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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| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker EI@
File Edit MNavigation Options Utility MO Utility Window Help
+ ’ F =L
FPORBASOMAEIVAR v R BECKS® « » m
-D@Seeker Screen - | AM A EXAMPLE Ill(###-##-3144) |  EDWARD GREEMSLIT (573)522-3017
Find Seeker Seeker Info lDes.Juh 'I'rtlel Edu/Cert ] Work Histur_vl Referrals l Core Enroll l Other I Scratch Padl Sve F{eferrall Adv. Query
r— Name and Address Information = - -
Mailing Address: Street Address:
1. Locate and open the Job Seeker 1AM | [EXAMPLE 1 [123 MAN |
record. Phone Numbers | |
Home:| Celt] [JEFFERSON CITY Imc/[as101 [ B
The Assessment work] Other] Bad Address| Homeless| Emait |
r— Personal Information - — Seeker Status
. Date of Birth:| 12/01/1995 Age:-13 [¥ Searchable Status Date Last Update Workkeys ID:
2. Click on the Assessment speed o [ —— Emp Exchange Active | 09/25/14] 09/25/14 IJL
button 'J Gender] [v Share resume Case Management|inactive Next Appt: —
. — Veteran nformation Ul Ben Year Beg Dt|nactive | | Next Task:
) et Status:) ) - None »| Transition: - Dizlocated Date: [ EB
NOTE: While an assessment must be I | Recently Stparated e ActualEnroliments Possible Enroliments
completed, you do not have to utilize _ ) B Nl Contacts]
[ Servedin Campaign Bpp I0:| 3123638529
Toolbox as the assessment tool. There ™ Brinton S . [ [ 0 _
h dvantages to utilizin rinton Summary (Resume) [ L2
?I_re |8W€V|er a id g bl 9%02 [ Service Ended by Disablility Trainee ID&
oolbox. It prOVI es_ a countable [ Spouse of Deployed Guard/Reserve or spouse deployment | [—_Services Provided
Seeker Service that is reportable to ended within the past year Date Type of Service Employment Counselor .
USDOL. Using the Assessment in Branch:| =] 07/11/14|JobsMoGov Self Job search Counselor Web i‘
Toolbox also allows other counselors Have you attended a TAP workshop Show We Hero| 1 07i11/14}Job Referral Counselor Web
: : in the past 35 months? m : 07/03/14|Job Referral Counselor Web
\;\é%reilsngovtvr:tehat;i;ur;teonr?er to have = Status Verified | 07/02/14|JobsMoGov Self Job search Counselor Web -
Source: [Counselor Web [ Partial Seeker
r Rest.Lﬂm - Discrepancy M {psave | X cance
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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 on the
Employment tab and answer
appropriately. This is where a
“picture” of the customer
begins being built.

|2, Toolbox 2 (Test) Powered by Oracle 11g - Assess 5 [ @ | 3]
File Edit Mavigation Options Utility MO Ltility
Ay 278 -
POBBR FON VG A« BEECIKS 4 » EW
@ Assessment- | AM A EXAMPLE I(#3-#H-3144) | EDWARD GREENSLIT (573)522-3017
Employment I Education l Support System l Financial Needs l Basic Skils Tests l
2 ate: 3 w3 ate: — Job Seeking Skills
— Emplu-yrnent History Do you have a resume?| ﬂ |
| Employer | City | St | + Add Which methods worked best for yﬂu?|
'Fffprs"" City - [elete Describe your typical interview |
Do you need help preparing for interviews? |
Job Title: |C|:|unter Worker . ’
— Job Keeping Skills
Start Date:/01/01/13 End Date: udunths:l_
Per:| | salary ﬂ Hrs. Wk Were you able to getto work on time? | =l
Job Description: |Serve customers in eating places that specialize in fast Did you work most scheduled work hours?| ﬂl
ﬂ service and inexpensive carry-out food. Describe your working relationship with your co-workers/supervisor
Currently Wﬂ"k""g:l—LI When are you able o work: m 1|Nhat type of jobs have you liked in the past and what are you interested in?
Looking for work| =l Describe what you liked most about your last job
Type of work: | |
Longest Worked Employer: Why Left]| Describe what you liked least about your last job
Applied and Not Hired: | || |
Can't Look/Accept Job: - | LKI vs. Potential Earnings:
Quit or Fired Reason: _| | LMl
& Print hiL Assessment @ Save | 3 Cancel ‘
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6. Once all pertinent questions have
been answered click the
Education tab

| £:| Toolbox 2 (Test) Po Oracle11g - Assessment

File Edit Mavigation s Utility MO Wiility 'Window Help

ORI R

@Mse&smmt—l AM A EXAMPLE lll(#E-3144) |
Employment l Education

Assessment Date: LastUpdate Date:| |

r— Employment History

| Employer | oty [st]| o s
Jonalds Jefferson City : m
| | l_ﬁ -
Job Trtle:|l:uu nter Worker
Start Date:|01/01M13 End Date: Months:l_
Per:| ﬂ Salary:l ﬂ Hrs. Wk.:l_

Job Description:|Serve customers in eating places that specialize in fast
service and inexpensive carry-out food.

r— Current Employment

Currenthy wﬂ-rkingzlm When are you able to work: @
~l|
Type of work: |Pruductiun, construction, food service
Longest Worked Empluyer:lr Why Leﬂ:|5ti|| employed
Applied and Not Hired: |ves v ||applied to several jobs

Looking for work: |Yes

yOREIEVAUAGSVERMEG BEHCKSE | « »
EDWARD GREEMSLIT (573)522-3017
l Support System ] Financial Needs l Basic Skills Tests ]

— Job Seeking Skills
Do you have a resum?|Nu

Which methods worked best for you? |ir| person centacts

- |wants to create a resume

Describe your typical interview |n&r'.f|:| us

Do you need help preparing for interviews? |ye5

— Job Keeping Skills

|Ye5 ﬂ|

Did you work most scheduled work hou I'S-?|Yes ﬂ|

Describe your working relationship with your co-workers/supervisor

|guud

What type of jobs have vou liked in the past and what are you interested in?
|cc|n51ructiun jobs and anything else outside

Describe what you liked most about your last job

|the work

Describe what you liked least about your last job

|n'r3r SUpETvisor

Were you able to get to work on time?

Can't LookiAccept Job: |No ~||

Quit or Fired Reason: =

LMIvs. Potential Earnings:
| LI

‘ 3 Cancel ‘

@ Save

Free Format (FF)

Record: 11 =03C=
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7. The School information comes
over from the customers
record

8. Read through the Assessment
guestions 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

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

PORBRAAFOALITARS

=R N <=
BECHKSE « » @

'@ﬁﬁse&‘smenl - 1AM A EXAMPLE |11(#8-3144) | ED (573)522-3017
Employment Education l Support System l Financial Meeds l Basic Skils Tests ]
Assessment Date: |09/29/14| Last Update Date: |:| | Employment Skils Amn”wr‘h"w Tests
— Education History 9 ,\ _|| TestType
Highest grade completed?|[ ~ | Currently in School: ~[Il | Test Date I
Would you like to obtain your high school diploma or GED? hd "é'sx'ﬁis m = .
Do you have a learning disability? | ﬂ | + m— Delete
e ive Learning - |
What did you like about school? | | 10 dug e s
Coordination
What did you disiike about school?| I el THMTS ance =
Dl Equipment Selection ﬂ
Are there any fraining programs you started but didnt complete? hd Pel nsiuctng o ﬂ
ugment and Decision Haking
- - » Learning Strategies .
| Treining Program [ Reason for Leaving Exct Date) O | B e = ncial #id |
| | | . Management of Personnel Resourc
| | | = == Delete — Lice Monitering =i =
Are you interested in more training or skill enhancement? - M |'|' Add
Describe| = Delete
B School : License/Certificate | Date | st |
City:|Jeffersun Chty State:| MO | l_
Majur:| |
Degree:|High School Diplo... v | Completion Date: . = Additional | = Add ‘ = [elete |

| 3 Cancel ‘

@ Save

Recard: 11 =05C=
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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

-

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

File Edit Mavigation Options Utility MO Utility Window Help

PORNBRAAFOAIDCAES2VISEFRHE BREFECKSBE | « » @

'@ASSESSFHEHT—IAMAEK&MF’LE IlFH-R-3144) |

EDWARD GREENSLIT (573)522-3017

[= |[=|[=]

-

Employment Education ‘ Support System l Financial Needs l ElasicSkillsTesml
i Aptitude/Ability Tests

Assessment Date: [09/28/14] LastUpdate Date:| | | Employment Skils | plitude/Abilty Tes .
r— Education History ) |Criti|:ﬂIThinking - || Test Type |

Highest grade completed?|High School... " CenficatesiLicenses o = I Test Date: I
Would you like to obtain your high school diplon] Fnd : RES”"?S:l :
Do you have a learning disabilty? |Ho - [ | Teomeeran 3| [ Delete = Add ‘— Celete |
What did you like about school?  |Science, W3 i S ahed Feod Satentt =

What did you dislike about scha and| - |2
A th t ini b : ot

re there any raining programs (0 DUl | |Ceriified Medical Administrative Assistant . ’ | J
| Traini P IR for L | |Certified Medical Assistant _,j ° |PEI'IIjII'IQ Yr'|2015 AI'I'I'tl

raining Program eason for Leavi
| — | p ‘ : FJ Financisl &id ‘
] Eind Cancel
| | J g rtificates
ng Completion Certificates |

Are you interested in more training or skill enhal + Add
Describe|wuuh:l like training to become a Nurse | = Delete

< choot|High Schoo! : License/Certificate | Date | st |

C'rty:|Jeffersun Chty State:|MO
Majur:| |
Degree:|High School Diplo... .+ || Completion Date: . = Adcitional | == Add ‘ = [elete |
{E’? Save | 3 Cancel |

Record: 1M1

=03C=
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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

I

|£:| Toolbox 2 (Test) Powered by Oracle 11 ment

File Edit Mavigation Options Utility
PORBR SO H L VEREE BRECKSE « » I
'@Msessment—IMAE){ﬁMPLElll{ HeY 144) | EDWARD GREENSLIT (573)522-3017

l Support System l Financial Needs l ElasicSkillsTestsl
Employment Skills

Window Help

Employment Education

Assessment Date: Last Update Date:| | |

| Aptitude/Abilty Tests

— Education History |Critical Thinking Test Type | :
Highest grade completed?|High School... = | Currently in Schook [No v | | |Mathematics TEEE i
Would you like to obtain your high school diploma or GED > |Science Resuts| :
Do you have a learning disabilty? [g = || = Add ‘ o DEEE = Add ‘ = Delete ‘
\What did you like about school?  |Science, Math, & Hostory — Education lssues
What did you dislike about school?[English and schedule LERESL:

Describe: |
- , -
Avre there any training programs you started but didnt complete?|to hd Pell grant status: |P&nding ﬂ Yr:| 2015 Arrrt:l
Training Program Reason for Leaving |Exit Date o
|| AL I| gJ| | O = Add | Describe: | EJ Financial Aid |
| | [ ﬂ == [elete | [ Licenses and Certificates
Training Completion Certificates |
Are you interested in more training or skill enhancement?~yze + Al
Dasc:ribe|wuuld like training to become a Nurse | = = Delete
School|High School | A | Tyee | License/Certificate | Date I st |
City:|Jefferson Chty Stateli0 — .. xlicPr osr1s MO
— EIETE
o] | I
Degree: High School Diplo... x| Completion Date: : =i Addtionsl | = Add ‘ = Delete ‘

| 3 Cancel |

{E? Save

Certificate or License obtained by customer (LOWV)

Record: 2/2 ... |List of Valu... =0SC=
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| £ Toolbox 2 (Test) Powered by Oracle11g - Assessmep
File Edit Mavigation Options Utility MO Utility

= R >

roamesomival 16 FaamEmceies « » m

'@}\SS essment - | AM A EXAMPLE l(#H5-3144)

GREEMSLIT (573)522-3017

Employment l Education Support System Financial Needs | Basic Skills Tests l
Assessment Date: [09/20/14] LastUpdate Date:| | — Transportation
I What is your transportation?|
Seeker Pregnant; - Due Date: Vihat is your backup plan if prirrlﬂry|
transport is unavailable?
Household include children: - — Drivers License WWhat keeps
Meed child care supportive services smtg;l_ Cla:ss:leeraturs ﬂ 5tatu5:| you frum
16. Read th rough the Assessment to participate in employmentTraining activity: :l" — Endorsements owning?
' . o | Air Brakes [ Hazardous Material [ School Bus o
guestions on the Support Describe: [~ Double/Triple Trailer [ Passenger [ Tank Vehicle
System tab and answer Applied for Childcare? ~|  Chidcare provider? | ~|I=Aaatonal =0
appropriately What is your backup plan if provider is not availiable? Nams Humber Relationship Type
— Additional Support | | | | J
Any additional supports you need to be
successful in employment/participation? (5 Print | + Acdd ‘ = [elete |
r— Housing Household Members
Homeless in the last year: v First [ wi. | Last | Bithday |Age|Gender| Relation  [Dep|
Dascribe:l |_| | - | -
Current Situation: | j | |_| | | ﬂ| ﬂ I
Expect any changes in 90 days: - | I_ | | _| j| ﬂ
Describe: | == Add | = Delete
@ Save ‘ 3 Cancel |
Are there children in the household? "Yes™ or "No”
Record: 11 <Q3C=
Page 8
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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

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

File Edit Mavigation Options Utility MO Utility Windg

PORBRAOHEIDAR

@Mse&sment - | AWM A EXAMPLE NlI(FHH-3144) [

18

$FEE BECKSE « » @

DWARD GREEMSLIT (573)522-3017

Support System I Financial Needs l Basic Skills Tests l

E=3 ol 53

Employment l Education
Assessment Date: 09/29/14| LastUpdate Date:| | Transportation
R — What is your transportation?|car I
Seeker Pregnant: - Due Date: Vifhat is your backup plan it primar_v|bu5 17
transport is unavailable?
Household include children: [ves | - —What f§eeps
Weed child care supportive services | I NeverLearned [ License Suspended you 4 m
to participate in employment/Training activity: 1'% :lv | I Health Problem(s) [~ Need License Plate Ll
Describe: |Need help paying for child care I Maylose License (Court) | Need car repairs 2
| I Insurance I~ Other L]
Applied for Childcare? |pg - Childcare provider? |No I Problem Making Payme... Comments
What is your backup plan if provider is not availiable?|Co not ha ™ None j Type
— Additional Support @ —ﬂ
- Cloze
Any adclrhu-n.al supports you nf.ae.d tq be |Nut at this time
successful in employment/participation? elete |
r— Housing Household Members
Homeless in the last year: [No v First Mi. | Last | Bithday |Age|Gender| Relation  |Dep|
Describe:| llam A |Example IV 060172012 2 [Mate = l[chi %
Current Situation: |Living with Other ][I Isaly P |sue 10910111995 19 |Fe... v|Notrelated | I
Expect any changes in 90 days: |No * | ’_| | _| ﬂl ﬂ
Describe; | = Ao | == [ielete
@ Save | = Cancel ‘

Is the household member a dependent of the customer? "Yes™ ar "Nao”

Record: 2i2 . |List of Valu...

=08C=
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19. Enter Assessment Month &

|%| Toolbox 2 (T

Resource Types

1 FEile Edit Navi

Find| %

Resource

Alimony

Disability Insurance Payments
Dividends

Earmed Income

Food Stamps

In-Kind

G BEGKS® « > @
[GREENSLIT (573)522-3017

Skills Tests |
=]

= o>

Assessment Date (MMMYYYY)

[ q - - Copy | 4 Add | — Delete |
Eind =S 22 | Assessment Month Net Difference
vear . . 1 J R (Total Resources minus Expendtures}:ljl
20. Doyble-cllck in Resource Type oty Foud Honthty Housshol Expenditure
field Resource Type / Description Amount | Expenditure Type | Description Amount |
21. Choose Resource Type - .
22. Click OK button ')
Repeat Step 20-22 for each Resource | |
Type. gy
23. Enter a Description for ! | 23 | 24
Resource Type —l
24. Enter Amount of Resource
Type . .
Total Monthly Resources: Total Monthly Expenditures:
== Add | = Delete | | I Financial Education = Add | = Delete |
ﬁ Pririt | @ Save | 3 Cancel |

Record: 11
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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

F

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

|dentify the financial resource type from the LOV.

= e ==
] File Edit Mavigation Options Utility MO Wtility Window Help Expense Types [X]
a-+
PoHBRAOMEITAESVVERBMY
@AEEEEEmEM—IMAEWLEI{#W—##—3144] | EDWARD | [Resource |
Employment | Education | Support System Financial Needs |EFasic5 E:s;aﬁonapenses
-_j.- 27
AS&E.‘:SSHBH’[D&TBZ LﬂSTUpdEtED&tEZI:I - |Health/Accidental Insurance Premium
- |Home Insurance
Assessment Month & Year . |Medical Expenses (medical, dental, prescriptions)
0812014 a Comment: . |Other Expenses - |
{ 1|
. _|E'”“ = 28 289
— Monthly Household Resources \Mnnthly Huusew /mﬁ
Resource Type Description Amount | ¥xpendl'urM Description Amount |
Earned Income MacDenalds $5974.00 =
Food Stamps Food Stamps $325.00 *
1 .
| I 29
L= |
X
Total Monthly Resources: 1,299 Total Monthly Expenditures:
o Add | — Delste | %F| T Financial Education 4 Add | — Delete |
% Print | @ Save | 3¢ Cancel |

Record: 3/3 || . |Listofvalu... |

<0sC=
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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

e

[o ] O |

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

File Edit Mavigation Options Utility MO Utility Window Help
POBBRAFOAIVEESVIEEG BEESKSE « » @

'@Msess ment - | AM A EXAMPLE Ii#R-5-3144) | EDWARD GREENSLIT (573)522-3017

l Support System Financial Needs l Basic Skils Tests l

Employment l Education

Assessment Date: Last Update Date:| |

Assessment Month & Year

- | Comment: - Copy | = Add ‘ = Delete |

I 32 Assessment Month Net Difference

T (Total Resources minus Expend'rtures]:
—

— Monthhly Household Resources r— Monthly Household Expenditure:

Resource Type I Description I Amount | Expenditure Type | Description
Earned Income |r.1ﬂcDunﬂk:I5 3974.00 = Gas |Fu&|
|Food Stamps |Food Stamps §325.00 [Food |

|Te|&p-h ong (home & cell |

|l:ar Repair & Maintenan |
|C.hik:|ca re |
|utilties (heat, electricity |

Total Monthly Resources; 1,299 Total Monthly Expenditures:
400 | —ooets ||| %F| T Financil Education R
d} rdd 33 @ Save | 3 Cancel |
Record: 11 =05C=
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34. Completing the Assessment
provides a countable 9002
Seeker service

Eligibility-Application Tab

35. Click on the Eligibility icon

[ ]

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

PORBRAOAHAIVARSVEIFRHE BRECKSE « »

‘@Seeker Screen - | AM A EXAMPLE |N(#H-H-3144)

EDWARD GREEMNSLIT (573)522-3017

(=] @ =]

Find Seeker Seeker Info ‘ Des Job Title ] Edu/Cert ] Work History l Referrals l Core Enroll ] Other ] Scratch Pad ] Swc Referral l Adv. Query
— Name and Address Information Wailing Address. Street Address:
[l am |3 |ExcampLE 0 [123 mam |
Phone Numbers | |
Home:| Celt| [IEFFERSON CITY e [es101 [ [
Work] Other] Bad Address/  Homeless [ Email|
— Personal Information — Seeker Status
Date of Birth:| 12/01/1295 | Age{ 19 | [V Searchable Status _ Date Last Update Workkeys ID:
- = Emp Exchange]active | 03112/15] 0312115 | 90050017
Gender:| M are resume Case Management & ctive Next Appt: Time:
— \eteran Information Ul Ben Year Beg Dt Inactive | | Mext Tazk:
Vet Statusin - None x| Transition: x| Disiocated Date: | EB
Actual Enroliments Po=sible Enroliments
- Job Contacts|
Recently Separated Served From|_Served To | hpp 103123538529
[ Served in Campaign o o
[ Print on Summary (Resume) | I ! Trainee D%
[ Service Ended by Disabiiity Services Provided
| Date Type of Service Employment Counselor

in the: past 36 months? g

-

S —

Have you attended a TAP workshop Show Me Hero| N

Status Verified |

Source: |Cuunselur Web

| [ Partial Seeker

[ Restricted

[ SSN Discrepancy

308/ 5| Assessment

EDVWARD GREENSLIT

07M11/114|JobsMoGov Self Job search

Counselor Web

071114 [Job Refe

rral

Counselor Web

07/03/14[Job Refe

rral

Counselor Web

[ Deceased

B wiek Info

@ Save

| 3¢ Cancel

DWD Technical Training March 2015
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36. Birth Date and Ul 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.

[

| £ Toolbox 2 (Test) Powered by Oracle 11g - Eligibility
File Edit Mavigation Options Utility MO Utility Wi
+ by
PORBRLACOH I TRE
'@Eligihility— | AM A EXAMPLE |lI(FHA-5-23144) |
Application l Eligibility l Waiver l Enrolment l

Birth Date:[12/01/1995 | Ul Status:

MNSLIT (573)522-3017

What is the approximatqtotal houghold earned income of these family members? Per Manth

B BESKSME

Created D‘t:l:l

blood or marriage live in your household? # of dependents 18 and under:

[=]lE =

- [

U.5. Citizen?

If No
’7 Alien Registration #: Are you authorized to work in the U.5.7 -

Currently Employed? If ¥es, are you at risk of losing your current level of income? -
Registered With Selective Service? - If Wes, Registration #: Qﬂ Selleeiive S |

Do you have a disability that is a barrier to employment? -

Are you homeless? - Ifves, live in shelter? hd

: I—_l If Yes
Are you a Dislocated Worker? T ’7 Letter from employer? + | Layoff Date

Emplover / Company namg? |

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

Are you a PELL Grant recepient? -
Was the customer unable to achieve self-sufficiency after receiving core services? hd

VWhat is your employment objective? |

B

What is your employment or training need?

@ Y outh | Show Me H... ‘ Completed m;:l Record Df ﬂﬂ == &dd

‘ [3? Save

| 3 Cancel

E
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38.

39.

40.

41.

42.

43.

Enter the number of Family
Members living in the
household.

Enter the number of
Dependents that are 18 or
under.

Enter the Monthly Earned
Income of these Family
Members.

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

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

Enter if the customer is
currently employed.

44. The question, “If Yes, are you

45,

46.

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

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

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

'@Eligihilit}'—l.&h'lAEKNHF'LE (-3 144) | EDWA
Application ‘ Eligibility I Waiver l Enroliment I

Birth Date: Ul Status:

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

What iz the approximate total household earned income of these famity members?

.5, Citizen? -

Currenthy Employed?

Registered With Selective Service?

NOTE: Selective service button
can be used to either register a
customer with selective service or

Created Dt] |

# of dependents 18 and under:

Per Month

If Ho
’7 Alien Registration #: Are you authorized to work in the U.5.7 -

If‘(es are you at risk of loging vour current level of income? -

v IfYes, Regtstrahun# (“'l? WW SreiEe |

to obtain the customer’s selective
service number. You will need
customer’s last name, SSN, & date
of birth

DWD Technical Training March 2015
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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

49. If the “homeless” response is
yes, answer the question “If

Yes, live in shelter?”. Click == — 51
@ ” Do you have a dizability that i= a barrier to employment? -
the arrow to respond “Yes” or - 49
“No”. Are you homeless? - If v'es, live in shelter? -
50. To answer the question “Are Are you a DislgZated Worker? ~ | — | Layoft Date
you a Dislocated Worker?” Employer / Company name? |

click the arrow and select
“Yes” or “No”.

51. If the response to the
“Dislocated Worker”
guestion 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 uYeSn or uNou Are you receiving or have you received in the past 6 months: Food Stamps?

Al PELL Grant ient?
54. “Was the customer unable to = yene ram TEEERED

achieve self-sufficiency after

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

9]

receiving core services?” Vimat s your empleyment objecie? | Summer Smpleymert
click the arrow and select What is your employment or training need? Summer Employment
“Yes” or “No”.
55. “What is your employment @ outh | Show Me H... ‘ Cumple‘ted1l:lﬁeoﬂrd of ﬂ ﬂ = Add | (3? Save | 3 Cancel ‘
objective?”, type in the

training need?” type in the
information.

57. Click on the “Show Me Hero”
button.

objective .
56. “What is your employment or

DWD Technical Training March 2015 Page 17




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”

DWD Technical Training March 2015

¥ Show Me Hero Questions
]

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

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

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




61. Click OK button
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62. Click Youth button

Summer Employment

Summer Employment

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.

1y W
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64. Click Close button
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65. Complete Dt: double click in
this box and the current
date will appear.

66. Click Save.

@ Yauth | Show Me H... C,umple‘[ed[rt: Record uf jﬂ == Add | g_ff}' Save | 3 Cancel

-

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.

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

File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOAIVACSVIFAG BECKSE « » m

'@EIigibiliW—lﬁMAE){»‘\MF'LE I3 144) | EDWARD GREENSLIT (573)522-3017
Application l Eligibifity ] Waiver l Enroliment ]
Birth Date: Ul Status: CreatedDt| |
How many famity members related by blood or marriage live in your household? |_2 # of dependents 18 and under: |_1
What is the approximate total household earned income of these family members? 200 Per Month

If No
- . —
U.S. Citizen? ves vl r Alien Registration # | Areyouauthorized to workinthe US7| | |

Currently Employed? |ng - If ¥es, are you at risk of loing your current level of income? -
Registered With Selective Service? [ves If Yes, Registration #| 1234567889 L) chlertive Service J

Do you have a disability that is a barrier tt FOrms x|
Are you homeless? |Ng - If e This record will be frozen! This application will only be
. good for 30 days. Do you want to continue? = 67
Are you a Dislocated Worker? |No
Are you receiving or have you received in the past 8 months: Food Stam |“r'e5 ﬂ
Are you a PELL Grant recepient? No -

Was the customer unable to achieve self-sufficiency after receiving| 68 7 |ves ¥

What is your employment objective? |5ummer Employment l | ﬂ

Summer Employment j
-

What is your employment or training need?

(@ Youth | Show MeH... | Cﬂmpbmdm; Record DflEl jj + Add | @ Save | 3 Cancel
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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.

[

|| Toolbox 2

File Edit M Options  Utility MO Utility Window Help
POCRBRAOAITOACS2VIFREGA BECKSSR « r @
@Eligibility-l At EXAMPLE Nl (FeH-3144) | EDWARD GREENSLIT (573)522-3017
Applic:atiﬂn‘ Eligibility ] Waiver ] Enrullrnentl
Birth Date:[12/01/1995 | UlStatus: [nactive | Created Dt03/12/15|
How many family members related by blood or marriage live in your household? l_z # of dependents 18 and under: |—1
What is the approximate total household earned income of these family members? 200 Per Month

If No
itizen? . .
U.S. Citizen? es ¥ Alien Registration#: | Areyou authorized to workinthe U527  ~| |

Currentty Employed?  |ng - If ¥es, are you at rigk of losing your current level of income? -
Registered With Selective Service? |ves If ¥ez, Registration #:| 12345872839 Q,J Selective Service |
Do you have a dizability that is a barrier to employment?  |No -

Are you homeless? |No - If ves, live in shelter? -
. fYes
Are you a Dislocated Worker? Mo - ’7 Letter from employer? ~| Layoff Date

Employer / Company name? |

Are you receiving or have you received in the past 6 months: Food Stamps? fes *

Are you a PELL Grant recepient? Mo -

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

What is your employment objective? ‘Su mmer Employment ﬂ
69 r employment or training need? Summer Employment j

(@ auth ‘ Show Me H... | Completed DtReou-rd u.f ﬂﬂ + Add | @ Save ‘ 3 Cancel

ered by Oracle 11 - Eligibility o =[]
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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.

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

PORBAAOAEIVACSVEFRMABEICKSE « » M

'@Eifjbilil]r-l AM A EXAMPLE Ill(FH-#-3144) |

Application  Eligibility \ Waiver l Enroll
Eligibility

— Personal [ :

Date of Birth:

US Citizen:
Alien Registration #4[

Disabiity Status:] |

Disabiity Type]  «|

HH Have Dep Child(<18): ves -

Single Parf:nt:l—L|

Limited English| |

1210111985

— Status [
Vet Status:

Employment Status.
Ul Claim Status:

Current Education Status:
Highest Grade Comp:

Dislocated Worker:

[ ][]

EDWARD GREENSLIT (573)522-3017

WA DW -

$ Income

Receiving TANF: -
Receiving GARCAS

FOOD STAMPSISSI :l'

Family Size:|

ive Servicellves

Service #:(12-3456735-9
Waiver] <

éﬂ Selective Service |

Categury:l ﬂ
Layoff Date:
Mass Layoff: :lv

NEG [

Empiloyer: |
Grant Number:| ﬂ

— WA Youth —_|

seyc
Summer Jobs [ I= the Wouth
S [ A Parent?

[ A child living with the

custodial parent or other

r Show Me Hero — -

[ Out-of-School adult caretaker/relative?

¢ Check Yerification |

App CumplethDate: Eligibility Verif Date: Record q.fIE‘ ﬂﬂ o Add

‘ 3 Cancel

| {E‘? Save
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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. Ul 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”.

|£: Toolbox 2 (Test) Powered by Oracle11q - Eligibility
File Edit Mavigation Options Utility MO Utility Window Help

'@Eligihilit}‘—IAMAEXAMF'LEIII{#M—##—MM} |
Application  Eligibility I Waiver \ Enrullrnentl

(o] @ ]

PORBRASOAIVRAGSVIFEA BRHCKSR ()@

EDWARD GREENSLIT (573)522-3017

Eligibility l
— Personal [ : — Wia - WA DW -
Date of Birth:{12/01/19%5 $ [ncome cat | ﬂ
N | ategory:
US Citizen:[[7000 ~ B _ Layoff Date:
Alien Registration #A ; Receiving TANF: 4
Disabilty Status;’—j Racalgg GARCA] Mass Layoff =l
: = TAMPS/SSL M
Disabilty Type v Family Size] NEG [
HH Have Dep Child(<18).|ves I 75 =mi-Annual Income: Employer: |
Single Parent: - l Annual Income: GrantNumher:l ﬂ
Limited English| v (v A Youth
. IVE SEIVICEvas 2% Bartiers
— Vet Status: = Service #]12-3456785-9 spyc [ 4
Employment Status: v | g wﬂmr;’—L| Commmer dobs | I= the Youth
Ul Claim Status: S ; s~ [ A Parent?

Current Education Status: v?' [ A child living with the
Highest Grade Comp: - Hero — custodial parent or other

[ 81 Dislocated Warker: v | — I [ Out-of-School adult caretaker/relative?

pr— Homeless: (i, 44 Check ‘erification

App Completed Dateg30515| Eligibilty Verif Date: Record | 1[of | 0| j ﬂ + A | (% save ‘ X Cancel
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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)

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

PORBRAAOHN § D

‘@ Eligibility - | AM A EXAMPLE {#H-#-3144) EDWARD [T (673)522-3017
Appli gibility ‘ Waiver l Enroliment }
Eligi
Oocoonl = wia - Wia oW -
@WAFamlyln*e Worksheet Income Cateww_| ﬂ
r— WIA Programs d
o Month/Year  Total Receiving TAMF:I—Ll Layoff Date:
+ lon -‘ WIA Semi-Annual: 0 i I—_l
ceiving GA/RCAJ Mass Layoff: x
- e 0 FOOD STAMPS/SSL ~|
i Copy I MEG [
i [j Famihy Slze.l_ |
2nd] Semi-Annual Income: Employer:
1st Annual Income: Grant Number:| =]

Income type | Description | Amount | [ Low Income

Registered - Selective Service|yvee
Service #12-3456788-%
Waiver: -

éﬂ Selective Service |

[ & ] esn]

@ BECKSE « »

— WIA Youth —

spyc [
Summer Jobs |
SILT

’, Show Me Hero — -

[ Qut-of-School

&% Barriers

Is the Youth
[ A Parent?

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

Honthly Income:
PR PR R —

Q% Check “erification ‘

Erif Date: Record uflE‘ jﬂ + Add

| @ Save

| 3 Cancel
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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

I WIA Family Income Worksheet

— VWl& Programs

#Last Month: [0 gES

Month™ear  Total

- WA Semi-Annual

atholo7i2014 0 Wit Annual: 0
—> 4ih:| 052014 1] E'E; Copy |
Jrdln5/2014 ]
2nd:| 0472014 0
1st|03/2014 i
Income type Description Amount
~
|/
WIA Income Types Ed L
Find|%
Income Type =
Alimony
Dividends

Fellowships assistantships
Government employee pensions

|I"|TL.IFEHCE.' or annuity navmenis _Iﬂ
4 4

(K

]
Delete IMonthhy hmme::l

-

{E‘I’? Save | ’B Close

Eindl oK 89
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90. Enter a Description of the
Income

91. Enter Amount of income

$1WIA Family Income Worksheet

— VWl& Programs
Month™'ear  Total

Sthejo1/2015

sLast Month: (EEERN [ v ser-annuat

ath:)12:2014

ardi11/2014

2nd:{10/2014

1stj0mz2014

0 WA Annual;

Income type

+ Aol | == [elete

| Konthly Income:

-

{E? Save

| ’8 Cloze
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¥ WIA Family Income Waorksheet
WlA Programs
Month/rear  Total
Last Wonth: (PN ER Y] v~ semi-Annual 200
94 ath:|01/2015 0 Wit Annual; 400
i Ath:{12/2014 0 co
Py
92. Toolbox will total Monthly ardf112012 ;
Income
2nd:f10/2014 0
93. If each month the income is fstj0or2014 0 93
the same you can choose income type | Description " | _Amount
the Copy button. Earned Income |r.'I|:D|:|nah:Is | 200 |~
| | |
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 | |
| |
Monthly | :
o Acd | = Delete | LS 200
{E? Sawve |’B Close |
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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

$EWIA Family Income Worksheet

— VWl& Programs
Month/ear  Total
#Last Month:| 022015 200/ WIA Semi-Annual 400 g
BN 01/2015 Wit Annual: 200
Ath:12/2014 0 B‘Ei Copy | “\
3rdy11/2014 1] "
2nd:|10/2014 o
1st|0g/2014 0
Income type Description Amount |
Earned Income McDonalds 200 ~
H
97 i
COMmE:
+ Add | == [clete | 200

{'Ef? Save | ’8 Cloze

|q.

96

L]
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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.

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

File Edit Mavigation Options Utility MO Utility Window Help

POBBRAAOHIVOASVERBA BECKSE « » m

@Elig'bilil}' -1 AM A EXAMPLE IlI(#30-3144) |

Applcation  Eigibity | Wanver | Enrolment |

Eligibility ‘

— Personal [

Date of Birth:| 12/01/1995

US Clizen:|ves

Alien Registration

EDWARD GREEMSLIT (573)522-3017

— A |

$ Income

Receiving TANFjj, | -

=N [~

Receiving GA/RCAS
4’ FOOD STAMPSJSSI:'NU ﬂ

HH Have Dep Child(<18
Single Pares 103
Limited Englis!

— Status [

Wet Status:|yot a Veteran

-
Empiloyment Status:||nemployved Z
Ul Claim Status:|Fxhausted hd
Current Education Status:| gt attendin..
Highest Grade Cﬂmp:’m
Dislocated Worker:|1y 5 -

Homeless:|q -

Family Size[ 2
Semi-Annual Income: 4004
Annual Income: 200

¥ Low Income  Adultfyouth

Registered - Selective Service: ({700 v
Service #|12-3456735-9
Waiver: -

éﬁ' Selective Service

— Show Me Hero — -

[ Out-of-School

— WA DW [
101
f 102 |
-

Grant N I j
— WA Youth —_|

spve L[
Summer Jobs El ~ | Isthe Youth
SIL E r [ A Parent?

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

¢ Check Yerification

AppCDmplB‘thDate: Eligibility Verif Date: Record uf ﬂ ﬂ 4 Add

‘ @ Save

‘ ¢ Cancel
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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

guestion
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

|| Toolbox 2 (Test) Powered by Oracle11q - Eligibility

File Edit Mavigation Options Utility MO Utility Window Help

=~ O H i VOAGSVIHBA BRCKSE )

'@Eligil}ility—IAM&EKAMPLEIII{M—##—MM} |

Application  Eligibility ‘ Waiver ] Enrullrnentl

Eligibility
— Personal [
Date of Birth:|12/01/1995
US Citizen:fves w
Alien Registration #4A[
Disabilit)r Status: MNot Dizabled =
Disability Type -
HH Have Dep Child(=18):[vez =
Sing| -
Limite: 104 -
— Status [

Vet Status| ot a Veteran
Employment Status:m
Ul Claim Status:|Exhausted |
Current Education Status:lm
Highest Grade Cnmp:lm
Dislocated Worker[yp |

—wia -
$ Income
Receiving TANF: |15 -
Receiving GA/RCAS
FOOD STAMPS/SSHMND x
Family Size:[ 2
SemirAnnual Income: 400
Annual Income:; 200

V¥ Low Income  Adult™outh

Registered - m‘ﬂh -
SEervice #|12-3455783-9
Waiver: -

éq} Selective Service |

Homeless:|p -

’, Show Me Hero — -

EDWARD GREEMSLIT (573)522-3017

(=] O =

E]
— WA DW -
Categnry:l ﬂ
Layoff Date:
Mass Layoff: :l"
MEG [
Employer: |
Grant Number: | ﬂ

— WA Youth —

[ Out-of-School

spye [l
Summer Jobs | ||~
SIL| N

Select

?5’-54 Biarriers ﬂ 105 I

Is the Youth
[ A Parent?

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

Q/ Check Yerification |

App Completed Date: Eligibility Werif Date: Record Df j ﬂ 4 Add

| gfj? Save

| 3 Cancel
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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

:
i
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107

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

[

LIy

1
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1A

110. WIA- This customer is ,
potentially eligible | 2| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility
File Edit Mavigation Options Utility MO Utility Window Help

PORBARAAOMAE VSRS VEHEE E

Show Me Hero Section

111. Show Me Hero-This WEEligibility - | AW A EXAMPLE llI{#5-#%-3144) ARD GREENSLIT (573)522-301
customer is not ellglble Application Eligibility ‘ Waiver l Enrﬂllrnentl
Eligibility I
— PB I — - -
WIA DW rsonal | e o7 Birin] 12011199 L $ Income e
o Category! =]
. ves = d
112. WIA Dislocated Worker Allen Regisration #4] Receiving TANF 1o Layoff Date:
This customer is not Disabity Status st Deache <] Receiving GA/RCA/ 113 Mass Layoff =
- Mot Disabled > FOOD STAMPS(SSH o
eligible Disabilty Type| | Famiy Size| 2 NEG T
NEG HH Have Dep Chid(<18):[ves ~ Semi-Annual Income: 200 Empioyer: |
Single Parent e w Annual Inceme: 200 Grant Number:l ﬂ
113. NEG- This customer is not Limited English:[ryy ¥ Low Income  Adultrvouth WA Youth - 1 114
eligible — Status [ Registered - Selective 54 Select , Bumppm—
et Status: Nuta‘\.-'eteran - Se e o [
WIA Youth Employment Status:Unemploved v ] 111 Summer Jobs 1
Ul Claim Status:|Exhausted - Selective Service | r| s Il J
114. WIA Youth- This customer Current Education Status:|y ot sttendin.. I 114c [ A child living with the
. . .. Highest Grade Comp:|g; - custodial parent or other
is potentially eligible. 'izmtz wﬂﬂl‘:l@r"" ” Show Me Hero — B Out-of-School adult caretaker/relative?
Choose summer program e —
you wish to enroll the Homelessin, ~|_ | o Check vericstion |
customer in.
App Cumple‘ted[iate: Eligibility Verif Date: Recard Df j j o Add | {j} Save | 3 Cancel
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

r

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

PORBBAAFOAIVABSVIFEEG BEHEKS M 4

{9 Eligibility - | AM A EXAMPLE Il ###-##-3144) |

Application  Eligibility ] Waiver lEnruIIrnentl

Eligibility l

— Personal [

Date of Birth:|12/01/1395
US Citizen:|yves |
Alien Registration #£4
Dizabilty Status:|pot Dizabled -
Disabiity Type[ -]
HH Have Dep Child(<18):[ves =
Single Parent:m
Limited English[yj; |

— Status |

Vet Status: (ot a Veteran v |

Employment Status:lm

Ul Claim Status:|Fyhaysted |

Current Education Status:[jot Attendin... =

Highest Grade Cump:lm
Dislocated Worker[yy, |

[ Low Income  Adultrvouth

Registered - Selective Service:|yves
Service #{12_3456788-9
Waiver: -

é]} Selective Service |

m
EDWARD GREENSLIT (573)522-3017
— Wia - Wia DW [
e Cotegry] 5
Layoff Date:
Receiving TANF, s
Receiving GA/RCAS Mass La}nuff:l ﬂ
FOOD STAMPS/SSINo -
Family Size] 2 NEG [
Semi-Annual Income: 400 Employer: |
Annual Income: 200 Grant Number:| =l

— W& Youth —

=% Barriers

’, Show Me Hero —1 -

[+ Out-of-School

Iz the Youth
[ A Parent?

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

Homeless:yg = o Check Verification 116
App Completed Date: Eligibility Verif Date: Record u.f ﬂ ﬂ 4 Add | {jy Save | 3¢ Cancel |
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[

General Section

117. Each of the active white

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

File Edit Mavigation Options Utility MO Wtility Window Help

=]

+ b 0 y
to attest to staff {8 Check Verification
verification. (Identity, General
Citizenship/Employment — General — — chow Me Hero
Status, and Age) [ identity; _
118. Enter the documentation - t'é‘ééﬁ'éﬁ”f‘éﬁl"ﬁﬁf gtﬂaﬁ:rz L [ Marital Staus
type used to verify the - Eirthpﬂert.,pwﬁrk Auth, Alien #) (Marriage License, DEERS Paperwork, etc.)
information in the [ Age [~ Military Dates and Discharge Type
comment box below the - (- ie. Birth Certificate) (DD214, Copies of Orders, etc.)
[=abilty Status
checkboxes. (- ie. Medical Recards)
| | Weteran Status
WIA/WIA Adult/Youth Section (- ie. DD214, Vet Admin (300)827-1000 )
119. Each of the active white BT ——
boxes needs to be checked - L
Family Size
to a_tt_eSt _tO staff . [ Last & Months Income
verification. (ldentity, ™ Selective Service
Citizenship/Employment B i il Bl
Status, and Age) |
120. Enter the documentation
. — s Lislocated Workern™
pre useql to .Ve“fy the [ Dislocated VWorker Status  (See Eligibility Guidelines)
information in the  Lavoff Date
comment box below the L
checkboxes. |
{:‘j? Save | 3 Cancel | ’@ Cloze
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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

E
File Ed

P &
%

Options  Utility MO Utility Window Help

RAAOMAIVEBSVISFBE EBFSESKSE « » @
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E
File Edit Mavigation Options Utility MO Utility Window Help

BEQRLAOAIDACSVIFAO BISEECKSR « » @

124. Check the Active check u
box(es) Remember anything | Iigrantyouty
listed as a barrier on the | Foster Chiid I \roster care
Eligibility must have I o
documentation. . Incarcerated Parent
125. Enter the documentation type I Dropout I™ Schoo! Behavior Problems.
used to verify the "I
information in the comment S . Family lliteracy problems
box below the checkboxes. o

. Dromestc Violence
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File Edit Mavigation Options Utility MO Utility Window Help

PORBRLAOHIVAES2VEIFEEG BEGKSHE « » M@

[V
I" | Foster Ghild
I" o

126. Click Save button I™ | Dropout
127. Click Close button

I™ | Runaway S
_ - I™ | Famify Miter

qcy orobl
HEY P

. lhome

. One or more grade |
. Limied Enghsh Eroficient

Childs birth certificate
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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.

.

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

PORBALAFOMEIVABSVIRFEEG BREGKSE| « » @

| EDWARD GREEMSLIT (573)522-3017

@Eligibilitp—IMAEXAMPLEIII{W—W—B‘IM}
Application  Eligibility l Waiver l Enrollment l
Eligibility ‘

— Personal [+

Date of Birth: 12/01/1985
US Citizen:ves |
Alien Registration #A
Disabiity Status:|ot Disabled v |
Disabiity Type] |
HH Have Dep Child(<18): |ves =
Single Parent:|vee =
Limited Englizh:|}yg -

Vet Statusiiyot 3 Veteran
Employment Status:lm
Ul Claim Status:|pxhaysted -

— Status |+

— WA -

Registered - Selective Service:|vas -

=% ol =5

¥ Low Income  Adultfvouth

Service #12-3455738-9
Waiver: -

éﬂ Selective Service |

wia Dw -
Categu-ry:l ﬂ
Layoff Date:
Mass Layoff: el

NEG [

Empiloyer: |

Grant Mumber: |

=l

Current Education Status:|pat attendin. =
Highest Grade Comp:|High School... -
Dislocated Worker:| -

’, Show Me Hero — -

WIA Youth —v
Select

spye | ||¢

% Barriers

& Jobs [ |
SAL v Jjif+

[+ Out-of-School

Iz the Y outh

[ A Parent?

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

Homeless:| -

Check \r"erificatin:unél

App Completed Date: Eligibility Verif Date: Record Df ﬂﬂ & Add

| .{3? Save

| 3 Cancel
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129. Double-click in the
Eligibility Verif Date field

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

File Edit Mavigation Options Utility

MO Utility Window Help

(o] ]

PORBALAOMEIVARSVIRFEEG BREGKSE| « » @

@Eligibilim—IMAEXAMPLEIII{W—H—B‘IM} |

Application  Eligibility l Waiver ]Enrﬂ-llrnentl

Eligibility ‘
— Perzonal [«

Date of Birth: 12/01/1985
US Citizen:ves |
Alien Registration #A
Disability Status:|yot Disabled |
Disabiity Type] |
HH Have Dep Childi(<18):|vezs =
Single Parent:|vee =
Limited Englizh:|}yg -

— Status |+

Vet Status:|1ot a Veteran v |

Employment Status:lm

Ul Claim Status:|Exhausted v |

Current Education Status:lm

Highest Grade Cump:lm
Disiocated Worker[lyg |

EDWARD GREEMSLIT (573)522-3017

— Wia -l wia ow -
8 reome | Catogor] B
Layoff Date:
Receiving TANF[l; = Yot ate
Receiving GA/RCAS Mass Layoff: l—Ll
FOOD STAMPSJSSI:IH
Family Size:| 2 NEG [
Semi-Annual Income: 400 Employer: |
Annual Income: 800 Grant Number:| =l
[
rowincome Aduliffouth. — Wl Youth —
Registered - Selective Eyeruloe:m Select #% Barriers
Service #12-3456788-9 seve [ i
Waiver: - Summer Jobs | (™ Iz the “r"outh
éﬂ Selective Service | SIL Wi+ [ A Parent?

[ A child living with the

Homeless:|), -

custodial parent or other

[+ Out-of-School adult caretaker/relative?

’75h| 1;9 I .

| ..... 9.*.1?.9*.%_.&f.@.r.i.f.i.eﬁtiené|

App{;ummetednate; Eligibility Verif Date: Record Df ﬂ ﬂ & Add

| 3 Cancel

| {3? Save
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|£:| Toolbox 2 (Test) Powered by Oracle 11q - Eligibility [ |- =[]
File Edit Mavigation Options Utility MO Utility Window Help

PORBRAOAIVARSVERNE BBREGCKSE « » E
‘@Eligibilit}'— | AM A EXAMPLE llI(#H-8-3144) | EDWARD GREENSLIT (573)522-3017

Application  Eligibility l Waiver ]Enrullment}

Eligibility l

130. After Save a popup will — Personal [V

o d
T Date of Birth:|12/01/1995 WA % Income o
appear indicating the record US Cilzenyoe <] Category:| ~|
dves ~ Layoff Date:

will be frozen. Allen Registration #£A] Receiving TANFjj;  +
Disabilty StatIJS'I'—_l Receiving GARCAS Mass Layoff: :I"
131. Click Yes e = Foop sTAWPSISSIlte <] NEG [
Disabilty Type - Family Size:| 2 [

NOTE: When the Yes button has HH Have Dep Chid(<18)ves | Eorms x| 3
Single P‘arent:m -‘-r:| ﬂ

been clicked, _chan_ggs_c_an no longer Limted Englshfys <] ' This record will be frozen! Do you want to continue? £
be made to this Eligibility record. If B
— Status [ @—swes] 130
the record needs to be changed, a Vet Status:[not a veteran - a5 No - £ |
new Eligibility record will need to Employment Status:|ynempioyed _¥7 Waiver] =T SummerJobs [ Jj~ | the Youth
be created before the enrollment is Ul Claim Statuslexhausted v & Selective ervice | siL )| | A Parent?

created. Current Education Status:|y ot Attendin. .« 131 I [ A child living with the

Highest Grade Compi|High School.. - Fsmw Me H 7 OutorSchoo custodial parent or other
-of-School

.

Dislocated Worker:|pq - adult caretaker/relative?

Homeless:yo " Check Werification ‘
App Completed Date{o3i0g15] Elgiiity Verif Date[TTIE Record | 1of| 1| 4| B| 4 a0 | [save | 3 concel
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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

'@ Differences

Differences from Application

132 |

Incarcerated™B) - M)
Domestic Violence™w'B) - N}
Lacks Geals(WB) - N}

Differences from Seeker data

Mote: The Seeker information will be changed to match the Eligibility Data

133

3 Cancel
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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.

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

POCRABPRAAOALIDOARSVIFRHG BEHECKSE « » @

@ Eligibility - | AM A EXAMPLE |lI(fHH-#H-3144) | El MNSLIT (573)522-3017
Application  Eligibility l Waiver l Enroliment l 134
Eligibility
— Personal [ - — WA v wisow -
Date of Birth]12/01/1985 ¢ Income category| =]
. egory:
US Cizen:|vez - Layoft Date:l—
Alien Registration #:A Receiving TANF |
L . Receiving GA/RCAS Mass Layoff: :l"
Disabiity Statusi{not Disabled _~ | FOOD STAMPS/SSE N v
Dizability Type = Family Size| 2 NEG [
HH Have Dep Chid(<18):[ves | Semi-Annual Income: 400 Empiloyer: |
Single Parent:|vee - Annual Income: 200 Grant Number:l ﬂ
Limited EI'IghSh Mo - ,7 Low Income  Adult™outh WA Youth —'F
— Status [V Registered - Selective Service|yvas - Select -
Vet Status:|yot a veteran « Service #£[12_3456785 9 spyc I [ =
Employment Status:| i nemploved _» waWEF:I—L| Summer Jobz [ Nl | I8 the Youth
Ul Claim Status:{Fypaysted = L Selective Service | siL vl |V AParent?
Current Education Status:|y et sttendin,. [ A child living with the

=N ol ==

Highest Grade Comp: High Schoal...
Dislocated Worker:{p 5 -

’, Show Me Hero — -

custodial parent or other

[+ Qut-of-School adult caretaker/relative?

Homeless: | -

o Check Verification | C.E; Registration Details

App Completed Date: Eligibilty Verif Date:|33/09:1 5] Record q.f jﬂ + Al

| 3 Cancel

| @ Save
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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.

| £:] Toolbox 2 (Test) Powered by Oracle11q - Eligibility
File Edit Mavigation Options Utility MO Utility Window Help

[ & |

POBBRAOMHAIVABSVIFEA BECKSHE « » @

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

Applicatiunl Eligitility } Waiver Enrullmentl

r— Eligible Enrollments
DWD Eligibiity Referral System Programs Ref Dt DCN D Teen[rwul
| [wia Youth — L0
[ [wia Adut 135 | H = I
[~ |Summer Job League (SJL) <+ — L
= w m [ Show Clos...
B Other Potential DVWID Programs
A
Werify Date:|03/09/15 = N e el
| | mm—| J = Delete
4, Enroll 136
r— Actual Enroliments
Program StartDt‘ End Dt | Teen Two [Trade zu-uz‘ Outcome
| | | Cops!
[ | [
m [ m [ Show Clos...
[ | [
[ | [
[ | [
[~ External Counselor [ Recalled by Trade Affected Employer i 3¢ cancel
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139

|| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility [ | = |3
File Edit Mavigaion Opfions Utility MO Utility Window Help
POCHABRAOAIVAGS VIR BEECKSS « v @
{2 Eligibility - | AW AEXAMPLE lll###-##-3144) |  EDWARD GREENSLIT (572)522-2017

- - . e
Actual Enrollments Appllcatlunl Eligibility l Waiver nrollmen l

r— Eligikle Enrollments
DWO Eligibility Referral System Programs Ref Dt DCN I TEEI'IIT'-'-'Dl
137. The WIA Youth & [ wia Adut - =
r N o
Summer Job League - - -
r
enrollments are now - - = [~ | Show Cis..
displayed in the Actual
Enrollments section, along n Other Potential DWD Programs
. Al
with a Start Date. Verify Date{03/09/15 = | E L
138. Click Save button. 137 n | =ttt |
139. Click on the Employment 4 Enral
Plan speed button.
— Actual Enrollments *
Program Start Dt | End Dt | Teen Two [Trade 2002 Outcome
WIA Youth 03/09/15 H N [ Qops!
Summer Job League (SJL) 030915 [ [ [
m  m r [ Show Clos...
H N u |
[ [ [ ‘
[ [ [
[ External Counselor | Recalled by Trade Affected Employer .{fj? Save | 3 Cancel
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140. Click on Employment Plan
tab

| £+ Toolbox 2 (Test) Powered by Oracl
File Edit Mavigation Options Utility |

POBRBRAAFOM &

oyment Plan
Utility Window Help

(=& =]
VOaPevIHEA BRCKSE « » M

'@Empl{)}'menl Plan - 1 AM A EXAMPLE I -3144) | EDWARD GREEMSLIT (573)522-3017

Enroliment l Apprﬂ-priatenes.sl Employment Plan l Progress l Closures l

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

I [wia Adut L&

N o I

u = [ Show Clos
- wm oW
|| Other Potential WD Programs

Al
Verify Date]03/09/15 - n oo
u | = Delete
* Enrall | Agreement ‘

r— Actual Enroliments

Program Start Dt | End Ot | Trade 2002
WIA Youth 0309115 N Dol
Summer Job League (SJL) 030815 |
m [ Show Cls...
=
=
=
[ External Counselor | Recalled by Trade Affected Employer i 3¢ cancel
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| Desired OMETS for | AM A EXAMPLE Il

| Find|%
NOTE: If the Youth will be enrolled |
into training paid through WIA -, Toolbox 2 (Test) P _ |51919800  Production Workers / Helpers E-IEI @
funding the ONet must be the ONet I;I = _m{ e =
they are being trained in. File Edit Navigatio 142
YEHEm 141 | FENSLIT (573)522-3017
Enrol ﬂl ':—:a&e'l I
I |Show Closed Yerl | Desired ONETS for | AM A EXAMPLE Il I \\ vﬂ .j <| >|
® Start Date:| p Rogi15 / Clmecl:u 143 I a £
141. Select an ONet by double » OMet: | | '|
clicking in the ONet field. * Goal
142. Choose the ONet that you >
want to select by clicking on Y — =
It (thls WI" hlgh“ght It) If LMl Would you like to choose from all of the ONET codes?
the ONet you need_is not & : _
listed click the Cancel Objective] Start Date{03/12/15 7 | [Cgeneel ]
button. Service: T R e i \7/{ —
143. Click OK (if you have JO# Hou T - e = 7 A o Verlflcatlunl
selected the correct ONet =— m—
from the list) ‘im .
EndDate]  Outcom - L
NOTE: For this desk aid we will step
through adding a new ONet title. ﬂ“"m‘-"ts:l |
= 3K Cancel
& scheduls | b Prit Plan _ % Payment | ) MECH | TR, |
Page 49
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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

144 T —

ET Search

Code Sgnnector | Keyword Search | Tree Search |

145

dob Title:|cashier " Exists In E‘EI Search |
Occupation oot ¥ Containg Al
Cashiers (41-2011.00) S| 146 -
Supervisor, Food Checkers an Occupation:
Cashier | |Ca,shier5 (41-2011.00)
Cashier Il

Check Cashier

Cashier, Courtesy Booth

| |[Parimutuel-Ticket Cashier
Related Occupations Lay Titles

Counter and Rental Clerks (41-2021.00) - | |FAST FOOD CASHER
Biling, Cost, and Rate Clerks (43-3021.02) CASHIER, BANK
Combined Food Preparation and Serving Workers, BANK CASHIER

Parts Salespersons (41-2022.00) CASHIER |

Receptionists and Information Clerks (43-4171.00) CLERK CASHIER

CASHIER

CASHIER AND SALESPERSON

'y Select

Description:

Receive and disburse money in establishments other
than financial institutions. Usually involves use of
electronic scanners, cash registers, or related
equipment. Often involved in processing credit or debit
card transactions and validating checks.

3 Cancel |
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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

148

£

Eile Edit Mavigation Options Utility MO Utility Window Help

03/09M15

41-2011.00 Cashiers

151

FPORBRASFOMIVARSVSHMQA EHSKSD « » @

149

150
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 vees At I - |
I .  -sclect an Objective= =

Aszsessment
Job Search Asszistance

“outh Services

152. Click the Objective box
153. Highlight the Objective
needed by clicking on it.

@Selec’t | ’8 Close |
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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

@ Senices

By Objective ] Service Tree Key Word l Alphabeticalhrl

Objective:|'outh Services =]

— Services [ Activities

501 Tutering, Study Skillz, Training & Instruction

502 Alternative Secondary School Services

503 Summer Emplovment Opportunities

503% SP Summer Youth Employment Opportunities

504 Work Experience

505 MA Wavier Occupational Skills Training

505 Occupational Skille Training T outh)

506 Leadership Development

507 Supportive Services (routh)

S07TSP Youth Supportive Services

507 SP Supportive Services

308 Adult Mentoring

510 Comprehensive Guidance and Counzeling

511 Objective Asszessment

— Service Definition

An examination of the capabilitieg, needs and
vocational potential of a participant. Objective
assessment is used to develop a service
strategy, education, and employment goals. Such
assessment is to be client centered and
diagnestic evaluation of a participant?s
educational (including assezsments related to the
literacy and numeracy common measure) and
employment barriers taking into account the
participantz? famity situation, work hiztory,
education, occupational =kills, interests,
aptitudes, attitudes toward work, motivation,
behavior patterns affecting employment potential,
financial resourcesg geds, supportive
service needs, and employment

ion as it rel lpcal labor market.

154
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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

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

File Edit Mavigation Options Utility MO Utility Window Help

PORBAFOAIVACSVIFEE BECKSE| « » M@

'@Emplo?ment Plan - | AM A EXAMPLE |II(FH--3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment ] Appropriateness  Employment Plan l Progress l Closures l
[~ Show Closed Services | Show Closed Tasks EOD Nutic:e:l:l Plan: uf { | )J
* Start Date:| 93/09/15 Clusecl:| | | | —
% ONet:|41-2011.00 |cashiers |
* Goal:|1g obtain employment through the summer youth program ﬂ
* Justification:| To pbtain some income and work skills ﬂ
LM |
Objective]vouth Services W | Start Datef03/09/15 157
Service:|511 Objective Assessment Hours:
10 Hourly Wage: + Add Service| Comments| ﬁ Werification
156 Comp: + Add Task
T“’it j I
End Date: Out i e
f < Hicome I 158 = [el Service
Comments: -
‘ | ﬂ
B schedule | ¢34 Print Plan | 4 Mew Plan| — Del Plan ‘ £% save | 3¢ Cancel | % Paymert | 3} MECH | TR, |
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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.

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

PCRHBRAFOMITVABSVISEEHE BT

¢ Employment Plan - | AM A EXAMPLE llI(####3144) |  EDWARD GREENSLIT (573)522

Enroliment ]Appmpriateness Employment Plan l Progress l Closures l

[ Show Closed Services | Show Closed Tasks EO Notice| | Plan] 1 |of 4 ‘ )J
al

End Date: Outcome:| ~ < ! 162 ||:e

* Start Date:|03/09/15 Clusecl:|_ — -
y {ZDate List of Values x| [ere
SIS = | loughthe suf Fmd%
Sun Mon Tue Wed Thu Fri  Sat
* Justifi nd work skil Did Not Complete
LMl Senvice in Error
DObjective == Star]
Service = = L
| E
[ 160

Objective; | start Date{03/23/15] ~|

[l =]

£ 4 b [

—outh Services
L 511 Objective Assessment

+ Al Service| Commems‘ ﬁ \-"erificaﬁon|

& Paymert ‘ a3 MECH |

TRA |
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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.

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

File Edit Mavigation Options Wility MO Wtlity Window Help

PORBRAOHAIVATS2VERFAEG BECKSE « » I

'@EmployrﬂentF‘lan—lP«MAE}{AMPLE Il (-2 144) |

Enroliment lApprﬂpriateness Employment Plﬂn\

Progress

EDWARD GREEMNSLIT (573)522-3017
l Closures l

[ & /s

Forms

8] hject'r'-ff!:|‘r'uuth Services

Service:
JO#

continue?

& Closures are permanent. Are you sure that you want t

0
167
Cancel | Fervice S| B werification

[ Show Closed Services | Show Closed Tasks EO Nutim::l Plﬂ.l‘l: uf ‘ ‘ ’J outh Servi
—Youth Services
*Start Date:|p3/09/15 Clused:| | | | = L 511 Objective Assessment

*OMNet41-2011.00 |cashiers |

* Goal|To obtain employment through the summer youth program ﬂ

[~

# Justification:| To obtain some income and work skills ﬂ
LI

X

168 == Del Tazk
End Date:[p3,08/15  Outcome:|Completed JE——
Objective! | Start Date: |
B scheduls | L Print Plan ‘ o New F‘Ian| — Del Plan ‘ % save | 3¢ cancel | B Payment ‘ ) MECH TRA ‘
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‘ )
a Mavigation Options Utility MO Utility  Window Help

HBPRFOAIVABSVSHMABECH 1w [« » @

169. Service has been closed and

no longer is shown in the o
Employment Plan tree 0308115 -
i 41-2011.00 Cashiers
170. If you need to view Cl-OSE.‘d To obtain employment through the summer youth program o

services put a check in the -
Show Closed Services box. To obtain some income and work skils -

NOTE: The 512 Service WIA Youth —

0305

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 | £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan E\@
(Assessment Service)-If you dually

. ) File Edit Mavigation Options Ulility MO Utility Window Help
enrolled the participant into WIA

Youth and a Summer Youth Program PORBRIOHEVABSVIHBABRCKSER « » M

Y Employment Plan - | AM A EXAMPLE IlI(##%-##3144) |  EDWARD GREENSLIT (572)522-3017
you do not need to complete a .
te assessment. however the Enroliment l Appropriateness  Employment Plan I Progress ] Closures l
separa : :
. [ Show Closed Services | Show Closed Tasks EO Notice: Plan] 1 |of| 2
appropriate Summer Youth L <| ’J
Assessment must be posted to the * Start Date:[03/09/15 Closed I I
participants Record. *ONet|41-2011.00] |cashiers |
* Goal| 1y obtain employment through the summer youth program ﬂ
NOTE: Toolbox has been set up to ]
dlsplay only the services that are * lustification:| o obtain some income and work skills ﬂ
LHI -
relevant to the program(s) a -
participant is enrolled in. Objective ] 171
Service | + | | =
! . Add Service Comments “erification
Jo# Hourly Wage: kA
I L = Add Task
171. Obijective: Double-click in = Del Task
the Objective field

End Date: Qutcome:

Cﬂmments:‘

= [l Service |

21|

B scheduls | £ Print Pizn ‘ = Hew F‘Ian| = Del Flan |@ Save | 3 Cancel | E Payment ‘ ) MECH | TRA, |
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-, 1

172. Click on the Objective box.
173. Highlight the Obijective
needed by clicking on it

172

‘@Senices

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

e e Select an Objectives

— Services / Activities

_A

Aszezzment

Youth Services

<3elect an Objective:

Job Search Assistance

‘{}fp Select

| ’8 Close
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174. Highlight the
Service\Activity needed by
clicking on it.

175. Click Select button

— Services [ Activities

@ Senices
By Objective l Service Tree

Objective:|youth Services -]

S035JL Summer Youth Employment Opportunities

S04 Work Experience

505 MA Wavier Occupational Skills Training

505 Occupational Skills Training {'outh)

506 Leadership Development

507 Supportive Services (vouth)

5075JL Supportive Services

SOTTSP Youth Supportive Services

508 Adult Mentoring

510 Comprehensive Guidance and Counseling

511 Objective Assessment

512 Individual Service Strategies

513 Prepare Post Secondary Educ OpportEmploy O

Key Word lAhhabEﬁcahrl

— Service Definition

175

{3;: Select

| ’B Cloze
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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.

F

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

PORBRAAOAITAR22VIIRFEE BRCKSE « » @

'@Employment Plan -1 AM A EXAMPLE III(#HAHE-3144)

Enroliment lApprupriateness Employment Plan l

Progress

EDWARD GREEMSLIT (573)522-3017

| coures |

[ Show Closed Services | Show Closed Tasks EOMNotice] | Planj 1 |of 4 | U

* Start Date:|nzmar1s

cmed:| | |

| s

* ONet:|41-2011.00

|Ca shiers

® Goal|Ty gbtain employment through the summer vouth program

LHI

* Justification:| o obtain some income and work skils

Lo | Ll

Objen:.'th.re:l‘r’u uth Services

Senvice: 5115JL Youth assessment

Hours:

JO# Hourly VWage:

Task 1:

=

End Date: Outcome:|

Cu-mrnents:|

Start Date:

177

Comp: = Add Task

== [l Tazk

= [l Service -

-]

@ Schecule | a Prirt Plan | + e F'Ian| == [l Plan | ZE? Save | 3 Cancel |

[o][E ]

+ A Service| Cu:umments| E wWerificatian

% Paymert | ) MECH | TR&, |
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179. The service is now saved to
the Employment Plan and
now displays in the
Employment Plan tree.

File Edit Mavigation Options Utility MO Utility Window Help

POBBRLAOAEI VA SVERBE BECKSG] 170 | @

030915

41-2011.00 Cashiers

To obtain employment through the summer youth program

To obtain some income and work skills

“outh Services
511%JL Youth assessment

[=F ¥ outh Services
L 511200 Youth assessment
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s

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

PORBAAOAICRARSVIREEG BECKSE « » @

Closing a Service

{25 Employment Plan - | AM A EXAMPLE Il (#2-25-3144) |  EDWARD GREENSLIT (573)522-3017

180. Double-Click in the End Enroliment } Appropriateness  Employment Plan ] Progress l Closures }

Date field. This will bring | = [ Show Ciosed Services [ Show ClosedTasks EOMNotics| | Pln{ 1 Jof[2 | | p| [

—mrou EMICES
up a calendar. ® Start Date:[03/05/15 cm,gd;l | | = L =115JL vouth assessment
. 9 0Netls17011 00 lcashi - e 5
181. Click the OK button. p— — o *
* Go| shSE ghthe & qogs
182. Double-click in the e v [ r_lgg.]
- - - ’T’T’T’T’T’T’T work sl Did Not Complete
Ogtcome fl-eld. This will o BRI il
bring up a list of values s [ [ [ e [0 [ _
o BBEIEBEEEE
containing the outcomes Objective: Yu\ﬁ e Bk e Cance
available.
o | conce_| | + A Service‘ Cnmments| ﬁ erification

183. Choose the outcome you + Add Task

wish to use. \ / = Del Task 184
184. Click OK button. : :

End Date: Cutcome:| 182 rvice
Objective] | start Date: -
B schedule | ¢33 Print Plan | & Hew F‘Ian| = Del Plan | % save | 3 Cancel | & Paymert | ) MECH | TRA |
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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

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

PCRABRAPOHIVACSVIFRHEG BHCKSE| « » @

'@Emplﬂ}'mentF'Ian-IAMﬁE}(AI'u'IF'LE NIFH-3144) | EDWARD GREENSLIT (573)522-3017

Enroliment lApprﬂpriateness Employment Plﬂl'll Progress

[~ Show Closed Services | Show Closed Tasks  EO Nutioe:|:|

| cosuwes |

Plan 1 |of| 2 | 4| ’J

LHI

continue?

# Start Datez|03/08/15 Closed]| I |
*ONet{41-2011.00 |cashiers |

*# Goal 1o gbtain employment through the summer youth program ﬂ

El

* Justification:| T obtain =ome income and work skils ﬂ

Forms
Objective]v outh Services & Closures are permanent. Are you sure that you want to
ice:s 187 —
- : : [Service s g7 “erification

Cancel |

=N B =

—outh Services
L 5113JL Youth assessment

X

= [l Tazk

End Date:|n3/09/15 Outcome:|completed

I 186

Objective:] | Start Date:

@ Schedule ‘ a Print Plan | + ey Plan| == [l Plan ‘ @ Save

= [el Service
hd|

| 3 Cancel ‘

E Payment ‘ ) MECH ‘ TR, |
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Mavigation Options Utility MO Utility Window Help
199 BB FOMiVASSVENBE BEEGIKY g9 | » @M
189. Service has been closed and .
no longer is shown in the  Appropriateness.
Employment Plan tree

190. If you need to view closed s
41-2011.00 Cashiers

services put a check in the -
A To obtain employment through the summer youth program
Show Closed Services box.

To obtain seme income and work skills

EED{ENLA

NOTE: Services can also be closed
on the closures tab. All Employment

. . 03/08M5
Plan Services are closed using the
same steps above.
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Adding the 503 Service-A 503
. . . | Toolbox 2 (Test) P d by Oracle 11g - Empl t Pl [=]
service is a service that will prevent 2 Teolboxz (Tes Powered by e ETPEmE e B R S

ey ey ey - File Edit Mavigation Optgg MO Utility Window Help
the record from exiting until it is )

closed. For this reason it is critical P O3 BG % SYIHEBER EBEHCKSE « » M

h h h . | @Emplorment Plan-1AM : (R 3144) | EDWARD GREEMNSLIT (573)522-3017
that when t e part|C|pant comp etes Enroliment l Appropriateness  Employment Plan ‘ Progress l Closures l
the 503 service [~ Show Closed Services | Show Closed Tasks EONotice] | Plan 1 [of[2 | 4 | )J
NOTE: The Participant must be * Start Date: 03,0015 Closed] I |
referred to the appropriate job order *0Niet{41-2011.00 [Cashiers |
to add the 503 service. #* Goal|Tp obtain employment through the summer youth program ﬂ
=
Refer Participant to a Job Order # Justification:iTp obtain some income and work skils |
LMI |
191. Click on Job Order icon Objective] | Start Date{03/09/15|
Service: | Hours: + ‘ | =i
0# Hourly Wage: Add Service Comments{ g7 “erification
I L o Ao Task
== [l Task
End Date: Outcome:| — Dol Service|_
Comments: a
| EIe
B scheduls | b Print Plan | o Mew F‘Ian‘ — Del Flan ‘ % save ‘ 3¢ Cancel ‘ % Payment ‘ ) MECH ‘ TRA, ‘
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192. Enter Search Criteria to
search for job order

193. Click Search button

| £/ Toolbox 2 (Test) Powered by Oracle11g - Job Order
File Edit Mawvigation Options Utility MO Utility Window Help

PORBRAAOAITOACD2VIFREHA BECKSE| « »r M

[ ][ -E ]

¢9.Job Order
Employer Query l Emp Summary. l Job Main l Job Misc l Job Verification I Job Scratch Padl CallIn Info I Job Query l
Phone Number:|573 Job Order: [fetum
Legal
Employer Mame:
P | - {+ Worksite
Key Wurds.| |Cunta|n5 Al j Ik ~ Both
B Search Web Account:
] 193 ' Office [ Statewide ( Region
Status Name Address City Last Job uro FEIN
] -
=
-
-
-
-
-
-
-
-
L - |

1y Select Al

i Deselect Al

Expoart to Excel

Total Selected| 0]
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194. Click Quick Referral icon

|£:| Toolbox 2 (Test) Powered by Oracle1lg - Job Order

=N R (=

File Edit Mavigation Options Utilig Window Help

PORER A LPeVvIEME BIHCIKSE « » @
@Job Order- 111 we= s 1 1uiea rr s

Employer Query | Emp Summary Job Main | Job Misc l Job Verification l Job Scratch Padl Call In Info l Job Query l

11063895 Jo2r19r15| #EC{sT LOUIS CITY - 5L4]# Counselor:|TRACI ALBERTSON | 65| #E48] | #SuprlA wown N e status:| 0 [02r19115]
* Title: |Cashier Exclusive]

#02NET:|21-2011.00 |Cashiers *fouth Special Programs A
* Job Description: F SPYC " Summer Jobs % Summer Job Lﬂague‘ Experience]|

Summer Job Oppertunity. These positions come with flexible scheduling bazed on the needs of the business and include weekends and holidays. We
have one mosthy day position Wednesday- Sunday. We have possibly 2 other positions which reguire a little more flexibility. Applicants must be able to:

communicate clearty, multi-task, cross sell products, and be able to stand for extended periods. We offer free training and mentoring to the right
— Job Requirements

Work Ready Missouri-Training: |—

Y

Salary:|Hourly =] 8.00 [Toy 8.00 ﬂ Agei 18 Education Skills:|Cashisr
Hours:|16-25 #Car| N * Degree] G |cash Handling
# Duration:| Over 150 Days | Liﬂing:|1_ Majnr:I |Customer Service
& Shifts:|DER OCumm:IT *Work:|P +Dr Lic:lT l_ Lfm‘Cert:l Retall Sales
Days Off[ Sat [ Sun [¥ Mon [V Tue [~ wed | Thu [ Fri —— |
r— Referral Instructions /Self Assisted Contact Methods
N Contact:| |
J Phﬂne:| | Fax:
-
Email: |
#" GoDir.. [ Email [ Phone [ Fax [ Mail [ URL | Refinst ¥ Offi..

Job Order URL: |
o ik e Employment Counselor Instructions:
i R R - Y AL AT #No. Open:] 3 |Office staff must determine eligibiity for the Summer Jobs League %
LI A g™ L ol
-

*o_ to Refer| 500 Program and enroll customer if qualified
Referred:E

" Ol S Close Date:m FLC: - B Clone |{:‘j> Save | 2 Cancel |
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195. Click Refer button

|£:| Toolbox 2 (Test) Powered by Oracle11g - Quick Referral
File Edit Mavigation Options UWility MO WHility Window Help

PORBALSAOMITCACSVIFEG BIFCKSE « » @

{9 Quick Referral

[

[+ SSN: [~ Bad Addr

Degree: CarAcc:E:ss: Work:|FPST Dr. Lic:ense:lF_

eM A |+ Active{o3rz3ns
I AM A EXAMPLE I Age| 19| Updated]oai23r1s Citizen: Lifting:|20 to 50 Ibs cuaimant:Ef‘ Inactives 10/10/14
51-91588.00 Huction Workers / Helpers 2013 - Net: |33
[SAINT LOUIS | Imc [63103 41-2011.00 fhiers Gross: [4p
|Hnme:| Ce||:| 43-3031.00 jpkkeeping, Accounting, and Auditing Clerks 99 [2001 Accuracy: |gs
3 Cancel | (ED‘ Save | Q Compare | Ernail:|
|
30 /IR |Cashier |  &@[ |orteense[n]| [ | carAccess{y | Typing status: | 0 021191
P N— Work]{P Salary]  8.00 2.00 | [Hourly Net: b to Refer|500
e ; Degree{ G | Hours{16-25 Gross: # Referd{2a
Min Age 18] Lifting{Up to 20 Ibs Accuracy: [ | #Openfs |
! o Job Order Counselor: |TRAC| ALBERTSON | # Hirad:El
— Job Descriotion|
Summer Job Opportunity. These positions come with flexible scheduling based on the needs of the business and include weekends and holidays.

2i lemmiatlndmn af hardisimen lease mcine maind meicins ae 1D Daol il e~ b

— Counselor Instrlictions

ry
VWe have one mosthy day position Wednezday- Sunday. We have poszibly 2 other positions which reguire a little more flexibility. Applicants must be :‘
able to: communicate clearly, multi-task, cross =ell preducts, and be able to stand for extended periods. VWe offer free training and mentoring to the
rimbt mmmAdidatam Am

Referral Instructions
Office staff must determine eligibility for =

[

the Summer Jobs League Program and
enroll customer if qualified

3

ﬁ
I~ GoDirect | Email | Phene I Fax | Mail | URL Fl 195 I'E'I'I'I!!'V {% Refer
e—
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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

| £ Toolbox

red by Oracle 11g - Quick Referral

File Edit MWavig¥tion Options Utility MO Utility Window Help

PORBRLAOAIDOARSVIFEAR BECKSE « » @

¥4 Quick Referral

(=)o =]

# S5N: [~ Bad Addr Degree:m Car Acoess'- Work:|FPST Dr. Lioense:lF_ CM:F Active| 032315
1 &AM A EXAMPLE Il Age: 19| Updated:|03/2315| Citizen: . Lifting:|20 to 50 Ibs -::Laimant:mf“ Inactive: 10/10/14
51-3198.00 duction Workers / Helpers 2013 o MNet: |33
[SAINT LOuIS | luc|[s3103 41-2011.00 fhiers Gross: [ag
|Hc.me-| Cell] 43-3031 00 pkkeeping, Accounting, and Auditing Clerks 89 |2001 Agccuracy: |95
3 Cancel | {3? Save | Q Compare Ernail:|
* J0#:/ 11083695 |Cash|er Ex Yes or No || caraccess| y | Typing status: [ 0 [02r19i1
@ Print referral letter  |8.00 | [Hourly o # to Refer|500
' ' Degre Gross: # Referd:|38
Win Ag Mo Accuracy: # UP3”3
- - Jo BON # Hired:|0
r— Job Descriotiznl

rimht mmmdidatan A lems

Summer Job Oppertunity. These positions come with flexible scheduling bazed on the needs of the business and include weekends and holidays.
We have one mostly day position Wednesday- Sunday. We have possibly 2 other positions which reguire a little more flexibility. Applicants must be
able to: cemmunicate clearly, multi-task, cross sell products, and be able to stand for extended periods. We offer free training and mentoring to the

lodmm o F hardia

sk e mmint mehrine me 1D el il b s e

=

[~

— Counselor Instrlictions

Referral Instructions

Office staff must determine eligibility for
the Summer Jobs League Program and
enrcll customer if qualified

Y

3

[ GoDirect | Email [ Phone I Fax [ Mai ™ URL [ Refist W Office

@ Refer
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198. Click Job Verification tab

|£:| Toolbox 2 (Test) Powered by Oracle1lg - Job Order
File Edit Mavigation Options Utility MO Utility Window Help

PORBLAOALITDARS @, BRECKSE « » @

'@Jobﬂrder- CoME L ™. B0 DA A YT BRI

Emplover Query l Job Verification l Job Scratch Pad l CallIn Info l Job Query l

11063895 Jo2r19r15| #EC{sT LOUIS CITY - 5L4]# Counselor:|TRACI ALBERTSON | 65| #E48] | #SuprlA wown N e status:| 0 [02r19115]
* Title: |Cashier Exclusive]

#02NET:|21-2011.00 |Cashiers *fouth Special Programs A
* Job Description: F SPYC " Summer Jobs % Summer Job Lﬂague‘ Experience]|

Summer Job Oppertunity. These positions come with flexible scheduling bazed on the needs of the business and include weekends and holidays. We
have one mosthy day position Wednesday- Sunday. We have possibly 2 other positions which reguire a little more flexibility. Applicants must be able to:

communicate clearty, multi-task, cross sell products, and be able to stand for extended periods. We offer free training and mentoring to the right
— Job Requirements

Emp Summary Job Main | Job Misc

Work Ready Missouri-Training: |—

Y

Salary:|Hourly =] 8.00 [Toy 8.00 ﬂ Agei 18 Education Skills:|Cashisr
Hours:|16-25 #Car| N * Degree] G |cash Handling
# Duration:| Over 150 Days | Liﬂing:|1_ Majnr:I |Customer Service
& Shifts:|DER OCumm:IT *Work:|P +Dr Lic:lT l_ Lfm‘Cert:l Retall Sales
Days Off[ Sat [ Sun [¥ Mon [V Tue [~ wed | Thu [ Fri —— |
r— Referral Instructions /Self Assisted Contact Methods
N Contact:| |
J Phﬂne:| | Fax:
-
Email: |
#" GoDir.. [ Email [ Phone [ Fax [ Mail [ URL | Refinst ¥ Offi..

Job Order URL: |
o ik e Employment Counselor Instructions:
i R R - Y AL AT #No. Open:] 3 |Office staff must determine eligibiity for the Summer Jobs League %
LI A g™ L ol
-

*o_ to Refer| 500 Program and enroll customer if qualified
Referred:E

" Ol S Close Date:m FLC: - B Clone |{:‘j> Save | 2 Cancel |
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199. Enter a H in the result field
200. Click Save button

201. Click Employment Plan
icon

o

201

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

PORMBAAFOMAIVASSVvEIREBEE BHECKSR « » @

A Job Order- se v m (i Ml M1 Bovkg L ATL Eokgim, 44 LN T

[ ][]

Employer Query ] Emp Summary l Job Main l Job Wisc Job Verification l Job Scratch Pad ] CallIn Info l Job Query l
[10639522  [o6r8/14]  EMPIOYER|« .+t s e e oo cen | Title:|State Park Youth Corps Il I, Interpretive | Status:f o |oe/18/14
Contact: [ | Phone:| [ Fax: | Emait]|
— “erification Contacts
Date Counselor Motation X 4 Aok | 5 M
j -— Delete
— Referrals
App id Seeker Name Referred By | pate [sre|cmlvet| vl [ResDate] Resut
VIZWBS TS Y ) L o il CH AN DL A DENE AN e W A W 0 A n - “ Find
VIGEA07 IMASTIUALL THGms®@ AMCY |y AE N i g T WA, W Al m WA n —
LAY L W AN R COMSTT v LT A M AN ShE | n ﬂ
3V U SR AT TORSE M) COUSETM T LT Wi M A M WA W = Delete
61978 WILLWAMT. i VA 2 PALL (1L O Wi M A | N I
L4 WATIMEITON 16 AUSAMNE 11D T u
104 P wAMELE 1AM MU OAN L ALRAMT. v oA | w
529 |EXAMPLE W, 1AM EDWARD GREEMSLIT

Openings: 8 Hires:ljl #to Refer:| 250 Fteferred: E'yaarches:D“:I
Web Viewed]| g

ﬁ Mazs NH

Projected Close Date:|gg/18/14

Ser Pads:
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Adding the 503 Service-A 503

. . . . <:| Toolbox 2 (Test) Powered by Oracle11q - Employment Plan : -IEI :
service is a service that will prevent '—' . — _by - ’ _p_w _
the I’ECOI'd from exiting until it iS File Edit Mavigation Options Utility MO Utility Window Help
) o » = VA= % ad 4 »
closed. For this reason it is critical _111 & il RIOKETAT VIHER EARO S 3
h h h e | @Emplormentﬁan—IMAE){AMFLEIII(M—HW—NM) | EDWARD GREENSLIT (573)522-3017
that when t e part|C|pant comp etes Enroliment l Appropriateness  Employment Plan ‘ Progress l Closures l
the 503 service [~ Show Closed Services | Show Closed Tasks EONotice] | Plan 1 [of[2 | 4 | )J
* Start Date:|g3/09/15 Clu&Bd:l | | | =
8 ONet{41-2011 00 Cashiers |
#* Goal|Tp obtain employment through the summer youth program ﬂ
hd
# Justification:iTp obtain some income and work skils |
LMI j
202. Objective: Double-click in -
; ) ) Obpctme:l 202
the Objective field . | | |
0# Hourly Wage: + Add Service Comments{ g7 “erification
I L o Add Task
== [el Task

End Date: Outcome:|

Cumments:|

== [el Service |

2~

B scheduls | b Print Plan | o Mew F‘Ian‘ — Del Flan ‘ % save ‘ 3¢ Cancel ‘ % Payment ‘ ) MECH ‘ TRA, ‘
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o |

203. Click on the Objective box.
204. Highlight the Objective
needed by clicking on it

203

‘@Senices

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

e e Select an Objectives

— Services / Activities

_A

Aszezzment

Youth Services

<3elect an Objective:

Job Search Assistance

‘{}fp Select

| ’8 Close
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205. Highlight the
Service\Activity needed by
clicking on it.

206. Click Select button

‘@ Senices
By Objective ] Service Tree

Objective:|outh Services x|

r Services [ Activities

501 Tutoring, Study Skills, Training & Instruction

502 Alternative Secondary School Services

303 Summer Emplovment Opportunities
S5035JL Summer Y outh Employment Opportunities
504 Work Experience

205 MA Wavier Occupational Skills Training

505 Occupational Skills Training T outh)

506 Leaderzhip Development

507 Supportive Services (outh)

S07SJL Supportive Services

S07TSP Youth Supportive Services

508 Adult Mentoring

510 Comprehensive Guidance and Counseling

511 Objectiive Assessment

Key Word lAIphabeticaII}rl

— Service Definition

205 |

206

{3? Select

| ’B Close
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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.

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

File Edit Mavigation Options Ufility MO Utility Window Help

PORBRAAFOMHITOARSVIFEE BRCKSE « » @

’@Employment Plan - | AM A EXAMPLE |I(#H8H-3144) | EDWARD GREEMNSLIT (573)522-3017
Enroliment l Appropriateness  Employment Plan ‘ Progress l Closures l
[~ Show Closed Services | Show Closed Tasks EO Nutic:e:l:l Plan: uf ‘ | ’J
rFs
* Start Date:|pzr0901s Clusecl:l | | | —
* ONet:|21201100 |Cashiers |
# Goal| Ty gbtain employment through the summer youth program ﬂ
hd
o 208
* Justification:|To abtain some income and work skils ﬂ
LM |
Objective: outh Services tart Date:03/09/15 211
SEMYice:S035]L Summer Youth Employmen
2k + Aol Service| Cu:umments‘ BS weritication
Jo# Hourly Wage: EA
Comp: = Add Task
Task 13 |_ — Dol Task Status: Type:
» g e )| -

End Date: Outcome:

Cumrnents:|

m [hd]

B scheduls | & Prirt Plan | o Mew F‘Ian| = D&l Flan | .{E}' Save | 3 Cancel | $ Pavment | {3 MECH |

— Date Assigned Selection Ends
= [l Service | |

al

TRA, |
;l
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213. The service is now saved to
the Employment Plan and
now displays in the
Employment Plan tree.

File Edit Mavigation Options Ulility MO Utility Window Help

PORBALFOMICACSVIFEBE BBEEKS] 213

030915

41201100 Cashiers

To obtain employment through the summer youth program

To obtain seme income and work skills

“outh Services
S035JL Summer Youth Employment
11063695 .00

[=Frouth Services
L 5g35)L Summer Youth Employment Oppi
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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

File Edit Mavigation Options Utility MO Utility Win

POBBRAAOMIVACYVIHRE BFCEKSE « » @

030815
41201100 Cashiers

To obtain employment threugh the summer youth program

To obtain seme income and work skills

Youth Services
S03SJL Surmmer Y outh Employment
11063695 8.00|

030915

0324115

Lo fLels

[=FYouth Services

J

L 503211 Summer outh Employment Oppi
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215. Choose the correct tab that
must be completed. (In this
example it is the State
Parks)

File Edit Navigation Options Utility MO Utility Window Help

PORNBRLAOHKHITCERES2VER

=

- AEHECKSE® « » @1
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216. Total Hours Worked- | £ Toolbox 2 (Test) Powered by Oracle 11g - Employrment Plan EI@
Enter total number of

hours the participant File Edit Mavigation Options Utility MO Utilitg.r Window Help
'@ Employment Plan - 1 AM A EXAMPLE |||{m##-31 44) | EDWARD GREEMNSLIT {5?3}522—3{)17
a. SPYC 300 Hours Enroliment } Apprupriﬂtene&sl Employment Plan Progress l Closures l

Progress Evaluati.. | Training Pr... | State Parks... | SummerJobs SummerJobL.. ‘TANFYQuth k
b. Summer Job League ‘ l ‘ IJ

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

217. Work Readiness
* Total Hours Worked
Achieved-Yes or No 217 4_-

Work Readiness Achieved? Yestu

> Job Order Number:

by the employer-Yes or 219 :{11083695

No * End Date: * Dutcome: | 1
219. Job Order Number-

Entered from the JO the 220 221

participant was referred to.

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

503 Record 1uf’_2ﬂﬂ

221. Outcome-Enter the gfj; Save | 3 Cancel
outcome of the
participation
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File Edit Navigation Options Utility MO Utility Window Help

PORHBRAAOAIDVACSVIFRAQIBEECKSE « v @

222. Click Save button
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File Edit Mavigation Options Utility MO Utility Window Help

PORNBRAAOAIVAGSVIFEA BECGKSTE « » @

223. Click Print SJL Cert
button. (For SPYC you
would click Print SPYC
Cert)
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File Edit Mavigation Options Utility MO Utility Window Help

PONBRALSFOAIVARSVIFEA BBECKSMA « v @M
Employment Plan

224. Click Print button

Q Do you want to print the Summer Job League certificate?
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225

This hereby certifies that

225. Certificate opens in a

separate browser. Print it ] A m Examp Ze ]l.l.

and give it to the customer.

226. Close the browser (not successfully carried out the duties of the
shown) Missouri Summer Job League at

Cotton's Ace Hardware

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

b .

Jeremjalgﬁf. (Jaj'} Nij on, Governor

State of Migsoun
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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.

P

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

PORBALSFOMRITVARSVIFRA BRHECKSB « » @

‘@Emplo}'ment Plan - | AM A EXAMPLE llli#FH—H-3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment l Appropriateness  Employment Plan ‘ Progress l Closures l
[~ Show Closed Services | Show Closed Tasks EO Notice: Plan] 1 |of| 2 | J
I:I ‘ ’ —~"outh Services
* Start Dﬂtﬂi[m Clu@.ed:| | | | = | L 503500 Summer vouth Employment Oppi
*ONet:| 41201100 Cashiers J— — =
O GD&I“‘ @hDate List of values x| the s Flnd‘%
=<| = April 2015 > | = r—l
S on) e w:m Tzu ’%’i ork 2§ : |DidNot Complete 230 ]
- Service in Error
5 6 7 8 9 ’T’T
12 13 ’T 15 16 F’T
19 20 ’? 22 | 23 ’?’;
26 |27 ’X;E ] St M Q‘ 4| | ﬂ
a s B iy a
Caneel E' + Aclied Serwce‘ Comments| & "\.-"Erlfll:atll:ll'l‘
== Add Task
Type:
= Del Task
7T RN N —
End Date: Outcome:| 4 229 rViCE| | Date Assigned | Selection Ends
Objective: | Start Date] 03/24/15 N
& scheduls | CL5h Print Plan | o Mew Plan| = DelPlan | % Save | 3 Cancel | $ Paymert | 3 MECH | TRA |
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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

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

POCRABRAOAIDPAGSVIFRHABRFCKSE « » I

@5 Employment Plan - | AM A EXAMPLE |l ##8-#-3144)

Enroliment ] Appropriateness  Employment Plan \

[l s

| EDWARD GREENSLIT (573)522-3017

Progress l Closures ]

* Start Date:| n3/09/15

[ Show Closed Services | Show Closed Tasks EOMNotice| | Plan 1 [of[ 2 | ¢ ‘ }J
r

cm@ad:| | |

# ONet:| 41201100

|Cashier5

* GoaliTy obtain employment through the summer youth program

[
=

LK1

# Justification:| Ty pbtain some income and wnrk skills

Forms

Objectivey outh

N

Closures are permanent. Are you sure that you wantto
continue?

=Y outh Services

x|

I—EDBSJL Summer ¥ outh Employment Opp

2

Service!
0% Cancel s| = Verificaﬁon|
- Status: Type:
— Del Task o= S
235 — | =l =l
End Date:|ga/30/15 Outcome:|Completed I 233 — Dol Service Date Assigned | Selection Ends
Objective: | Start Date: -
B schedule | ¢ Print Plan ‘ 4 Mew Plan‘ = Del Plan ‘ {% save | 3} cCancel | % Paymert ‘ 3 MECH ‘ TRA ‘
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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

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

Mavigation Options Utility MO Utility Window Help

237

nrelment

l Appropriateness  Employment Plan l Progress

HBA,O0HIVARSVS

ment Plan -1 AM A EXAMPLE llI{#R-#H-3144) |

!

Clozures ]

™ Show Closed Services | Show Closed Tasks EO Nntioe:l:l Plan: uf ‘ | ’J

End Date: Outcome:|

* Start Date:|03/00/15 Closed] I '

*ONet{ 41201100 |cashiers |

* Goal Ty obtain employment through the summer youth program ﬂ

hd|

# Justification:| 1y obtain some income and work skills ﬂ

LI ﬂ

Objective] | Start Date/ 04730115
Service: | e
Jo# Hourly Wage:
] [ | o Add Task
= [l Tazk

== [el Zervice |

Cumrnems:|

m Schedule ‘ & Prirt Plan | + ety F‘Ian‘ == [l Plan | @ Save

B

| 3 Cancel |

fo -5

i, ﬁ@@%ﬂ >
BREENSLIT (573)522-3017

| | o

+ A Service‘ Commerﬂs‘ ﬁ Verificaﬂnn|

Status: Type:

= =]

Date Assigned Selection Ends

% Paymert ‘ ) MECH ‘ TR, ‘
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| 2| Toolbox 2 (Test) Powered by Oracle 11g - Employrment Plan EI@
239. Doubl lick in the End File Edit Mavigation Options Ulility MO Utility Window Help
. Double-click In the En q
pouple-clickin (e End POBBRALOMIVABS VS HAQ BEGHSB > m
<h o ol i G9Employment Plan - 1 All @Date List of Values = EDWARD GREENSLIT (573)522-3017
yo_u WI_S to close. This Enroliment l Appropr | S — B3 Clogures I
will bring up a calendar. — Services — | o — =
. Sun | Mon | Tue |Wed || Thu | Fri | Sat [ Show Closed Services
240. Click OK-bUtFon cervice ’T’T’Tr 0l Find & Comments
241. Double-click in the Outcome (s [e 7 [s s ol || R -
. . . . - - A Outcome
field. This will bring up a " [ 12 [ 13 e [1s [1e [ [ . 12
list of values containing the ,’I,’g,’g,’g’?’_ oo et |
i = = Did Not Complete
outcomes available. e,
= | r— | Heefllh.f'ldedi.cal =
242. Choose the outcome you prea | R
. r— Employment Plan
wish to use. Start  End
Date Date TCTTT /
243. Click OK button. T |/
. — Enroliments ! /
244. Click Save button. \ / nrollments
Program d = I Teen Two
Summer Job League (SJL) 03092015 | ] ]
WA v outh 03092015 . .
[ 1~
File Location J  Archive re——
241 Save | 3 Cancel |
239 244
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245. After Save a popup will
appear informing you that
Closures are permanent.

246. Click OK button

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

PORBRL AOMEI VAV BEEECKSE « »
@Employ’ment Plan - | AM A EXAMPLE Ill{#H#-H-3144) | EDWARD GREENSLIT (573)522-3017
Enroliment ] Apprﬂ-priateness] Employment Plan l Progress Closures

=/ a0 ]

— Services
[ Show Closed Services

Service Start End Qutcome Closure Comments

Forms =] -
— Employment Plan Clostures are permanent. Are you sure that you want to
Start End continue?
Date  Date Reason 245
03/0815 | 1 cancel

— Enrollments

[ Show Closed Enrolments

Program TeenTwo
Summer Job League (SJL) 03/09/2015 |04/30/2015 ) ] =
WA Youth 03/08/2015 | | m |
| | m EE3
File Location Archive Comments

| 3 Cancel

[3? Save
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan EI@
File Edit MNavigation Options Ulility MO Utility Window Help
POGBRAFAFOATIVEESVIREEE BECECKSE « » @
@ Employment Plan - | AM A EXAMPLE NI(###-#4-3144) | EDWARD GREEMNSLIT (573)522-3017
Enroliment l Apprﬂpriﬂtenessl Employment Plan l Progress Closures.
— Services
I Show Closed Services
Service Start End QOutcome Closure Comments
| -
) | | |
247. After OK a popup might | | |
appear if there are no open | | !
services. I }— Forms x| -
The Plan has no Open Senvices. T
. r— Employment Plan
248. Click OK button Stat  End @ 247
Date Date Reason men
naiens| | OK
[ Enrolments ’ I Show Closed Enrollments
Program Gtart End Qufcome Comments Teen Two
1]
WA Youth 03/09/2015 | 248 [ m om
’—\ —— | B BE
File Location Archive Comments
@ Save | 3 Cancel |
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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

-

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

= = =]

PORBRAAOHITACSVIFRE BIFSCKSE « » @

@Emplﬂ}‘ment Plan - | AM A EXAMPLE(#FH#-3144)

EDWARD GREENSLIT (573)522-3017

Enroliment I Apprupriatenessl Employment Plan I Progrezs

Closures I

— Services

[ Show Closed Services

Service

Closure Comments

Date Reason

Plan Close Comments

lozians| |

— Enroliments.

I |
| 250 === snow Ciosed Enroliments

. Program Comments Teen Two
exit WIA Youth 249 ] -
| - [
| | [N~
File Location Archive Comments
(3? Save | 3 Cancel |
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