
WIA Youth, SPYC & Summer Job League 
Desk Aid 

While it is not required to enroll a Summer Youth participant into the WIA Youth program it is highly encouraged, for that reason this desk aid will cover how 
to enroll into the WIA Youth program and the Summer Job League program. The process of application, eligibility, and enrollment, creation of employment 
plan, adding of services, closing of services, and closing of enrollments is the same. 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 job.mo.gov then staff can begin working with them. 

 
 
Things to Remember 

1. SPYC maximum hours is 300 
2. Summer Job League maximum hours is 240 
3. Both SPYC and Summer Job League require 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/relative. 
4. The 503 service for any Summer Youth Program 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 .  
 

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  
 

 
 

 

2 
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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 
questions on the 
Employment tab and answer 
appropriately. This is where a 
“picture” of the customer 
begins being built.  
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6. Once all pertinent questions have 
been answered click the 
Education tab 
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7. The School information comes 
over from the customers 
record 

8. Read through the Assessment 
questions on the Education 
tab and answer appropriately 

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

10. Double click on a skill to move 
to the right side of the LOV 
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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 being up the 
(LOV) 

13. Choose the License/Certificate 
the customer possesses 

14. Click Ok button 
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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 
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16. Read through the Assessment 
questions on the Support 
System tab and answer 
appropriately 
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17. What keeps you from 
owning? This relates to 
transportation. Clicking on 
the button provides options as 
to why the customer does not 
have transportation. 

18. Once all pertinent questions 
have been answered click the 
Financial Needs  tab 
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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 
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25. Toolbox calculates Total 
Monthly Resources 

26. Double-click in Expenditure 
Type field 

27. Choose Expenditure Type 
28. Click OK button 

 
Repeat Step 26-28 for each 
Expenditure Type. 
 

29. Enter a Description for 
Resource Type 

30. Enter Amount of Resource 
Type 
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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 
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34. Completing the Assessment 
provides a countable 9002 
Seeker service 
 

Eligibility-Application Tab 
 

35. Click on the Eligibility icon 
 
 

 

 

 

 

34 

35 

DWD Technical Training March 2015 Page 13 

 



 

 
 
 
 
 
 
 
 

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

37. Enter information in all fields 
on the Application tab based 
upon the job seeker’s status. 
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38. Enter the number of Family 

Members living in the 
household.  

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

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

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

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

43. Enter if the customer is 
currently employed. 

44. 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”.  

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

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

 

 

 

 

 

 

 

 

 

 

 

38 39 40 

41 42 

43 44 

45 46 

NOTE: Selective service button 
can be used to either register a 
customer with selective service or 
to obtain the customer’s selective 
service number. You will need 
customer’s last name, SSN, & date 
of birth  
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47.  “Do you have a disability that 

is a barrier to 
employment?” Click the 
arrow to respond “Yes” or 
“No”. 

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

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

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

51. If the response to the 
“Dislocated Worker” 
question is “Yes”, complete 
the fields for “Letter from 
employer?”, “Layoff Date” 
and “Employer/Company 
Name?”. 
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52. “Are you receiving or have 

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

53. “Are you a PELL Grant 
recipient?”, click the arrow 
and select “Yes” or “No”.   

54. “Was the customer unable to 
achieve self-sufficiency after 
receiving core services?” 
click the arrow and select 
“Yes” or “No”. 

55. “What is your employment 
objective?”, type in the 
objective .  

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

57. Click on the “Show Me Hero” 
button. 
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58. “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 questions, 
click the drop down arrow and 
select Yes. If not, the select 
“No”. 

59. “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” 

60. “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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61. Click OK button 
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62. Click Youth button 
 

 

  

 

 
NOTE: This screen is where you list 
all barriers the youth has. Eligibility 
is not established here, this is only 
gathering information on the youth. 
 
 
 

63. Additional Youth Application 
Questions-Read each 
question and select the 
appropriate answer. 

 

 

 

 

62 
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64. Click Close button 
 

 

 
64 
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65. Complete Dt: double click in 

this box and the current 
date will appear.  

66. Click Save.  
 

 

 

 

 

 

 

 
67. A pop-up box will appear 

indicating that the 
“Application record will 
be frozen. This 
application will only be 
good for 30 days.”  

68. Click YES.  
 

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

 

  

65 66
  

67 

68 
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69. 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”.  

 
Eligibility-Eligibility Tab-
Performance begins here! Check, 
double check, and then recheck. 

 
70. Click on the Eligibility tab.  
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71. Auto Populated fields from 
Seeker Info 

a. Date of Birth 
b. U.S. Citizen 

72. Auto populated fields from 
the Application screen.  

c.  HH Have Dep 
Child (<18)  

d. Homeless  
e. Registered – 

Selective Service  
f. Service #  

 
NOTE: There is a green Halo around 
the WIA checkbox, WIA Youth 
checkbox. This means the customer 
is potentially eligible for these 
programs. If you have gotten this far 
and you need WIA Adult or WIA 
Youth enrollment and do not have a 
green halo around it STOP go back 
and review the application to see 
what you are missing. SPYC, 
Summer Jobs and SJL will become 
potential enrollments as the 
eligibility is completed. 
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Personal Section 

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

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

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

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

Status Section 
77. Vet Status: Click the arrow 

to select the applicable 
choice.  

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

79. UI Claim Status: Click the 
arrow to select the 
applicable choice.  

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

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

82. Dislocated Worker: Click 
the arrow to choose “Yes” 
or “No”.  
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WIA Section 
 

83. The WIA Section must be 
completed.  

 
NOTE: Enrollment into any 
Summer Youth program requires the 
income portion of the eligibility to 
be completed.  
 

Eligibility-Eligibility Tab Income 

84. Click on the Income button 

85. Enter Last Month 
(Month/Year) 

 

 

 

 

83 

 

84 
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86. Toolbox will fill in the 
Month/Year six months 
back. 

 
87. Double-click in the Income 

Type field 

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

89. Click OK button 

Repeat steps 88-90 to add additional 
income types 

 

  

86 
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88 
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90. Enter a Description of the 
Income 

 
91. Enter Amount of income 
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92. Toolbox will total Monthly 
Income 

 
93. If each month the income is 

the same you can choose 
the Copy button.  

94. If the monthly income varies, 
you will need to select the 
month you wish to enter 
and follow steps 88-90 to 
add the monthly income 

 

 

  

93 
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95. Toolbox will total WIA 
Semi-Annual total 

96. Toolbox will total WIA 
Annual total 

97. Click Save button 

98. Click Close button 
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99. Receiving TANF-Yes/NO 
100. Receiving GA/RCA/Food 

Stamps/SSI-Yes/No  
101. Enter Family Size 
102. WIA Semi Annual Income-

Calculated by Toolbox 
from Income button 

103. WIA Annual Income- 
Calculated by Toolbox 
from Income button 

 

NOTE: The SPYC, Summer Jobs, 
and SJL checkboxes ‘now have a 
green halo around them. For a 
customer to be eligible for these 
programs they must be income 
eligible. Completing the income 
portion and determining the applicant 
to be low income triggered the green 
halo around these checkboxes.  
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104. Notice the Low Income 
checkbox is checked for 
Adult/Youth. This occurs 
based off one of the below 
criteria 

a. Yes to TANF question  
b. Yes to GA/RCA/Food 

Stamps/SSI 
question 

c. Income meets the low 
income guidelines 
 

NOTE: As stated earlier the income 
portion must be completed to trigger 
eligibility for the Summer Youth 
Programs 
 
Eligibility-Eligibility Tab 
Barriers 
 

105. Click Barriers button 
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NOTE: Information behind the 
Barriers button is populated from the 
Youth button on the application tab. 
Any barrier listed on this screen 
must have documentation. You only 
need one barrier to make the youth 
eligible for the program, so it is best 
that you select the barrier you wish 
to use to make them eligible. 
 
 

106. Make changes to the Youth 
Barriers to reflect what 
barrier you will be using to 
make the youth eligible for 
the WIA Youth program. 

 
NOTE: No barrier is required for the 
Summer Youth Programs 
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107. Pregnant or Parenting is the 
barrier being used to make 
this youth eligible for the 
WIA Youth program 

108. Click Save button 
109. Click Close button 
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WIA 

110. WIA- This customer is 
potentially eligible 

Show Me Hero Section 
 

111. Show Me Hero-This 
customer is not eligible  
 

WIA DW 
 

112. WIA Dislocated Worker 
This customer is not 
eligible 

NEG 

113. NEG- This customer is not 
eligible 

WIA Youth 

114. WIA Youth- This customer 
is potentially eligible. 
Choose summer program 
you wish to enroll the 
customer in.  

a. SPYC 

b. Summer Jobs 

c. SJL (Enrollment we 
will use) 
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115. Indicate if the customer is  
A Parent or A child living 
with the custodial parent 
or other adult 
caretaker/relative. 

 
Eligibility-Eligibility Tab Check 
Verification 

116. Click Check Verification 
button 

NOTE: If you fail to select one of 
the Summer Youth programs you 
will receive a popup with a Forms 
message 
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General Section 
 

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

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

 
WIA/WIA Adult/Youth  Section 
 

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

120. Enter the documentation 
type used to verify the 
information in the 
comment box below the 
checkboxes.  
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WIA Dislocated Worker/NEG 
 

121. This does not need to be 
completed for WIA Youth 

 
Show Me Hero 
 

122. This does not need to be 
completed for WIA Youth 

 
123. Click Youth tab 
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124. Check the Active check 
box(es) Remember anything 
listed as a barrier on the 
Eligibility must have 
documentation. 

125. Enter the documentation type 
used to verify the 
information in the comment 
box below the checkboxes.  
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126. Click Save button 
127. Click Close button 

 

 

  

126 127 

DWD Technical Training March 2015 Page 40 

 



 

 
 
 
 
 
 
 
 

128. Now that Check Verification 
is complete the WIA (youth 
is over 18), WIA Youth, & 
the SJL checkboxes are now 
checked.  

 
NOTE: If you have gotten this far and 
the programs you wish to enroll the 
customer in do not have a check mark 
in them, STOP go back into the Check 
Verification  and identify what was 
missed. 
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129. Double-click in the 
Eligibility Verif Date field 
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130. After Save a popup will 
appear indicating the record 
will be frozen. 

131. 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. 
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132. After Save a popup may 
appear indicating that there 
is a difference between 
barriers on Application and 
barriers on Eligibility. This 
is OK REMEMBER on the 
application all barriers are 
identified, then on the 
eligibility one barrier is 
documented and used to 
make the customer eligible 
for WIA Youth.  

133. Click Save button 
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134. 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. 
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NOTE: All programs the customer is 
eligible for based off information 
entered into Toolbox is listed on the 
Enrollment tab. You are not 
required to dually enroll the 
customer into WIA Youth and a 
Summer Youth program, however it 
is highly encouraged. for that reason 
this desk aid will cover the dual 
enrollment. 

 

 
135. Click in the box next to 

WIA Youth program & the 
Summer Job League 
enrollment 

136. Click Enroll button.  
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Actual Enrollments 

 
137. The WIA Youth & 

Summer Job League 
enrollments are now 
displayed in the Actual 
Enrollments section, along 
with a Start Date.  

138. Click Save button.  
139. Click on the Employment 

Plan speed button.  
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140. Click on Employment Plan 
tab 
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NOTE: If the Youth will be enrolled 
into training paid through WIA 
funding the ONet must be the ONet 
they are being trained in. 
 
 
 
 
 
 

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

142. 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.  

143. 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. 
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144. Enter the title of the ONet 
you need into the Job Title 
field. 

145. Click Search button. 

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

147. Click Select button 
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148. ONet is now populated.  
149. Goal: Type in a goal for the 

job seeker.  
150. Justification: Type in the 

justification reason to 
explain the goal entered.  

151. Objective: Double click in 
the Objective field  
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152. Click the Objective box  
153. Highlight the Objective 

needed by clicking on it.  
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Note: If you decide to dually enroll in 
WIA Youth the participant must be 
provided the 511 Youth Assessment 
& 512 Service WIA Youth Individual 
Service Strategies.  

 
154. Highlight the 

Service/Activity needed by 
clicking on it.  

155. Click Select  
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156. The Objective and Service 
now display in the boxes. 

157. Start Date: Automatically 
enters the current date. 

158. Click Save button 
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159. The service is now saved to 
the Employment Plan and it 
now displays in the 
Employment Plan tree. 

NOTE: The 511 Youth Assessment 
& 512 Service WIA Youth Individual 
Service Strategies service is only 
valid for 90 days in Toolbox. When 
the service is completed it must be 
closed, if the assessment or 
development of the participant’s 
individual service strategy will go 
beyond 90 days close the open one 
and re-open a new one. 

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

161.  Click the OK button. 

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

163. Choose the outcome you wish 
to use. 

164. Click OK button. 
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165. The End Date and    
Outcome fields are now 
populated. 

166. Click Save button. 

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

168. Click OK button 

NOTE: Services can also be closed 
on the closures tab.  
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169. Service has been closed and 
no longer is shown in the 
Employment Plan tree 

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

NOTE: The 512 Service WIA Youth 
Individual Service Strategies service 
is opened and closed in the same way 
as the 511 Youth Assessment service 
was. 
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Adding Summer Youth Service 
(Assessment Service)-If you dually 
enrolled the participant into WIA 
Youth and a Summer Youth Program 
you do not need to complete a 
separate assessment, however the 
appropriate Summer Youth 
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.  

 

171. Objective: Double-click in 
the Objective field 
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172.  Click on the Objective box. 
173. Highlight the Objective 

needed by clicking on it 
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174. Highlight the 
Service\Activity needed by 
clicking on it. 

175. Click Select button 
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176. The Objective and Service 
now displays in the boxes.  

177. Start Date: Automatically 
enters the current date.  

178. Click Save button.  
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179. The service is now saved to 

the Employment Plan and 
now displays in the 
Employment Plan tree.  
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Closing a Service 

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

181. Click the OK button. 

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

183. Choose the outcome you 
wish to use. 

184. Click OK button. 
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185. The End Date and Outcome 
fields are now populated. 

186. Click Save button. 

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

188. Click OK button 

 

  

 

 

185 

186 

187 

188 

DWD Technical Training March 2015 Page 64 

 



 

 

 

 

189. Service has been closed and 
no longer is shown in the 
Employment Plan tree 

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

NOTE: Services can also be closed 
on the closures tab. All Employment 
Plan Services are closed using the 
same steps above. 
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Adding the 503 Service-A 503 
service is a service that will prevent 
the record from exiting until it is 
closed. For this reason it is critical 
that when the participant completes 
the 503 service 

NOTE: The Participant must be 
referred to the appropriate job order 
to add the 503 service. 

Refer Participant to a Job Order 

191. Click on Job Order icon 
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192. Enter Search Criteria to 
search for job order 

193. Click Search button 
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194. Click Quick Referral icon 
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195. Click Refer button 
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196. 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 

 

197. Click on Job Order icon 
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198. Click Job Verification tab 
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199. Enter a H in the result field 

200. Click Save button 

201. Click Employment Plan 
icon 
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Adding the 503 Service-A 503 
service is a service that will prevent 
the record from exiting until it is 
closed. For this reason it is critical 
that when the participant completes 
the 503 service 

 

 

 

202. Objective: Double-click in 
the Objective field 
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203.  Click on the Objective box. 
204. Highlight the Objective 

needed by clicking on it 
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205. Highlight the 
Service\Activity needed by 
clicking on it. 

206. Click Select button 
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207. The Objective and Service 
now displays in the boxes.  

208. Start Date: Automatically 
enters the current date.  

209. Enter Job Order number 
participant was referred to 

210. Enter Wage 
211. Enter Hours 
212. Click Save button.  

 
 
 

 

 

 

207 

208 

209 210 

211 

212 

DWD Technical Training March 2015 Page 76 

 



 

 

 

 

 

 

 

 
213. The service is now saved to 

the Employment Plan and 
now displays in the 
Employment Plan tree.  
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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 Progress-Summer Job 
League tab must be completed.  

 

 

 

214. Select the Progress tab 
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215. Choose the correct tab that 
must be completed. (In this 
example it is the State 
Parks) 
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216. Total Hours Worked-
Enter total number of 
hours the participant 
worked. Not to exceed  

a. SPYC 300 Hours 

b. Summer Job League 
240 hours 

217. Work Readiness 
Achieved-Yes or No 

218. Was the participant hired 
by the employer-Yes or 
No 

219. Job Order Number-
Entered from the JO the 
participant was referred to. 

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

221. Outcome-Enter the 
outcome of the 
participation 
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222. Click Save button 
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223. Click Print SJL Cert 
button. (For SPYC you 
would click Print SPYC 
Cert) 
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224. Click Print button 
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225. Certificate opens in a 
separate browser. Print it 
and give it to the customer. 

226. Close the browser (not 
shown) 
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Once Progress tab has been 
completed the 503 service must be 
closed  

 

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

228. Click the OK button. 

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

230. Choose the outcome you 
wish to use. 

231. Click OK button. 
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232. The End Date and Outcome 
fields are now populated. 

233. Click Save button. 

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

235. Click OK button 
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236. Service has been closed and 
no longer is shown in the 
Employment Plan tree 

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

NOTE: Services can also be closed 
on the closures tab. All Employment 
Plan Services are closed using the 
same steps above. 

Closing the Summer Job League 
Enrollment 

238. Click on the Closures tab 
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239. Double-click in the End 
field for the enrollment 
you wish to close. This 
will bring up a calendar. 

240. Click OK button 
241. Double-click in the Outcome 

field. This will bring up a 
list of values containing the 
outcomes available. 

242. Choose the outcome you 
wish to use. 

243. Click OK button. 
244. Click Save button. 
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245. After Save a popup will 
appear informing you that 
Closures are permanent. 

246. Click OK button 
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247. After OK a popup might 
appear if there are no open 
services.  

248. Click OK button 
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249. Summer Job League 
enrollment is now closed. 

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

251. You can allow the WIA 
Youth enrollment to soft 
exit 

 

 

  
  

 

250 

249 

249 

DWD Technical Training March 2015 Page 91 

 


	Things to Remember
	The Assessment
	Eligibility-Application Tab
	Eligibility-Eligibility Tab
	Personal Section
	Status Section
	WIA Section
	Eligibility-Eligibility Tab Income

	Eligibility-Eligibility Tab Barriers
	WIA Youth
	Eligibility-Eligibility Tab Check Verification
	General Section
	WIA/WIA Adult/Youth Section
	Youth tab

	Enrollment
	Actual Enrollments
	Employment Plan
	Add Service
	Closing Service
	Adding Summer Youth Service (Assessment Service)
	Closing a Service
	Refer Participant to a Job Order
	Result Hire on Job Order
	Adding the 503 Service
	Closing 503 Service-Progress Tab
	Closing 503 Service
	Closing the Summer Job League Enrollment

