WIOA Youth Desk Aid

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

Note: While enrolling youth into the WIOA program if you would like more information regarding a particular field, click in the field and click F1. Many
fields will produce additional information regarding that field.
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Seeker EI@
File Edit MNavigation Options Utility MO Utility Window Help
+ g d q5
FPORBASOMAEIVAR v R BECKS® « » m
-D@Seeker Screen - | AM A EXAMPLE II(#####-3144) |  EDWARD GREENSLIT (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
— Mame and Address Information Wailing Address: Street Address:
1. Locate and open the Job I Anj | [EXAMPLE I [123 maN |
Seeker record. Phone Numbers | [
Home:| Celt] [IEFFERSON CITY e [es101 [ 0
The Assessment Work] Other] Bad Address/ Homeless Emait]
r— Personal Information — Seeker Status
. Date of Birth:| 12/01/1995 Aged 18 [¥ Searchable Status _ Date Last Update Workkeys ID:
2. Click on the Assessment speed o [ Deceased Emp Exchange:Active | 09/25/14] 09/25/14
button .J Gender:| " ¥ Share resume Case Management Inactive Next Appt; Time:
. — Veteran nformation Ul Ben Year Beg Dt|nactive | | Next Task:
et Status:) ) - None - | Transition: - Dislocated Date: [ EB
NOTE: Wh”e an assessment must be = | | Actual Enroliments Possible Enroliments
- Recently Separated Seryed F Served T i
completed, you do not have to utilize _ _ edErom, ServedTol ", |iob Contacts]
[ Served in Campaign bpp 103123638529
Toolbox as the assessment tool. There [ = [ | B ]
h dvantages to utilizin it on Summary (Fesume) [ ]2
?I're |8\Nev|er a ° g ol 9%02 [ Service Ended by Disabiiity 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 Elranc:h:| ﬂ 07/11/14|JobsMoGov Self Job search Counselor Web i‘
Toolbox also allows other counselors Have you attended a TAP workshop Show Me Hera| N 07111/14}Job Referral Counselor Web
. . in the past 36 months? m : 07/03/14|Job Referral Counselor Web
\;\é%rel;'sngovtvr:tehat;i;ur;teonr{]er to have . Status Verified | 07/02/14|JobsMoGov Self Job search Counselor Web -
Spurce: [Counselor Vieb | Partial Seeker
>0 F—testchﬁed |,— SaN Discrepancy B wish Info (% save | 3¢ Cancel
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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. Double clicking in one of the
white field boxes under
Employment Skills provides
a List of Values (LOV) to
choose from

10.Double click on a skill to move
to the right side of the LOV.
You may also use the single
arrows (>) and (<) to add or
remove skills in your list.
The double arrows (>>) and
(<<) will move all skills.

) Powered by Oracle11g - Assessment

RO MED

| AM A EXAMPLE |I|(f--3144) |

Education

AssessmenfDate: [09/29/14| LastUpdate Date:| |

l Support System l Financial Mj

ation Options  Utility MO Utility Window Help

/RS VERA® BECKSR « » I

AR GREENSLIT (573)522-3017

n Basic Skills Tests ]

Employment Skills

[o ] -E s

Aptitude/Ability Tests

Majur:|
Degres:| High School Diplo... ¥ || Completion Date: .

= Additional |

,\ - || Test Type |
Highest grade completed?| . - Currently in School: |N|:| Jlad | Test Date I
Would you like to obtain your high school diploma or GED? & e = .
Do you have a learning disability? | || — Delete
— ive Learning - =]
What did you like about school? | — Edug e s
LE Coordination
What did you disiike about school?| e amenance []
Dl Equipment Selection ﬂ
Are there any training programs you started but didn't complete? - Pel etuctng ek <
udgment and Decision Naking
- _ " Learning Strategies -
| Training Program I Reason for Leaving IExrt Datel + Al Ded fanegerentof Fancil Resour =l rsial &id |
| . I Management of Personnel Resourc
| | [ = = Delste =l =
Are you interested in more training or skill enhancement? - M |'|' Add
Describe| = Delete
e [T : License/Certificate | Date | st |
City:|Jeffersun Chty State:|MO I I l_

+ 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.Double-clicking in the
License/Certificate field
provides a List of Values field
(LOV) to choose from.

13.Choose the
License/Certificate the
customer possesses. You
may also search for a
particular license or
certificate using the Find
feature at the top.

14.Click Ok button

-

| £ Toolbox 2 (Test) Powered by Oracle11g -

Aszessment

File Edit Mavigation Options Utility MO Utility Window Help

r— Education History

[= |[=|[=]

PORNBRAAFOAIDCAES2VISEFRHE BREFECKSBE | « » @

| EDWARD GREENSLIT (573)522-3017

’@Assessment— | AM A EXAMPLE ll{#-i-2144)
‘ Support System l Financial Needs l ElasicSkillsTesml

Employment Education

Aszsessment Date: Last Update Date: I:I

Aptitudel/Ability Tests

Employment Skils |

Highest grade completed?|High School.. =

CertificatesiLicenses

.| Critical Thinking || Test Type |
o el | I Test Date:l—
- Resuﬂ:s.:|

Would you like to obtain your high school diplon

| Find%

= Delete

Do you have a learning disability? |No b [

icenseiCert

+ Add ‘— Celete |

What did you like about school? |Science,
What did you dislike about scho

CISCO
. |CNE
CPA
CPR

Are there any training programs

| Training Program |Reasun for Leavl . |4

CFS - Certified Food Scientist

Certified Medical Administrative Assistant
Certified Medical Assistant

| | i

Are you interested in more training or skill enhal

Describe|wuuh:l like training to become a Nurse

School|High Schoal
C'rty:|Jeffersun Chty
Majur:|

State MO I

Degree:|High School Diplo... x| Completion Date: .

Find

-

: |Pending

| 2015 Amt|

‘J B Financial Aid ‘
Cancel
rtificates
ng Completion Certificates | & A
ﬂ == [elete
License/Certificate | Date | st |
| |
= Adcitional | == Add ‘— Delete |

Record: 1M1

=03C=

{E’? Save

| 3 Cancel |

DWD Technical Training June 2015

Page 6



NOTICE: All fields were not
completed. Not all fields apply to every
customer.

15.0nce 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

roamesomival 16 FaamEmceies « » m

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

GREEMSLIT (573)522-3017

= R >

Employment l Education Support System Financial Needs | Basic Skills Tests l
Asszessment Date: (09/29/14| Last Update Date: r— 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 through the Assessment to participate in employmentTraining activity: :l" — Endorsements owning?
' . - o | Air Brakes [ Hazardous Material [ School Bus o
questions and fields on the LEEE [ DoublefTriple Trailer | Passenger [ Tank Vehicle
Support System tab and Applied for Childcare? ~|  Chidcare provider?| | | = Addtional Support Contacts
answer approprlately. What iz your backup plan if provider is not availiable? Name Humber Relationship Type
Categories of entries are s e— [ | R -
Childcare, Additional e s | | | | | |
Support, Housmg, successful in employment/participation? L5 Print | + Al ‘ = [elete |
Transportation, Additional — Housing Household Members
Support Contacts, and Homeless in the last year: e First [ wi. | Last | Bithday |Age[Gender| Relation  |Dep]
Household Members. Describe:| | | | | ~
Current Situation: | j | |_| | | ﬂ| ﬂl_ I
Expect any changes in 90 days: - | I_ | | _| j| ﬂl_
Describe: | == Add | = Delete
@ Save ‘ 3 Cancel |
Are there children in the household? "Yes™ or "No”
Record: 11 <Q3C=
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Assessment

File Edit Mavigation Options Utility MO Utility Windg

PORIBE PO R i TR
@Mse&sment - 1AM A EXAMPLE Nl (fHH-3144) |
Employment l Education

Assessment Date: LastUpdate Date:| |

18

$FEE BECKSE « » @

DWARD GREEMSLIT (573)522-3017

Support System I Financial Needs l Basic Skills Tests l

E=3 ol 53

Transportation

) What is your transportation?|car I
— Childcare . - 17
Seeker Pregnant: - Due Date: Vifhat is your backup plan it prImAry ),z
transport is unavailable?
Household include children: [ves | - —What f§eeps
Weed child care supportive services | I NeverLearned [ License Suspended you 4 m
17.“What keepS you from to participate in employment/Training activity: |''¢% :lv ' I Health Problem(s) [~ Need License Plate owning?
owning?” Is located in the Describe: Need heip paying for chid care T e o 7%
i H [ nsurance Other i
Transportation section on the Applied for Childeare? [y = | Childeare provider? 1o I Problem Making Payme... Comments
I'Ig'ht ?Ide of your screen. What is your backup plan if provider is not availiable?|Co not ha ™ None j Type
Clicking on the button - -]
rovides explanations of wh [ Additional Support -
‘F:)h t p d t h y Any additional supports you need to be |Nut at this time M J
€ cus Om_er 0€s not have successful in employment/participation? elete |
transportatlgn. . — Housing Household Members
18.0nce all pertinent questions Homeless in the last year:|No First Mi. | Last | Bithday |Age|Gender| Relation  |Dep|
have been answered click the Describe:| llam & [Example v [osr012012 2 |wake = l[chid v
Financial Needs tab Current Situation: |Living with Other | [ Isay P |sue |09/01/1995 19 |Fe... = |[Not related jl_l
Expect any changes in 90 days: |No hd | ’_| | _| ﬂl ﬂl_
Describe; | = Ao | = [elete
@ Save | = Cancel ‘
Is the household member a dependent of the customer? "Yes™ ar "Nao”
Record: 2i2 . |List of Valu... =03C=
Page 9
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q
Bl — - E=S R
1 Eile Edit Navi
i FRE BEeiKs® « » |
o :I CREENSLIT (573)522-3017
Disability Insurance Payments Skills Tests |
Dividends
Eamed Income {21 |
Food Stamps
In-Kind
Interest - = | | |
q I - G Al - Delet
19.Enter Assessment Month & s + e
Year M == 22 Assessment Month Net Difference
. . > (Total Resources minus Expendtures}:ljl
20.Double-click in Resource _
Tvpe fleld Konthly Housermomores Manthly Household Expenditure
yp 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 e
24.Enter Amount of Resource
Type . .
Total Monthly Resources: Total Monthly Expenditures:
== Add | = Delete | | I Financial Education = Add | = Delete |
ﬁ Pririt | @ Save | 3 Cancel |
Assessment Date (MMMYYYY)
Record: 1/1 || | | l<osC= |
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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

Employment |

File Edit Mavigation Options Utility MO Wtility Window Help

PORABRAOHITARSVE R

@AEEEEE ment - | AM A EXAMPLE lli#FH-##-3144)
Education | Support System Financial Needs | Basic S

Asseszment Date: Last Update Date: I:I

Aszessment Month & Year

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

| EDWARD

* |Education Expenses
* |Food

- |Health/Accidental Insurance Premium |

- |Home Insurance

=B EoR =
Expense Types il
ch‘%
' |Resource |

- |Medical Expenses (medical, dental, prescriptions)
0812014 a Comment: . |Other Expenses -
4 4
I o ) 28 | 1o
— 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 *

Total Monthly Resources:

o Add | - Delete | %F| T Financial Education 4 ndd

Total Monthly Expenditures:

| = [elete |

|dentify the financial resource type from the LOV.

% Print | @ Save | 3¢ Cancel |

|Rec0rd: 313

. |Listofvalu... |

<0sC=

DWD Technical Training June 2015

Page 11



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.

e

|22 Toolbox 2 (Test) Powered by Oracle11g - Assessment E\@
File Edit Mavigation Options Utility MO Utility Window Help
POBBRAFOAIVEESVIEEG BEESKSE « » @
'@Mse&s ment - | AM A EXAMPLE Ii#R-5-3144) | EDWARD GREENSLIT (573)522-3017

Employment l Education l Support System Financial Needs lElasicSkillsTestsl

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

eg74.00 * || | |Gas |Fuel
|FUUI:| |
|Telephune (home & cell |

Earned Income |r.1ﬂcDunﬂk:I5

|F|:||:|d Stamps |FUIJI:| Stamps

|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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. L R I 35 I . . . . . . .
| £:| Toolbox 2 (Test) Powered by Oracle 11g - Seeker EI@
File Edit Mavigation Options Utility MO Utility Window Help
+ 3 0
PORBRAOAIVRCSSVIFNEG BREGKSE| « » E
@Seeker Screen - | AM A EXAMPLE |lI(#H-#4-3144) | MICHAEL ADAMS (573)522-2745
Find Seeker Seeker Info ‘De.rs.lub Tﬂlel EduiCert l Work Histﬂryl Referrals l Core Enroll l Other l Scratch Padl Svc Referrall Adv. Query
[ Mame and Address Information Mailing Address: Street Address:
1 & [ExampLE 0 [123 MAIN |
Phone Numbers | |
’7Hume:| Celt| [JEFFERSON CITY [uc/[es10 | [
Wurk:| 0ther:| -
H Bad Address| Homeless|  Email |
34.Comp_|et|ng the Assessment — Personal Information — Seeker Status
provides a countable 9002 Date of Birth 12/01/1995  Age] 19 | [ |Searchable Status | Date | Last Update Workkevs ID:
- Emp Exchange:|Active 0eMTHS 06M1THMS 0050017
Seeker service that can be | v
. . . Gender] 1 M=z Case Management{Active Mext Appt: Time:
viewed in the Services . —
P ided in the Seek — Veteran Information Ul Ben Year Beg Dt inactive | | Nest Task
rovided in the Seeker VetStatusn_none | Transiton] ] e ol [ EB _
Screen. Actual Enrolments Possible Enrolments
= Job Contacts:|
Recently Separated [served From| Served To | hpp ID{3123533529
Eligibility [ Served in Campaign | | pen
[ Print on Summary (Resume) | I . T D#Ii
. o [~ Service Ended by Disablii - : -
35.Click on the Eligibility icon e — Services Provided
Date Type of Service Employment Counselor .
34 [ |07/01/15]|Assessment EDWARD GREENSLIT .
Have you attended a TAP workshop Show Me HEHJ-IT 01/29M 5| Workkeys Te-st EDWARD GREENSLIT
in the past 35 menths? jyg - _ 01/28/15|Resume Assistance EDWWARD GREENSLIT
Status Verified| 01/07/15|Referred to Other Services EDWARD GREENSLIT -
Source: |Coungelor Web [ Partial Seeker
- Restllicted ||_ SSM Discrepancy [ Deceased M @ Save | 3 Cancel
Query Returned no Rows!
Record: 11 =0S5C=
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36.Auto Populated fields from
Seeker Info

a. Date of Birth

[

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

VEPSevSHRE BECKSE « » @

PORBASAOMH & S

{2 Eligibility - | AM A EXAMPLE Ill(fE-#-3144) |

Eligibility I Waiver lEnruIIrnentl

(=)@ ]

MICHAEL ADAMS (573)522-2745

Eligibility
— Personal [ :
Date of Birth: 12/01/1995 $ ez
s Citizen: [N ~ | Receiving TANF: |
Alien Registration #.A Receiving GA/RCAS
Disability Status: FOOD STAMPSISSI: :I
Disabiity T}'DEI—_I Free/ Reduced Lunch; -
HH Have Dep Chid(<18): “'outh High Poverty Area | x
Single Parent: - FamilySize:l_
Limited English: - Semi-Annual Income:
— Status | Annual Income:
et Satus: - [ Low Income
Employment S-atus: - Registered - Selective Service:
Ul Claim S:atus: - Service &
Current Education S:atus: = Qq} Selective Serwce|Wanrer
Highest Grade Comp:
: . p.| ﬂ WWas the customer unable to achieve
Dislocated Worker: :l"’ self-sufficiency after receivirg hd
ices?
Hurneless:l—Ll COTe Services?

WiIoA DWW
Categury:| ﬂ
Layoff Date]
" w
NEGMIESS Layoff: :l
Employer: |
Grant Number: | ﬂ
— WIOA Youth [
i ?E’Jf Barriers
Summer Jobs [ Is the ¥outh
SILT [ & Paent?
Out of School [ A child living with the
X custodizl parent or other
adult caretake-r/relative?
— Show Me Hero —
Show Me H...

¢ Check ‘erification ‘

Eligibility Verif Date: Record | 1]of| of ﬂﬂ = Add

‘ 3 Cancel

| .{E}' Save

Record: 11

=03C=
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Personal Section

37.Date of Birth-Populated
from customers record

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

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

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

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

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

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

44.Limited English: Click the

arrow to choose “Yes” or
“NO”.

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

gibility

File Edit Mavigation Options Utility MO Utilitlf Window Help

/' ERSVvSFRMEG AFCKSE « » @

POBMBRASAOMN E

=1

[=][E =]

@ Eligibility - | AM A EXAMPLE |l|(##H-8H-23144) MICHAEL ADAMS (57 3)522-2745
Eligibility l Waiver l Enrollment l
Eligibility ]
Personal | — winal WIoA DWW
Date of Birth: 12/01/1995 |
! |—1 $ Incame Category| =l
Us Ciizen: [N ~ | <=r=] 38 e | = LayoffDate]
Alien Registration #.4 - ’—_l
Disabiliy Status: m MPS/SSL =l ey e il =
Disabilty Type = s :I' Employer: |
HH Have Dep Chid(<13): 4—- pverty Area hd Grant Number: | x
Single Parent: = ! Family Size:| — WIDA Youth T~
| 43 I’ Limited Englizh: = 44 | Semi-Annual Income: = B #% Barriers
s | ks sl s Summer Jobs [~ Is the Youth
Vet Satus: - [ Low Income sSIL~ I A Parent?
Employment Status: = Registered - Selective Servce: Out of School [ A child living with the
Ul Claim S:atus: = Service & :l" custodiel parent or other
Current Education Satus| o || & Selective SerVICE|WaNer e b i e e
Highest Grade Comp:| | [ Show Me Hero
. | Was the customer unable to achieve Show Me H..
Dislocated Worker: :l' self-sufficiency after receiving -
Homeless: - core services? Q/ Check Werification ‘

Eligibility “Verif Date: Record ufm ﬂﬂ = Add

| {E? Save

‘ 3 Cancel

Record: 11

=05C=
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Status Section

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

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

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

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

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

50.Dislocated Worker: Click
the arrow to choose “Yes”
or “No”.

51.Homeless- Click the arrow
to choose “Yes” or “No”.

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

Eligibility ‘ Waiver lEnrﬂIIrnentl

ligibility

File Edit Mavigation Options Utility MO Utility Window Help

PORABRAAFOMAIVARSVIFRHG BHCKSE « » @

HEligibility - | AM A EXAMPLE Ill#-#2-3144) |

MICHAEL ADAMS (573)522-2745

= e

Eligibility ‘
— Personal [ - — Wioal WIOA DWW
Date of Birth:12/01/1995 % Income
US Citizen: CateDDI'Y:l ﬂ
Zen|yves v Receiving TANF[ | LayoffDate|
Alien Registration #.A Receiving GARCAS l—_l
Disability Status:[jot Disabled FOOD STAMPSISSI L= e i =
Disability T}'DEI—_lv Free/ Reduced Lunch: = e |
HH Have Dep Child{<18):|vez _* igh Poverty Area - Grant Number:| ﬂ
Single Parent|ves 45 Family Size:l_ — WI0A Youth
Limited English T~ . Annual Income: sve 7% Bamers |
Status | ITLE TERTE Summer Jobs [~ Is the Youth
et Status: - [ Low Income Sl [ A Parent?
mployment Status: - Out of School [~ A child living with the
Ul Claim Status: - :l"' custodial parent or other
urrent Education Status:l—Ll adult caretaker/relative?
Highest Grade Comp| [ Show Me Hero how e A
ow Me H_.
Dislocated Worker: -
Homeless: - Q/ Check ‘erification ‘

Eligibility Verif Date: Record uf ﬂﬂ = Add

| @ Save

‘ 3 cancel ‘

Does customer have limited English speaking
Record: 11

skills? (Y)es or (M)o
=05C=
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WIOA Section

52.The WIOA Section must be
completed.

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

Eligibility-Eligibility Tab Income

53.Click on the Income button

54.Enter Last Month
(Month/Year)

If the customer is receiving TANF,
GA/RCA/Food Stamps/SSl, Free
Lunch, or Youth in High Poverty
Area simply enter the last month of
income for the household and save
the form. Income verification is not
neededfor a WIOA Youth only
participantif the Youth is receiving
TANF, GA,RCA,Food Stamps, SSI,
Free Lunch or if residing in a High
Poverty Area. However, this field
does require an entry to move
forward.

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

File Edit Mavigation Options Utility MO Ljes

POBBR AAOMH EC

nw Help

E=1 Eom =X
= ﬂ@. BECKSE « » m

'@Elig'bilil}' -1 AM A EXAMPLE llI(#H#--3144 EDWE SLIT (573)522-3017
Eligibility l Waiver ] Enroliment l
al [ : wioal WiIDA DW[
Date of Birth:|12/01/1935 $ Income
N Categury:| ﬂ
USCHZER] v s :l' Receiving TANF:I—L| Layoff Date:l—
; ceiving GARCAS
@'MAFamly Inc@me Worksheet FOOD STAMPS/SSI - NEGMIESS Layoff: :l"
[~ 1A Programs ree/ Reduced Lunch:
MonthfYear  Total = Employer: |
#ast Momh:-‘ WA Semi-Annual; 0 uth High Poverty Area | - Grant Number:| ﬂ
Sth: WA Annual 0 Family Size;l_ — WI0A Youth
4t o )
Sd} Copy Semi-Annual Income:; apyve [ #% Barriers
ra
214 Annual Income: Summer Jobs [~ s the Youth
1st] [ Low Income SiLr [ A Parent?
i i - COut of School G -
income type || Description || Amount_| Reﬂﬂtﬂfﬂd-fﬁmw; 5*-‘_”'0: - - ;; u;:::d p:.;;i :rrtzﬂtg
- rvice #:
[ [ [ Lyl Selective Service| Waiver: = adult caretaker/relative?
| | | — Show Me Hero —
| | | Was the customer unable to achieve Show Me H..
| | | self-sufficiency after receiving -
core services? e |
| | | || ¢ Check Verification
| | |
I I I Verif Date: Record | 1]of 4 ‘ : |
Wonthy |
PV PR —
d saved.
“ <0SC>
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{EWIA Family Income Worksheet
— WIOA Programs
o Month/vear  Total
Month/Year six months e loso015 0 e e 5
back. - 4t:{04/2015 0 B‘E? o |
. . Ird
56.Double-click in the Income o 03i2012 i
. 0252015 0
Type field
1st|01/2015 o
57.Choose the Income Type Income type Description Amount
from the List of Values -
(LOV) /D
58.Click OK button WiAIncome Types x|
Find|%
Income Type -
Alimaony |
Dividends |
57 | E
Fellowships assistantships . Monthiy Income:
Government employee pensions I Delete I_s,r :I
|I:ITL.IFEHCE.' or annuity navmenis _plﬂ
] {E’? Save |’B Close |
Eindl oK 58 . :
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59.Enter a Description of the
Income

60.Enter Amount of income

Repeat steps 56-60 to add additional
income types

¥ WIA Family Income Worksheet

3rd

— WIOA Programs.

ath:

MonthMear  Total

0552015

+ast tontn: (XN R v sem-snnuat

0 WA Annual;

4th:

0442015

02015

2nd:

122015

1zt

112015

Income type

Alimony

4 Add

| == [ielete

| Monthly Income:

-

{E’? Save

| ’B Close

DWD Technical Training June 2015
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61.Toolbox will total Monthly
Income

62.1f each month the income is
the same you can choose
the Copy button.

63.If the monthly income
varies, you will need to
select the month you wish
to enter and follow steps
56-60 to add the monthly
income

63

$EWIA Family Income Worksheet

WIOA Programs

Month/ear  Total

Last Month: (il gk WA Semi-Annual: 100
athi|0s2015 0 Wils Annual: 200
4th:ln4/2015 of |3 copy
3rd03/2015 0 D
2nd:|02/2015 0
1st{01/2015 0 62

Income type I Dezcription | Armount

Alimony | | 100 =

| | |

| | |

| | |

| | |

| | |

—]

| |

| | | -
+ e | E——— | Monthly Income: 100
........... S swe ’8 Close |

DWD Technical Training June 2015
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64.Toolbox will total WIOA
Semi-Annual total

65.Toolbox will total WIOA
Annual total

66.Click Save button

67.Click Close button

Y2 WIA Family Income Worksheet

— WIOA Programs
Month™ear  Total
+Last Month:|06/2015 100 WA Semi-Annual; G600 |
athifos2015 100 Wl Annual: 1,200
4th:|p4r2015 100/ gﬁ; Copy | i
3rd{o3r2015 100 N
2nd:| 022015 100/
Income type De=scription Amount |
Alimony 100 =
H
66 -
Come:
+ Acjed | = [ielete | 100
{fj‘! Save |’B Cloge I"

6

e
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68.
69.

Receiving TANF-Yes/No
Receiving GA/RCA/Food
Stamps/SSI-“Yes” or “No”
Free/Reduced Lunch-
Yes/No

Youth Living in High
Poverty Area- “Yes” or
“No” Clicking on the Youth
High Poverty Area box will
open a map to determine if
the youth lives in a high
poverty area.(
https://ogi.oa.mo.gov/DED/
povertyTract/index.html)
Enter Family Size

WIOA Semi Annual
Income-Calculated by
Toolbox from Income
button

WIOA Annual Income-
Calculated by Toolbox
from Income button
Registered-Selective
Service. “Yes” or “No”
Service #-Enter Selective
Service number

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

70.

71.

72.
73.

74.

75.

76.

17,

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

POMBRAAOMITVADSVIFEEG BEHCHKS B 4

'@Eligihilit}‘—IAMAEKAMF'LEIII{M—MM} |

Eligibility ] Waiver lEnruIIrnentl

Eligibility ‘
— Personal | — Wioal
Date of Birth:{12y % Income
US Citizen: ===l Receiving TANF o]
Alien Registration #:4A Receiving GA/RCAS
Disab > FOOD STAMPS/SSI jv
Di Free/ Reduced Lunch: -

— Status [ 1
Vet status:!m-
Employment Status:lm
UIClaim Status:|Claimant =)
Current Education Status:lm

wouth High Poverty Area |
Family Size:

SemiAnnual Income:

600
1,200

Annual Income:

ow Income
Selective Service]| v
Service #

- e Service|Waiver:

Highest Grade Cump:||.|igh School. ﬂ

Dizlocated Worker:|p) -

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

Homeless:|p g -

=N B>

b [

EDWARD GREEMSLIT (573)522-3017

[ A Parent?

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

Show Me H...

o Check Verification |

Eligibility Verif Date: Record uf jﬂ = Add

| 3 Cancel

| Z:?? Save

Record: 1M1

=05C=
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78. Notice the Low Income
checkbox is checked for
Adult/Youth. This occurs
based off one of the below

criteria
1. Yesto TANF
guestion
2. Yesto
GA/RCA/Food
Stamps/SSI
guestion

3. Free/Reduced Lunch
4. Youth Living in a
High Poverty Area
5. Income meets the
low income
guidelines
79. Was the customer unable
to achieve self-sufficiency
after receiving core
services? Although WIOA
Youth eligibility is not
contingent upon the answer
to this question, it is
required to move forward in
Toolbox.

|| Toolbox 2 (Test) Powered by Oracle 11g - Eligibility = ECh ="
File Edit Mavigation Options Utility MO Utility Window Help
+ q.5 d b
P I B S Lo H VARG BISCKSE @
'@ Eligibility - | AM A EXAMPLE lI(F-5-3144) | EDWARD GREEMSLIT (573)522-3017
Eligibility I Waiver l Enroliment l
Eligibility ‘
— Personal [ — WioA[ WIOA DWW
Date of Birth:12/01/1995 %
US Citizen: ncoms Categury:| ﬂ
ZeN|ves Receiving TANF:, | LayoffDate
Alien Registration #A Receiving GA/RCA/ l—_l
Disability Status:jot Disabled v FOOD STAWPSISSHYes ] NEGMIESS = =
Disabilty T}"DEI—_lv Free/ Reduced Lunch:|y, - Employer: |
HH Have Dep Child(<18):[ves = “outh High Poverty Area | Yes v Grant Number:| ﬂ
Single Parent:|ves - Family Slze:l_z — WIDA Youth [~ 5225
Limited English:j, = Semi-Annual Income: 500 spve || I #% Barriers
— Status [ | ITE TEITE 1,200 || summerJobs || |~ | Is the Youth
vetf 78 P> ¥ Low Income AduliYouth 250% SIL ] | | A parent?
Employment . ved = Registered - Selective Service:lvee Out of School [ A child living with the
Ul Claim Status:|cigimant - Service #:|12.34558858-1 :l"' custodial parent or other
Current Education Status:[jot Attendin... =] ||| &2, Seieciive Servicel Waiver| =l 20U caretakenirelative?
; d — Show Me Hero ——
Highest Grade Comp:|;
g _ P-lngh Schoal.. ﬂ Was the customer unable to achieve Show Me H...
Dislocated Worker:| x self-sufficiency after receiving - 79
i 7 .
Homekess o <] core services? cetian |
Eligibility Verif Date: Record ﬂf 4] p| = e ‘ @ Save | 3 Cancel
Record: 1/1 =08C>=
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80. Click the Show Me Hero
button

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

PORBR Ao H I CQLPS2VIFH® BECKSME « » @

CEIEligibility - | AM A EXAMPLE Ill(f#-#-3144) |

Eligibility ‘ Waiver lEnrullrnentl

(=] -O- sl

EDWARD GREEMSLIT (573)522-3017

Eligibility \
— Personal | — Winal | WIOA DWT
Date of Birth12/01/195 % ncome
L Category] =l
US Citizen:|es :l" Receiving TAMNF:|, 5 = Layoff Date:
Alien Registration #4A Receiving GA/RCAJ l—_l
Disability Status:|not Disabled FOOD sTAMPS/SSLYEs =) || NEGMIESE = =
Disabiliy T}'DBI—_Iv Free/ Reduced Lunch:(y, = e |
HH Have Dep Child(<18):|ves _» “outh High Poverty Area | ez w Grant Number:| ﬂ
Single Parent|yves | Family Size:| 2 — WIDA Youth 7~ [oo
Limited English:(y, Semi-Annual Income: 500 spve || [ #% Barriers
— Status | BETIZ] TEETE 1,200 || summerJobs [ | |~ | is the Youth

Vet Status:jot  veteran )

Employment Status:lm

Ul Claim Status{Ciaimant =)

Current Education Status:lm

[+ Low Income Adult™routh

Registered - Selective Service|vves
Service #:|12_3456889-1

Highest Grade Comp:|High School.. v

Dislocated Worker:|) 5 -
Homeless: (g -

é]} Selective Service | Waiver: -

250% SJL El i~
Out of School

|

— Show Me Hero ——

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

Show Me H...

res JB2

¢ Check Yetification |

Eligibility Verif Date: Record | 1fof| 1| jj I Add

| 3 Cancel

| @ Save

Record: 1M1

=05C*
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81.“Are you one of the following”

1. the spouse of an active duty
military personnel or

2. the spouse of an active duty

military personnel who 1@3’“’“"’ Me Hero Questions
separated from the military EELIoLIELE Lo
Lo 1. the spouse of a active duty miltary personnel or
within the last 12 months or | 2 the spouse of a active duty military personnel who separated from the military - M
within the last 12 months or
3. the SpOUSG of a National ! 3. the spouse of a Mational Guardsman or a reservist who was deployed for at least
A | four months and then returned from the deployment within the last twelve months?
Guardsman or a Reservist who
was deployed for at least four ' Areyou a member of the National Guard or a Reservist I—L|
months and has returned from £ who was deployed for at least four months and returned
Lo from the deployment with the last thirty-six months?
the deployment within the last i
twelve monthS? If the ! Are you a Veteran who served in the military within the last 365 days? =

customer can answer “Yes” to
any of the three questions, Cancel | oK |

click the drop down arrow and !
select Yes. If not, the select !
”NO”.

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

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

and select “Yes or No”

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

PORBARAAOHIVARS2VIFAEG BECKSE « » M

@Elig'bilil‘y-l AM A EXAMPLE Il (FH-H-3144) |

Eligibility I Waiver ]Enrullment]
Eligibility l

[ Personal | e of Birn] 1270111995
US Citizeniyes |
Alien Registration #:A
Disability Status:[yo Disabled v |
Disabilty Type[ .|
HH Have Dep Child(<18):[vez _=
Single Parent|vez -
Limited English:|p o -

— Status [

Vet Status:jyot 2 veteran )

Employment Status:lm

U Claim Status]Ciaimant ]

Current Education Status:lm

—
— WDAD
E Income
Receiving TANF:|p o -
Receiving GA/RCAS

FOOD STAMPS/SSITes  *

Free/ Reduced Lunch:|y -
“outh High Poverty Area |YES had

=N O =5

EDWARD GREEMSLIT (573)522-3017

WIOA DW[
Cateuﬂry:| ﬂ

Layoff Date:

Mass Layoff: 52
MNEG [~ L

Employer: |
Grant Nurnber:| ﬂ

Family Size:| 2
SemiAnnual Income: &00
Annual Income: 1,200

¥ Low Income Adultfvouth
Registered - Selective Serv
Servicy

éﬁ' Selective Service|Wa' el

Highest Grade Cump:||.|igh School... ﬂ

Dislocated Worker:| o -

—_— -
WIDA Youth |—|5 ot -
=% Barriers
seve | [C g

Summer Jobs [ | |~ | s the Youth
ZS'D%S-JLEI i~ | A Parent?
Out of School [ A child living with the
:I" custodial parent or other

adult caretaker/relative®

— Show Me Hero ——

WWas the customer unable to achieve
=zelf-sufficiency after receiving res
core services?

Homeless:|jg -

¢ Check “erification ‘

Eligibility Verif Date: Record u-f jj = Add

| 3 Cancel

‘ @ Save

Record: 11

=05C=
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Eligibility-Eligibility Tab Barriers

86. Click Barriers button

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

PORBRLAOAIDOARS2VEIFEG BECKSE « » M

’@Eligibiliw-IAMAEKAMF'LEIII{WF#—##—MM] |

Eligibility l Waiver lEnrﬂ-IIrnentl
Eligibility

[ el e of Bih] 12/01/1995
US Citizenves =]
Alien Registration #4
Disability Status:{yot Disabled |
Disability Type =

HH Have Dep Child{=18): ez =

Single Parent:|vveg -

Limited English:|p o -

=N ECR =)

EDWARD GREEMNSLIT (573)522-3017

Wioa oWl

— WIOAT

$ Income

Receiving TANF:|1, -
Receiving GARCAS

FOOD STAMPS/SSH Y es :l"

Free/ Reduced Lunch:|p g -

“outh High Poverty Area |Ye5 bt
Family Size:] 2

Semi-Annual Income: 500

— Status |

Vet Status |t 3 Veteran |

Employment Status:lm

Ul Claim Status|cjaimant |

Current Education Status:lm

Annual Income: 1,200

W Low Income Aduttivouth
Registered - Selective Service:|vvas

Highest Grade Cump:||.|igh School. ﬂ

SErvice #12-3456885-1

é-.} Selective Service|Waiver: -

Categﬂrr:| ﬂ
Layoff Date:
Mass Layoff: :l'

NEG [
Employer: |
Grant Number:l ﬂ

— Wi

% Bartiers :

I= the Youth

[ A Parent?

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

Qut of School
res b

— Show Me Hero —

Was the customer unable to achigve

Show Me H...

LEremim e [y :l' self-sufficiency after receiving e v
Homeless: - career services? 4 Check Verification ‘
Eligibiity Verif Date: Record | 1of| 1| 4 ﬂ 4 add | {Hsae | X cancel
Record: 11 =05C=
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1 HOme L1 [N L0330 Wan 1L Aanas | 00 |

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

File Edit Mavigation Options Utility MO Utility Window Help

POCRBRAAOALIDVACS2VIFEG BECKSR « » W

'@Eligibiliw—lﬂfﬁl A EXAMPLE NI(#HH--3144) | EDWARD GREEMSLIT (573)522-3017 =
Eligibility I Waiver l Enmllment]
@Youth Barriers
r WIOA DWW
Dropout:| I~ $ Income Cat | ]
L HU RN
Truant Last Full Quarter: x Receiving TANF:| o - Layoff Date:
Low Income HS Graduate and Basic Skills - peiving GARCAS T =]
Defecient or Limited English Profeciency: DOD STAMPS/SSIY s :I' NEGMIESS =EaE
87. Choose the barrier you wish to use Offender: =l Reduced Lunchiyo  ~ Employer:
to qualify the customer for the Homeless: -l hPoverty Area |[ves v Grant Number:| =l
WIOA Youth Program. Pregnant or Parenting: hd Family Size:| z — WIOA Youth g
REMEMBER you must have Disabled: - iAnnual Income: 800 seve 1 IF %% Barriers
documentation of each barrier you - Needs Additional Assistance: s OTIE TEH 1,200] | Summerdobs [~ | |~ | s the Youth
use me Adult"outh 250% SIL | | I~ | A Parent?
ective Servicelyes v | EoiEizEniE [ A child living with the
8 7 Service #:12_ 345628801 ‘fes :lv custodial parent or other
ervice Wai'.'er:’—Ll adult caretaker/relative?
— Show Me Hero —
I unable to achieve Show Me H..
fter receiving fes ¥
v Check Yerification |
{% save | 2 close ‘ [ | Record | 1fof| 1] ﬂﬂ = Acd | {% Save | XK Cancel | =
[

J

Record: 1/1 =05C=
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File Edit Mavigation Options Utility MO Utility Window Help

PORBASFOMHIVARSVIFRE BECEKSE |« v @

7

88. Click Save button
89. Click Close button
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90. Click Check Verification
button

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

PORBALFOAITACSVIFBE BEHEECHKSE 4

'@Eligihili’w—lAMAEKAMF'LEIII{M—H—MM} |

Eligibyility l Waiver ]Enrﬂllrnentl
Eligibility ‘
— Personal [

Date of Birth:{12/01/1985
US Citizeni|ves |
Alien Registration #4
Disabiity Status:|iot Disabled v
Disabiity Type] |
HH Have Dep Chidi=18):[ves =
Single Parent|veg
Limited English:| 5 -

— Status [

Vet Statusyot a veteran |

Employment Status:lm
UIClaim Statusciaimant )

Current Education Status:lm

— WIDAl
$ Incame
Receiving TANF:|1 5 -
Receiving GA/RCAS

FOOD STAMPS/SSIYes  x

Free/ Reduced Lunchly,  +|

'outh High Poverty Area |Ye5 hd
Family Size:| 2

Semi-Annual Income:

Annual Income:

[+ Low Income Adultrouth

Reqgistered - W
Service #|12_3456888-1

é]] Selective Service|Wah.rer: -

500
1,200

Highest Grade Comp:|High Scheol.. |

Dizlocated Worker: |}y -

Homeless: -

EDWARD GREEMNSLIT (573)522-3017

[F=N ol =

- [Em
WIDA DWW
Categnr_v:l ﬂ
Layoff Date:
Mass Layoff: :l"'
NEG [~
Emplu-yer:l
Grant Number:l ﬂ
— WIOA Youth - [z
seyve || |C
Summer Jobs | | |¢~ | Is the Youth
250% SIL | |~ | A Parent?
Out of School [ A child living with the
TES 52 custodial parent or other

adult caretaker/relative?

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

feg ¥

Show MeH...

o Check Verification ‘

Eligibility Verif Date: Record | 1/of| 1] ﬂﬂ = Add

| @ Save

| 3 Cancel

Record: 1/1

=03C=
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91. Since the customer will
only be enrolled in WIOA
Youth Toolbox will
display this popup

92. Click Yes button unless

you would also like to

enroll the Youth in one of
the Special Programs.

Enrollment in the special

programs is not covered in

this desk aide.

-

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

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRAAOAIVARSVIFRREG BEHCKSE| « » @
'@Eligihility— | AM A EXAMPLE lI{##--3144) | EDWARD GREEMNSLIT (573)522-3017
Eligiblity ‘ Waiver }Enrﬂllrnentl

(= (===

Eligibility l
— Personal [ : WioAl WIOA DWW
Date of Birth:12/01/1985 £ Income
S Cﬂtegury:| =l
USCR2En] oc :l' Receiving TANF:,H Lﬂ}nu.ffDate;l—
Alien Registration #A Receiving GA/RCAS I—_l
Disabilty Status:jot Disabled FOOD STAMPS/SSII 88 ™ NeG | T ol =
Dizability Type Free/ Reduced Lunch:|p g - .
X
HH Have Dep Childi<18):[ves ] K O'MS x| =
Single Parent|ves Ifyou plan on enrollong the jobseeker in a Youth Special |~
Limited English:m Program , you must select one before verifying the
eligibility! Do you want to continue? -
— Status [
Vet Status:| ot a vetera Yes Mo |
Employment Status:|nemployed — i ——— [ A child living with the
Ul Claim Status:|cgimant - rvice #17_3456329-1 |Yes ﬂ custodial parent or other
Current Education Status:|yot Attendin.. - L) selective 92 r - adult caretakerfrelative?
; . | — Show Me Hero ——
Highe=st Grade Comp:|H;
on Pitigh School.. =l o e cocto o Show Me H...
Dislocated Worker:| g :l"" self-zufficiency after receiving Yes W
Homeless:()q - career services? Q% Check Yerification |

| 3 Cancel

Eligibility Verif Date: Record u.f jﬂ o Add | @Save

Record: 1M1

=035C=
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General Section

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

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

WIOA/WIOA Adult/Youth
Section

95. Each of the active white
boxes needs to be checked
to attest to staff
verification. (Family Size,
Last 6 Months Income,
Selective Service,
Categorically Eligible)

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

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

PORBRAOHIVACGSVIFEEG BHECKSE <

¥ Check Verification

— General —
[ iidentity!

(- ie. Drivers License, 5SS Card, W2 form)
[ Citizenship / Employment Status

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

(- ie. Birth Certificate}
| | Dizabiity Status

(- ie. Medical Records)
[ Weteran Status

(- ie. D014, Vet Admin (800}827-1000 )

— WIOA /WIOA Adult™ outh
| [ Family Size

[ Last& Months Income
[ Selective Service

[ Categorically Eligible

| | Dislocated Worker Status
[ Layoff Date

(See Eligibilty Guidelines)

(o] =

- [

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

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

| ¥ Cancel

{E? Save

‘ ’8 Close

Record: 11

=03C=
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WIOA Dislocated Worker/NEG

97. This does not need to be
completed for WIOA
Youth

Show Me Hero
98. This does not need to be
completed for WIOA
Youth

99. Click Youth tab

Help

VEIERE BEECKS® > M

. 11, 1], |
== lil X

Record: 11
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File Edit Mavigation Options Utility MO Utility Window Help

PORBRAOHIVACS VB BEEGKSE| « » @

100. Check the Active check it I |Dropout
box(es) Remember anything ot
listed as a barrier on the I st froa iy Sl fur Lo
Eligibility must have M Oifanar I |Low Income HS Jef. or Limited E
documentation. [

101. Enter the documentation
type used to verify the I TRunavzy
information in the comment [ —
box below the checkboxes. - e Written

Record: 111
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File Edit MNavigation Options Utility MO Utility Window Help

POHBEFOMIVESSVIREREG BECGCKSE « M

. UTopout:
I | Truant from High
. Lows Income H= Gra

102. Click Save button
103. Click Close button
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104. Now that Check
Verification is complete the
WIOA, WIOA Youth,
checkboxes are now
checked.

NOTE: If you have gotten this far and
the enrollment you need is not
checked STOP go back into the
Check Verification and find what
was missed.

105. Double-click in the
Eligibility Verif Date field

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

POCRHBRAAOHIVCAGSVIEIREBE BECKSE 4« > M

'@Eligibilim—IAMAEK.&MF'LEIII{H'#—H—MM] |

Eligibility l Waiver lEnrﬂ-IIrnent]
Eligibility I

— Personal [

Date of Birth:{12/01/19%5
US Citizenyves |
Alien Registration #A
Disabilty Status:{not Disabled v |
Disability Type -
HH Have Dep Chid(<18).[ves _=
Single Parent:|\vee
Limited English:|pq -

— Status [V

Vet Status:{yot 5 Veteran v |

Employment Status:lm

Ul Claim Status]Ciaimant =)

Current Education Status:lm

Free/ Reduced L

Youth High Poverty Ar
Famihy Si

Semi-Annual Income:

600
1,200

Annual Income:

[+ Low Income Adultrouth
Registered - W

Service #12-3456285-1

éﬂ Selective Service|‘l.|'|.fah.rer: -

Highest Grade Cump:||.|igh School ﬂ

Dislocated Worker:|1 g -

Homeless:|p 5 -

[= ][O =]

EDWARD GREENSLIT (573)522-3017

WIOA DWW
Cateuur_v:| ﬂ
LayoffDate]
-
NEGMIESS Layoff: el
Employer: |
Grant Number:l ﬂ

v Select _
seyve F1IF ?M! Barriers
Summer Jobs [ | |~ | Is the Youth
250% 3L |1 A Parent?
Out of School [ A child living with the
Yes x custodial parent or other

adult caretaker/relative?

— Show Me Hero ——
ShowgMe H...

| Check Verificatil:unél |

3 Cancel

Record: 11

Youth Enrollments only

Do not check either of these boxes; they are for Summer
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106. After Save a popup will
appear indicating the record
will be frozen.

107. Click Yes

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

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

(o]l O |ms]

File Edit Navigation Options Utility MO Utility Window Help

PORNBRAAOMITCARSVIFEG BECKSE « » I

§a Eligibility - | AM A EXAMPLE lI@-##-3144) |

Eligibility ‘ Waiver lEnrullmentl

EDWARD GREENSLIT (573)522-3017

Eligibility l
— Personal [v : Wioalv| WIDA DWW
Date of Birthi12/01/1395 = 4§ mcome
o Category] =l
US Ciizen:yes | Receiving TANFj;; Layoff Date:
Alien Registration #:4 Receiving GARCAS l—_l
Disabilty Statusof psanied <] FOOD STAMPS/SSHYes v NEG"‘IESS =i =
Disabity Type] .| Free/ Reduced Lunch:. ™ - e |
HH Have Dep Chid{<18):[ves _= Forms
Single Parent|ves vl This record will be frozen! Do you want to continue?
Limited Englizh:|y;, -
— Status [V e I | ] | | 1s the Youth
Vet Status:|yot g veteran - Lo = L j ~ | A Pparent?
Employment Status:|unemployed =1 || Regisiered - Selectvesemvice [vas v ] O OT S CToT [ A child living with the
Ul Claim Status:|c)qimant - rvice #]12 34568891 | | TE% T custodial parent or other
Current Education Status:|p ot attendin... éﬂ Selective Servicel Waiver: - Dol IEEIEMELE
. . — Show Me Hero —
Highest Grade Comp:|H;
o p_l"“g“ senool.. | e costo 107 fenieve Show Me H...
Dislocated Worker:|q j" self-sufficiency Yes ¥
Homeless o w FEETEEL SRR «f Check Verification |

Eligibiity Verif Date[T700E  Record | 1)of 1] j j 4 Add ‘ {% Save | 3 Cancel ‘
Enter date when eligibility and verification is complete (mmJddiyr)
Record: 11 =03C=
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108. 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 Oracle11g - Eligibility [= || = || 22|
File Edit Mavigation Options Ulility MO Utility Window Help
+ 91
POBBRRAAFORAIVARSVvERHEA BEHECKSE > @
@Eligibilit\r— | AN A EXAMPLE NiFS-F7-3144 DWARD GREEMNSLIT (573)522-3017
Eligibsility ] Waiver ] Enmument] 108
Eligibility l
— Personal [v — Wioalv| WIOA DWW
Date of Birth]12/01/1985 — |
o $ ncome Categu-r_v:l ﬂ
N <= :l' Receiving TANF[y, = La}nu.ffDate;l—
Alien Registration #A Receiving GA/RCAS I—_l
Disabiity Status:jjot Disabled v FO0D STANPSISSI o5 ] e e =
Dieability TFDEI—Ll Free/ Reduced Lunch:|y, - Employer:
HH Have Dep Child{=18): [ves “outh High Poverty Area |Y&5 - Grant Number:l ﬂ
Single Parent]yos =) Family Size:| 2 — WIDA Youth 1v [5gieqy
Limited English:{pq - Semi-Annual Income; 600 apye EI r i"* Batriers
— Status [ Annualincome|  1200] || summerJobs [| |~ |Is the Youth
Vet Status:|yot 3 Veteran - [+ Low Income Adult’youth 250% SIL E 1" | A Parent?
Employment Status:| ynemploved = Registered - Selective Service:lyves Out of School [ A child living with the
Ul Claim Status:|ciaimant - Service #[12_3458389.1 ||| | TES ~ custodial parent or other
Current Education Status:| ot Attendin,. » L) selective Service|‘l.|'|.l'a'r'.rer: = adult carstakerirelative?
; d — Show Me Hero —
Highest Grade Comp:|H;
: . F'.|H|gh school... ﬂ Was the customer unable to achieve Show Me H...
Dislocated Worker:|y :l' =elf-sufficiency after receiving ‘ez
Homeless{yo | career services? o Check Werification ‘ . Registration Details |
Eligibility erif Date:|p7/01/15  Record uf 4 » + A | {3’? Save | 3 Cancel |
Transaction complete: 1 records applied and saved.
Record: 1/1 =05C=

DWD Technical Training June 2015

Page 39




NOTE: All programs the customer is

o _ _ % Toolbox 2 (Test) Powered by Oracle 11g - Eligibility [ =3
eligible for based off information

tered into Toolb is listed h File Edit Mavigation Options LUility MO Utility Window Help

enterea Into [ oolnox IS listed on the + Y.

e e FORBPRAOMIVARSVEHBMA BECKSM| « > m
’@Elig'bility - | AM A EXAMPLE l#F=—H-3144) | EDWARD GREEMSLIT (573)522-3017

Appliu:.atiunl Eligibility l Waive nt‘

r— Eligitle Enroliments

Referral System Programs RefDt DCH 1D Teen[l'wnl
v B o
WIDA Youth B H =
u [ H B
= B m [ Show Clos...
109. Click in the box next to [
Other Potential VWD Programs
WIOA Youth program Verify Date{07/01/15] = 4 A
110. Click Enroll button. u | = Delete
« Enroll 4—' 110 I

——
— Actual Enroliments

Program StartDt‘ End Dt | Teen Two |Tradezuuz‘ Outcome
Dopsl

[~ Show Clos...

CWRCRCN W
CWRCRCN W
CWRCRCN W

[ External Counselor | Recalled by Trade Affected Employer i 3¢ cancsl

Record: 111 =0SC=
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Actual Enrollments

111. The WIOA Youth is now
displayed in the Actual
Enrollments section, along
with a Start Date.

112. Click Save button.

113. Click on the Employment
Plan speed button.

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

113

File Edit Navigation Options Utility MO Utility Window Help

PORBRAAOHITAS2vEFEHE BECKSE « » Ml

'@Elig'bilil]r -1 AM A EXAMPLE lIF--3144)
Applic:atiunl Eligibility l Waiver Enrullrnentl

| EDWARD GREEMNSLIT (573)522-3017

[ ==

— Eligible Enrollments
DWD Eligibility Referral System Programs Ref Dt DCN D Teenl'l'wu|

I [wis Adut L [

— r r I

B N B

- [ [ [ Show Clos...

B Other Potential VWD Programs

Verify Date: r ] +L
= [elete
: :
* Enrall
r— Actual Enroliments
Program Start Ot | End Dt | Teen Two [Trade 2002 Outcome

WIOA Youth 0701115 [ [ [ Oops!
| | | 112
m o [ Show Clos. ..
H u r |
| | | I
| | | v

[~ External Counselor | Recalled by Trade Affected Employer ey | 3¢ cancel

Record: 1/1

=035C=
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114. Click on Employment Plan
tab

| £ Toolbox 2 (Test) Powered by Ora
File Edit MNavigation Options Utility
POEHBO SO H

5 Employment Plan - | AM A EXAMPLE

Enroliment

‘ Appropriateness l Employment Plan l

O Utility Window Help
VEPS2VIERAEG BECKSR| « » @
3144) | EDWARD GREEMSLIT (573)522-3017

Progress l Closures l

r— Eligible Enroliments

| DWD Eligitility |
WA Youth
WA Adult

RN N

Verify Date:|04/24/15

Referral System Programs Ref Dt DCN ID

[ R

| §

| B

ml | [~ Show Clos...

QOther Potential DWD Programs
Al

r W K
m | = Delete

< Enrall ‘ Agreement ‘

— Actual Enrolments

Program

WIOA Youth

Start Ot | End Dt | Trade 2002

0412715

Oops!

[ Show Clos...

[~ External Counselor | Recalled by Trade Affected Employer

% Save 1| X cancel

Record: 11

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

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

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

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

117. If you choose Cancel, you
will be asked if you would
like to choose from all of the
ONET codes. Clicking OK
will provide you a search

method in a screen as shown.

|l 13201100

|£:| Toolbox 2 (Test)
File Edit Mavigati

| Desired OMETS for | AM A EXAMPLE Il x|

‘ Find|%

ONET Title

Accountants and Auditors
Bookkeeping, Accounting, and Auditing Clerks
Production Workers / Helpers

. |43303700
. |51919800

116
L | @ B GG E « > W
M ca '@i FEMSLIT (573)522-3017
; _ 32— — | ]
| Desired OMETs for | AM A EXAMPLE 1l ﬂ
| I — 2] <| ’J

# Start Date:[ ums/ C‘M‘U 118 |
*ONet: | Ll

@ Would you like to choose from all of the ONET codes?

[ -E s

-

E3

End Date: Qutecon

* Goal: i
+ Justification: S
L MI
Objective: | Start Date: TN
Service: F\TI0HET Bbsrch T S S s i
0# B e — -
L Pl
! Occupaton N 0T Taes 1

Comments:

- Verificatior

117

118. Click OK (if you have B scheduls | . Prirt Plan E Payment | 3 MECH | TRA, | a2
selected the correct ONet 1 gy
from the list) Enter service start date

Record: 11 =05C=
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119. If searching for the correct
ONet, enter the title of the
ONet you need into the Job
Title field.

120. Click Search button.

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

122. Click Select button

119

O*MET Search

g Connector I Keyword Search I Tree Search I

120

Job Tm:lnursg

Occupation |

DOT Titles

Mursing Aides, Orderlies, and Attendants (31-1012 A|

Counselor, Nurses Association

Mursing Assistants (31-1014.00)

Executive Director, Nurses® Associatio

Nursing Instructers and Teachers, Postsecondary

Consultant, Educational, State Board O

" Exists In E"El Searc
{* Contains Al
Occupation:

|F{&gistered Nurses (29-1111.00)

Psychiatric Aides (31-1013.00)

Director, Nurses™ Registry

Recreational Therapists (28-1125.00)

G—

Registered Nurses f29—1111.[l[l]|

Surgical Technolegists (29-2055.00)

-

Related Occupations

Lay Titles

Biolegical Technicians (19-4021.00)

TEACHER,NURSE'S AIDES

Health Specialties Teachers, Postsecondary (25-1

TEACHER,NURSING

Registered Nurses (28-1111.00)

TEACHER,NURSING ASSISTANTS

Medical and Clinical Laberatory Technologists (29—

HURSE,INSTRUCTOR

iy Select

Description:

122

Assess patient health problems and needs, develop
and implement nursing care plans, and maintain

convalescent, or disabled patients. May advize

required. Include advance practice nurses such as:

nurse practitioners, clinical nurse specialists, certified

medical records. Administer nurging care to ill, injured,

patients on health maintenance and disease prevention
or provide case management. Licensing or registration

Respiratery Therapists (29-1126.00)

NURSING INSTRUCTOR

Nonfarm Animal Caretakers (38-2021.00)

TEACHER, NURSE'S AIDES

Chiropractors (28-1011.00)

TEACHER,NURSING

3 Cancel
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123. ONet is now populated.

124. Goal: Type in a goal for the
job seeker.

125. Justification: Type in the
justification reason to
explain the goal entered.

126. Objective: Double click in
the Objective field

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan EI@
File Edit Mavigation Options Utility MO Utility Window Help
PORMBAAOMAICASVERNG BBECKSE| « » @M
@Empﬁoyment Plan - | AM A EXAMPLE || (#H#-#-3144) | EDWARD GREEMSLIT (573)522-3017 ﬂ
Enraliment l Appropriateness  Employment Plan \ Progress l Closures l
[ Show Closed Services | Show Closed Tasks EONotice| | Plan] z [of[ 2 | 4 ‘ )J
et Start Date:|07/01/15 Closed H =
123  [pt ONetEIRRRT |Registered Nurses | -
——— + Goal: -~ . 124
» Justification: = 1
LMl - 125
Objective 126
Service! | Hours: + ‘ ‘ =
10 # Hourly Wage: Add Service Comments: =l “erification
I L 4 Add Task
== [el Task
End Date: Outcome: — Del Ser\-‘ice|_
Comments: .
| 2l
B scredule | L Print Plan | & New F‘Ian| — DelPlan | {% save | 3 Cancel ‘ % Payment ‘ L MECH | TRA, | o
1] | K
Occupational Information Network - 0*NET
Record: 2/2 ... |List of Valu... =05C=
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127. Click the Objective box
128. Highlight the Objective
needed by clicking on it.

‘@ Semnvices

By Objective | Service Tree | Key Word Al habe‘tical}.l'l

— Services / Activities l

<Select an Objectives

WIDA Youth Services

@ Select

| ’8 Close
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Note: All Youth must be provided the
611 Comprehensive Assessment &
612 Individual Service Strategies

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

130. Click Select

'@Sewices
By Objective l Service Tree

Objectives| oA Youth Services

=

— Services [ Activities

501 Tutering and Study Skills Training

602 Alternative Secondary School Services

503 Summer Employment Opportunities

&G04 Paid and Unpaid Work Experience

605 Occupational Skill Training (v'outh)

506 Leadership Development

508 Adult Mentoring

610 Comprehensive Guidance and Counseling

611 Objective Asks&ssment
512 Individual Service Strategies

614 Dropout Prevention and Recovery

615 Pre-apprenticeship Programs

518 On-the-Job Training Opportunities

517 Internships

Key Word l Alphabe‘tit:all}rl

— Service Definition

An examination of the capabilties, needs and
vocational potential of a participant. Objective
assessment is used to develop a service
strateqy, education, and employment goals. Such
azseszsment is to be client centered and
diagnostic evaluation of a participant?s
educaticnal (including azsezszments related to the
literacy and numeracy common measure) and
employment barriers taking into account the

— nts? famity situation, work history,
129 [on, occupational skills, interests,
p— 5, attitudes toward work, motivation,

behavior patterns affecting emplovment potential,
financial resourcessaad-gaads supportive
service needs, ang Emplovment
information as it rel local labor market.
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File Edit Navigation Options Utility MO Utility Window Help

PORNBRIAOAIVARSVSHEA BFEECKS S| « » M
Appropristeness.

75

O7ns
25-1111.00 Registered Nurses

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

To obtain employment as a registered nurse

To be able to provide for my family and become self sufficient. Registered
Murging field is increasging in demand by 17%

132. Start Date: Automatically

enters the current date. WIOA “outh Services 07/01/15
G511 Objective Azsessment

132

133. Click Save button

Enter service start date
Record: 1/1 | | | <0SC=
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134. The service is now saved to
the Employment Plan and it
now displays in the
Employment Plan tree.

NOTE: The 611 Comprehensive
Assessment & 612 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.

135. To close a service, double-
click in the End Date field.
This will bring up a
calendar.

136. Select the closing date and
click the OK button.

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

138. Choose the outcome you
wish to use.

139. Click OK button.

DWD Technical Training June 2015

| £ Toolbox 2 (Test) Powered by Oracle11g - Reference Tables

File Edit Mavigation Options Utility MO Utility Window Help

PORBALFOAITARSVERBE BEJ i

{3 Employment Plan - | AM A EXAMPLE I1(##-#-3144)

Enroliment ]Apprﬂ-priatenes.s Employment Planl

|  EDWARD GREENSLIT (573)522

Progress

| coures |

[ Show Clozed Services | Show Closed Tasks ED Nutioe:l:l Plan: uf ‘ | ’J
e |

=

B schedule | C.E; Prirt Plan | I Mew Plan| = D&l Plan | e

. I d
Start Date:|n7in1/15 Closed: P
0N '@ . Murses
Date List of Values
* Go| histered Find| %
s== March 2014
Sun MWon Tue Wed Thu Fri Sat
+ Justificatid L || lamity an Did Not Complete
LK1 ’T’T emand b Service in Error
- [ e [
20 |2 22
Objective:[yi ,’;”;F | start
Serndice: 51 %I H Find Cancel
Cancel |
135
== [l Task
End Date: Outcome:| %
Objective | Start Date: 07/01/15 |

i 3 Cancel |

134

[ e ]

4 b [Em

—FWIOA Youth Services

+ Add Service| Comments| ﬁ Werification

|—61 1 Objective Azsessment

% Payment ‘ ) MECH

TRA ‘

Recard: 111

=08C=
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|£:| Toolbox 2 (Test) Powered by Oracle 11g - Reference Tables EI@
File Edit Mavigation Options Utility MO Utility Window Help

PORBRAAOHITCAES2V/EFEHE BHECKSE « » @

140. The End Date and @ Employment Plan - | AM A EXAMPLE Il (#-#-3144) |  EDWARD GREENSLIT (573)522-3017
Outcome fields are now Enroliment l Appropriateness  Employment Plan l Progress I Closures I
opulated. r losed Services | Show Closed Tasks EO Notice: Plan| 3 [of| 3
p p Show ¢ Services o &= :I < | ’J —~WIOA Youth Services
d e N s |_ R R
141. Click Save button. # Start Date:|07/01/15 Clusacl.| | | | 611 Objective Assessment
*OMet:29-1111.00 [Registered Nurses |
142. After saving, a popup will # GoaliTy pbtain employment as a registered nurse ﬂ
appear informing you that Juatirat ﬂl
+ Justi E:ﬂIDHZTU be able to pl’lJ'-"idE for r« Faemihe and haname nalf aoffiniamt Mesindarad -
Closures are permanent' L M1 MNurging field iz increasing Forms ﬂ
. Closures are permanent. Are you sure that you want to
143. Click OK button & Closures e
NOTE: Services can also be closed Cancel | rts| & verication
on the closures tab. —
== [e| Task

End Date:|g7/01/15  Outcome:| Completed

Del Service

Objective:| | start Date:p7/01/15

=

B scheduls ‘ (. Prirt Plan | = Mew Plan‘ = Del Plan | {3 Save | 3 Cancel ‘ % Payment | G MECH | TRA ‘

Semnvice Qutcome (LOV)
Record: 111 =0SC=
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144. Service has been closed and
no longer is shown in the
Employment Plan tree

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

NOTE: The 612 Individual Service
Strategies service is opened and
closed in the same way the 611
Objective Assessment service was.

NOTE: Appropriateness Tab is
required for all WIOA Adult and
WIOA Dislocated Worker
participants where WIOA is paying
for the training. Appropriateness Tab
may be used by the WIOA Youth
counselor as a means of documenting
the need for and eligibility of Youth
in need of training funded by WIOA
Youth Program. Skip to Step 179 if
you will not use the Appropriateness
Tab to document training need.

146.Click on the
Appropriateness tab

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Reference Tables
i avigation Options Utility MO Utility Window Help

promment Plan - | AN A EXAMPLE llli#-3144) |

@rroliment l Appropriateness  Employment Plan \ Progress I Closures I
[ Show Closed Services | Show Closed Tasks EO Notice] | Plan] 3 | of 4 | }J
e
#* Start Date:| g7/01/115 Clnsecl:| | | | —
*ONet{29-1111.00 IRegistered Nurses |
* Goaltg obtain employment as a registered nurse ﬂ
hd
# Justification:|Ty be able to provide for my family and become self sufficient. Registered ﬂ
LMI Mursing field is increasing in demand by 17% -
Objective] | Start Date{07/01/15
Service! | Hours:
JO# Hourly Wage:
I L 4 Add Task
== [ Task

End Date: Outcome:|
Comments: -
| 2l

== [el Service |

i 3 Cancel |

B schedule | o Print Plan | 4 Hlew Plan| = Del Plan

IBR P FOMEIVABSVIREE ﬁtﬁ@%ﬁ b Em

EDWARD GREENSLIT (573)522-3017

[E=3|Eol X5

+ Add Service| Commerrts| ﬁ “erification

% Paymert ‘ 3 MECH ‘ TR, |

Record: 11 =05C=
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==

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

_ POBBR ALdi VOV ERBA ﬁ“i%&f 4 > [
147. Click the drop down box for | | @EmpioymentPlan-iAW 147 [lli@sss#3144) | EDWARD GREENSLIT (&

EaCh ,9ues"Elon,:':1nd select Enroliment Appropriglenes, mployment Plan ] Progress l ]
Yes” or “No”. (All must be

Yes to justify spending

training dol Iars) Iz the customer unsuccessful through intensive services
148. Enter a detailed description andis in need of training services?

In the text POXGS regardmg Has the customer explored grant resources and reguires

each questlon. assistance beyond what is available through those grant
149. Enter a Completed Date by resources?

double cIicking in the box. Does an evaluation of the customers skills, abilties, and

« .. . Employment Plan indicate that they can complete training?

150. The “Training Services

must be added to plan by” Is the training program linked to employment opportunities

automatically defaults to 90 in the local area?

daYs_'n the fL.JtUI’e. (If Is the chosen training on the eligible provider list (If OJT,

training services need to be does the employer meet the requirements to receive WA

entered after the date this OJT funds)?

screen must be completed

again.)
151. Click Save button

Training Services mus
Completed Date: be added to plan by: Record | 1)of[ 0] 4| B| o Add | £ save | ¥ Cancel

Recard: 111
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152. After Save popup will
appear informing you that
the record will be frozen.

153. Click Yes button

154. Click Employment Plan
tab

| £ Toolbox 2 (Test) Powered by Orad
File Edit MNavigation Options Ut

PORBRLAOH &

'@Employrﬂent Flan -1 AM A EXAMPLE lIJ8

General l

Is the customer unsuccessful through intensive services

and iz in need of training services?

Has the customer explored grant resources and requires

ez ¥

assistance beyoend what is available through those grant grant opportunities for on the job training.
resources? ﬂ
Does an evaluation of the customers skill ' file which indicates that =
Employment Plan indicate that they can ct br him. His employment plan

This record will be frozen! This record will only be good [h rorrelates with the traininn J
Is the training program linked to employme for 90 days. Do you want to continue? bn. Accordi he ﬂ
in the local area? i i i bz

152 -

Iz the chosen training on the eligible provi L caive WIA mas upon -

does the employer meet the reguirements to receive WILA

QJT funds)?

HHEHE-3144) | EDWARD GREEMNSLIT (573)522-3017
Enroliment Appropriateness I Employment Plan ] Progress ] Closures ]

oyment Plan E@
Window Help

VOaGSevVEIFRA BECKSE « » M

|Ye3 ﬂ obtain employment and traning services are needed in order for hmto
obtain hiz employment plan goal of becoming employed as a Pharmacy 7,
Tech. -

Lustomer has explored other grant resources and there are no other i‘

completion of the pre-contract negotiations, completed with the Jobs J
w

team  The elinihilite and euitahilibe nf the emnlnwver have keen

Training Services mus

Completed Date:|07/0115 | b added to plan by: Record ofDI jﬁ + Ao ‘ (:f? Save ‘ 3 Cancel

Record: 1M1

=05C=
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Adding Training Service

155.0bjective: Double-click in
the Objective field

File Edit Mavigation Options Ulility MO Utility Window Help

PORBRLAOHIVACSVIFHQABREECKSE| « > @

070115

3

3

28-1111.00 Registered Nurses

To obtain employment as a registered nurse

To be able to provide for my famity and become self sufficient. Registered

Murging field iz increaszing in demand by 17%

M5

155

DWD Technical Training June 2015

Page 54




e |

156. Click on the Objective box.
157.Highlight the Objective
needed by clicking on it

156

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

e e Select an Objectives

— Services / Activities

tinn

=3elect an Objective=

WIOA Youth Services

‘{}fp Select

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

159.Click Select button

@ Semnvices
By Objective l Service Tree

Key Word lAIphabeticallyl

Objectives|\I0A Youth Services

=

— Services [ Activities

601 Tutoring and Study Skills Training
602 Alternative Secondary School E—:-&r'.-'in::Eb

803 Summer Employment Opportunities

604 Paid and Unpaid Work Experience

605 Occupational Skill Training (vouth)

606 Leadership Development

508 Adult Mentoring

610 Comprehengive Guidance and Counseling

611 Objective Azzeszment

512 Individual Service Strategies

614 Dropout Prevention and Recovery

515 Pre-apprenticeship Programs

518 On-the-Job Training Opportunities

617 Internships

Service Definition

Educational opportunities in institutions or

= that differ from traditicnal secondary
education but still provides a secondary
=zchool diploma or itz equivalent. These may
include, but are not limited to, private schools,
Adult Education and Literacy, home school, and
institutional learning programs.

159

{E’,"Select | ’8 Close
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L ___\I
(= )[@ ] =]

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

PORBAFOAITOAC22VIFEEG BECECKSE « » @

@ Employment Plan - | AM A EXAMPLE |lI(##H-3144) | EDWARD GREENSLIT (573)522-3017

Enroliment l Appropriateness  Employment Plan ] Progress l Closures l
[~ Show Clozed Services | Show Closed Tasks EO Nutioe:l:l Plan: 1:|-f ‘ | ’J
Fs
® Start Date: g7/01/15 Clu@.ecl:| | | | —
*ONet|29-1111.00 |Reglstered Nurses |
160.The ObjeCtIVE and Service # Goal| T obtain employment as a registered nurse ﬂ
=

now displays in the boxes.
-[To be able to provide for my family and become self sufficient. Registered ﬂ

161.Start Date: Automatically » lustification:
enters the current date. LMI Mursing field is increasing in demand by 17%
162.Click Save button. 4| 161
Objective]WI0A Youth Services Start Date: 07/01/15

Service:|502 Alternative Secondary School 5 Hours: . =
+ Aicded Service‘ Cu:umments| g7 “etification

JO #; | Hourly Wage: 5
mp + Add Task

Task 1:
End Date: Outcome: — DelService|
Fe
iy ﬂ

Cummenm:|

B schedule ‘ 8 Prirt Plan ‘ 4 New P|an| = Del Plan | (% stve | 3 Cancel | % Payment | ) MECH | TR, |

Enter service stan date

Recaord: 111

=08C=
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File Edit Mavigation Options Utility MO Utility Window Help

PORBREOME Y

75

E-WIDA Youth Services

7/01/15 L 502 Alternative Secondary School Servii

25111100 Registered Nurses

. . To obtain employment as a registered nurse
163.The service is now saved

to the EmpIOyment Plan To be able t ide fi family and be If sufficient. Registered
- - o al (0 prow ‘or my Ta al COmE SEIT SU nt. QISLED

and now dlsplays in the Mursing field is increasing in demand by 17%

Employment Plan tree.

WIOA W outh Services 070115
602 Alternative Secondary School

NOTE: Training level services will
prevent a participant from exiting
indefinitely. Training level services
MUST be closed when the
participant completes training.
07mMs
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Once the participant has completed
training, the training service must
be closed.

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

PORBL AFOAIVACSVIFRENG BIIFECKS R « » M@
YHEmployment Plan - | AM A EXAMPLE ll(###-##-3144) |  EDWARD GREENSLIT (573)522-3017

Enrollment } Appropriateness  Employment Plan l Progress l Closures l
164.Double-Click in the End

[ Show Closzed Services | Show Closed Tasks  EO Notice: Plani 1 [of| 3
Date field. This will bring " rices | SlowEsed e L] il

—~WI0A Youth Services

up a calendar. # Start Date:|07/0115 cmm:| | | | -l L 602 Aternative Secondary School Servi
$DMNet{25111100 Registered Nursq g — -
165.Click the OK button. * Goal|Tp gbtain employment as a registerd
—
166.Double-click in the Comm— ] | . I ] 57]
Outcome field. This will o Cf el ) L
bring up a list of values T
containing the outcomes || i o] | | ]
available. E:l

+ Fitels Service| Cu:umments| ﬁ \-"erific:atiu:un|

=} A Task
167.Choose the outcome you — Type:
. == [e| Task .
wish to use. —_— | =l
. End Date: QOuti : i Date Assigned Selection Ends
168.Click OK button. i come] 166 [rvice | |
Objective] | Start Date:07/01/15 -
B scheduls | ¢ Prirt Plan | = Mew F'Ian| — Del Plan | : | TR, |

Record: 11 =03C=
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|| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan = E=h =<
File Edit Mavigation Options Utility MO Utility Window Help

PORBRLAFORAIVARSVSEFRA BECKSHE « » @

‘@ Employment Plan - | AM A EXAMPLE lIl[##-55-3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment | Appropriateness  Employment Plan | Progress | Closures |
[” Show Closed Services | Show Closed Tasks  EO Notice: Plan| 1 |of
- e I:I EI ‘ | ’l [E-Wi0A Youth Services
! | - L ) )
169.The End Date and Outcome # Start D&te-m cmad,l | | | 602 Alternative Secondary School Servi
fields are now populated. *OMet|2s111100 [Registered Nurses |
# Goal|Tp obtain employment as a registered nurse ;I
170.Click Save button. - =
# Justification:|Tq pe able to provide for my family and become self sufficient. Registered ;I
171.After S&VE a pOpup WI" LMl Nurzing field ig increazin F ﬂ

appear informing you that Closures are permanent. Are you sure that you want to _’I
continue? —=
Closures are permanent. ) 171 o e
0 Cancel | St — ntsl [ \-"erlflu:atlnnl
172.Click OK button e Type:
172 = Del Task : -
- I ~| =l
I— 1 Date Assigned Selection Ends
End Dale:jo7/01/15 OLITODHB.ICumplete{I I 170 == Del Service I I
Objective: | Start Datefo7/01/15 | -
m Schedule Prirt Plan Mewy Plan | == [el Plan Save Cancel Payment MECH TREA
| & Pt pn | o | | Lpsae | X | $ramen | @ | I
Senice Qutcome (LOV)

Record: 1/1 | | | | l<08C= |
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173.Service has been closed and
no longer is shown in the
Employment Plan tree

174.1f 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 WIOA Youth Enrollment

175.Click on the Closures tab

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

[E=H 5N =<5
B FomiCABavE
mefment Plan - | AMl A EXAMPLE Il(##-#%-3144) |  EDWA

_Imtﬁ@M » W
(573)522-3017
roliment | Appropriateness  Employment Plan | Progress |

I~ Show Closed Services | Show Closed Tasks  EOMNotice] | Plan{ 1 |of| 3 | {l ’l

* Start Date:(07/0115 Closed H | —
# ONet29111100 Registered Nurses |
# Goal| Ty pbtain employment ag a registered nurge ﬂ
[

Fe

# Justification:| Ty pe able to provide for my family and become self sufficient. Registered
LK1 Mur=zing field iz increasging in demand by 17%

| start Date{07/01/15 1] | 2]

*

Objective:
Service: | Huurs:l + =
' i Add Service Comment “Yerification
0% Hourly Wage: | S| & |
Q I—I =} A Tazk
Status: Type:
== [l Task
— | =l =l
‘. ! o Date Assigned Selection Ends
Rl C-Lrtcnrnel == [l Servicel I I
Comments: .
| Al
B schedule | @ Pririt Plan | 4 Mew Planl = Del Flan | {% Save | 3 Cancel | % Paymert | 3 MECH | TR, |

Enter service start date

Record: 1/1 || - | |<0sC=

DWD Technical Training June 2015

Page 61




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

PONBALAFOAIDARSvIEFRE BRHECKSE « » @

176.Double-click in the End @Employmenl Plan - | AM A EXAMPLE I (#--3144) | EDWARD GREENSLIT (573)522-3017
field for the enrollment Enroliment l Apprupriatenessl Employment Plan l Progress — |
you wish to close. This [ Services B N FEE—
will bring up a calendar. Service | start | End | ouff Find% e Comments
177C||Ck OK button & Date List of Values | Outcome i -
178.Double-click in the L] s [ | Completea 179
- . - un | Mon Tue u | Fri Death
Outcome field. This will = on B | Did Not Complste
bring up a list of values [ s (e[ [s[o[w I eatmaaca
.. [12 [ 13 [1a 15 |16 | Institutionalized -
con_talnlng the outcomes L opoar, | J | N
available. EoN [ [ [z [z \ g o |l
Datel
179.Choose the outcome you 07101/ o | cance | B\
WiSh tO use. — Enrolfmenres \ /
\\ / 180 nroliments
. Program Start End o Comments Teen Two
180.Click OK button. . ]
181.Click Save button. LT
| B )~
File Location
| | {E’; Save | M Cancel |

Date service completed (MMddY™Y)
Record: 1M1 =0SC=

DWD Technical Training June 2015 Page 62




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

183.Click OK button

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

PORBARAAOAIDAGSVEHEEO BIFECKSM | « » @

'@Employn’lentF’lan-IAI'd.»‘\EXAI'v‘IF'LE I(FRE-H-3144) | EDWARD GREENSLIT (573)522-3017
Enrolment l Apprﬂ-priatenessl Employment Plan ] Progress Closures
— Services

[ sShow Closed Services
Service Start End Qutcome Clozsure Comments

Forms ®| =
— Employment Plan ——  — Closures are permanent. Are you sure that you want to
Start End continue?
Date _Date Reason 182
0701015 | oK | Cancel
— Enroliments
[ show Closed Enroliments

Program Teen Two

WIOA Youth 07/01/2015 |07/31/2015, ]~
| I
| | -
File Location Archive Comments
| | @ Save | 3 Cancel |

End result of enrollment (LOV)
Record: 11 ... |List of Walu... =05C=
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|£: Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan E\@
File Edit Mavigation Options Wility MO Utility Window Help

PORBBAAOMHITVARSVERMEG BRCKSE « » @

'@EmploymentF’lan—lAMAEKAMPLE I(FH--3144) | EDWARD GREENSLIT (573)522-3017
Enroliment l Appropriateness l Employment Plan l Progress Closures
— Services

[ Show Closed Services
Service Start End Outcome Closure Comments

I Y -

184.After OK a popup might I
appear if there are no open [
|
|

| I
| |
: :
| Forms x| hd

services.
i — i | |
185.Click OK button Employmen Plan @ The Plan has no Open Services. q 184 i
Date Date Reason mme:!
lo7i01115] |
r— Enroliments

[ Show Clesed Enroliments
Teen Two

Program

WIOA outh 07/01/2015 |07/3142015 D D -
| DN
[ B Bk
File Location Archive Comments
| | @ Save | 3 Cancel ‘

End result of enrollment (LOV)
Record: 11 ... |List of Valu... <0SC=
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|| Toolbox 2 (Test) Powered by Oracle 11g - Employment Plan EI@
File Edit Mavigation Options Utility MO Utility Window Help

PORBRAOHLEIDACSVVEFEHE BECKSE « » [

'@Employmenl Flan - 1 AM A EXAMPLE NI(FHF#-#-3144) | EDWARD GREEMSLIT (573)522-3017
Enroliment I Appropriateness I Employment Plan l Progrezss Closures
— Services

[ Show Closed Services
Service Start End Qutcome: Closure Comments

186.WIOA Youth enrollment is I I I
now closed. | | |

| | |

| | |

187.Click the Show Closed

Enrollments if you need to — Emple
view closed enrollments. T Reason Plan Close Comments
H
— Enroliments
nrodimen | 187 [P [ Show Closed Enroliments
Program Start End Outcome: Comments TeenTwo
] ]
[ [ N
| | Bl mE
File Location Archive Comments
| | @ Save | 3 Cancel |

Date service completed (MMddYY)
Record: 11 =0SC=
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