JTED WorkNet Customer Data System – Complete Workflow Checklist
🟦 Intake & Eligibility
· Customer Application — Customer completes the application under the Intake tab.
· Determines eligibility.
· Must be electronically signed OR printed with a wet signature.
· Wet signatures must be uploaded to the customer’s WorkNet file.
· Needs Assessment — Case manager completes this under Intake.
· Identifies barriers; populates the customer dashboard.
· Must be updated monthly if circumstances change.
· Program Enrollment — Customer becomes enrolled once the first service is started or completed.
· First service should be Case Management.
· If the customer decides not to participate and no services or funds have been used, select Decline to Participate under Intake.
· Training Program Selection — After assessments and discussion, add the chosen training program under Intake.
· If the customer changes programs, update the Intake tab accordingly.
· Referrals — If needs fall outside JTED’s scope/budget (e.g., housing, mental health), document referrals using WorkNet’s referral process.
🟩 Training Services & Career Plan
· Career/Employment Plan — Developed under the Training Services tab.
· Must be created with the customer.
· Must be signed using one of the signature options under “Latest Customer Goals/Plan Agreement Status.”
· Review Assessments — Section #1.
· Use built‑in assessments to inform the career plan.
· Add external assessments (CASAS, TABE, etc.) in the “Other Assessments” area.
· Set Goals — Section #2.
· Four goal categories: Career, Training, Employment, Support.
· Edit pre‑populated goals to include customer‑specific objectives.
· Reference the Procedures Manual for goal definitions and services.
· Add Steps & Services — Section #3.
· Add all services provided.
· Each service requires:
· Planned start/end dates
· Actual start/end dates
· Services specific required fields
· You can filter services by goal category.
· Assign Services to Goals — After adding a service, align it with the correct goal.
· Appears under “Manage Activity/Services in Goal.”
· Occupational Training & Work Experience —
· Training must be tied to an approved provider (ETPL or PBS).
· Training programs must list credentials earned.
· Paid work experience must be aligned with the worksite.
· Support services must list specific items and costs.
🟧 Completion & Follow‑Up
· Completion Status — Under Completion/Follow‑Up.
· All services must be closed before completing a customer.
· Enter completion status, date, and exit reason.
· Employment Information — Add employer details; add additional employers if they change.
· Post‑Secondary Education — Add details if the customer enters further education.
· Measurable Skills Gains — Follow prompts, reference partner resources for MSG definitions.
· Apprenticeship Enrollment — Add apprenticeship details if applicable.
· Earned Credentials — Credentials from training will auto‑populate here.
· Follow‑Up Case Notes — Required after exit:
· Monthly for first 3 months
· Quarterly thereafter
· Must be entered under the Follow‑Up tab and tied to the correct month.
· Success Stories — Add narrative success stories to support program visibility and community reporting.
🟪 Monitoring & Reporting
· Progress Page — Shows customer status from intake to exit.
· Indicators show: Good / Needs Attention / No Action.
· Service Cost Report —
· Shows all services with associated costs.
· Use to reconcile fiscal records with WorkNet entries.
· Service Report —
· Lists all customers, services, and service statuses.
· Use to verify that all services are added and accurately updated.

