

8. Read through the Assessment
questions in the Education History
section and answer appropriately

9. Employment Skills is a List of
Values (LOV). Double click in the
field to access the list.

10. Double click on a skill to move
it to the right side of the LOV

‘@Assessmem-JANE TESTER(E 47) |

Employment Education

Assessment Da etTast Update Date:| | 9

— Education Histor§

Highest grade completed? Currenthy in School: |Ho *

Would you like to obtain your high =chool diploma or GED?

=l

Do you have a learning disability? |
What did you like about school? |
What did you dislike about schu-ul?|

Are there any training programs you started but didnt complete? hd

| Training Program | Reason for Leaving ]Ex'rt Date|

| i -|- kel

| | [ j = Delete
Are you interested in more training or skill enhan c:ement‘?l—_l

Descrive

Schu-u-l:|Jeffer5c|n City High School

C'rt_v:|J efferson City Statezlﬁ
Maju-r:|

DEDFBEZ|Hiuh School Di[:-lu...j Completion Date:| 0513 -

LESLIE PITCHFORD (573)751-8425

“ System l Financial Needs l Basic SkillsTests]

| Employment Skils |

.

AptitudelAbility Tests

Test Type |

Results: |

I Test Date:

I A 5 skills lizte:
— Educatio
[Active Learning - o
Active Listening
LERES Complex Problem Solving
. Coordination
Deszcrif Critical Thinking j
Equipment Maintenance 10
Equipment Selection ﬂ
Pell gra Installation
Instructing ﬂ
o Judgment and Decision Making . .
Descrig Learning Strategies. J ial il
Management of Financial Resource =
. lanagement of Waterial Resource:
— Licensed Management of Personnel Resourc
Monitoring - =
hanntistion 4|
Aclicd
e
Delete
. ! St ﬁ
== Additional | == Ao | = Delete |

& Prirt MAA Azsessment |

{?? Save

| 3 Cancel |
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11. Financial Aid button-Links to
the FAFSA site for the customer to
apply for a PELL Grant and/or
student loans.

12. The License/Certificate field is
a List of Values field (LOV). Double-
click to access the list

13. Choose the License/Certificate
the customer possesses

14. Click Ok button

File Edit Mavigation Options Utility MO Utility Window Help

PORBLAOMAMIVERSVIFEE BFEECKSE « » @
LESLIE PITCHFORD (573)751-8425
I Support System l Financial Needs l Basic Skills Tastsl

'@ASSESSFHEHT—JANE TESTER(FHHH-1142) |

Employment Education

Assessment Date: Last Update Date: |

Employment Skils |

AptitudesAbility Tests

Are you interested in more training or skil enhancement? .e -

DE:SL':I’ibE|AI‘I}" training or skill enhancements to help secure employment

— Education History  Inegotiation || TestType | :
Highest grade completed?|Cert Attaine . v | Currently in School| Gaiaiionms 77777 S pst Date: I
Would you like to obtain your high school diploma or GED? j | | Resu |t1’-3| :
' Find|%
Do you have a learning disabilty? [no = || | A ‘ = Delste |
| LicenseiCert | | | |
What did you like about school?  |English and Social Studies | OFS; Corinea Foou scimtt <—L13 |
What did you dislike about schu-u-[?lF‘hysicaI Education : g’;‘f =
1= . : |[CPR
Are there any training programs you started but didn't oumnlete?m ! | certified Medical Administrative Assistent Amt]
| Training Program | Reason for Leaving]Ex'rt Date| : CTM . [ Jﬂ :
4 " : B Financial Aid |
' | - i
] tificates |

—

-|- A
ﬁ = Delete

5u:hu-ul:|Jeffersu:|n City High School

il -

12

Licens\ertificate
N

| Date | st |

C'rty:|Jeffersu:|n City State:|MO
. = Delete -
Majur:|
Dearee:|High School Diplo._ | Completion Date:|05113 | = Additionsl ‘

——

== Ao ‘— Delete |

(3 Prirt b A Aszeszment ‘

@ Save

| 3 Cancel |
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NOTICE: All fields were not completed.

Not all fields apply to every customer.

15. Once all pertinent questions
have been answered click the
Support System tab

'@ﬁssessmem—JANE TESTER(#FHH-H-114 |

Employment Education l Support System l Financial Needs l

Assessment Date: |07/20015| Last Update Date: |07/20M5

LESLIE PITCHFORD (573)751-8425

r— Education History

Basic Skils Tests l

Highest grade completed?|Cert Attaine... = | Currently in School: |N|:|
Would you like to obtain your high school diploma or GED'? x

Do you have a learning disabilty? [no =] |
What did you like about school? |English and Social Studies

What did you dislike about Sl:hﬂ-Dr?|F'h‘,f5il:ﬂ| Education

Are there any training programs you started but didn’t complete?|H o -

| Training Program |Reasun for Leaving |Exit Date
| s L
| | |

Are you interested in more training or skill enhancement?ze -

Desc:ribe|ﬁ.n}r training or skill enhancements to help secure employment

Schu-ul:|Jeffersun City High School
City:|Jeffersu:|n City
Maju-r:|
Degree:|High School Diplo... v | Completion Date:|05113

State| M0

[ Employment Skile | AptitudelAbilty Tests
|Negutiatiun J TestType| -
ﬂ |Judgment and Decigion Maki Test Date: I
[ Active Listening Resutts:| -
= A ‘— Delete = fdd ‘— Delete |
— Education Issues
LEP/ESL: |
Describe: |
Pell grant status: | ﬂ Yr:| An1t:|
Describe: | B Financial &id |
ﬁ == [elete | [ Licenses and Certificates
Training Completion Certificat
raining mpletion Incates | + At
| ﬂ — Delete
: [ Type | License/Certificate | Date | st |
S T
= Delete ||| || |
= Additionsl | = A ‘— Delete |

& Prirt hivyd Aszessment |

| 3 Cancel ‘

@ Save
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16. Read through the Assessment
guestions on the Support System
tab and answer appropriately.
There are six separate sections on
this page, Childcare, Additional
Support, Housing, Transportation,
Additional Support Contacts, and
Household Members.

| £| Toolbox 2 (Test) Powered by Oracle 11g - Assessment =
File Edit Mavigation Options Ulility MO Utility
va| 16
POBRBLAOHE DR e BEdCiS® « » m
@Assessment - JAME TESTER(##8#-1142) FORD (573)751-8425
Employment l Education ic Skills Tests l
Assessment Dajgs ansportation
i ion?
— Chidcare hat .tsyuurtranspu-rtatru-rl.| .
Seeker Pregnant: - Due Date: hat is your backup plan if Lz
ansport is unavailable?
Houzehol include children: rivers License What keeps,
Meed child care supportive Services =i te:l_ Class | ﬂ 5"tﬂt“i’il you f_"“""'
to participate in employmentTrainin ndorsements owning?
: Air Brakes [ Hazardous Material [ School Bus ot
Describe: Double/Triple Trailer | Passenger [~ Tank Vehicle J
Applied for Childcare? Childcare provider? | | |F= Aadtional Support Contacts
What is your backup, # provider is not availiable? Hame Humber Relationship Type
g - I -
— Additional Suppo | | | | J
Any additional s rtz you need to be
successful in gfMmployment/participation? & Prirt ‘ + Add |— Delete |
— Huusing’ Household Members
Homeless in the last year: - First [ wi. | Last | Bithday |Age|Gender| Relaton  |Dep|
De:su:ribe:l | |_| | ﬂl 52
Current Situation: | ﬂ | l_l | | ﬂl ﬂ I
Expect any changes in 90 days: - | I_l | _| ﬂl ﬂ
Describe: | = Add | = [ielete
& Print hYWA, Azsessment ‘ {E’}' Save | 3 Cancel |
Is the customer pregnant? "Yes" or "Mo”
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17. What keeps you from
owning? This relates to
transportation. Clicking on the
button provides a list of options
concerning why the customer does
not have transportation.

18. Once all pertinent questions
have been answered click the
Financial Needs tab

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

File Edit Mavigation Options Utility MO Litility Win
PORNBET FOMREVEE
@Assessment—JANETESTER(W—#ﬁ:IZ} |

Employment l Education

$HEE BIREKSE « » M
SLIE PITCHFORD (573)751-8425
Support System l Financial Meeds l Basic Skils Tests l

[

Transportation

Assessment Date: (07/20/15| Last Update Date: (072015
— Childcare
Due Date:

\What is your transportation?|public Transportation

What is your backup plan if I""-i""'ar-"'lltlall a friend or a cowaorker for a ride
transport is unavailable?

Seeker Pregnant: |No b
|“r’es ﬂ

WWhat keeps

[ Never Learned
[ Health Problem(s)
[ May lose License (Court)

Need child care supportive services
to participate in employment/Training activity:

Household include children:
‘ez * |

De=cripe: |Meed help paying for child care

[ License Suspended
[™ MNeed License Plate
[™ MWeed car repairs

you from
owning?

Z

I T Insurance [ Other
Applied for Childcare? |po = Childcare provider? |Ho [ Problem Making Payme... ~Comments
I =
What is your backup plan if provider is not availiable?|Mo plan one E‘ Type
— Additional Support B cose —i
Any additional supports vou need to be |Nut at this time
successful in employment/participation? k Delete |
— Housing Household Members
Homeless in the last year: [0~ v | First [ mi. | Last | Biithday |Age|Gender| Relation  |Dep|
Describe:| |Grandma | [Tester 100111248 86 ||Fe_ v l|Grandparen. wIN
Current Situation: |Living with Other -l |Baby [ [Tester 0210172015 0 |Fe... x||chig ﬂlY_I
Expect any changes in 90 days: Mo b | l_l | _| ﬂl ﬂl_
Describe: | = Add ‘ = Delete
& Print kivwid, Azsessment | @ Save | 3 Cancel ‘

Transaction complete: 2 records applied and saved.
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19. Enter Assessment Month &
Year

20. Double-click in Resource Type
field

21. Choose Resource Type

22. Click OK button
Repeat Step 20-22 for each Resource
Type.

23. Enter a Description for

Resource Type

24. Enter Amount of Resource
Type

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

Resource Types x|

File Edit Mavig

Find|%

Resource >
Alimony
Disability Insurance Payments

Eamed Income:

Food Stamps

Interest -
4 +

Dividends
In-Kind -
Find Cancel

ji==

=

HFEe BEECKSE « v @
HFORD (573)751-8425
Basic Skils Tests |

| = [ielete

- Copy | o Al

Assessment Month Net Difference

(Total Resources minus Expenditures): I:I

— Menthly Household Expenditure

HR&&uuroeType / Descri | Amount | Expenditure Type | Description | Amount |

| - | | -
| | | |
| | | | |
| H 1= If | |
| 23 | | |
| | | | | |
| | | | | |
| | | | | |

| | | | | | -

Total Monthly Resources Total Monthhy Expenditures:
= Ao | = Delete % [ Financial Education = Add ‘ = Delete ‘
.:E} Print kivwad, Azsessment | d:} Print {E} Save | 3 Cancel |
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4| Toolbox 2 (Test) Powered by Oracle 11g - Assessment — = | 1= 28
File Edit Mavigation Options Utility MO Utility Window Help Expense Types £l
+
PORBRAOHEVRACS VS HBE
@Assessment - JAME TESTER(#H-##-1142) | LESLIE PITCHFORD (573] | — =
Employment | Education | Support System  Financial Needs | Basic Skils T4 |Toucetion Spenses
Assessment Date: Last Update Date: I:l Ith;‘AccwdentaI Insurance Premium
— + |H |
25 TOOI bOX ca ICU Iates TOtaI SEEIEE S L llsn . MZ;::aln;g:?s::s (medical, dental, prescrigtions)
Monthly Resources [TE0E - | comment = I ik
ick i i - I 26 I =] eina] geneel| 515
26. Double-click in Expenditure
. — S | |
Type field Monthly Household Resources — Monthly Household” e
Resource Type I Description Amount | METM Descl 28 Amount
Food Stamps Aide to purchase food 5215.00 * -
27. Choose Expenditure Type Other Personal or Famil [Child Support $300.00 f *
28. Click OK button
29 | 30
Repeat Step 26-28 for each I I
Expenditure Type. l 25
29. Enter a Description for Total Monthly Resources: 315 Total Monthly Expenditures
Resource Type = Add | = Delete | %F| I Financial Education = Add | = Delete |
30. Enter Amount of Resource 4 Print MY Assessmet | M Ly save | X Cancel |
Type
Identify the financial resource type from the LOV.
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31. Toolbox calculates Total
Monthly Expenditures

32. Toolbox provides the
Assessment Month Net Difference

33. Click Save button

Remember: Not every field is needed
for every customer. The assessment
helps identify some of the barriers the
customer has when it comes to
employment. Completing the
assessment provides a countable 9002
Seeker service

o

| £ Toolbox 2 (Test) Powered by Oracle1lg - Assessment

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOALIVARS2VIFH® BECKSHE « »

'@MSE&S ment - | AM A EXAMPLE lll(##-#-3144)

Employment ] Education

Assessment Date: Last Update Date:| |

EDWARD GREENSLIT (573)522-3017

] Support System Financial Needs l Basic Skills Tests l

(o] s

Asseszment Month & Year

- Copy

|-|-Add

‘ = [lete |

Assessment Month Net Difference

(Total Resources minus Expenditu res):

— Monthhy Household Resources

r— Monthly Household Expenditure:

Total Monthhy Resources:

Resource Type I Description Expenditure Type | Description | Amount |
Earned Income |r.1a|:D|:|nah:Is Gas |Fuel | $100.00 |~
|Food Stamps |Food Stamps |Food | | 3320000
| | |[Telephone (home & cell | | s250.00
| | |car Repair & Maintenan | | =s0.00
| | |Childcare | | s800.00
| | |utilties (heat, electricity | | |  ss0.00
| | | | 13—
| |
| |

Total Monthly Expenditures:

4o [ — veee ||| %8| 7 FinancilEucaiion R
Jr——
d} rd 33 @ Save | 3 Cancel |
Record: 11 =05C=
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34. Completing the Assessment
provides a countable 9002 Seeker
service

Eligibility Tab

35. Click on the Eligibility icon

[55]

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

PORABALFOAIDEEVIFEE BEECKSE | « » @

{2 Seeker Screen - JANE TESTER(#E#-##-1142) |

LESLIE PITCHFORD (573)751-8425
Find Seeker Seeker Info lDes-.luh Trtbel Edu/Cert l Work His.turyl Referrals l Core Enroll l Other l Scratch P‘adl Sve Referrall Adv. Query

— Name and Address Information

Mailing Address: Street Address:
AN | [TesTER |421 DUNKLIN |
Phone Numbers | |
Home:| Celr| |JEFF Ty Iuc|[ss101 | [
Work] Other| Bad Address|  Homeless  Email|

— Personal Information — Seeker Status

Date of Birth 101141995 | Age] 20 | [V cearchable Status _ Date Last Update Workkeys ID:

v = Emp Exchange]Active  ||04/04/15] 04/04/16
Gender:| F are resume Case Management]|ctive Next Appt: Time:

— Veteran Information Ul Ben “ear Beg Dt Inactive | | Next Task:

et Status: N - None | Transition: - Dislocated Date: | 'EB

Actual Enrolliments Possible Enrolliments
| Recently Senarated Job Contacts|
ecently Separa Served From|_Served To | pp ID{3123872432

[ served in Campaign o T

[ Print on Summary (Resume) I | Trainee D

[ Service Ended by Disabiility " | —Zarvices Frovided

Date Type of Service Employment Counselor .
Brafl 34 | Q 04/04/16 | Assessment LESLIE PTCHFORD

Have you sttended a TAP workshop Sho l_ 09/09%1 4 |JobsMoGov Self Job search Counzelor Web I

; 09/0%14 |JOBS =elf registration Counzelor Web

in the past 36 months? - Status Verified g J -
Source: |Counselor Web [ Partial Seeker
= Res.trlicted ||— SN Discrepancy I | Deceased FE ek Info @ Save ‘ 3 Cancel
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36. Auto Populated fields from
Seeker Info

a. Date of Birth

e

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

(o] & |w

AL L P i b
POo@BBRAOAIVAESVIRERNG BECKSE « v I
@ Eligibility - JANE TESTER(FHH-##-1142) | LESLIE PITCHFORD (573)751-8425
Eligibility l Waiver } Enroliment l
Eligibility \
— Personal [ — wioal WIoA DWW
Date of Birth:|10/1 441995 $ I
US Citizen: MEOme Categu-r_v:l ﬂ
izen:| N ~ Receiving TAN F:I—L| La}ruffDate:l—
Alien Registration #:A Receiving GARCAS l—_l
Disabilty Status| | FOOD STAMPS/SSL = | E""'ESS - >
Disabilty T}"DEI—_lv Free/ Reduced Lunch: - e |
HH Have Dep Child(=18): - “"outh High Poverty Area | - Grant Number:| ﬂ
Single Parent: - Family Size:] — WI0A Youth |
Limited English: - Semi-Annual Income: Select % Barriers
| spye [ |
— Status | s S | | 'sthe Youth
Vet Status: - [ Low Income I~ A Parent?
Employment Status: = Registered - Selective Service: - Out of School [ & chid living with the
Ul Claim Status: - Service # :lv custodial parent or other
Current Education Status| | Lol Selective Service|Wai1.rer:|—L| adult caretakerirelative?
Highest Grade Comp:| | M : ble o achi Show Me Hero .
: _ ‘as the customer unable to achieve Show Me H...
Dislocated Worker: :l' seli-sufficiency after receiving *
Homeless: - career services? Q% Check Verification ‘

Eligibility Werif Date: Record ufEI jﬂ = Add

| 3 Cancel

| @ Save

Recaord: 11

=05C=
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i

Personal Section

37. Date of Birth-Populated
from customers record

38. US Citizen- Click the
arrow to choose “Yes” or
“No”.

39. Alien Registration #A-If
not a US Citizen enter Alien
Registration number

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

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

42. HH Have Dependent
(<18) Click the arrow to
choose “Yes” or “No”.

Eligibility \ Waiver lEnruIIment]

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

PORBRLAOAIVAUSVERFHEG BIHEECKSE <

'@ Eligibility - JAME TESTER(#H-H#-1142)

Window Help

LESLIE PITCHFORD (573)751-8425

[ E s

Eligibility l
— Personal [ -y Al
Date of Birth:| 10414/ 985 $ T —

U Citizen: Receiving TANF: -

Alien Registration #:A li Receiving GARCAS
Disability Status: FOOD STAMPS/SSI: b
Disabilty Type ee/ Reduced Lunch: -
HH Hawve Dep Chil ieigh Poverty Area hd

43 Single Parent: Family Size:|
Lirmited Englizh: Semi-Annual Income:
— Status | Annual Income;

Vet Status:
Employment Status:
Ul Claim Status:

Current Education Status: -

[" Low Income

Registered - Selective Service:
Service #:
C"‘]} Selective Serwce|War'.rer

b [
WioA DWW
C.ategur'_.r:| ﬂ
Layoff Date|
Mass La'_.rnff:l ﬂ
Gl
Employer: |
Grant Number: | ﬂ
— WIDA Youth [~
select ol Bartiers
. ]
s ’: Iz the ¥ outh
[ A Parent?
Out of School [ A child living with the
:l" custodial parent or other

adult caretaker/relative?

Show Me Hero —1 -

Highest Grade Cump:| ﬂ — " o to ach
. . : . as the customer unable to achieve Show Me H...

43. Single Parent: Click the Dislocated Worker: - selt-sufficiency after receiving -
arrow to choose “Yes” or Homeless: - Career senvices? o Check erification |
”NO” i

44. Limited English: Click the Eigibity VerifDate:]  Record [ 1jof[ o] 4| B| o A | % Save | 3 Cancel |
arrow to choose “Yes” or
IINOII .

Record: 11 =05 C=
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Status Section

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

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

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

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

49. Highest Grade Comp:
Click the arrow to select the
applicable choice.

50. Dislocated Worker:

— Personal [

Eligitiliby l Waiver lEnruIIrnentl
Eligibility ‘

Date of Birth:|10/14/1995
US Citizen:yves |
Alien Registration #:.4A
Disabilty Status:[yot Disabled = |
Disabilty Type] |
HH Have Dep Child(=18).|ves =
Single Parent|yves |
Limited English: [T « |

Click the arrow to choose
“Yes” or “No”.

51. Homeless- Click the l
arrow to choose “Yes” or
”NO”_

Status [

Vet Status:

Ul Claim Status:

Current Education Status:

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

PORMBRAOHI VRS2V BIEHEECKS M 4

'@ Eligibility - JANE TESTER(FHHH#-1142)

| LESLIE PITCHFORD (573)751-8425

(o ][O =]

— Wioal
3 Income
Receiving TANF: -
Receiving GA/RCAJ
FOOD STAMPSISSI n

Freel Reduced Lunch: -

sy “'outh High Poverty Area | =
Family Size:|

Semi-Annual Income:

Annual Income:

[ Low Incoms

d - Selective Service: -
Service #
ive Service|Waiver: -

- m
WIOA DW[
Categur'_.f:l ﬂ
Layoff Date:
IMass La'_.ruff:l ﬂ
WG
Employer: |
Grant Numher:l ﬂ
— WilA Youth
&% Barriers
spyc [
s Is the “Youth
[ A Parent?
Out of School [ A child living with the
:l" custodial parent or other
adult caretaker/relative?

unable to achieve
witer receiving -

Show Me Hero — -

Show MeH...

Q% Check Yerification ‘

Eligibility Werif Date: Record Dfm jﬂ 4 Add | (fj; Save | 3 Cancel |
Does customer have limited English speaking skills? (Y)es or (N)o
Record: 11 =03C=
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WIOA Section

52. The WIOA Section
must be completed.

NOTE: The income portion of
the eligibility is now required
to be accessed even if the
customer is receiving TANF,
GA/RCA/Food Stamps/SS|,
Free Lunch, or Youth in High
Poverty Area

Eligibility-Eligibility Tab
Income

53. Click on the Income
button

54. Enter Last Month
(Month/Year)

If the customer is receiving
TANF, GA/RCA/Food
Stamps/SSI, Free Lunch, or
Youth in High Poverty Area
simply enter the last month
and save the form, there is no
need to enter income for a
WIOA Youth only participant.

i

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

[=][E ]

+ = 0
PORBBRAOAIVEESVIEIFRNEG BIFSCKSE « » @
'@ Eligibility - JANE TESTER(F#H#-1142) | Pl 0 (673)751-8425
Eligibility l Waiver l Enroliment l
Eligibility ‘
[ PEFSID"E.' '_ I 54 Anid 834 DOp '_ WDA WDA le_
@3W10A Family come Worksheet Category| =
— WIOA Progra Lﬂ}thf Date:
Month/Year  Total
*Last Month: WIOA Semi-Annual; 0 Mazs Layoff: | ﬂ
5th:|— WIOA Annual; 0 r
athf £ Copy Employer: |
HH ;r:_'l Grant Number:| =l
1st] Family Size:[ — WI0A Youth
I Income type: Il Description Il Amount bnnual Income: '_ ?-’-"Zﬁ Earriers
e ] SPYC
— Stat| || [ [ oD EE S Is the Youth
I I I B [ A Parent?
| | | Hive Service: = Out of School [ A child living with the
| [ [ Sarvice # :l* custodial parent or other
Curre I I I - Lice wai"'er:l—Ll adult caretaker/relative?
H | | | = Show Me Hero — -
; nable to achieve
4 A | = pete | Monthly hcome |  receiving . Show MeH...
"""" Save | fg) Close | Q/ Check Yerification ‘
igibi eri (= Record | 1lof aAVE ance
Eligibility erif Dat Add = o |

|s the customer homeless? ™ or '™’

Record: 11 =03C=

DWD Technical Training April 2016

Page 17




55. Toolbox will fill in the
Month/Year six months back.

56. Double-click in the Income
Type field

57. Choose the Income Type
from the List of Values (LOV)

58. Click OK button

59. Enter a Description of the
Income

60. Enter Amount of income

Repeat steps 56-60 to add additional
income types

G WIOA Family orksheet

— WIOA Programs

MontMirear  Total

Find| %

Income Type

Dividends
Earned Income
Fellowships,assistantships

il

cancel |

#+ast Month: [T §lH ‘ WIOA Semi-&nnual;
A022018 0 WIOA Annual:
Jo1/2018 0 Copy |
1212015 0
59
4112015 0
4102015 0
Income type Description Amount |
WIOA Income Types x|
57

I

oze

DWD Technical Training April 2016

Page 18




Y2 WIOA Family Income Worksheet

— WIOA Programs
KMonth/™ear  Total

#Last Month: iR m WIOA Semi-Annual: 300

athi|oz2i2016 0 WIOA Annual: 00
61. Toolbox will total Monthly 4th:{n1/2018 0 Copy |
Income | 63 ) 3rd{12/2015 0
62. If each month the income is an:h 12015 ¢
the same you can choose the 151012015 0 62

Copy button. Income type | Description Amount
Earned Income |Wages o0«

63. If the monthly income varies,
you will need to select the month
you wish to enter and follow steps

55-61to add the monthly income

-

Monthhy | E
+ Al | == [elete ‘ enthly nc:urne
{'_3? Save |’B Cloze |
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64. Toolbox will total WIOA
Semi-Annual total

65. Toolbox will total WIOA
Annual total

66. Click Save button

67. Click Close button

Y2 WIOA Family Income Waorksheet

— WIOA Programs
Month™ear  Total
#*| ast Month:|03/2016 200) WIDA Semi-Annual; 1,800
ath:|02/2018 300 WIOA Annual: 3,600,
4th:jo1/2016 300 gﬁ; Copy |
ardl12/2015 300
2nd:{11/2015 300
ke 1052015 m
Income type Description Amount
Earned Income Wages 300 -
Monthhy Income:
+ Acd | = [elete | - 200
I 66 I—P{E? Save |’8 Cloze ¢
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68. Receiving TANF-Yes/No

69. Receiving GA/RCA/Food
Stamps/SSI-“Yes” or “No”

70. Free/Reduced Lunch-
Yes/No

71. Youth Living in High Poverty
Area- “Yes” or “No”
(https://ogitest.oa.mo.gov/DED/p
overtyTract/index.html)

72. Enter Family Size

73. WIOA Semi Annual Income-
Calculated by Toolbox from
Income button

74. WIOA Annual Income-
Calculated by Toolbox from
Income button

75. Registered-Selective Service.
“Yes” or “No”

76. Service #-Enter Selective
Service number

77. Waiver-If Male not
registered with Selective Service
enter Waiver reason

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

File Edit Navigation Options Utility MO Utility

Window Help

[ [ ]l

PORBLAFOAIVACSVIFRREG BEHCKSE] « » @
'@ Eligibility - JANE TESTER (#-#-1142) | LESLIE PITCHFORD (573)751-8425
Eligibility I Waiver lEnrDIIrnentl
Eligibility l
— Personal [ : — WIoAl WIoA DWW
Us Ciizen: pr—)> Receiving TANF: v Layoff Date:
Alien Registration #.A . Receiving GA/RCA/S
Disabil Josabed <] FOOD STAMPS/SS, v Ty =
i I 70 = Prreel Reduced Lunch: = =
HH Have Dep Child(<18):. [ves = “outh High Poverty Area | - ﬂ
Single Parent:| g ﬂ Family Size:|

Limited English:|p

Semi-Annual Income: 1,800

— Status [ 1
Wet Status:| ot 3 Veteran vI

3,600

Employment Status:| nemployed =

Dislocated Wurker NU
Homeless:| g

Ul Claim Status
Current Education Status: - - = i | :
Highest Grade Comp: )
Was the customer unable to achieve

Annual Income:
74 Fw Income
Hegisiered - Selective Service:

Service #
(«1} Selective Service | Waiver: -

¢ Barriers

[ A Parent?

[ A child living with the
custodial parent or other
adult caretaker/relative?

self-zufficiency after receiving -

career services?

Show MeH...

4 Check Verification |

Eligibility “Verif Date:

Record uf ﬂﬂ == &

| g_ff}' Save

| ¥ Cancel ‘

Record: 11

=03C=

DWD Technical Training April 2016

Page 21




78. Notice the Low
Income checkbox is
checked for Adult/Youth.
This occurs based off one of
the below criteria

1. Yes to TANF
question

2. Yesto
GA/RCA/Foo
d Stamps/SSI
question

3. Yesto
Free/Reduce
d Lunch

4. Yes to Youth
Living in a
High Poverty
Area

5. Income meets
the low
income
guidelines

79. Was the customer
unable to achieve self-
sufficiency after receiving
core services? Select Yes or
No from the drop down
arrow

File Edit Mavigation Options Utility

'@ Eligibility - JANE TESTER(F#H#-1142)
Eligibility l Waiver l Enroliment l

Eligibility l

| £ Toolbox 2 (Test) Powered by Oracle 11g - Ehgibility
MO Utility Window Help

PORMBRAOAIVCACSVIEIRBA BBHEKSE 4

— Personal |

Diate of Birth:{10/14/1995
US Citizen|yes |
Alien Registration #:A
Disabilty Status:[\ot Disabled |
Disabilty Type]  +|
HH Have Dep Child(<18):.|ves _=
Single Parent:|vee  w
Limited English:|pq -

— Status [

Employment Status]|inemployed v |

Ul Claim Status:|pone -
Current Education Status:|ot Attendin,.

Highest Grade Comp:|High school.. v |

Dislocated Worker:|p 5 -
Homeless:|p o -

- m
| LESLIE PITCHFORD (573)751-8425

— WIoAl WA W

$ Incotme Categur'_.f:l ﬂ

Receiving TANF:[, LayoffDate:]

Receiving GA/RCAS
1y Mass Layoff: _ b
FOOD STAMPSISSI Tes X DWE[
Free/ Reduced Lunch:|, - Employer- |
*Youth High Poverty Area | fes * Grant Number:| =l
Family Size]| 3 — WIOA Youth [
Select] .
Semi-Annual Income: 1,800 % Barriers
.
Annual Income: 3,600 s the Youth
250% saL | |
P [~ Low Income Adulvouth ™ A Parent?
Registered - Selective Service: - Out of School [ & child living with the
Seryvice # :l* custodial parent or other
éﬂ Selective Service|Wai'.rer: - adult caretakerfrelative?
gro —

WWas the customer unable to achieve 79 Show Me H. .
self-zufficiency after receiving -
career services? eck vetification |

Eligibility Verif Date: Record uf jﬂ = Add

| (_':3? Save

| 3 Cancel

Record: 1M1

=05C=
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80. Click the Show Me
Hero button

— Perzonal |

'@ Eligibility - JAME TESTER(F#HH-#H-1142)
Eligibility l Waiver l Enroliment l

Eligibility l

Date of Birth:|10/14/1995
US Citizen:|yes |
Alien Registration #:4A
Disability Status:|yot Disabled |
Disability Type *
HH Have Dep Child(<18):|ves _=
Single Parent:|vvee
Limited English:|q -

— Status [

Wet Status:| ot 3 Veteran =
Employment Status:lm
UIClaim Statusfyone v

Current Education Status:|p gt Attendin,.

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

PORBBRAAOAIVCACSVERBEQ BRHREKS B 4

(o] &S]

| LESLIE PITCHFORD (573)751-8425

— Wioal
$ Incame
Receiving TANF: |15 -
Receiving GA/RCAS

FOOD STAMPS/SSI"es =

Free/ Reduced Lunch:|y -
“outh High Poverty Area |Yes hd

Family Size:| 3

Semi-Annual Income:

1,800
3,600

Annual Income:

¥ Low Income  Adult'youth
Registered - Selective Service:] |

Service #:Ii

éﬂ Selective Service|Wah.rer:|—L|

Highest Grade Comp:|4igh school.. - |

Dislocated Waorker:|yq -
Homeless:| o -

- m
WIOoA DWW
Categury:l ﬂ
Layoff Date:
Mass Layoff: I
DWG[—
Empiloyer: |
Grant Number: | ﬂ
— WiI0A Youth [
g ?5’456 Bartiers
spyc [ ||
250% gL 1 |~ Iz the ¥ outh
Ot of School
h

Show Me Hero — -

Was the customer unable to achieve
self-zufficiency after receiving
career services?

Show Me H...

Q% Check “Yerification |

Eligibility Verif Date: Record uf jﬂ = Add

| 3 Cancel

| {Fﬁ}‘ Save

Record: 1M1

=05C=
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81. “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 l@ShW oo

™ Are you one of the following:
Separated from the milita ry 1. the spouse of a active duty miltary personnel or
within the last 12 months or ] 2 the spouse of a active duty miltary personnel who separated from the miltary - M

within the last 12 months or
3. the spouse of a Mational Guardsman or a reservist who was deployed for at least

3. the spouse of a National | four months and then returned from the deployment within the last twelve months?

Guardsman or a Reservist who
| Are you a member of the Mational Guard or a Reservist l—_|

was deployed for at least four £ who was deployed for at least four months and returned hd

months and has returned from from the deployment with the last thirty-six months?
[

the deployment within the last 1

. o L =
twelve months?” If the Are you a Veteran who served in the military within the last 365 days? =

customer can answer “Yes” to

. Cancel | oK |
any of the three questions, e

click the drop down arrow and
select “Yes”. If not, the select
”NO". 1

82. “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”

83. “Are you a Veteran who served in
the military within the last 365 days?”
Click the arrow and select “Yes or No”
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84. Click OK button
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85. Out of School- Click the arrow and
select “Yes or No”

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

PORABRAOAEIDVACS2 VI BECKSS « » @

'@ Eligibility - JAME TESTER(#H#-##-1142) | LESLIE PITCHFORD (573)751-8425
Eligibility I Waiver l Enroliment ]
Eligibility ‘
— Personal — WIOA DWW
N Date of Birth:|10/14/1995 - u =
- $ Incame Categur_v:l ﬂ
Us Citizendy es :l" Receiving TANF ;| Layoff Date;l—
Alien Registration #4 Receiving GARCAS l—_l
Disabiity Status:{of Dabled FOOD STAMPS/SSHYes DS Lavort =
Disabilty Typel—_lv Free/ Reduced Lunch:(y, - - |
HH Have Dep Child(<18):|ves = “outh High Poverty Area |‘r’e5 - Grant Number:| j
Single Parent|yv e Family Slze:|_3 — WIDA Youth [
» i , Selec| ., .
Limited English:|p - Semi-Annual Income; 1,800 7% Barriers
Al I ! 3,600 sevc LI -

— Status [ i B . 2509 5y [ [~ |5 the Youtn

Vet Status:|jot a Veteran + ¥ Low Income Adultfvouth [~ A Parent?

Employment Status:|nemploved -+ Registered - Selective Servicgs Qut of School [ A child living with the
Ul Claim Status:|gne - Service custodial parent or other
Current Education Status:|qt attendin,.. éq} Selective Service|1.|'|.l'a'n.r | - ZLLLEREE B R R
Highest Grade Comp:[; Show Me Hero —
: . F"-lngh =chool... j Was the customer unable to achieve Show Me H...
Dislocated Worker| b =self-sufficiency after receiving Tl ~
Homeless|ng - career services? « Check Werification |
Eligibility \erif Date: Record Df 4 p| s | @ Save | 3 Cancel |

Record: 11 =0SC=

DWD Technical Training April 2016

Page 26




Eligibility-Eligibility Tab Barriers

86. Click Barriers button

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

PORABRAOAEIDVACS2 VI BECKSS « » @

| LESLIE PITCHFORD (573)751-8425

'@ Eligibility - JAME TESTER{#FH-##1142)
Eligibility I Waiver l Enrcliment ]
Eligibility ‘

[ Personal | e of Birh] 1071411905
US Citizendyres |
Alien Registration #4
Disability Status:[lyot Disabled |
Disabilty Type =

HH Have Dep Child(<18):|ves =

Single Parent: ey -

Limited English:|1, 5 -

— Status [

Vet Status ot 3 veteran
Employment Status:lm
Ul Claim Statusjgne |
Current Education Status:lm

— Wioal
$ Income
Receiving TANF: |15 -
Receiving GARCAS

FOOD STAMPS/SSITes >
Free/ Reduced Lunch:|yq -

“outh High Poverty Area |‘r’e5 b

Family Size:| 3
Semi-Annual Income; 1,800
Annual Income: 3,600

¥ Low Income Adult’outh

Registered - Selective Service: -
Service #

é.} Selective Service|1.|'|.l'a'n.rer: -

Highest Grade Cump:|High School.. j

Dislocated Worker:| o -

Homeless:|p 5 -

[ B ]

WIDA DW[
Categury:l ﬂ
LayoffDate
:
. DWG':;ESS Layoff: 52
Employer: |
Grant Number:| ﬂ
— WIDA
% Barriers
~
250% s [ ’: ls the Youth
[ A Parent?
Qut of School [ A child living with the
:lv custodial parent or other

adult caretaker/relative?

Show Me Hero — -

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

b I

Show Me H...

o Check erification |

Eligibility Verif Date: Record uf jﬂ = Add

| 3 Cancel |

| @ Save

Record: 11

=03C=
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Eligibility-Eligibility Tab Barriers

87. Choose the barrier you wish to use
to qualify the customer for the WIOA
Youth Program. REMEMBER you must
have documentation of the barrier(s) you
choose

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

File Edit Mavigation Options Utility MO Liility Window Help

PORBRALFOMEIVARBSVIFHEE BHCKSM| « »

@Eligibilih"-J.‘\NE TESTER(#H-##1142) |
Eligibility l Waiver I Enroliment l

'@Cmt of School Youth Barriers

LESLIE PITCHFORD (573)751-8425

=%l =5~

87

| ’B Close

Save
1

Q% Check “erification |

] WIOA DWW
Dropout: - < ‘
o $ Income Categury:| j
Truant Last Full lluarter:l ﬂ Receiving TANF: | q - Layoff Date:
Low Income HS Graduate and Basic Skils I—LI Feiving GARCAS e l—Ll
Deficient or Limited English Profeciency: DOD STAMPS/SSIYes = WG e
Offender] | [ Reduced Lunchfyo | Employer: |
Homeless:|Ho ~| [|hPoverty Area |[ves ¥ Grant Number:| =]
Family Size:| 3 — WIDA Youth
Runaway: - Selecl .
¥ i-Annual Income: 1,800 FlF #% Barriers
| Foster Child: hd Annual Income: 3,600 SPYC S
250% sJL | | |
Pregnant or Parenting: | [me Adultivouth [ A Parent?
Disablec: [ | [Fetive Service: = Out of School [ A child living with the
Cervice & Es 52 custodial parent or other
Needs Additional Assistance: > lervice| Waiver - adult caretakerirelative?
Show Me Hero —— -
r unable to achieve Show Me H...
fter receiving No -

Record: 11

<08C=

Record uf ﬂﬂ = Add ‘ (:‘3? Save | 3 Cancel | -
ar
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88. Click Save button

89. Click Close button

&) E=8 ol
File Edit Navigation Options Utility MO Utility Window Help

PORBRLAOAIVATSVIFEE BEECKS® |« » M

7=

) u|

Record: 1/1 || | | <08C= |
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Summer Jobs League Enroliment

90. Select the SIL button.

91. Since you are enrolling the
youth in a Summer Youth
program, if it applies you must
check one of the boxes
underneath Is the Youth.

92. Click Check Verification

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

File Edit Mavigation Options Utility MO Utility

PORBRAAOAIVCACSVvEIHEE BISECHKSE 4

@ Eligibility - JANE TESTER(FH-#5-1142)

Eligibility ] Waiver lEnrDIIrnentl

Eligibility l
— Personal [

HH Have D

Date of Birth:(10/14/1935
US Citizen:ves

Alien Registration #A
Dizability Status:|p gt Dizabled
Dizability Type -

ep Child{<18) [vez _»
Single Parent:|ves

Limited English:|p -

— Status [

Vet Statusi ot a Veteran -

Employment Status:|inemploved

Ul Claim Status:|ygne -
Current Education Status:|ypt sttendin.. =

Window Help

(o |[E ]S

-

| LESLIE PITCHFORD (573)751-8425

— WAl

$ Income

Receiving TANF:|5 -
Receiving GAJ/RCAS

FOOD STAMPS/SSI Tes :l"

Free/ Reduced Lunch:|p,

outh High Poverty Area |Yes -
Family Size:| 3

Semi-Annual Income:

1,800
3,600

Annual Income:;
¥ Low Income  Adult’youth

Registered - Selective Service:
Service #:
(’1} Selective Serwce|War'.rer

Highest Grade Comp:|High School . v

Dislocated Worker:|jp -
Homeless:| g

WIOA DW[
Categur'_.f:l

|
Layoff Date:

Mass Lavoff: :l'
WG

Employer: |
Grant Number: |
{ =0 |

=

— WIDA Youth -

Select

P Barriers |
/....g

spyc |
250% s [

‘ the Youth

[ A Parent?
[ A chid living with the
custodial parent or other

:

Out of School

w

adult caretakerirelative?

=

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

No -

Show Me H..

s Check Verification |

Eligibility Verif Date:

Record Df ﬂﬂ + Al

| 3 Cancel

| @ Save

Record: 1M1

=05C=
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General Section

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

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

WIOA/WIOA Adult/Youth Section

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

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

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

File Edit MNavigation Options Utility MO Utility Window Help

POMBRAOMIVQRESVIREE BBEECHKSE 4

'@Check Verification

[ Identity
(- ie. Drivers License S5 Card, W2 form)
[ Citizenship / Employment Status
(- ie. Birth Cert., Work Auth, Alien #)
[ Age
(- ie. Birth Certificate)
| | Dizabiliy Status
(- ie. Medical Records)
| Weteran Status
(- ie. DD214, Vet Admin (300)827-1000 )

— WIOA J WIOA Adult™ outh
| [Family Size

[ Last 6 Months Income
| | Selective Service

[ Categorically Eligible

WWILTA Lisl0cdied Wy E
| |Dislocated Worker Status

(See Eligibilty Guidelines)
[ Layoff Date

b [HW

Show Me Hero
[~ Maritial Staus
(Marriage License, DEERS Paperwork, etc.)

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

|9_4|

| 3 Cancel

{'37 Save

| 'B Close

| —

K1

Rercord: 11

=150
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[£| Toolbox 2 (Test) Powered by Cracle 11qg - Eligibility

File Ed jon  Options  Utility MO Wiility  Window Help

LS QR rAORIDEAR22V/VEREE BECKSE < v @
¢ Check vedgcation
G-enerall Yuuthl

— General — Show Me Hero
[+ identity
(- ie. Drivers License,55 Card, W2 form) —  Maritial Staus 98
[+ Citizenship / Employment Status ; .
8 L DEERS P K, etc.
(- ie. Birth Cert., Work Auth, Alien #) (Marriage License, aperwork, eic.)
[+ | Age [~ Miitary Dates and Discharge Type
(- ie. Birth Certificate) (DD214, Copies of Orders, etc.)
| | Dizability Status
(- ie. Medical Records)
[ Weteran Status

97. This does not need to be (- ie. DD214, Vet Admin (800)827-1000 )

erified per MO DL 123455788 and MO BC 123455
completed for WIOA Youth or erified per an

Summer Youth programs — WIOA / WIDA Adultouth
| | Family Size

[+ Last& Months Income
[ Selective Service

[+ Categorically Eligible

WIOA Dislocated Worker/NEG

Show Me Hero

98. This does not need to be \Verified per FSD CS printout, FSD FS letter and ver of
completed for WIOA Youth or e e
Summer Youth programs [ Dizlocated Worker Statuz (See Eligibility Guidelines)
[ Layoff Date G

99. Click Youth tab |

{3" Save | 3 Cancel |’8 Cloze | J
K L

Record: 1M1 =0SC=
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File Edit Mavigation Options Ulility MO Utility Window Help

PORMBRALFOMAIVECSVERBEE BIRCGCKSE « » @

100. Check the check box or enerally Acc B e
boxes that are not grayed out. -
These should correspond to the
barriers that were Selected in the . LowIncome K= Grad and Bat dllz- Det. or Limited English:
Eligibility tab as seen in steps 88-89 :

. Truant fromHigh =chool for Lagt Full duarer:

.. Runaway
Remember anything listed as a
barrier on the Eligibility must have
documentation.

I |Foster Child

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

Record: 11
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o

| 4| Toolbox 2 (Test) Powerad by Oracle 11g - Eligibility o | B X

File Edit Navigation Options Utility MO Utility Window Help

POMBRALFOAI VAR SVEREBE BHGKSE « » W

5

. Uropout

. iruantmom High

. Low Income HSGrad and| ] Wef. o Limited Englizh

102. Click Save button

103. Click Close button
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-

|£| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility = = &=
File Edit Mavigation Options Utility MO Utility Window Help
+ 71
POBBRAFAOMIVEESVIFEHEG BRCGCKSE « » @
25 Eligibility - JANE TESTER(#8#-##-1142) [ LESLIE PITCHFORD (573)751-8425
Eligibility I Waiver l Enrollment l
104. Now that Check Verification Eligibility ]
is complete the WIOA, WIOA — Perzonal [ — WIDAN] wWinA Wl
P ’ Date of Birth]10/14/1395 $ Income
Youth, and SIL checkboxes are now e Category:| =l
checked. IZET] Ves :lv Beceiving TANF:| o = Layoff Date:
Alien Registration #A Receing GA/RCA/S I—_l
E: 1f vou h his far and Disabilty Statusyot Disabled v | FOOD SINPSISSETes > owg =2 =
NhOT 2 Iyllou ave gotte;\ t is far an Disabiity Type]| <] Free/ Reduced [¥ Employer |
the enroliment you need Is not HH Have Dep Child(<18):/ves v outh High Poverty Ar ellyer| =
checked STOP go back into the Check Single Parent]yos <] Family Size| 3 =]
Verification and find what was Limted Englishyy v | STl TR 1,800 Elsefm #% Barriers
. _ SPYC
missed. —; Annual Income: 3,800 SiL 7] Jr= | & the Youtn
Vet Status:{ot 3 Veteran - [+ Low Income Adultivouth ¥ & Parent?

105. Double-click in the Eligibility Employment Status:{|inemploved = Registered - Selective Service: - Out of Schaal [ A child living with the
Verif Date field. This will populate il x| = E e = c”;'tTﬂl :;:"tfr;he;
th t dat Current Education Status:|iqt Attendin, . = éﬂ Selective Service|Wa'r'.rer: - AUl EaretakenTeative -

€ current date. Highest Grade Comp:[igh School.. v | : show Me Hero —

T I—_l Was the customer unable to achieve
. I3 Mo - . -
106. Click Save. _ et “freceiing o <] —
Homeless:|yq - career ¢ Check erification |
Eligibility Verif Date: Record u.f jﬂ & Add | @ Save | 3 cCancel
Transaction complete: 1 records applied and saved.
Record: 11 =03C=
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107. After Save a popup will
appear indicating the record will
be frozen.

108. 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.

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

PORBAFOAIVARBSVIFEEG BRCKSE| 4 > @

@ Eligibility - JANE TESTER(#H###-1142)
Eligibility l Waiver l Enroliment l

| LESLIE PITCHFORD (573)751-8425

(o] O |ms]

Eligibility ]
— Personal [ : WIOA [ WIOA DWW

Date of Birth:{10/14/1995 $ Income

N Category] |
U Citizert| o :l" Receiving TAN F:m Layoff Date;l—
Alien Registration #:4 Receiving GA/RCAS l—_l
Disabilty Status:(\ot Disabled FOOD STAMPS/SSHTes  ~ o EMIESS Layoff: -
Disability T}'Dﬂl—|v Free/ Reduced Lunch:|q = e |
HH Have Dep Chid(<18k|ves ~| [Forms x| Er =l
Single Parentyes | This record will be frozen! Do you want to continue? | ¥
- i Select ., .
Limited English:{y 4 - =% Barriers

— Status v —— [7 Yoo | Mo | 107 Y| is the voutn

V’Et -Stﬂ.tl.ls: Nﬂt 3 “-'retﬂ'rﬂn _‘ .................... - ,— A Parent?

Employment Status:| nemployed | || Registered - Selectivg Service | =] Uut of school [ A child living with the
Ul Claim Status:|pgne - rvice #: fes ¥ custodial parent or other
Current Education Status:|p ot Attendin,. v Ly Selective Servi E‘Wah.rer: = — adult caretaker/relative?
Highest Grade Comp:|h; Show Me Hero —
: . I-".|H|gh school... ﬂ Was the custo achieve Show Me H..
Dislocated Worker:|p, g - s e ng No -

Homeless:|p g -

Career Services?

" Check verification ‘

Eligibiity Verif Date: [ 1: Record | 1)of| 1 jﬂ < Add

| 3 Cancel

‘ {?? Save

Enter date when eligibility and verification is complete (mmiddiyr)

Record: 11

=05C=
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109. Click on Enrollment tab

SPECIAL NOTE

The start date of the enrollment
must be no later than the actual
start date of the first service being
funded. Actual Start date must be
entered into service notes.

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

POCRBRAAOHIVAPSVIFEHA BECKSE « » @

| LESLIE PITCHFORD (573)751-8425

'@ Eligibility - JANE TESTER(##H##-1142)
Eligibility l Waiver l Enroliment
Eligibility l

— Personal [+

Date of Birth:[10/14/1935
US Citizen:ves |
Alien Registration #:A
Disabilty Status:{\ot Disabled |
Disability Type -
HH Have Dep Child(<18):|ves _»
Single P‘arent:m
Limited English[yy v |

(o] |m=s]

— Status [+

Vet Statusnt 3 Veteran =
Employment Status jnemploved |
UlClaim Statusjpne |
Current Education Status:lm

109
— WIOA WIDA DW[—
8 come | Category] =}
Receiving TANF: |5 - Layoff Date:
Receiving GA/RCAJ I—_l
FOOD STAMPS/SSes ¥ Dwéﬂliﬁs Layoff. z
Free/ Reduced Lunch:|p g - Employer- |
Youth High Poverty Area |[ves Grant Number:| =l
Famity Size:| 3 — WIDA Youth -7
Select .
Semi-Annual Income: 1,800 _ % Barriers
seve =
Annual Income: 3,600 5l le Is the Youth
250% SJL v .
W Low Income Adult™outh - ¥ {4 Parent?
Registered - Selective Service: - Out of School [ A child living with the
Service # es = custodial parent or other
Lol Selective Service|1.|'|.fai1.rer: = adult caretakerirelative?

Highest Grade Comp:|jigh School... |

Dislocated Worker:{p -

Homeless:|y g -

Show Me Hero — -

Was the customer unable to achieve
self-sufficiency after recening
Career Services?

No -

Show Me H...

o Check Verification | (_E; Registration Details |

Eligibiity Verif Date:[04/04/16 ~ Record | 1)of| 1] ﬂﬂ e kac

‘ .{E? Save

‘ 3 Cancel

Record: 11

=05C=
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NOTE: All programs the customer is
eligible for based on information
entered into Toolbox is listed on the
Enrollment tab

110. Click in the boxes next to
the WIOA Youth and SIL programs

111. Click the Enroll button.

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

[l E s

PORBARAAOHIVARSVIFHR BHCKSE « » @

¢ Eligibility - JANE TESTER(###-##-1142) | LESLIE PITCHFORD (573)751-8425

Eligibility l Waiver Enrullrnent‘

r— Eligible Enrollments.

W RCRCW N

CHCRCNCNN

DWD Eligibiity ] Referral System Programs Ref Dt DCHN I Teeanwul

WA AI:IM 110 N =

[ [Summer J ague (SJL) —_L H N I

[T {WiI0A Youth = H =

= [ m m [ Show Clos...

N Other Potential DVVD Programs

Verify Date:|04/04/16 r J +L
[ = [elete
¢ Enrall 111 I
r— Actual Enrolliments
Program Start Dt ‘ End M | Teen Two |Trade 2ﬂ-ﬂ2‘ Qutcome

Copsl
[ Show Clos...

RN RN N

[ External Counzelor | Recalled by Trade Affected Employer

3 Cancel

Record: 11 =030+

=
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Actual Enrollments

112. The WIOA Youth and SIL
are now displayed in the Actual
Enrollments section, along with a
Start Date.

113. Click Save button.

114. Click on the Employment
Plan speed button.

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

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAAOAIVAGSVIFRG BRHCKSE « » @

LESLIE PITCHFORD (573)751-8425

A Eligibility - JANE TESTER (#t#-##-1142)

|114|

(o) 5

-

Eligibility l Waiver  Enrollment l
r— Eligible Enrolments
DWD Eligibility Referral System Programs Ref Dt DCN ID Teeanwul
| [wioa Adut L -
N B H =
u | n B
= [ I | Show Clos...
B Other Potential DWD Programs
Ao
Werify Date04/04/16 r J +—
[ J = [ielete
112 < Enrall
— Actual Enrollments ——#*
A7 Program Start Ot | End Dt | Teen Two |Trade 2002 Outcome |
Summer Job League (SJL) 04/04M8

WICA outh

NN NN W

NN NN R

W NN NN

Dopsl

[ Show Clos...

[ External Counzelor

[ Recalled by Trade Affected Employer

3 Cancel

Transaction complete: 1 records applied and saved.

Record: 2/2

=050+
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115. Click on Employment
Plan tab

P

| £ Toolbox 2 (Test) Powered by Oracle 119
File Edit Mavigation Options Ulility &

PORBALAOMH E S

‘@Employment Plan - JAME TESTER(FH-HHV142) |
Enroliment l Apprupriateness] Employment Plan l

indow Help

LESLIE FITCHFORD (573)751-8425

Progress l Closures l

QBSvIHRMA BEGCKS® « »m

r— Eligitle Enroliments
| DWD Eligibility | Referral System Programs Ref Dt DCN ID
| [wioA Adutt L
= n
r | B
- m
[ | Other Potential WD Programs
Verify Date: [
-
< Eritil | Anreement |

[ Show Clos...
J = Add
| = Delete

— Actual Enroliments

Program Start Dt | End Dt | Trade 2002
040416

04041186

Summer Job League (SJL)
WIOA outh

Ciopsl

[ Show Clos...

CWRCRCRCRC

[ External Counselor [ Recalled by Trade Affected Employer

3 Cancel

Record: 111 =05C=
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NOTE: If the Youth will be enrolled
into training paid through WIOA
funding the ONet must be the ONet
they are being trained in.

116. In the Onet field, either
begin entering a code or double
click. If you begin entering an Onet
code and press Enter, a list of Onet
codes and corresponding titles will
appear.

s

| £ Toolbox 2 (Test) Powered by Oracle1lg - Employment Plan
File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAODHAIVARS2VIFEEG BFECKSE « »

‘@Emmwment Plan - JANE TESTER(fHH-H-1142) [

Enroliment l Appropriateness  Employment Plan l

[ Show Closed Services | Show Closed Tasks EONotice] | Pian] 1 |of 4 ‘ )J

Progress l

LESLIE PITCHFORD (573)751-3425
Closures l

[ ][O sl

* Start Date:|na/p4i15 Elused:l | | | sl
d I
117. If the code and title box i'[;,;;i,'édmgstMErEé - o
appears, you may choose the ONet ! 117 I ~]
that you want to select by clicking ‘ Find|311U12ElU% 4
on it (this will highlight it) and ‘ =]
clicking OK.
Il 31101200 Mursing Aides, Orderlies, and
118. Click OK (if you have + Add Ser\-'ice| CDmmentS| ﬁ Werification
selected the correct ONet from the b il Task
lISt) Pel Task
1l
119. If the ONet you need_is not
—_— End Date: Out -
listed click the Cancel button. i 119
Cumments:‘ - J
iy | Il
120. Double click in the Onet
field if you would like to search for B schedule ‘ L3 Prirt Plan ‘ 4 Mew F‘Ian| — Del Plan | % Save ‘ X Cancel ‘ $ Payment | G MECH | TRA ‘
the correct Onet code.
COccupational Information Metwaork - 0*NET
Record: 11 ... |List of Valu... =03C=
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121. Enter the title of the ONet
you need into the Job Title field.

122. Click Search button.

123. Locate the ONet you wish to
add on the list and click on it.

124. Click Select button

121 i

122

Search
Code Congector | Keyword Search Tree Search |
Job TtBZlgruunds " Exists In E‘E Search |
I 1 + Contains Al
Occupation | DOT Titles
srounds Maintenance Workerg, All Other (37-3019 |ES lnstru ctor, Ground Services -
andscaping and Groundskeeping Workers (37-30 |‘|D5T-|'H ostess, Ground Occupation:

||'Iining and Geological Engineers, Including Mining S

l:h ecker, Dump Grounds

|Grounds Maintenance Workers, Al Other (37-3312.003 1

hrnu nd Mixer

l?-rnu nd Layer

I&ssemhler, Ground Support Equipment

Civil Engineers (17-2051.00)

|

Related Occupations | 123

vl
| |

Lay Titles.

= ISUF‘ERINTENDENT,GREENS OR GROUM

gdarine Engineers (17-2121.01}

fGROUND WORKER

Petroleum Engineers (17-2171.00)

llH ECKER,DUMP GROUNDS

Civil Engineering Technicians (17-3022.00)

fzROUND WORKER

s

Py Select

Description:

124 ]

All grounds maintenance workers not listed separately.

Geologists (18-2042.01)

lN STRUCTOR,GROUND SERVICES

Dishwashers (35-9021.00)

hRDUND SCHOOL INSTRUCTOR

fursery Workers (45-2092.01)

~ | [GROUND WORKER

¥ Cancel |
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan E@
File Edit Mavigation Options Utility MO Utility Window Help
+ q.
POBBRAAOHAIVARS2VIFHA BECKSE « » @M
'@Emﬂwmmt Plan - JAMNE TESTER(#RH-1142) | LESLIE PITCHFORD (573)751-8425
Enroliment l Appropriatenesz  Employment Plan l Progress l Closures l
[ Show Closed Services | Show Closed Tasks EOMNotice| | Plan 1 [of[ 1 | ¢ | PJ
125. ONet is now - ® Start Date|04/04/16 Closed] \ |
populated. [125 18 37301 100) |Lﬂndscaping and Groundskeeping Workers |
. e * Goal
126. Goal: Type in a goal 126
for the job seeker.
127. Justification: Type in Miiab i -
the justification reason to LHI ] r—
i 127
explain the goal entered. Objective] WY I
128. Objective: Double Service: | | |
click in the Objective field 0% Hour : = Ldd Service Comments| B “etification
: hy Wage: kA
Q I—I = &dd Task
= [l Tazk
End Date: Qutcome: — Dl Service|_
Comments: -
| 2
B schedule | L3 Prirt Plan | 4 New F‘Ian| = Del Plan | % Save | 3 Cancel | $ Paymert | ) MECH | TR& |
Occupational Information Metwork - 0*NET
Record: 1M1 ... |List ofValu... =05C=

DWD Technical Training April 2016 Page 43




Adding Summer Youth Service
(Assessment Service)-If you dually
enrolled the participant into WIOA
Youth and a Summer Youth Program
you do not need to complete a
separate assessment, however the
SIL Assessment must be posted to
the participants Record.

NOTE: Toolbox has been set up to

display only the services that are
relevant to the program(s) a
participant is enrolled in.

129. Click the arrow next to the
Objective box

130. Select the Objective needed
by clicking on it.

131. A list of possible services
and/or activities based on the
Objective you selected appears.

'@Serﬁces

129

By Objective lEeruioeTreel Key Word IA abetiu:all}rl

CIh'E-:.th.re: guth Services

e

- Services [ Activities

5035JL Summer % outh Employment Opportunities

S075JL Supportive Services

5115JL Youth agzessment

:E

— Service Definition

{3‘: Select

| '@ Cloze
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Note: All WIOA Youth must be
provided the 611 Objective
Assessment & 612 Individual Service
Strategies. Enrolling in those two
activities is not shown in this desk
aide, but is required when you are
dually enrolling a customer in WIOA
Youth and SJL.

132. Highlight the
Service/Activity needed by
clicking on it.

133. Click Select

Ty ~
-

-— ||

e

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

PORBRAOHITACS2vVIFEE BECKSR « » @

@ Sernvices
By Objective ‘ Service Tree l Key Word l Alphabeticaly l
Objective:vouth Services =~/
r Services / Activities

S035JL Summer Y outh Employment Oppeortunities

S07SJL Supportive Services

— Service Definition

-l 132

[= = ]=]

Cu:ummerds| ﬁ \-"erifiu:atiu:un|

Type:
133 I =]
* Selection Ends
|
@ Select | ’8 Cloze
B =chedule | ;‘j Prirt Flan | = e F‘Ianl = DelFlan | {_‘j? e | & Cancel | B Paymenit | W MECH | TRA |

Sernvices related to the objective selected
Record: 2/3

=05C=

DWD Technical Training April 2016

Page 45




134. The Objective and
Service now display in the
boxes.

135. Start Date:
Automatically enters the
current date.

136. Click Save button

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

E=NEol =5

PORBRAOHITQESVEFRAHEG BHECKOSE « » @

'@Employmenl Plan - JAME TESTER(FFFH#-1142) | LESLIE PITCHFORD (573)751-8425
Enroliment l Appropriateness  Employment Plan l Progress ‘ Closures l
[~ Show Closed Services | Show Closed Tasks EONotice] | Plan q | of 4 ‘ )J
* Start Date:| pa/04018 Clursed:| | | | —
"UNEt|3T-3011.EII] |Lﬂnu:|5c:ﬂping and Groundskeeping Workers |

* Goal|short Term-To obtain work experience through the SPYC program
Long Term-To obtain employment in the health care field

# Justification:|nzeds summer employment to gain work skille
LI

LelvLefe]

135

Objective{outh Services

Start Date:
Hours:

Service:|51135JL Youth assessment

10 & Hourly Wage: + Add Service| Cnmments| ﬁ Verificatiu:un|
Cu.mp: + Acdd Task
Tazk 1:
|_ ﬂ ﬂ Status: Type:
| I =]
End Date: QOutcome: ) fr
l = Del Service Date Assigned Selection Ends
Comments: - | |
| 2|
B schedule | ¢ Print Plan | 5 Hew Plan| — Del Plan | % Save | 3 Cancel | & Payment | i MECH | TR& |

Enter service start date
Record: 11 =05C=

DWD Technical Training April 2016

Page 46




137. The service is now
saved to the Employment
Plan and displays in the
Employment Plan tree.

NOTE: SIL Services must be
manually closed. Toolbox
will automatically close the
enrollment after 90 days of
no service. If the individual’s
service will go beyond 90
days, close the open service
and re-open a new service.

138. Double-Click in the
End Date field. This will
bring up a calendar.

139. Click the OK button

after selecting the end date.

140. Double-click in the
Outcome field. This will
provide a list of possible
outcomes.

141. Choose the outcome
you wish to use.

142. Click OK button.

P

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

File Edit Mavigation Options Utility MO Utility Window Help
POBBRAOAIVACSVIFEG BECKO DR p—
'@EmplﬂymentF’lan—JANE TESTER(f#HH#-#-1142) | LESLIE PITCHFORD (57¥3)751-8425 137

Enroliment l Appropriateness  Employment Plan \ Progress

| cosres |

# Start Date:|04/04/15 Closed: | L

[ Show Closed Services | Show Closed Tasks EOMNotice| | Plani 1 |of 4 | )J
FY

B

(= [@ =]

- outh Services
L 5115JL Youth assessment

*OMNet:37-3011.00 |Landsca

ping and Gruund5| Outcomes

* Goal  @opate Listofvalues

<)) 3 April 2016

. . S M T Wed Thi Fri Sat
# Justificatiog ™" S

KIER

LMI [efrfo]e
— 1 139 F[e[w[wls
Objective]ou| qﬁg,@ggﬁ
oK | Cancel |

Ixperience throug|
ment in the health)

o gain work skill]

] Start Date:@

} Hours:[ |

Objective]|

| Start Date:

@ Schedule | a Print Plan | + e F‘Ian| == [e| Plan | {':3‘ Save

Did Mot Complete
Service in Error

@ I -Tdd Service| Cu:umments| ﬁ "-.-"erifiu:atiu:un|
142 I

== [ Tazk

Del Service

‘ ¥ Cancel |

Status: Type:
| =l |
Date Assigned Selection Ends
| |
% Paymert | ) MECH | TRA, |

Fecord: 11

=05C+
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143. The End Date and
Outcome fields are now
populated.

144. Click Save button.

145. After Save a popup will
appear informing you that

i

P g w

s -— e )

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

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOMIVACSVIFAEG BECKSE « » @

'@EmplnyrﬂentF‘Ian—JANE TESTER(#HH-1142)
Enroliment lAppmpriateness Employment Planl

| LESLIE PITCHFORD (573)751-8425

Progress l Closures l

[~ Show Closed Services | Show Closed Tasks  EO Nntiw:|:| Plan: of 4 | )J
F

* Start Date:|na/n416

Clursecl:|

'ONet:|

37-3011.00

|Lﬂndsca ping and Groundskeeping Workers |

+ Goal

Short Term-To obtain work experience through the SPY'C program
Long Term-To obtain employment in the health care field

=
[

# Justification:
LMl

Needs summer employmg-* *~ ~~i~ -

N

Closures are permanent. Are you sure that you want to

E=N(Eol =

—~"outh Services
L 5115JL Youth assessment

X

Objective: Y outh Services continue?
Closures are permanent. Service 51120 Ya G 145
10 Cancel | =t - u:umments| ﬁ Verificatiun|
146. Click OK button T
146 == [l Tazk . .
i | Status: Type:
NOTE: Services can also be ] = =1 ¥PE =
w w
closed on the closures tab. End Date: :
J|04/04/18  Outcome:| Completed .
B I 144 = Del Service Date Assigned Selection Ends
Objective; | Start Datel04/04/18 - | |
B schedule | cL Prirt Plan | o Hew F‘Ian| = Del Flan | % Save | ¢ Cancel | % Payment | ¥ MECH | TRA ‘
Record: 1M1 =03C=
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147. Service has been
closed and no longer is
shown in the Employment
Plan tree

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

NOTE: All Employment Plan
Services are closed using the
same steps above.

i

|£:| Toolbox 2 (Test) Powered by Oraclellg - Employment Plan
File Edit Mavigation Options Utility MO Wtility Window Help

Enroliment l Appropriateness  Employment Plan l Progress I

ent Plan - JANE TESTER(FH-#-1142) | LESLIE PITCHFORD (573)751-8425

Closures l

[ Show Closed Services | Show Closed Tasks EO Nofice] | Plang 1 |of 4 | )J

* Start Date:|pa/04/18

Clucsed:| | |

| e

*ONet:{37-3011.00

|Lﬂndsu:ﬂ ping and Groundskeeping Workers

# Goal|short Term-To obtain work experience through the SPY'C program
Leng Term-To obtain employment in the health care field

# Justification:| ceds summer employment to gain work skils

Lo Ll

LMI
Objective; | Start Date:/04/04/16]
Service; | Hou rs.:l_

JO# Hourhy Wage:

== [ig| Tazk

End Date: Cutcome:|

= Add Task

== [ig| Service |

Cumrnents:|

B schedule | .33 Print Plan | o M F‘Ian| = Dl Plan

2

¥ Cancel |

+ A Service| Cu:umments| ﬁ “etification

& Payment | ) MECH

TRA |

Recaord: 11

=05C=
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Adding the 503 Service-A 503 |

service is a service that will | £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan EI@
prevent the record from

" il it is closed. F File Edit Nauigat“ MO Utility Window Help
exiting until it is closed. For . ax 8 g7
this reason it is critical that e O ﬁ LW § & =3 BP ﬁ @‘ @ tﬁ <” e % E ¢ > W

when the participant ‘@Emmwment Plan - JANE TESTER(#HH-H-1142) | LESLIE PITCHFORD (573)751-8425
completes the 503 service, the Enrollment l Appropriateness  Employment Plan l Progress l Closures }
service is manually closed in [ Show Closed Services | Show Closed Tasks EONotice] | Planf 1 [of[ 1 | | )J
Toolbox. SIL enrollment can =
A * Start Date:| g4y04018 Clu@ad:l | | | —]
be entered until 9-15-16
# ONet:|37-3011.00 |Landscaping and Groundskeeping Workers |
. * Goal|short Term-To obtain work experience through the SPY'C program ﬂ
Note: The participant must be Long Term-To obtain employment in the health care field ﬂ
referred to the appropriate S _ _
. & Justification:|eeds summer employment to gain work skils ﬂ
job order to add the 503 LMl =]
service.
Objective; | Start Dateq{04/04/16
o Service: Hours:
Refer Participant to a Job 0 # Hourly Wage: | + Add Service‘ Cnmments‘ ﬁ werificatian
Order e Acddd Task
X == [el Task
149. Click on Job Order
icon. ! ] -
End Date: Outcome:| E——— ‘
Comments: ™
| 2l .
B schedule | ¢ Prirt Plan | 4 Hew P|an| — Del Plan 3 Cancel ‘ % Paymert | ¥ MECH ‘ TR, |

Record: 11 =0SC=
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150. Enter Search Criteria
to search for job order

151. Click Search button

| £ Toolbox 2 (Test) Powered by Cracle 11g - lob Order =]

File Edit Mavigation Options Ufility MO Utility Window Help

PORBRAAOMHIVAEACSVIFHEE BECKSE « » M

@an Order
Employer Query I Emp Summarny l Job Wain } JobMisc l Job Verification } Job Scratch Pad l Callln Info } Job Query l
Phone Number:|573 Job Order: I Return
Empiloyer Name:| H 150 E: Legal .
* Worksite
Key Words:| Contains Al | Status:|Active =] ~ Both
:li Search Area
E.E Search 151 Web Account ” — - Stewide C Regon
Status Mame Address City Last Job Ui FEIN UL W5S_|
E
=
=
=
=
=
=
=
=
=
=

1y Select Al | T4 Deselect 211

Export to Excel

Total Selected| 0]

4

[

Record: 1/1 =05C=
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e rl m— e || S S Gl | RLIUNFEL LY L Dy

| £ Toolbox 2 (Test) Powered by Oracle11g - Job Order EI@
File Edit Mavigation Options - tility Window Help
’ 152 8 s
PORBE D @ VvIEIFRHSG BEECKSDE « » M
‘@Job Order - EMGLEWODOD CEMETERY(44-6000164)
Employer Cluery I Emp Summary Job Kain l Job Misc I Job Verification I Job Scratch Padl Callln Info I Job Query I
11716054 [04/04/16| ®EC{JEFFERSON CITY CAR| # Counselor:/EDWARD GREENSLIT | (5| €181 | @SuprfN [vDwDf v estatus:] 0 [04/04/16
* Title: |Gruundskeeper Exu:lus'rl.re:r .
PP v — — o “outh Spec:!al Programs
*0 NEI'.|. 7-3011.00 |Lar_:|:a|:|r§ and Groundskeeping Workers { SPYC (v Summer Job League Experienoe:l_
* lob Description:
IMaintenance using tocls and eguipment. i‘
152. Once you have found Customer Service
. . Groundkeeping duties and others as assigned. ﬂ
the job order you would like :
— Job Requirements
to refer the customer to, Salary:| 1 To:| ﬂ Age| Education Skills: |
click the Quick Referral Hours] ecar| N ® Degras:| N [
icon. # Duration:| Over 150 Days | Liﬁing:l_ Majur:: |
# Shifts:| D ‘Cumm:lT & \Work:|FPT +0r Lil::lT L!ca’Cert:l |
Days Off Sat [V Sun [ Mon [ Tue [ Wed | Thu | Fri ——— |
— Referral Instructions /Self Assisted Contact Methods
<Rt Contact] |
J Phune:| | Fax:
-
*[ GobDir. [ Emaill Phone | Fax [ mai [ URL [ Refinst I+ Offi 2]
...
i mai one ax ai ef Insi Job Order URL: |
r— Emplover Job Site Info Employment Counzelor Instructions:
|ZEBRA *HNo. 0pen:| 1 See youth staff for information on this JO -
1123 TEST WAY *o. to Refer:| 250 -
| Referred: 1
|JEFFERSON CTY Iuc!ss101 Close Date] —— FLC: - (7] Clane | {% save | ¥ Cancel |
Transaction complete: 1 records applied and saved.
Record: 11 =05C=
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153. Click Refer button.

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

PORBAFOAIDCABSVEHBHG BEHECKSE| < » M

(=] ]

¥ Quick Referral

“SSH:Ii [~ Bad Addr Degree:D Car Ac:oess:[l Wurk:lF— Dr. Lioense:l_ l— CM:(E‘ Au:‘:t'n.re:
JANE TESTER Age] 20| Updated|04/04115| Citizen{ v | Lifting: Claimant| N (" Inactive:12/09/14|
421 DUNKLIN Ollet Cod ONet Tile 1= Typing

37-3011.00 |dscaping and Groundskeeping Workers Net:[
|JEFF cmy | m |551u1 31-1012.00 |5ing Aides, Orderlies, and Attendants Gross: I_
|Hﬂrne:| Cell| | Accuracy:|
3 Cancel | {3? Save | Q Compate ‘ Ernail:l
GJOﬂﬁ:mflGruundskeeper Exp::l Dr. Lice"SE:E I:l Car Access: p | [ Typing Status: m El-‘-.-'CI-‘-.-'1%
ZEBRA Work[FPT | Salary: [ | Net | ko Refer|250
123 TEST WAY Degree:E Hours: Gross: l_ # Referd:|0

Win Age:l:l Liﬂing:l:l Accuracy: l_ # Dpen:

JEFFERSON CITY | ls101 Job Order Counselor: EDWARD GREENSLIT | #Hred[o |

— Job Descriotion]

Customer Service

Maintenance using tools and eguipment.

Groundkeeping duties and others as assigned.

Y

153

— Counselor Instrlictions

Referral Instructions.

See youth staff for infermatien on this JO

| cobDirect| Email [ Phone | Fax [ wMaill wrRL[ Refinst v Office

&

Recard: 11

=03C=
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155

154. Determine if you
wish to Print Referral Letter
and choose Yes or No (If
yes, a pop up will appear
with referral information)

Result Hire on Job Order

155. Click on Job Order
icon.

lon Options  Utility MO

| £:| Toolbox 2 (Tesf) Powered by Oracle 11g - Quick Referral
File Edit Mavig

Utility Window Help

=N ECR (xS

POCRBRAAOMHIVOACS2VIFEEG BECKSE « »m

@{luick Referral

- H R [~ Bad Addr Degree:D Car Ac:c:ess:[l Work:|F Dr. Lioense:l_ CM:F Act'rl.re:
JANE TESTER Age] 20| Updated{04/0416| Citizen{ v | Lifting: Claimant| N (" inactive]12/00/14|
421 DUNKLIN ONet Cog ONet Title pl[Last wor] Typing

37-3011.00 |dscaping and Groundskeeping Workers - Net: l_
[JEFF cmv | [mc [es101 31-1012.00 |sing Aides, Drderlies, and Attendants Gross:[
JHome | cel| | Accuracy:|
3 Cancel | @ Save | Q Compare ‘ Ernail:|

| Yes or N X .
OJomlmlGruundskeeper e o- x| Car Access:| Typing Status: m’m
ZEBRA | 154 e @ Print referral letter :I Net | leyp Referl2so
123 TEST WAY Degre Gross: # Referd:|0
Min Ag No Accuracy: [ | ¥ |3|IJE="|3

JEFFERSON CITY | 65101 106 Oder Counselor [EDTVARD GREENSLIT # Hired [0

— Job Descriotion]

Maintenance using tools and eguipment.
Customer Service
Groundkeeping duties and others as azsigned.

ry

L«

— Counselor Instrlictions.

Referral Instructions.

See youth staff for information on this JO &

KIL

I GoDirect | Email [ Phone | Fax [ Wail [ URL I Refinst ™ Office

@ Refer

JANE TESTER has been referred
Fecord: 11

=05C=
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e rl m— e || S S Gl | RLIUNFEL LY L Dy

| £ Toolbox 2 (Test) Powered by Oracle11g - Job Order EI@
File Edit Mavigation Options Ulility MO Wtility Window Help
A4 2 7.
PORBULAAOREIDOE S @ EBEHEHSTE « » M
‘@Job Order - EMGLEWODOD CEMETERY(44-6000164)
Employer Cluery I Emp Summary Job Kain l Job Misc I Job Verification I Job Scratch Padl Callln Info I Job Query I
11716054 [04/04/16| ®EC{JEFFERSON CITY CAR| # Counselor:/EDWARD GREENSLIT | (5| €181 | @SuprfN [vDwDf v estatus:] 0 [04/04/16
* Title: |Gruundskeeper Ex|_':|u3i1.rej|_ .
PRP e - - — ——— “outh Spec:!al Programs
*0 NEI'.|5 7-3011.00 |Lan_5ca|:|r|§ and Groundskeeping Workers { SPYC (v Summer Job League Experienoe:l_
* lob Description:
156. Click Job Verification Maintenance using tools and equipment. i‘
Tab. Customer Service
Groundkeeping duties and others as assigned. ﬂ
— Job Requirements
Salary:| 1 To:| ﬂ Age| Education Skills: |
Hours:| * Car:lT hd Degree:m [
# Duration:| Over 150 Days | Liﬁing:l_ Majur:: |
# Shifts:| D ‘Cumm:lT & \Work:|FPT +0r Lil::lT L!ca’Cert:l |
Days Off Sat [V Sun [ Mon [ Tue [ Wed | Thu | Fri ——— |
— Referral Instructions /Self Assisted Contact Methods
<Rt Contact] |
J Phune:| | Fax:
-
*[ GobDir. [ Emaill Phone | Fax [ mai [ URL [ Refinst I+ Offi 2]
...
i mai one ax ai ef Insi Job Order URL: |
r— Emplover Job Site Info Employment Counselor Instructions:
|ZEBRA *HNo. 0pen:| 1 See youth staff for information on this JO -
1.
:123 TEST WaY *o. to Refer:| 250 -
Referred: 1
|JEFFERSON CTY Iuc!ss101 Close Date] —— FLC: - (7] Clane | {% save | ¥ Cancel |
Transaction complete: 1 records applied and saved.
Record: 11 =05C=
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P "

| £+ Toolbox 2 (Test) Powered by Oracle11g - Job Order EI@
File Edit Mavigation Options Uility MO Utility Window Help
PORBA ORI VAR S HE > |Gen v m

157. Enter an H (for Hired) @JDDOMH—ENGLEWODD{EJEI'ERY{MFWW164]

in the result field. Employer Query l Emp Summary l Job Main ] Job Misc Job Verification ‘ Job Scratch Pad l Call In Info ] Job Query l
[11716054  |oaaris|  Employer{zeBra Title: | Groundskesper | Statusi o [0404/18
158. Click Save button. Contact | | | Phone: | Fax: | Emai]
. — Werification Contacts
You will see a message that :

. Date Counselor Notation Al | w0, MUt
reminds you to enter a . e LA
verification comment -] =  Delete
indicating status change. — Referrals
Click OK. Seeker Name Referred By Date |Src|CM [Vet| Ul |ResDate| Result

3123872432 [TESTER, JANE EDWARD GREENSLIT 0410416 M | A | N 157
159. Click Employment L4 prirt
Plan icon. — Delete

Comments:

=
Openings:| 1 Hires: 0| #toRefer:| 250 Referred: Saarches:lj":| Scr Pads: Dl Next fication Date:
£ Mass hH Projected Close Datejo7/03/16|  Web Viewed] % Save ‘ ¥ Cancel |

Record: 11 ... |List of Valu... =0SC=
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File Edit Mavigation Options Utility MO Utility Window Help

PORBLAOMAIVRACSVIREE BECKSE «> @M

1 1

04/04186

37-3011.00 Landscaping and Groundskeeping Workers

Short Term-To obtain work experience through the SPYC program
Leng Term-To cbtain employment in the health care field

Needs summer employment to gain work skills

160. Objective: Double-

click in the Objective field 160 p16
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161. Click on the
Objective box.

162. Highlight the
Objective needed by
clicking on it.

<Select an Objectives
WIOA Youth Services

161

162
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163. Highlight the
Service/Activity needed by
clicking on it.

164. Click Select button.

outh Services

S07SJL Supportive Services

5115JL Youth assessment

163

164
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165. The Objective and
Service now displays in the
boxes.

166. Start Date:
Automatically enters the
current date.

167. Enter Job Order
number participant was
referred to

168. Enter Wage

169. Enter Hours

170. Click Save button.

mierm i - r m— e ) e it ) )

NI TReRe ] | smeR il

LTl Y il It R PUNFLE L PR L 1

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

@Emmwment Plan - JAMNE TESTER(#FH#-1142) |
Enrollment l Appropriateness  Employment Plan l

Progress l

Help

Closures ]

* Start Date:|g4/04/15

Clused:l | |

" Show Closed Services | Show Closed Tasks EOMNoficel | Plan 1 |of 4 | )J
rY

* ONet:|37-3011.00

|Landsca|::-ing and Groundskeeping Workers |

® Goal|short Term-To obtain work experience thro program ﬂ
Leng Term-To obtain employment in the hea 166 j

B

hd

Ohject'r'.re:|‘r'u uth Services

Service:! 5035JL Summer Y outh Employmen Hours:
JO# Hourly Wage:

168

* Justification:| yeeds summer employment to gain work skle
LM

tart Date:

Comp: + Add Task

= [ie| Tazk

Del Service

@ Schedule ‘ CE} Prirt Plan | + e F‘Ian| == [el Plan | (E'? Save

—i[~|

‘ 3 Cancel |

(=] =s]

PORBALFOMIVARSVIFRE BECKSHE « » @

LESLIE PITCHFORD (573)751-8425

+ Addd Service| Commen’fs| ﬁ \f‘erificatiu:nn|

Status: Type:
B3 =l
Date Assigned Selection Ends.
|
% Payment | ) MECH | TRA |

Enter service start date
Record: 1M1

=05C=
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171. The service is now
saved to the Employment
Plan and now displays in
the Employment Plan tree.

172. Select the Progress
tab.

File Edit Mavigation Options Utility MO Utili

PoBBRAOMHE O
@Employment Plan - JANE TESTER(FHEH-1142)
Enroliment lApprupriateness. Employment Plan l

Progress l Clozsures ]

| LESLIE PITCHFORD (573)751-8425

v HEHE @@@H& i |
171

™ Show Closed Services [~ Show Closed Tasks EONotice] | Pian{ 1 Jof[1 ] | )J

(o]l =]

=~ outh Services
L 5035JL Summer Youth Employment Opm

rFe
® Start Date:|pa/aiig Clu«secl:| | | | —
'UN'Et|3?'—3011.DD |Lﬂnd5c:ﬂ|::-ing and Groundskeeping Workers |
# Goal|short Term-To obtain work experience through the SPY'C program ﬂ
Long Term-To obtain employment in the health care field ﬂ
# Justification:|yeeds summer employment to gain work skills ﬂ
LMl =]
Objective] v outh Services | Start Datejosmans 1 0
Service|5035)L Summer Youth Empluymentd Hours:| 4p . L = e
JO#11716054 Hourly Wage: | 20 _ -l- Al Serwce| Comments| 2 \-"erlflcatlon|
4 = Add Task
— LT Status: Type:
=l =l
End Date: Cut E
o come] = Del Service ‘ Date Assigned Selection Ends
Objective] | start Date]ns/06i18 - |
B Schedule | £ Prit Plan ‘ o New Plan| = Dl Plan | & % Paymert | G MECH ‘ TRA |

Record: 11 =05C=
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Progress Tab

Once the participant has
completed training, the
training service must be
closed. Prior to closing the
503 service, the Summer Job
League Tab under the
Progress Tab must be
completed.

173. Choose the Summer
Job League tab that must
be completed.

File Edit Mavigation Options Utility MO Utility Windo

PORBRAOME DO E -

=
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174. Total Hours Worked
— Enter total number of
hours the participant
worked. Not to exceed

a. Summer Job
League: 240
Hours

175. Work Readiness
Achieved — Yes or No

176. Was the participant
hired by the employer? Yes
or No

177. Job Order Number —
Entered from the JO the
participant was referred to.

178. End Date- Enter the
end date of participation in
the 503

179. Outcome-Enter the
outcome of the
participation

ep——

rl e ) SR el | MIIURSLE LY LG Py

| smmw Sl i

el B L3 LR S BT P TR RSN R A LA

e N

e

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

File Edit Mavigation Oplions Ulility MO Utilitg.f Window Help

POBMBRAOMH D

'@ Employment Plan - JAME TESTER(fH-#+-1142)

Progress Eval...

The following information must be entered before the 503S.JL Service is closed. —

175

l Training Proar... l State Parks Yo..

Summer Job L... l MNEG Payroll l MEG Supportiv... \ DWG Payroll \ DWG Supporti... l

/B SVvEFRA BRHCKSE |

LESLIE PITCHFORD (573)751-8425

* Total Hours Worked l

* Work Readiness Achisved? YE.SJND

* Was the participant hired by the employer? Yes/MNo
——) |0 Order Number 11T15|;|l=4

= End Date: = Qutcome: |

[ e ]

b [

4 4

Record 1uf|_1ﬂﬂ

&

Save

| 3 Cancel

Record: 11

=08C>
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File Edit Navigation Options Utility MO Utility Window Help

PORBALAOAIVCEARSVIFEA BEEKSE « v @

180. Click Save button.

_|Listofvalu. . | l<0sC>

DWD Technical Training April 2016 Page 64




File Edit Mavigation Options Utility MO Utility Window Help

PORBALAOMIVARSVIFREEGA BEEKSH « » @

181. Click Print SIL Cert
button

Transaction complete: 1 records applied and saved.
Record: 1/1 | | | | <0sC>
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Eile Edit Mavigation Options Utility MO Utility Win Help

dow
POEBBLAOAIVESSVIFEFREG BECGKSE « » @

182. Click Print button.
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183. Certificate opensin a
separate browser. Print it
and give it to the customer.

Note: The certificate shown is
only an example and does not
necessarily reflect the name or
program previously cited in
this desk aide.

184. Close the browser
(not shown)

This hereby certifies that

Jane Tester

successfully carried out the duties of the
Missouri Summer Job League at

Englewood Cemetery

Thereby gaining valuable real-world work expereience
while supporting local businesses and strengthening today's economy.

C o

Jeremiaw‘. (,3'&}') Nij on, Governor

State of Mifsouri
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185. Click on the Close
Current Form icon.

g

o Options  Utility MO Utility Window Help

{15 |FomiVABeVvSHEAQA BEGKS R « » M

Record: 1/1
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Closing the SJL Enrollment

I187I

186. Click on the
Employment Plan icon

-

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

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOHITCACSVIFEEG BIECKSE « » W

'@Elig'hilil]r - JAME TESTER(FHH#1142)

Eligibility ] Waiver Enrullmnt]

| LESLIE PITCHFORD (573)751-8425

(=@ ]

— Eligible Enroliments

DWD Eligibility

WIOA Adult

.

Verify Date:

“BCWCN

N

Referral System Programs Ref Dt DCH 1D TBBanwu|
[
|
|
| [ Show Clos...
Other Potential VWD Programs + A
J = [ielete

< Enrall

L

r— Actual Enroliments

Program

Summer Job League (SJL)

Start Dt | End Dt [ Teen Two [Trade 2002

QOutcome
i Dops!

[ [ [
WIDA Youth 04/04/185 [ [ [
m m [ [ Show Clos...
| | |
| | [
| | |
[ External Counselor [ Recalled by Trade Affected Employer | 3 cancel

Query Returned no Rows!
Record: 1M1

=03C=
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Closing the SJL Enrollment

[

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

PORBALAOAEITDQARSV/S

‘@Employment Plan - JANE TESTER(FH+#+-1142) |

Enroliment l Apprﬂpriatenessl Employment Plan l Progress l

LESLIE PITCHEDRD (57 3)751-8425
Closures l

(=] E ==
L EBEECKSE| « » @

r— Eligible Enroliments
| DWD Eligibility | Referral System Programs Ref Dt DCN ID

[ [wioa Adut L[

- u I

u | R

= m [ Show Clos...

187. Click on the [ Other Potential WD Programs
Employment Plan icon Vierify Date] 04/04/16] r N = Add
u | = Delete
< Eriral | Agreement |

— Actual Enroliments

Program
04/04516
04/04M6

Summer Job League (SJL)
WIOA Youth

Start Dt | End Dt | Trade 2002

Ciops!

[ Show Clos...

CHCRCRCWCOWC

[ External Counselor [ Recalled by Trade Affected Employer

3 Cancel

Record: 11 =05C=
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188. Double-click in the
End Date field for the
enrollment you wish to
close. This will bring up a
calendar.

189. Click OK button to
select the current date.

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

191. Choose the outcome
you wish to use.

192. Click OK button.

193. Click Save button.

-

e ——————— P —

e Lt e | S I UMD LY DL | o

Ll LY ISt kDL L RS L — Ll

I

Lyt

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

PONMEAE FPORIBQPVERBR EECKSS « » @

(=& ] =]

@i Employmer| EDate ListofValues I LESLIE PITCHFORD (573)751-8425
«<| < - 1
Enroliment (oSl
e Sun |Mon | Tue Wed Thu | Fri | Sat |Emo||menl0utcome5 x|
1 [z [ Show Closed Services
‘ ’T,_,T’T’T,T ] Find|% mments
’?WFF’TFF Outcome = 191 -
[ 7 [ [0 [ [or [z [z ‘l— : |Called to Active D
FEWFW’;W alled to Active Duty
{
Cancel ‘ I~ | Did Not Complete
hl— . |Family Care
- . |HealthiMedical
T ! |Institutionalized - -
4 »
[ Fgpigyment Ren A\ !
n .
Date  Date Reason \ \ i £ind cance 3
04/04/16 \
N\ — T
r— Enroliments
\ \ \ [ 1 192 | [ Show Closed Enroliments
Program Start nd m Comments TeenTwo
0 [T ]
Summer Job League (SJL) 04042016 AN\ | \Y | mom
| | | [N -
File Location | 133 Fnivecom 190 |
| | {E"J Save ‘ 3 cCancel ‘
193
Date senvice completed (MMddYY) et
Record: 11 =08C=
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194. After Save, a popup
will appear informing you
that Closures are
permanent.

| 22| Toolbox 2 (Test) Powered by Oracle11qg - Employment Plan E@
File Edit Mawvigation Options Utility MO Utility Window Help

PORBRAOHIVAUTSVEIFBE BHECHKSE « » I

'@EmplnymentF‘lan—JANE TESTER{#H#H-1142) | LESLIE PITCHFORD (573)751-8425
Enroliment ] Appropriateness l Employment Plan l Progress Closures ‘
— Services

[ Show Closed Services
Service Start End Outcome Closure Comments

195. Click OK button.
Forms X
Closures are permanent. Are you sure that you want to
r— Employment Plan - 2
Start.  End continue? e 195
Date Date Reason
] C o | canca |
— Enroliments ‘
| "™ Show Closed Enrolments
Program Start End | Outcome | Comments |Teen Two
WIOA Y outh 04/04/2016 | u s
Summer Job League (SL) 195 ___________________pupw|
| B EE
File Location Archive Comments
| | {3’ Save | 3 cancel |
End result of enrollment (LOV)
Record: 2/2 ... |List of Walu... =03C=
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196. After ok a popup
might appear if there are no
open services.

197. Click OK button.

"

| £: Teolbox 2 (Test) Powered by Oracle 11g - Employment Plan
File Edit MNavigation Options Utility MO Utility Window Help

PORBRAAOMH I VARS2VEIREE BECKSR « » @

'@Emplo}fment Plan - JAME TESTER(fHHHH-1142) | LESLIE PITCHFORD (573)751-8425

|

Enroliment l Apprupriatenessl Employment Plan l Progress Closures l
— SEervices
[ Show Closed Services
Service Start End Outcome Closure Comments
I . . -
I I— Forms x|
-
The Plan has no Open Senvices.
— Employment Plan
Start End
Date Date Reason mments
04/04/16 |
— Enroliments
[ Show Closed Enrolments
Program Start End | | Comments |Teen Two
WIOA Y outh 04/04/2016 | | [~
Summer Job League (SJL) =]
| | | Ly ]~
File Location Archive Comments
| | .{3? Save | 3 Cancel |
End result of enrallment (LOW)
Record: 2/2 ... |List of Valu... =05C=
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198. SJL enrollment is now
closed.

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

200. You can allow the
WIOA Youth enrollment to
automatically exit which will
happen 90 days following
the last countable service.

i

| £:| Toolbox 2 (Test) Powered by Oracle1lg - Employment Plan E@

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAAOMAHIDQAESVEIFAHG BECKSE « » @

@ Employment Plan - JANE TESTER(FH#+1142) | LESLIE PITCHFORD (573)751-8425
Enroliment l Appropriateness l Employment Plan l Progress Closures ‘
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