JOB SEARCH ALLOWANCE INSTRUCTIONS

To enter a Job Search Allowance, the career planner will do the following:

Complete an Application for Trade Job Search Allowance Commerce/Trade Form #012 (Job
Search Application).

If this is the initial service for the participant:

Complete a Trade Individual Employment Plan Commerce/Trade Form #014 (IEP).

Enter the IEP Service Record by selecting List Enrolled Services under the Services section on
the Application Menu on the TAA Application for the participant.

IWDS i~ .mCase Management

Application Menu

Menus

Steve Perry Application Summary
Custf::: ::23 SSN: 0503 _App LWA:15 _App Date:02/13/2019
Application Menu | Printable Application |
Case Notes Application Profile Services
Add Case Notes e Guided Application « Contact Information e |list Enrolled Services
List Case Notes e Application Definition e Additional Contacts . LISt AT merpistance
e Assessment Summary = Private Information Learning
Universal Services e TAA Training Criteria e Veterans Information
Add 1 ocal Service s TAA Additional Info « Employment History
List All Services e Concurrent Programs e Credentials
D ———————— e Characteristics and Barriers e Education Status - In
FAQs « Employment Program Update
I'm Done: Log Off Characternistics ¢ Measurable Skill Gains
e FEducation Status e List All Documents
e Tests e Create TAA Template Exit
e Public Assistance )
e Family Characteristics s Bxat Summary
s Income Calculation * View Wages
e Dislocated Worker * View TAA Costs

Characteristics

LWA Specific Data
Eligibility Determination
List TAA Status

List IDES View

Click Add Enrolled Service.

Services

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

| AddEnrolled Service |||  Printable Services | | Refum |

Select TAA from the drop down tor the Title. Then click Next.
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Illinois Workforce

Develop entSystemcase Management

Select Title

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Staff Menu
Customer Menu

Application Menu
*Title: | TAA Vv

Case Notes
Add Case Notes < Back
List Case Notes :I

Universal Services Cancel

Add L ocal Service
List All Services

Copyright 2004 by the State of Illinois. Using this web site indicates acceptance of DCEQ User Agreement and

FAQs IWDS Privacy Notice.

I'm Done: Log Off

Select Individual Employment Plan from the drop down for the Service Level.
Enter the Start Date.
Click Next.

rce

Development System ca se Managemen

Select Service Level and Start Date
Steve Perry  Application Summary

Staff Menu . . .
st e SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu Title: TAS
Case Notes *Service Level: | Individual Employment Plan V|
Add Case Notes *Start Date:

List Case Notes

Universal Services

Add Local Service

List All Services

FAQs
I'm Done: Log Off

Copyright 2004 by the State of Illinois. Using this web site indicates acceptance of DCEO User Agreement and
IWDS Privacy Notice,
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Complete the information on the screen and click Save

W Development SyaemCase Management

Edit Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15  App Date:02/13/2019

enus

Staff Menu
Customer Menu

Created By: Sheila Sloan

Date Created: 02/22/2019

Last Updated By: Sheila Sloan

Last Updated: 02/22/2019
Approved/Denied By:

- - Approved/Denied
niversal Services Date:

Add Local Service ate:
List All Services Title: TAA

ase Notes
Add Case Notes
List Case Notes

Service Level: Individual Employment Plan
Activity: Individual Employment Plan
Provider: *3027-00 Workforce Network

* O*Net Code: Requires O*Net
Start Date: 02/13/2019
End Date: |
*Current Status: | Open V‘
Comments:

TAA Services
Completed: Click Confirm when all TAA Services have been completed

IEP Amount:
IEP Comments: 2/13/19 - Establishing IEP for customer Steve Perry.

Approval Approved/Denied Previous IEP
Type Approver Date Approval Status Amount
| Original Sheila Sloan 02/25/2019 | Approved

Additional Info

Delete Service
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Upon saving the IEP Service Record, IWDS will transferthe career planner to the IEP Status
Record to complete entry.

Complete the Status Start Date

Enter a dated comment in the Comment Box
Enter an IEP Amount Approved, if known.
Click Save.

o .mCase Management

Development System

Maintain TAA Status
Steve Perry  Application Summary

Staff Menu . B N
B SSN: 0503 App LWA:15  App Date:02/13/2019

LM DU ] 1A A Petition Number: 90900 TAA Act: 2015
Employer Name: Caterpillar

ase Notes
Add Case Notes .
List Case Notes Status: IFP

- = 02/22/9019
niversal Services IStatus Start Date: [02/13/2019 X |

Add L ocal Service
Ty i — Status End Date:
List All Services atus End Date

Changes to Comments or IEP Amount ﬂpprovea require Dero Kpprova|

2/13/1% - Establishing IEP for customsr Steve
Parry.

Comments:

IEP Amount Approved:

Created By: Sheila Sloan Date Created: 02/22/2019
Last Updated By: Sheila Sloan Date Last Updated: 02/25/2019

[save] [ Retum | [ Part Time/Distance |

‘ AFEIP;::al Approver Appm\g;it/e[)enied Approval Status Pr(:::;ulfnltlgp ‘
| Original Sheila Sloan 02/25/2019 [ Approved
Save and List Approvals ‘ l List Approvals

| | Doc ID | Screen Document Type Date Stored | Date Reviewed Reviewed By |

There is nothing to display.

Add Document
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Add Case Management Services in IWDS on the WIOA and Trade applications based on the
following:

For participants covered by certifications numbered up to 97,999:

Trade Application:
Trade Application Entry (Initial Trade Case Management Service)

Click List Enrolled Services on the Application Menu on the TAA Application for the participant.

Illinois Workforce

Development System ca se M an ag em ent

WD

Application Menu

Menus - .
Steve Perry Application Summary

Staff Menu

(GG e [ e SSN: 0503 App LWA:15 Aprp Date:02/13/2019
Application Menu | Printable Application "
Case Notes Application Profile Services
Add Case Notes e Guided Application e Contact Information i i
List Case Notes = Application Definition = Additional Contacts e List Part Time/Distance
e Assessment Summary e Private Information Learning
Universal Services e TAA Training Criteria e Veterans Information
Add 1L ocal Service = TAA Additional Info e Employment History
List All Services e Concurrent Programs = Credentials
e Characteristics and Barriers « Education Status - In
S = Employment Program Update
I'm Done: Log Off Characteristics = Measurable Skill Gains
e Education Status e List All Documents
= Tests e Create TAA Template Exit
e Public Assistance )
e Family Characteristics = BExit Summa
e Income Calculation . Mﬁ
e Dislocated Worker » View TAA Costs

Characteristics

LWA Specific Data
Eligibility Determination
List TAA Status

List IDES View

Click Add Enrolled Service.

£ IWDS s wetkforee | Case Management

Services

Menus

Steve Perry  Application Summary
Staff Menu . B .
Customer Monu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu . = =
Add Enrolled Service | | Printable Services ] | Return |
Case Notes
Add Case Notes LiIR{sJ1];{] Page 1 of 1
List Case Notes Start Date End Date Service Provided Status | Created By
Universal Ser\rict_as There is nothing to display.
Add 1 ocal Service
List All Services
Page 1 of 1
FAQs
! : Log . . .
L'm Done: Log Off | Add Enrolled Service | | Printable Services | | Return |

Select TAA for the Title from the drop down list.
Click Next.
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Select TAA for Title.

Click Next.
E3 IWDS Lincis workioree | Case Management

Select Title

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer M

Application Menu )
Case Notes

Add Case Notes < Back Next =
List Case Notes
Universal Services

Add Local Service
List All Services

Select Employment and Case Management for the Service Level from the drop down list.
Enter Start Date. (Date of entry or date service first provided).
Click Next.

| Illinois Workforce
IWDS i workioree .Case Management

Select Service Level and Start Date
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus
Staff Menu
Customer Menu

Application Menu Title: TAA

Case Notes *Service Level: | Employment and Case Management V|

Add Case Notes *Start Date:|11/1/2021 x|
List Case Notes

Universal Services

Add Local Service

List All Services
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Complete all required fields:

Search Providers — Click on the Search Providers Button and see instructions below.

End Date — today’s date or date service provided.

Current Status — Select Open, Successful Completion or Unsuccessful Completion. Usually this
would be marked as Successful Completion.

Weekly Hours — enter estimated number of weekly hours case management is being provided.
Bridge Program Activity — Usually marked “No”.

Comments — Enter a dated comment in the comment box describing the case management
being provided to the participant.

Illinois Workforce

Development System Ca se Management

Add Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Staff Menu
Customer Menu
e Created By: Sheila Sloan
Title: TAA
Service Level: Employment and Case Management
Activity: Trade Case Management Same Day Service

gicir1H 17661015-United Workforce Development Board aka Career Link od

Bl Case Notes
Add Case Notes
List Case Notes

Universal Services Provider: = *l Search Providers
Add 1 ocal Service .
List All Services Start Date: 10/25/2020
*End Date: |
*Current Status: | Open V|

I'mD : Log Off
m Done: Lo *Weekly Hours: |

* Bridge Program Activity?: | No W
Comments:

TAA Services Completed: | Confim | click Confirm when all TAA Services have been completed

Additional Info
< Back

Save Cancel
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To Search Providers:
Click Show All

Select Provider from list. This should be the LWIA providing the case managementservice
unless there is another organization providing the case management service. If so, select the
appropriate provider of the case managementservice.

Illinois Workforce

IWD

Development System Ca se Management

Menus
Staff Menu
Customer Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add 1 ocal Service
List All Services

FAQs

Click Save.

Illinois Workforce

IWD

Provider Relationship Name: |

Relationship Number:
Statutory Program: TAA/NAFTA

Search Provider Relationships

Title: TAA
Service Level: Employment and Case Management
Activity: Trade Case Management
Start Date: 10/25/2020

Search Return

Development System Ca se Management

Menus
Staff Menu
Customer Menu

Application Menu

Created By:

Title:

Case Notes B :

Add Case Notes Se”"fch‘f,‘i'f':

List Case Notes Vi

*Grant:

Universal Services Provider:
Add Local Service

List All Services Start Date

*End Date:

FAQs
I'm Done: Log Off

=< Back

SSN: 0503

*Current Status:
*Weekly Hours:

* Bridge Program Activity?:
Comments:

TAA Services Completed:

Add Required Activity Information

Steve Perry  Application Summary
App LWA:15  App Date:02/13/2019

Sheila Sloan

TAA

Employment and Case Management

Trade Case Management Same Day Service

| 17661015-United Workforce Development Board aka Career Link V|
*1502-00 Carl Sandburg College *{__Search Providers |

1 10/25/2020

10/25/2020 |
Successful Completion
5 |
No W

vl

10/25/2020 Providing case management
to participant.

Confirm | click Confirm when all TAA Services have been completed

Additional Info
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Complete the following fields:

Contact Date —This will autofill to the current date. If the case management is for a date other
than the current date, enter the correct date.

Program — Select TAA/NAFTA from the drop down list.

Note Category — Select the appropriate entry from the drop down list.

Confidential — Select Yes or No to indicate if the case note is confidential.

Note Subject — Enter a subject for the case note that describes what service is being provided.
Case Note — Enter a detailed case note detailing the case management service that is being
provided to the participant.

Click Save and Return.

Illinois Workforce

Development System Ca se Manage ment

Informational Message:
Menus A Case Note needs to be completed when a Same Day Service is added to the application. Please enter
im0 the required fields, then click on Save and Return to complete this Case Note record. Note that the
[T Gl iy (=T M L 1T [Same Day Service status has been set to Successful Completion with a Service End Date equal to the
YNl [Tenta e MU= 1Tl (Service Start Date. When you click on Save and Return, a Case Note will be added for this Same Day
S Service.
Case Notes

Add Case Not

List Case Notos Add Case Note
- Steve Perry  Application Summary
Universal Services Staff Name: Sheila Sloan

Add L ocal Service
List All Services Contact Date: 11/01/2021

Program: | TAA/NAFTA v
*Note Category: | Case Note Supporting Same Day Service V|
*Confidential: | No V|

*Note Subject: [Case Management |

FAQs
I'm Done: L og Off

*Case Note: |11/1/21 case Management Provided to participant.

[ Save and Return |
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This is the List Enrolled Services Screen once you have saved the Case Management Service
Record.

A Illinois Workforce
Development System Case Management

" Services
cnus Staff Menu Steve Perry  Application Summary
Customer Menu SSN: 0503 App LWA:15  App Date:02/13/2019
Application Menu - : :
| Add Enrolled Service | | Printable Services ] | Return |
Case Notes
LG GNETTN G 3 found Page 1 of 1 )
(N M o=E78 (N EY | Start Date | End Date Service Provided | Status Created By
X i |10/25;‘2020 10/25/2020 Trade Case Management - TAA |Successfu| Completion  Sheila Sloan
Uf:;srl_sgcljie;:ﬁ?se |02;’13f2019 Individual Employment Plan - TAA |Open Sheila Sloan
" List All Services |02,/13;‘2019 04/14/2019 [ssued Waiver - TAA |Successfu| Completion  Sheila Sloan
FAQs
I'm Done: Log Off Page 1 of 1
Add Enrolled Service | |  Printable Services | | Return |

WIOA Application: No entry.
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For those participants covered by certifications numbered 98,000+ (2021R):
Trade Application: No entry.

WIOA Application:
WIOA Application Entry (Initial Career Planning (Case Management) Service Record).

Click List Enrolled Services on the Application Menu on the WIOA Application for the
participant.

Illinois Workforce

Development System Ca se Management

Application Menu
Steve Perry  Application Summary
S SSN: 0503 App LWA:15  App Date:02/13/2019

Customer Menu S
Application Menu |  Printable Application |

Case Notes Application Profile Services
Add Case Notes e Guided Application e Contact Information e List Enrolled Services
List Case Notes e Application Definition e Additional Contacts o ITA Characteristics
» Assessment Summary e Private Information o List Part Time/Distance
Universal Services e Concurrent Programs e Veterans Information Learning
Add Local Service e Characteristics and Barriers e« Employment History
List All Services e« Employment e Credentials
Characteristics e Education Status - In
FAQs e FEducation Status Program Update
I'm Done: L og Off e Tests e Measurable Skill Gains
e Public Assistance e List All Documents -
e Family Characteristics Exit
e Income Calculation o Exit Summary
e Dislocated Worker * View Wages
Characteristics e Performance Impact

e | WA Specific Data
o WIOA Training Criteria

e Eligibility Determination
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Click Add Enrolled Service.

£ IWDS s wetkforee | Case Management

Services

Steve Perry  Application Summary
Staff Menu . B .
Customer M SSN: 0503 App LWA:15 App Date:02/13/2019

Application Menu I |

Menus

Add Enrolled Service Printable Services | | Return |
Case Notes
Add Case Notes iR{s 1]} Page 1 of 1
List Case Notes Start Date End Date Service Provided Status | Created By
Universal Servict_as There is nothing to display.
Add 1 ocal Service
List All Services
Page 1 of 1
FAQs
! : Log . . .
LI'm Done: Log Off | Add Enrolled Service I | Printable Services | | Return |

Select 1DC or 1EC from the drop down list for Title.
Click Next.

IWD g:::glijpﬂ:::ctfgfs:em Case Management

Select Title

Steve Perry  Application Summary
Staff Menu SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Customer Menu

Application Menu )
*Title: v

Case Notes

Add Case Not
List Case Notes

Universal Services Cancel

Add L ocal Service
List All Services
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Select Career Servicesfor Service Level from the drop down list.
Click Next.

£ IWDS fincis workloree | Case Management

Select Service Level and Start Date
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer Menu

Application Menu Title: 1DC
Cace Notes “Service Level: [T TN ~
Add Case Notes *Start Date: |11/01/2021

List Case Notes

Universal Services

Add L ocal Service

List All Services

Select Career Planning (Case Management) for Activity from the dop down list.

linoi kf+
£3/ IWDS jincisworkdorce | Case Management

Select Activity

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer Menu

1 1 -
Application Menu Title: 1DC
Service Level: Career Services

Case Notes =
Add Case Notes W Tenl'i1a'Hl| Career Planning (Case Management A

List Case Notes Start Date: 11/01/2021

Universal Services < Back Mttt =
Add 1 ocal Service

List All Services
LAl Semvices

FAQs

I'm Done: Log Off
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Complete all required fields:

Search Providers — Click on the Search Providers Button and see instructions below.

End Date — today’s date or date service provided.

Current Status — Select Open, Successful Completion or Unsuccessful Completion. Usually this
would be marked as Successful Completion.

Comments — Enter a dated comment in the comment box describing the case management
being provided to the participant.

g 5 W UM, LRSI e L

Illinois Workforce

Development System Ca se M an ag em ent

Add Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15  App Date:02/13/2019

Staff Menu
Customer Menu

I!I! 1 i .
e Created By: Sheila Sloan

Title: 1DC
Service Level: Career Services
Activity: Career Planning (Case Management) Same Day Service

*Grant: | 19681015-United Workforce Development Board aka Career Link v
Universal SeWiC?S Provider: #1537-00 Bradley University *I Search Providers ]
Add Local Service Start Date: 11/01/2021

List All Services
End Date: |11/1/2021
FAQs *Current Status: [SIEe== 1O I v

I'm Done: Log Off .
Comments: |11,/1/2021 - Add Dated Comment

Case Notes
Add Case Notes
List Case Notes

Additional Info

< Back
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Complete the following fields:

Contact Date —This will autofill to the current date. If the case management is for a date other
than the current date, enter the correct date.

Program — Select WIOA from the drop down list.

Note Category — Select the appropriate entry from the drop down list.

Confidential — Select Yes or No to indicate if the case noteis confidential.

Note Subject — Enter a subject for the case note that describes what service is being provided.
Case Note — Enter a detailed case note detailing the case management service that is being
provided to the participant.

Click Save and Return.

Illinois Workforce

Development System ca se Management

Informational Message:
A Case Note needs to be completed when a Same Day Service is added to the application. Please enter
ic M =118 the required fields, then click on Save and Return to complete this Case Note record. Note that the

(WG T = L EOTTN Same Day Service status has been set to Successful Completion with a Service End Date equal to the
N Tt M O (ST Service Start Date. When you click on Save and Return, a Case Note will be added for this Same Day
S Service.
Case Notes

Add Case Notes

List Case Notes Add cas_e Note

Steve Perry  Application Summary

Staff Name: Sheila Sloan

Universal Services

Add Local Service
List All Services Contact Date: 11/01/2021

Program: | WIOA W
*Note Category: | Case Note Supporting Same Day Service V|
*Confidential: |No V|

*Note Subject: |(Case Management ‘

FAQs
I'm Done: Log Off

*Case Note: |provided case management to participant today.

I Save and Return |

NOTE: Any additional WIOA funded services being provided to the participant needto be
entered on the WIOA application on IWDS.
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This is the List Enrolled Services Screen once you have saved the Career Planning (Case
Management) Service Record.

Illinois Workforce

Development System Case Management

Services
Steve Perry  Application Summary

Staff Menu . . .
e SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - : =
| Add Enrolled Service | | Printable Services ] | Return |
Case Notes
Add Case Notes BRI Page 1 of 1
(NS A ETN VG | Start Date . End Date Service Provided Status Created By
AP 11/01/2021 11/01/2021 (f[a)léeer Planning (Case Management) - Successful Completion gPOeE:I:

Add 1 ocal Service
List All Services

Page 1 of 1
FAQs
: : log - - .
LimeDone=¥aqglk Add Enrolled Service I | Printable Services | | Return |
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If this is an IEP modification (IEP already state merit staff approved) for the participant:

Complete the Individual Employment Plan Modification Form Commerce/Trade IEP
Modification Form #014a (IEP Modification Form).

Fill out all necessary information. Mark the Additional service(s) and enterJob Search
Allowance in the List Service(s) box.

TRADE INDIVIDUAL EMPLOYMENT PLAN (IEP)
MODIFICATION FORM

+
Modification Information
1. Participant Name: 2. Modification #:
3. Date of Modification Request: | /[ 4. Date Modification to Take Effect: /[

5. Reason for Modification:
(select all that apply and complete information for the reason)
NOTE: Some modifications may require submission of a new and/or updated Trade forms.

[ Invoking Equitable Tolling  Justification:

] Waiver Change: | [] Criteria Change ] Date Extension [T Revocation
[] Additional service(s) ] End Service
List Service(s): List Service(s):
[] Change to Training End Date ] Switch to a New Training Program
Reason: Reason:
Current End Date: = [ [ Current Training Institution:
New End Date: |/ Current Training Program:

New Training Institution:
New Training Program:

[] Changes in Cost [] Change in Full-Time/Part-Time Status
Reason: Reason:
[ Potential Suspension Request Start Date:| [/ [[] Switch in On-Site/Online Status
[ vacation Break Start Date: | /| End Date: [ [ [C] Switch in Transportation/Subsistence

[[] Final Cost Reconciliation | [J] Close IEP | [] Other

6. How does the modification affect the total IEP cost?

Increase § Decrease § [ Ne Change | New Total IEP Amount 3
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TRADE INDIVIDUAL EMPLOYMENT PLAN (IEP)
MODIFICATION FORM

7. Documentation to support Modification:
(Mark all that apply)

[ Training institution documentation [ Participant documentation/request [ File Audit

[] Other: List documentation:

8. TRA Eligibility (Must upload current printout of TRA Claim Details Screen from IBIS)
Mumber of eligible TRA weeks remaining: OR TRA Exhaustion Date: =/ /]

With this modification, the participant has enough remaining weeks of [] Yes [] No
TRA eligibility to complete the training?

If no, has the participant provided documentation demonstrating
he/she has the financial resources to support himselt/herself O es CIMNo
through the completion of the training?

9. Training Weeks
Training weeks completed: Training weeks being added: Total training weeks:

With the Modification, the participant will complete training within the ~ [J Yes [J No [ N/A
allowable 130 weeks utilizing Trade funding? If No, explain:

10. Certification & Affidavit

Notice of Certification: | certify that the preceding information is correct to the best of my knowledge and that there
is no intent to commit fraud.

Participant Signature: Date: U

AFFIDAVIT

| certify that the preceding information is correct to the best of my knowledge and that there is no intent to commit
fraud. | hereby acknowledge that the information contained in this form that | am attesting to is complete and accurate
and that the documentation described in the form is contained in the participant's file.

10. Career Planner Signature: Date: ! [
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Click on List TAA Status on the Application Menu on the TAA Application for the participant.

Development System

ois Wo

orce

Case Management

Staff Menu
Customer Menu

App ion Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add 1 ocal Service

List All Services

FAQs
I'm Done: Log Off

Steve Perry

Application Menu

Application Summary

o Application Definition
Assessment Summary
TAA Training Criteria
TAA Additional Info

Characteristics and Barriers

SSN: 0503 App LWA:15
|  Printable Application |
Application Profile
s Guided Application e Contact Information

Additional Contacts
Private Information
Veterans Information
Employment History
Credentials
Education Status - In

L
L]
L]
e Concurrent Programs
L]
L]

Employment
Characteristics
Education Status
Tests

Public Assistance
Family Characteristics
Income Calculation
Dislocated Worker
Characteristics

. » VICwy

ally

Program Update
Measurable Skill Gains
List All Documents

Create TAA Template

App Date:02/13/2019

Services
e List Enrolled Services
e List Part Time/Distance
Learning

Exit

e Exit Summary
« View Wages
s View TAA Costs

Illinois Workforce

systemCase Management

Staff Menu
Customer Menu

Application Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add Local Service
List All Services

January 6, 2022

List TAA Status

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019
[ AddTAASE@ius | | Retun |
Start Date | End Date Status Ag proval Last Updated By Date
tatus
: Waiver from Training .
View |02/13/2019 04/14/2019 Requirement Approved |Sheila Sloan 02/25/201¢
Viewl 02/13/2019 IEP Approved |Sheila Sloan 02/25/201¢
| AddTAAStaius | | Retumn |
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Update the IEP Status Record with a dated comment in the Comment Box describing the
reason for the modification.

Click Save.

nois Workforce Case Management

Development System

Maintain TAA Status
Steve Perry  Application Summary
Staff Menu . ; N
Customer Menu SSN: 0503 App LWA:15 App Date:02/13/2019
1 I o
LS  TAA Petition Number: 90900 TAA Act: 2015
Employer Name: Caterpillar

ase Notes
Add Case Notes Status: IEP

HEURAL n Entry Date: 02/22/2019
niversal Services Status Start Date: [2/13/2019 X

Add L ocal Service
List All Services atus End Date

Changes to Comments or [EP Amount Approved require DCEO Approval

2/13/1S% - Establishing IEP for customer Steve
Perry.

Comments:

TEP Amount Approved:

Created By: Sheila Sloan Date Created: 02/22/2019
Last Updated By: Sheila Sloan Date Last Updated: 02/25/2019

[ save | | Return | | Part Time/Distance
AQIPJ::al Approver Appro\ga:t/e[)enied Approval Status Pre:rr:1()c'ul-ls“ItEP
Original Sheila Sloan 02/25/2019 [ Approved
Save and List Approvals ‘ l List Approvals
| Doc ID | Screen Document Type Date Stored | Date Reviewed Reviewed By
There is nothing to display.

Add Document
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Add Case Management Services in IWDS on the WIOA and Trade applications based on the

following:

For participants covered by certifications numbered up to 97,999:

Trade Application:

Trade Application Entry (Add Additional Episode to Trade Case Management Service Record)

Click List Enrolled Services on the Application Menu on the TAA Application for the participant.

WD

Illinois Workforce

Case Management

Menus

Staff Menu
Customer Menu

Application Menu

Case Notes
Add Case Notes

List Case Notes

Universal Services
Add 1L ocal Service

List All Services

s
I'm Done: L og Off

January 6, 2022

Development System

SSN: 0503

Application

Guided Application

Application Menu

Steve Perry Application Summary

App LWA:15

Printable Application

Profile

Contact Information

Application Definition s Additional Contacts
Assessment Summary e Private Information
TAA Training Criteria e Veterans Information
TAA Additional Info e Employment History
Concurrent Programs = Credentials
Characteristics and Barriers « Education Status - In
Employment Program Update

Characteristics
Education Status
Tests

Public Assistance
Family Characteristics
Income Calculation
Dislocated Worker
Characteristics

LWA Specific Data

Eligibility Determination

List TAA Status
List IDES View

Measurable Skill Gains

List All Documents
Create TAA Template

21

App Date:02/13/2019

Services

e List Part Time/Distance
Learning

Exit

e Exit Summa
s View Wages
e View TAA Costs
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Click on Trade Case Management — TAA.

Illinois Workforce

Development System Ca se M anagement

Services

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer Menu

Application Menu I

Add Enrolled Service | | Printable Services | | Retum |

Case Notes
Add Case Notes R {]IT] Page 1 of 1

(NS AT GIGEY | Start Date | End Date ervice Provide | Status Created By |
) ) |1D/25/2(]2(] 10/25/2020 | Trade Case Management - TAA |5uccessfu| Completion Sheila Sloan
Uf::;:rfg‘l::ie;:'ri?ge |02/13;“2019 Individual Employment Plan - TAA |Open Sheila Sloan
" List All Services |02fl3[2t]19 04/14/2019 [Issued Waiver - TAA |5uccessfu| Completion  Sheila Sloan
FAQs
I'm Done: Log Off Page 1 of 1
Add Enrolled Service | | Printable Services | | Retum |
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Click Add Additional Episode.

@M

Menus
Staff Menu
Customer Menu

Application Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add | ocal Service

List All Services

FAQs
I'm Done: Log Off

January 6, 2022

Illinois Workforce

Development System case Management

Edit Required Activity Information

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Created By: Sheila Sloan
Date Created: 10/29/2020
Last Updated By: Sheila Sloan
Last Updated: 10/29/2021
Approved/Denied By:
Approved/Denied
Date:
Title: TAA
Service Level: Employment and Case Management
Activity: Trade Case Management Same Day Service
*Grant: v
Provider: *1502-00 Carl Sandburg College
Start Date: 10/25/2020
End Date: 10/25/2020
Current Status: Successful Completion

*Weekly Hours: |'|0_U

* Bridge Program v
Activity?:

Comments:

TAA Services
Click Confirm when all TAA Services have been completed

Completed:

Add Additional Episode ]

| Sa\re| | Cancel |

l Delete Service l
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Complete the following fields:

Contact Date —This will autofill to the current date. If the case management is for a date other
than the current date, enter the correct date.

Program — Select TAA/NAFTA from the drop down list.

Note Category — Select the appropriate entry from the drop down list.

Confidential — Select Yes or No to indicate if the case noteis confidential.

Note Subject — Enter a subject for the case note that describes what service is being provided.
Case Note — Enter a detailed case note detailing the case management service that is being
provided to the participant.

Click Save and Return.

nois Workforce

Development System Case Management

Informational Message:
A Case Note needs to be completed when an Additional Episode is added to a Same Day Service on thi
iciida (=118 application. Please enter the required fields, then click on Save and Return to complete this Case Note
(W O] =l u U [record.When you click on Save and Return, a Case Note will be added for this Same Day Service and
VNl Tenta o M O the Same Day Service End Date will be updated with the Case Note Contact Date you enter on this
e SCreen.
ase Notes

Add Case Notes Add Case Note

List Case Notes -
Steve Perry Application Summary
Staff Name: Sheila Sloan

niversal Services
Add Local Service

List All Services *Contact Date: |11/01/2021

Program: | TAA/NAFTA v
*Note Category: | Case Note Supporting Same Day Service V|
*Confidential: |[No V|
*Note Subject: |Case Management Services |

Case Note! |provided case Maznagement Service to participant.

[ Save and Return
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NOTE: The End Date for the Trade Case Management— TAA Service Record has updated with
the current date of the entry that was just made.

PO U CRSSLI LD g RS S LR ] ST L DU S (ERR S LN e R UL, R L L e SRLL IS, IO U g Ui s

Illincis Workforce

Development System Case Management

Services
Steve Perry  Application Summary

Staff Menu . : .
Customer Monu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - : =
|  Add Enrolled Service | | Printable Services ] | Return |
ase Notes
LGN N GEES 3 found Page 1 of 1 )
I A= LT RN | Start Date nd _Date Service Provided | Status Created By
i i [10/25/2020111/01/2021 | Trade Case Management - TAA Successful Completion  Sheila Sloan
niversal Ser\nct_as |02/13,r‘2019 Individual Employment Plan - TAA |Open Sheila Sloan
e ey 02/13/2019 04/14/2019 Issued Waiver - TAA s ful Completi Sheila S
List All Services ssued Waiver - uccessful Completion eila Sloan
Page 1 of 1
Add Enrolled Service | | Printable Services | | Retum |

WIOA Application: No Entry.
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For those participants covered by certifications numbered 98,000+ (2021R):
Trade Application: No entry.

WIOA Application:

WIOA Application Entry (Add a New Episode to the Career Planning (Case Management)
Service Record).

Click List Enrolled Services on the Application Menu on the WIOA Application for the
participant.

Illinois Workforce

Development System Ca se Management

Application Menu
Steve Perry  Application Summary
e SSN: 0503 App LWA:15  App Date:02/13/2019

Customer Menu S
Application Menu |  Printable Application |

Case Notes Application Profile Services
Add Case Notes e Guided Application e Contact Information P i
List Case Notes e Application Definition e Additional Contacts o ITA Characteristics
» Assessment Summary e Private Information o List Part Time/Distance
Universal Services e Concurrent Programs e Veterans Information Learning
Add Local Service e Characteristics and Barriers e« Employment History
List All Services e« Employment e Credentials
Characteristics » Education Status - In
FAQs e Education Status Program Update
I'm Done: L og Off e Tests e Measurable Skill Gains
e Public Assistance e List All Documents -
e Family Characteristics Exit
e Income Calculation o Exit Summary
e Dislocated Worker o View Wages
Characteristics e Performance Impact

LWA Specific Data
» WIOA Training Criteria

e Eligibility Determination

Click on Career Planning (Case Management) — 1DC.
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3/ IWDS Lincis workioree case Management

Services

Menus L
Staff Menu Steve Perry  Application Summary
Customer Monu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - : :
[ AddEnrolled Service | |  Printable Services | | Return |

Case Notes

LG ONETEN [N 1 found Page 1 of 1

(N =TT Il | Start Date . End Date Seruice Provided Status Created By
RPN 1 1/01/2021 11/01/2021 (f[a)léeer Planning (Case Management) - Successful Completion groea:lj

Add Local Service
List All Services

Page 1 of 1
FAQs
: : Log . - .
I'm Done: Log Off Add Enrolled Service [ | Printable Services | | Return |

Click Add Additional Episode.

IWD g::::lizp‘:\:l::::ng;EHl Case Management

Edit Required Activity Information

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer Menu

I!I! 1 1 -
el et Created By: Sheila Sloan

Date Created: 11/01/2021
Last Updated By: Sheila Sloan
Last Updated: 11/01/2021
Title: 1DC
Service Level: Career Services
Activity: Career Planning (Case Management) Same Day Service

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add L ocal Service

List All Services *Grant: ([LELERI0E ed Workforce Development Board aka Career Link Ry
Provider: *1537-00 Bradley University
FAQs Start Date: 11/01/2021
I'm Done: Log Off End Date: 11/01/2021

Current Status: Successful Completion
Comments:  171/1,/2021 - add Dated Comment

|  Additional Info |
| Add Additional Episode |

Save Cancel

l Delete Service l

Complete the following fields:
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Contact Date —This will autofill to the current date. If the case management is for a date other
than the current date, enter the correct date.

Program — Select WIOA from the drop down list.

Note Category — Select the appropriate entry from the drop down list.

Confidential — Select Yes or No to indicate if the case note is confidential.

Note Subject — Enter a subject for the case note that describes what service is being provided.
Case Note — Enter a detailed case note detailing the case management service that is being
provided to the participant.

Click Save and Return.

Illinois Workforce

Development System Ca se Management

Informational Message:
Menus A Case Note needs to be completed when an Additional Episode is added to a Same Day Service on this
im0 application. Please enter the required fields, then click on Save and Return to complete this Case Note
(o = o TN record.When you click on Save and Return, a Case Note will be added for this Same Day Service and
N Terta ML ST the Same Day Service End Date will be updated with the Case Note Contact Date you enter on this
S screen.
Case Notes

Add Case Not
List Case Notes Add Case Note
S Steve Perry  Application Summary
Universal Services Staff Name: Sheila Sloan

Add Local Service

List All Services *Contact Date: |11/01/2021
H N
FAOs Program: | WIOA

I'm Done: L og Off *Note Category: | Case Note Supporting Same Day Service V|

*Confidential: | No V|

*Note Subject: |Case Management |
*Case Note:

11/1/21 case Management for participant]

[ Save and Return I
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Enter a Job Search Allowance Service Record in IWDS.

Click List Enrolled Services on the Application Menu on the TAA Application for the participant.

Workforce

Development System Ca se Man agement

Application Menu
Steve Perry  Application Summary
S SSN: 0503 App LWA:15 App Date:02/13/2019

Customer Menu - —
Application Menu | Printable Application [|

ase Notes Application Profile Services
Add Case Notes e Guided Application e Contact Information
List Case Notes e Application Definition e Additional Contacts e LISt Part lime/Distance
» Assessment Summary e Private Information Learning
niversal Services e TAA Training Criteria e Veterans Information
Add L ocal Service e« TAA Additional Info e Employment History
List All Services e Concurrent Programs e Credentials
e Characteristics and Barriers e Education Status - In
e Employment Program Update
Characteristics e« Measurable Skill Gains
e Education Status e List All Documents
» Tests e Create TAA Template Exit
e Public Assistance .
e Family Characteristics » Exit Summa
e Income Calculation . Mﬁ
e Dislocated Worker e View TAA Costs

Characteristics

LWA Specific Data

Eligibility Determination
List TAA Status

List IDES View
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Click Add Enrolled Service.

ois Workforce

»ment systemCa@S€ Management

Services
Steve Perry  Application Summary
Staff Menu . . .
Customer Monu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - - -
[ AddEnrolled Service |||  Printable Services | | Return |
Case Notes
Add Case Notes ERRTIT| Page 1 of 2 | NextPage >
List C Not . =
 — Start Date | End Date Service Provided Status Created By
T Oy g S |12/15/2021 [12/15/2021 |Payable Training Interruption - TAA Successful Completion Sheila Sloan
LY NN B To =g 12/10/2021 On-The-Job Training - TAA Pending Approval Sheila Sloan
S VBTt (12/08/2021 RTAA Registrant - TAA Open Sheila Sloan
12/01/2021 12/01/2021 Occupational Skills Training - TAA  UnSuccessful Completion Sheila Sloan
F:A = 12/01/2021 |12/01/2021 Travel in Training - TAA UnSuccessful Completion Sheila Sloan
I'm Done: Log Off 12/01/2021 Prerequisite Training - TAA Open Sheila Sloan
12/01/2021 Remedial Training - TAA Open Sheila Sloan
11/01/2021 |11/01/2021 [Trade Case Management - TAA Successful Completion Sheila Sloan
10/25/2020 |11/01/2021 Trade Case Management - TAA Successful Completion Sheila Sloan
02/13/2019 Individual Employment Plan - TAA  |Open Sheila Sloan
Page 1 of 2 Next Page =
Add Enrolled Service | | Printable Services | | Retum |

Select TAA from the drop down for Title.
Click Next.

ois Workforce

ent systemCa@S€ Management

Select Title
Steve Perry  Application Summary
SSN: 0503 App LWA:15  App Date:02/13/2019

Staff Menu
Customer Menu

Case Notes

Add Case Not
List Case Notes

Universal Services Cancel

Add L ocal Service
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Select Job Search from the drop down for Service Level.
Enter the Start Date of the service.
Click Next.

3 IWDS pirsis workiore | Case Management

Select Service Level and Start Date
Steve Perry  Application Summary
SSN: 0503 App LWA:15  App Date:02/13/2019

Menus
Staff Menu
Customer Menu

Application Menu Title: TAA
*Service Level: | Job Search V|

Case Notes

Agid Case Notes *Start Date: |01/05/2022| X |
List Case Notes

Universal Services

Add 1 ocal Service

List All Services

Select Job Search Allowance from the drop down for Activity.
Click Next.

3 IWDS Lincis workiowee | Case Management

Select Activity

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus
Staff Menu
Customer Menu

Application Menu Title: TAA

Service Level: Job Search

Case Notes
Add Case Notes -V iU A L Job Search Allowance v

List Case Notes Start Date: 01/05/2022

Universal Services

Add 1 ocal Service

List All Services
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Click Search Providers to select the provider of the service.

Illinois Workforce
Development System Ca se Management

Add Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Staff Menu
Customer Menu
I!I! 1 1 -

e Created By: Sheila Sloan
Title: TAA

Service Level: Job Search
Activity: Job Search Allowance Same Day Service

RlclchiH 17661015-United Workforce Development Board aka Career Link u
niversal Services Provider: * | | Search Providers |

Add Local Service Start Date: 01/0572027

ase Notes
Add Case Notes
List Case Notes

List All Services End Date:
Current Status: Pending Approval
*Supports Bridge Program?: [No W
Comments:

TAA Services Completed: | Confimm | click Confirm when all TAA Services have been completed

| Additional Info |

< Back
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Click Show All, OR
Enter the Provider Relationship Name (if known) and click Search.

@ ,‘ . g::::lizpﬁz::(tfgf:temcase Management

Search Provider Relationships

Menus

Staff Menu
Customer M Show All

Application Menu

Provider Relationship Name:

Case Notes A A
Add Case Notes Relationship Number: - | |
List Case Notes Statutory Program: TAA/NAFTA

Title: TAA
Universal Services Service Level: Job Search
Add Local Service Activity: Job Search Allowance

List All Services Start Date: 01/05/2022

FAQs Search H Return |

I'm Done: L og Off

Click Pick nextto the provider of the service.

Illinois Workforce
Development System Ca se Management

List Provider Relationships

Staff Menu
Customer Menu I Return To Search "
Application Menu
6 found Page 1 of 2 Next Page =
ase Notes - . . - -
Provider Name Relationship ID | Relationship Type
Add Case Notes
List Case Notes QNS AAAAA Beauty Academy 1586-00 | Vendor
niversal Services Pick Bradley University 1537-00 ‘ Vendor
LGB R 1T Tl | Pick | Capital Area Career Center 1571-00 ‘ Contract
List All Services
Page 1 of 2 Next Page =

Return To Search
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The provider information has been added.
Click Save. This will set the record to a pending approval status.

Illinois Workforce
Development System Ca se Management

Add Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Staff Menu
Customer Menu
e Created By: Sheila Sloan
Title: TAA
Service Level: Job Search
Activity: Job Search Allowance Same Day Service

Rlciclidl 17661015-United Workforce Development Board aka Career Link 54

niversal Services Provider: *1537 00 Bradley University *| Search Providers

Add L ocal Service .
List All Services Start Date: 01/05/2022

ase Notes
Add Case Notes
List Case Notes

End Date:
Current Status: Pending Approval
*Supports Bridge Program?: |[No WV
Comments:

TAA Services Completed: Click Confirm when all TAA Services have been complete

| Additional Info |

< Back
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Upload the IEP, the Job Search Application and any other relevant documents in IWDS.

To upload documents in IWDS, click on List All Documents underthe Profile section on the
Application Menu on the TAA Application for the participant.

ki
IWDS i okt nCase Management

Application Menu
Menus ’
Staff Menu Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Customer Menu -
Application Menu |  Printable Application |

Case Notes Application Profile Services
Add Case Notes o Guided Application e Contact Information e List Enrolled Services
List Case Notes o Application Definition e Additional Contacts e List Part Time/Distance
® Assessment Summary e Private Information Learning
Universal Services e TAA Training Criteria e Veterans Information
Add 1 ocal Service o TAA Additional Info e Employment History
List All Services e Concurrent Programs e Credentials
o Characteristics and Barriers e Education Status - In
FAQs * Employment Program Update
I'm Done: Log Off Characteristics Measurable Skill Gai
e Education Status
o Tests . care TArrempre Exit
e Public Assistance .
« Family Characteristics * Exit Summa
» Income Calculation e View Wages
» Dislocated Worker o View TAA Costs

Characteristics

LWA Specific Data

Eligibility Determination
List TAA Status

List IDES View

January 6, 2022 35 Job Search Allowance Instructions



Click Add Document.

Workforce

Dev opmentSvstemcase Management

List All Documents
Menus b
Staff Menu Steve Perry Application Summary
Customer Menu SSN: 0503 App LWA:15 App Date:02/13/2019

Case Notes I Add Document I ‘ Return l
Add Case Notes
List Case Notes

Doc Date Reviewed
THfrer=] Samrmes ID Screen Document Type Date Stored Reviewed By
Add Local Service Aoplication Form #014 DCEO/Trade  Tue May 25
Remove || 71 (PPH Trade Individual 13:25:10 CDT
Employment Plan 2021
I'm Done: Log Off
Add Document | ‘ Return l
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Click Browse to search for the document to upload. Once you find the file, double click the
document or select it and click Open.

Then select the Type from the drop down options. There should be an option to select any of
the Trade forms.

Each document can be uploaded separately or combined into a single document. If you upload
the documents as one single document, select Form #014 DCEO/Trade Individual Employment
Plan as the Type. If you upload the documents as separate documents, select the appropriate
name from the drop down options for Type.

Illinois Workforce

Development System Case Management

Upload Document

Path: Browse. ..

Type: | Form #0071 2021R Trade Benefits Rights and Obligations

Form #002 DCEO/Trade Trade Application ~
Form #003 DCEO/TAA 2002 TAA lllinois Waiver from Training

Form #003 DCEO/TAAEA 2011 TAAEA lllinois Waiver from Training

Copyrig Form #003 DCEQ/TAARA lllinois Waiver from Training

Privacy| Form #003 DCEO/TGAAA 2009 TGAAA lllinois Waiver from Training

Form #003 2021R lllinois Waiver from Training

Form #003a DCEO/Trade Trade Waiver Termination Letter

Form #003b DCEQO/Trade Trade Waiver Non-Compliance Letter

FAOs Form #003c DCEOQO/Trade Trade Potgntial Suspension Letter

I'm Done: Log Off Form #003d DCEO/Trade Trade Waiver Revocation Letter

—m Jone: Log O Form #003e DCEQ/Trade Trade Waiver from Training Fact Sheet

Form #004 DCEO/TAA TAA Bona Fide Application for Training

Form #004 DCEO/TAAZ014R Bona Fide Application for Training

Form #004 2021R Trade Bona Fide Application for Training

Form #005 DCEO/Trade Eligibility Determination for Trade Transportation/Subsistence Assistance
Form #005 DCEO/Trade Elgibility Determination for Trade Travel Assistance

Form #006 DCEQ/Trade Verification of Trade Training Enroliment

Form #006 DCEO/TAAEA Verification of TAAEA Training Enroliment

Form #006 DCEO/TAAZ2014R Venfication of Training Enroliment

Form #006 DCEO/TGAAA Verification of TGAAA Training Enroliment

Form #006a DCEQ/Trade Bi-Weekly Verification of Trade Training Attendance

Form #006b DCEO/Trade Trade Training Requirements Fact Sheet

Form #006c DCEO/Trade Training Benchmark Warning Letter

Form #006c DCEOQ/TAAEA TAAEA Training Benchmark Warning Letter

Form #006d DCEO/Trade Training Program Tracking Form

Form #006e DCEQ/Trade Training Program Course Tracking Form

Form #007 DCEO/Trade Trade Individual Training Account (ITA) Projection

Form #008 DCEO/Trade Trade On-the-Job Training OJT Agreement v
Form #009 DCEO/Trade Trade On-the-Job Training OJT Invoice

Add Case Notes
List Case Notes

Universal Services
Add 1 ocal Service
List All Services
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Send an email request to state merit staff for approval using the following format (if it is a
modification, forward the last state merit staff approval):

Email Subject Line: New IEP or IEP Modification and Job Search Approval Request—
“Participant First Name Initial and Participant Last Name” — LWIA XX

Body of Email:
Can we have a New IEP or IEP Modification and Job Search Approval for:

Participant Name:

Job Search Begin Date:
Job Search End Date:
Justification Statement:

State merit staff will do the following:

1)

2)

3)

4)
5)

6)

Review the email, IWDS entries, and uploaded documents to ensure all entries are made as
required and all documentsare complete.

If issues are found, state merit staff will email the career planner and inform him/her of the
issues that need addressed.

Once the issues have been addressed, the career planner will forward back the email from
state merit staff and note that issues have been addressed.

State merit staff will review corrections.

Once all issues have been corrected, state merit staff will approve all service and status
records and forward the email chain to the career planner to inform him/her approval.

If approval is not possible and the requestis denied, state merit staff will direct the career
planner on the next steps to take.
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Once the participant has completed the Job Search, a Job Search Reconciliation must be
completed.

To enter a Reconciliation of a Job Search Allowance, the career planner will do the following:

Complete a Reconciliation of Trade Job Search Allowance Commerce/Trade Form #012a (Job
Search Reconciliation).

Complete the Individual Employment Plan Modification Form Commerce/Trade IEP

Modification Form #014a (IEP Modification Form).

Fill out all necessary information. Mark the Additional service(s) and enterJob Search
Allowance Reconciliation in the List Service(s) box.

& words

B

TRADE INDIVIDUAL EMPLOYMENT PLAN (IEP)
MODIFICATION FORM

Pre-Approved Modification to Plan

1. Participant Name: 2. Modification #:

4. Date Modification to Take Effect: [/ [

3. Date of Modification Request: | [ /

5. Reason for Modification: (select all that apply and complete information for the reason)
NOTE: Some modifications may require submission of a new and/or updated Trade forms.

[ Invoking Equitable Tolling  Justification:

] Waiver Change: [ [J Criteria Change [ [J Date Extension ] Revocation

] End Service
List Service(s):

1
[ Additional service(s)
List Service(s):

MT Date Extension [J Switch to a New Training Program
Reason: Reason:

Current End Date: /[ Current Training Institution:

New End Date: = [/ Current Training Program:
MNew Training Institution:

MNew Training Program;

[J Changes in Cost
Reason:

O Change in Full-Time/Part-Time Status
Reason:

[ Potential Suspension Start Date: | /[ [C] Switch in On-Site/Online Status

] Vacation Break

Start Date: /[ [ [ other

End Date: |/ [ Final Cost Reconciliation

] Switch from Transportation to Subsistence ] Switch from Subsistence to Transportation

6. How does the modification affect the total IEP cost?

Increase § ‘ Decrease § ‘ [[] No Change | New Total IEP Amount $

7. Documentation to support Modification:_{Mark all that apply)

[ File Audit

[O] Training institution documentation [ Participant documentation/request

] Other: List documentation:

8. TRA Eligibility (Must upload current printout of TRA Claim Details Screen from IBIS)

Number of TRA weeks paid: Number of eligible TRA weeks remaining:

With this modification, the participant has enough remaining weeks of ] Yes ] No
TRA eligibility to complete the training?

If no, has the participant provided documentation demonstrating

helshe has the financial resources to support himselffherself [ Yes [ No

thronnh the comnletinn of the traininn?

@
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Click on List TAA Status on the Application Menu on the TAA Application for the participant.

Development System

ois Wo

orce

Case Management

Staff Menu
Customer Menu

App ion Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add 1 ocal Service

List All Services

FAQs
I'm Done: Log Off

Steve Perry

Application Menu

Application Summary

o Application Definition
Assessment Summary
TAA Training Criteria
TAA Additional Info

Characteristics and Barriers

SSN: 0503 App LWA:15
|  Printable Application |
Application Profile
s Guided Application e Contact Information

Additional Contacts
Private Information
Veterans Information
Employment History
Credentials
Education Status - In

L
L]
L]
e Concurrent Programs
L]
L]

Employment
Characteristics
Education Status
Tests

Public Assistance
Family Characteristics
Income Calculation
Dislocated Worker
Characteristics

. » VICwy

ally

Program Update
Measurable Skill Gains
List All Documents

Create TAA Template

App Date:02/13/2019

Services
e List Enrolled Services
e List Part Time/Distance
Learning

Exit

e Exit Summary
« View Wages
s View TAA Costs

Illinois Workforce

systemCase Management

Staff Menu
Customer Menu

Application Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add Local Service
List All Services

January 6, 2022

List TAA Status

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019
[ AddTAASE@ius | | Retun |
Start Date | End Date Status Ag proval Last Updated By Date
tatus
: Waiver from Training .
View |02/13/2019 04/14/2019 Requirement Approved |Sheila Sloan 02/25/201¢
Viewl 02/13/2019 IEP Approved |Sheila Sloan 02/25/201¢
| AddTAAStaius | | Retumn |
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Update the IEP Status Record with a dated comment in the Comment Box describing the
reason for the modification.

Click Save.

nois Workforce Case Management

Development System

Maintain TAA Status
Steve Perry  Application Summary
Staff Menu . ; N
Customer Menu SSN: 0503 App LWA:15 App Date:02/13/2019
1 I o
LS  TAA Petition Number: 90900 TAA Act: 2015
Employer Name: Caterpillar

ase Notes
Add Case Notes Status: IEP

HEURAL n Entry Date: 02/22/2019
niversal Services Status Start Date: [2/13/2019 X

Add L ocal Service
List All Services atus End Date

Changes to Comments or [EP Amount Approved require DCEO Approval

2/13/1S% - Establishing IEP for customer Steve
Perry.

Comments:

TEP Amount Approved:

Created By: Sheila Sloan Date Created: 02/22/2019
Last Updated By: Sheila Sloan Date Last Updated: 02/25/2019

[ save | | Return | | Part Time/Distance
AQIPJ::al Approver Appro\ga:t/e[)enied Approval Status Pre:rr:1()c'ul-ls“ItEP
Original Sheila Sloan 02/25/2019 [ Approved
Save and List Approvals ‘ l List Approvals
| Doc ID | Screen Document Type Date Stored | Date Reviewed Reviewed By
There is nothing to display.

Add Document
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Add Case Management Services in IWDS on the WIOA and Trade applications based on the

following:

For participants covered by certifications numbered up to 97,999:

Trade Application:

Trade Application Entry (Add Additional Episode to Trade Case Management Service Record)

Click List Enrolled Services on the Application Menu on the TAA Application for the participant.

WD

Illinois Workforce

Case Management

Menus

Staff Menu
Customer Menu

Application Menu

Case Notes
Add Case Notes

List Case Notes

Universal Services
Add 1L ocal Service

List All Services

s
I'm Done: L og Off

January 6, 2022

Development System

SSN: 0503

Application

Guided Application

Application Menu

Steve Perry Application Summary

App LWA:15

Printable Application

Profile

Contact Information

Application Definition s Additional Contacts
Assessment Summary e Private Information
TAA Training Criteria e Veterans Information
TAA Additional Info e Employment History
Concurrent Programs = Credentials
Characteristics and Barriers « Education Status - In
Employment Program Update

Characteristics
Education Status
Tests

Public Assistance
Family Characteristics
Income Calculation
Dislocated Worker
Characteristics

LWA Specific Data

Eligibility Determination

List TAA Status
List IDES View

Measurable Skill Gains

List All Documents
Create TAA Template

42

App Date:02/13/2019

Services

e List Part Time/Distance
Learning

Exit

e Exit Summa
s View Wages
e View TAA Costs
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Click on Trade Case Management — TAA.

Illinois Workforce

Development System Ca se M anagement

Services

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer Menu

Application Menu I

Add Enrolled Service | | Printable Services | | Retum |

Case Notes
Add Case Notes R {]IT] Page 1 of 1

(NS AT GIGEY | Start Date | End Date ervice Provide | Status Created By |
) ) |1D/25/2(]2(] 10/25/2020 | Trade Case Management - TAA |5uccessfu| Completion Sheila Sloan
Uf::;:rfg‘l::ie;:'ri?ge |02/13;“2019 Individual Employment Plan - TAA |Open Sheila Sloan
" List All Services |02fl3[2t]19 04/14/2019 [Issued Waiver - TAA |5uccessfu| Completion  Sheila Sloan
FAQs
I'm Done: Log Off Page 1 of 1
Add Enrolled Service | | Printable Services | | Retum |
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Click Add Additional Episode.

@M

Menus
Staff Menu
Customer Menu

Application Menu

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add | ocal Service

List All Services

FAQs
I'm Done: Log Off

January 6, 2022

Illinois Workforce

Development System case Management

Edit Required Activity Information

Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Created By: Sheila Sloan
Date Created: 10/29/2020
Last Updated By: Sheila Sloan
Last Updated: 10/29/2021
Approved/Denied By:
Approved/Denied
Date:
Title: TAA
Service Level: Employment and Case Management
Activity: Trade Case Management Same Day Service
*Grant: v
Provider: *1502-00 Carl Sandburg College
Start Date: 10/25/2020
End Date: 10/25/2020
Current Status: Successful Completion

*Weekly Hours: |'|0_U

* Bridge Program v
Activity?:

Comments:

TAA Services
Click Confirm when all TAA Services have been completed

Completed:

Add Additional Episode ]

| Sa\re| | Cancel |

l Delete Service l
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Complete the following fields:

Contact Date —This will autofill to the current date. If the case management is for a date other
than the current date, enter the correct date.

Program — Select TAA/NAFTA from the drop down list.

Note Category — Select the appropriate entry from the drop down list.

Confidential — Select Yes or No to indicate if the case noteis confidential.

Note Subject — Enter a subject for the case note that describes what service is being provided.
Case Note — Enter a detailed case note detailing the case management service that is being
provided to the participant.

Click Save and Return.

nois Workforce

Development System Case Management

Informational Message:
A Case Note needs to be completed when an Additional Episode is added to a Same Day Service on thi
iciida (=118 application. Please enter the required fields, then click on Save and Return to complete this Case Note
(W O] =l u U [record.When you click on Save and Return, a Case Note will be added for this Same Day Service and
VNl Tenta o M O the Same Day Service End Date will be updated with the Case Note Contact Date you enter on this
e SCreen.
ase Notes

Add Case Notes Add Case Note

List Case Notes -
Steve Perry Application Summary
Staff Name: Sheila Sloan

niversal Services
Add Local Service

List All Services *Contact Date: |11/01/2021

Program: | TAA/NAFTA v
*Note Category: | Case Note Supporting Same Day Service V|
*Confidential: |[No V|
*Note Subject: |Case Management Services |

Case Note! |provided case Maznagement Service to participant.

[ Save and Return
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NOTE: The End Date for the Trade Case Management— TAA Service Record has updated with
the current date of the entry that was just made.

PO U CRSSLI LD g RS S LR ] ST L DU S (ERR S LN e R UL, R L L e SRLL IS, IO U g Ui s

Illincis Workforce

Development System Case Management

Services
Steve Perry  Application Summary

Staff Menu . : .
Customer Monu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - : =
|  Add Enrolled Service | | Printable Services ] | Return |
ase Notes
LGN N GEES 3 found Page 1 of 1 )
I A= LT RN | Start Date nd _Date Service Provided | Status Created By
i i [10/25/2020111/01/2021 | Trade Case Management - TAA Successful Completion  Sheila Sloan
niversal Ser\nct_as |02/13,r‘2019 Individual Employment Plan - TAA |Open Sheila Sloan
e ey 02/13/2019 04/14/2019 Issued Waiver - TAA s ful Completi Sheila S
List All Services ssued Waiver - uccessful Completion eila Sloan
Page 1 of 1
Add Enrolled Service | | Printable Services | | Retum |

WIOA Application: No Entry.
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For those participants covered by certifications numbered 98,000+ (2021R):
Trade Application: No entry.

WIOA Application:

WIOA Application Entry (Add a New Episode to the Career Planning (Case Management)
Service Record).

Click List Enrolled Services on the Application Menu on the WIOA Application for the
participant.

Illinois Workforce

Development System Ca se Management

Application Menu
Steve Perry  Application Summary
e SSN: 0503 App LWA:15  App Date:02/13/2019

Customer Menu S
Application Menu |  Printable Application |

Case Notes Application Profile Services
Add Case Notes e Guided Application s Contact Information P
List Case Notes e Application Definition e Additional Contacts o ITA Characteristics

» Assessment Summary e Private Information o List Part Time/Distance
Universal Services e Concurrent Programs e Veterans Information Learning
Add Local Service e Characteristics and Barriers e« Employment History
List All Services e« Employment e Credentials
Characteristics » Education Status - In
FAQs e Education Status Program Update
I'm Done: L og Off e Tests e Measurable Skill Gains
e Public Assistance e List All Documents -
e Family Characteristics Exit
e Income Calculation o Exit Summa
e Dislocated Worker o View Wages
Characteristics e Performance Impact

LWA Specific Data
» WIOA Training Criteria

e Eligibility Determination
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Click on Career Planning (Case Management) — 1DC.

3 IWDS inis workioree | Case Management

Services

Menus L
Staff Menu Steve Perry  Application Summary
Customer Menu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - : :
|  AddEnrolled Service | | Printable Services ] | Retumn |
Case Notes
LG ONETEN [N 1 found Page 1 of 1
(N =TT Il | Start Date . End Date Secvice Drovided Status Created By
SRR 1 1/01/2021 [11/01/2021] (f[a)lger Planning (Case Management) - Successful Completion gr;:l:
Add Local Service
List All Services
Page 1 of 1
FAQs
! : Log . - .
I'm Done: Log Off Add Enrolled Service [ | Printable Services | | Return |

Click Add Additional Episode.

IWDS Dincis morkioree .nCase Management

Edit Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer Menu

Apphcation Menu ;
el et Created By: Sheila Sloan

Date Created: 11/01/2021
Last Updated By: Sheila Sloan
Last Updated: 11/01/2021
Title: 1DC
Service Level: Career Services
Activity: Career Planning (Case Management) Same Day Service

Case Notes
Add Case Notes
List Case Notes

Universal Services
Add L ocal Service

List All Services plci-LHl 19681015-United Workiorce Development Board aka Career Link R
Provider: *1537-00 Bradley University
FAQs Start Date: 11/01/2021
I'm Done: Log Off End Date: 11/01/2021

Current Status: Successful Completion
Comments: |11,/1/2021 - Add Dated Comment

| Additional Info |
| Add Additional Episode |

Save Cancel

I Delete Service l
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Complete the following fields:

Contact Date —This will autofill to the current date. If the case management is for a date other
than the current date, enter the correct date.

Program — Select WIOA from the drop down list.

Note Category — Select the appropriate entry from the drop down list.

Confidential — Select Yes or No to indicate if the case noteis confidential.

Note Subject — Enter a subject for the case note that describes what service is being provided.
Case Note — Enter a detailed case note detailing the case management service that is being
provided to the participant.

Click Save and Return.

Illinois Workforce

Development System Ca se Management

Informational Message:
Menus A Case Note needs to be completed when an Additional Episode is added to a Same Day Service on this
im0 application. Please enter the required fields, then click on Save and Return to complete this Case Note
(o = o TN record.When you click on Save and Return, a Case Note will be added for this Same Day Service and
N Terta ML ST the Same Day Service End Date will be updated with the Case Note Contact Date you enter on this
S screen.
Case Notes

Add Case Not
List Case Notes Add Case Note
S Steve Perry  Application Summary
Universal Services Staff Name: Sheila Sloan

Add Local Service

List All Services *Contact Date: |11/01/2021
H N
FAOs Program: | WIOA

I'm Done: Log Off *Note Category: | Case Note Supporting Same Day Service V|
*Confidential: | No V|

*Note Subject: |Case Management |
*Case Note:

11/1/21 case Management for participant]

[ Save and Return I
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Enter a Job Search Allowance Reconciliation Service Record in IWDS.

Click List Enrolled Services on the Application Menu on the TAA Application for the participant.

Workforce

Development System Ca se Man agement

Application Menu
Steve Perry  Application Summary
S SSN: 0503 App LWA:15 App Date:02/13/2019

Customer Menu - —
Application Menu |  Printable Application |

ase Notes Application Profile Services
Add Case Notes e Guided Application e Contact Information
List Case Notes e Application Definition e Additional Contacts e LISt Part lime/Distance
» Assessment Summary e Private Information Learning
niversal Services e TAA Training Criteria e Veterans Information
Add L ocal Service e« TAA Additional Info e Employment History
List All Services e Concurrent Programs e Credentials
e Characteristics and Barriers e Education Status - In
e Employment Program Update
Characteristics e« Measurable Skill Gains
e Education Status e List All Documents
» Tests e Create TAA Template Exit
e Public Assistance .
e Family Characteristics » Exit Summa
e Income Calculation . Mﬁ
e Dislocated Worker e View TAA Costs

Characteristics

LWA Specific Data

Eligibility Determination
List TAA Status

List IDES View
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Click Add Enrolled Service.

ois Workforce

»ment systemCa@S€ Management

Services
Steve Perry  Application Summary
Staff Menu . . .
Customer Monu SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu - - -
[ AddEnrolled Service |||  Printable Services | | Return |
Case Notes
Add Case Notes ERRTIT| Page 1 of 2 | NextPage >
List C Not . =
 — Start Date | End Date Service Provided Status Created By
T Oy g S |12/15/2021 [12/15/2021 |Payable Training Interruption - TAA Successful Completion Sheila Sloan
LY NN B To =g 12/10/2021 On-The-Job Training - TAA Pending Approval Sheila Sloan
S VBTt (12/08/2021 RTAA Registrant - TAA Open Sheila Sloan
12/01/2021 12/01/2021 Occupational Skills Training - TAA  UnSuccessful Completion Sheila Sloan
F:A = 12/01/2021 |12/01/2021 Travel in Training - TAA UnSuccessful Completion Sheila Sloan
I'm Done: Log Off 12/01/2021 Prerequisite Training - TAA Open Sheila Sloan
12/01/2021 Remedial Training - TAA Open Sheila Sloan
11/01/2021 |11/01/2021 [Trade Case Management - TAA Successful Completion Sheila Sloan
10/25/2020 |11/01/2021 Trade Case Management - TAA Successful Completion Sheila Sloan
02/13/2019 Individual Employment Plan - TAA  |Open Sheila Sloan
Page 1 of 2 Next Page =
Add Enrolled Service | | Printable Services | | Retum |

Select TAA from the drop down for Title.
Click Next.

ois Workforce

ent systemCa@S€ Management

Select Title
Steve Perry  Application Summary
SSN: 0503 App LWA:15  App Date:02/13/2019

Staff Menu
Customer Menu

Case Notes

Add Case Not
List Case Notes

Universal Services Cancel

Add L ocal Service
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Select Job Search from the drop down for Service Level.
Enter the Start Date of the service.
Click Next.

3 IWDS pirsis workiore | Case Management

Select Service Level and Start Date

Menus . Steve Perry  Application Summary
Custm SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu Title: TAA
Case Notes *Service Level: | Job Search V|
Add Case Notes *Start Date: |01/05/2022| X |

List Case Notes

Universal Services

Add 1 ocal Service

List All Services

Select Job Search Allowance — Reconciliation from the drop down for Activity.
Click Next.

IWDS Do one.mCase Management

Select Activity

Menus L
Steve Perry  Application Summary

CUstm SSN: 0503 App LWA:15 App Date:02/13/2019
Application Menu Title: TAA
Case Notes Service Level: Job Search
Add Case Notes .t 00 a"Hl Job Search Allowance - Reconciliation g
List Case Notes Start Date: 01/05/2022

Universal Services

Add 1 ocal Service

List All Services
——
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Click Search Providers to select the provider of the service.

Workforce

Development System Ca se Management

Add Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15  App Date:02/13/2019

Application Menu )
B Created By: Sheila Sloan

Title: TAA
Service Level: Job Search
Activity: Job Search Allowance - Reconciliation

i1 Hl 17661015-United Workforce Development Board aka Career Link &g
Universal Services Provider: = *I Search Providers I

W Start Date: 01/05/2022
List All Services End Date:

Current Status: Pending Approval
Comments:

Case Notes
Add Case Notes
List Case Notes

FAQs
I'm Done: Log Off

TAA Services Completed: | Confim | Click Confirm when all TAA Services have been completed

Additional Info
< Back

Save Cancel

Click Show All, OR
Enter the Provider Relationship Name (if known) and click Search.

Illinois Workforce

Development System Ca se Management

Search Provider Relationships

Staff Menu
Customer Menu Show All

Application Menu

Provider Relationship Name: ||

ase Notes
Add Case Notes Relationship Number: - | |
List Case Notes Statutory Program: TAA/NAFTA
Title: TAA
niversal Services Service Level: Job Search
Add Local Service Activity: Job Search Allowance - Reconciliation
List All Services Start Date: 01/05/2022
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Click Pick for the provider of the service.

llinoi ki
IWDS pincis werdoree .Case Management

List Provider Relationships

Menus
Staff Menu
Customer Menu I Return To Search "
Application Menu
6 found Page 1 of 2 Next Page =
Case Notes - P - P B
Provider Name Relationship ID | Relationship Type
Add Case Notes
List Case Notes QR[S AAAAA Beauty Academy 1586-00 | Vendor
Universal Services @ Bradley University 1537-00 ‘ Vendor
LU R E T IRTo sUTl | Pick | Capital Area Career Center 1571-00 ‘ Contract
List All Services
Page 1 of 2 Next Page =
FAQs
I'm Done: Log Off Return To Search

Click Save. This sets the record to a pending status.

S IWDS pincis worktoree .Case Management

Add Required Activity Information
Steve Perry  Application Summary
SSN: 0503 App LWA:15 App Date:02/13/2019

Menus

Staff Menu
Customer M
Application Menu -
B Created By: Sheila Sloan
Title: TAA

Service Level: Job Search
Activity: Job Search Allowance - Reconciliation

iU 17661015-United Workforce Development Board aka Career Link R
Universal Services Provider: *1537-00 Bradley University *l Search Providers

W Start Date: 01/05/2022
List All Services End Date:

Case Notes
Add Case Notes
List Case Notes

Current Status: Pending Approval
FAQs Comments:

I'm Done: Log Off

TAA Services Completed: | Confirm | Click Confirm when all TAA Services have been completed

| Additional Info |

=< Back

Save Cancel
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Upload the IEP Modification Form, the Job Search Reconciliation and any other relevant
documents in IWDS.

To upload documents in IWDS, click on List All Documents underthe Profile section on the
Application Menu on the TAA Application for the participant.

ois Workforce

Development System Case M anagement

Application Menu
Steve Perry  Application Summary
Lt SSN: 0503 App LWA:15 App Date:02/13/2019

Customer Menu -
Application Menu |  Printable Application |

Case Notes Application Profile Services
Add Case Notes * Guided Application e Contact Information o List Enrolled Services
List Case Notes o Application Definition e Additional Contacts e List Part Time/Distance
® Assessment Summary e Private Information Learning
Universal Services e TAA Training Criteria e Veterans Information
Add 1 ocal Service o TAA Additional Info e Employment History
List All Services e Concurrent Programs e Credentials
o Characteristics and Barriers e Education Status - In
FAQs * Employment Program Update
I'm Done: Log Off Characteristics Measurable Skill Gai
e Education Status
e Tests g SN = Exit
e Public Assistance i
o Family Characteristics o Exit Summary
» Income Calculation e View Wages
» Dislocated Worker o View TAA Costs

Characteristics

LWA Specific Data

Eligibility Determination
List TAA Status

List IDES View
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Click Add Document.

Workforce

Dev opmentSvstemcase Management

List All Documents
Menus b
Staff Menu Steve Perry Application Summary
Customer Menu SSN: 0503 App LWA:15 App Date:02/13/2019

Case Notes I Add Document I ‘ Return l
Add Case Notes
List Case Notes

Doc Date Reviewed
THfrer=] Samrmes ID Screen Document Type Date Stored Reviewed By
Add Local Service Aoplication Form #014 DCEO/Trade  Tue May 25
Remove || 71 (PPH Trade Individual 13:25:10 CDT
Employment Plan 2021
I'm Done: Log Off
Add Document | ‘ Return l
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Click Browse to search for the document to upload. Once you find the file, double click the
document or select it and click Open.

Then select the Type from the drop down options. There should be an option to select any of
the Trade forms.

Each document can be uploaded separately or combined into a single document. If you upload
the documents as one single document, select Form #014 DCEO/Trade Individual Employment
Plan as the Type. If you upload the documents as separate documents, select the appropriate
name from the drop down options for Type.

Illinois Workforce

Development System Case Management

Upload Document

Path: Browse. ..

Type: | Form #0071 2021R Trade Benefits Rights and Obligations

Form #002 DCEO/Trade Trade Application ~
Form #003 DCEO/TAA 2002 TAA lllinois Waiver from Training

Form #003 DCEO/TAAEA 2011 TAAEA lllinois Waiver from Training

Copyrig Form #003 DCEQ/TAARA lllinois Waiver from Training

Privacy| Form #003 DCEO/TGAAA 2009 TGAAA lllinois Waiver from Training

Form #003 2021R lllinois Waiver from Training

Form #003a DCEO/Trade Trade Waiver Termination Letter

Form #003b DCEQO/Trade Trade Waiver Non-Compliance Letter

FAOs Form #003c DCEOQO/Trade Trade Potgntial Suspension Letter

I'm Done: Log Off Form #003d DCEO/Trade Trade Waiver Revocation Letter

—m Jone: Log O Form #003e DCEQ/Trade Trade Waiver from Training Fact Sheet

Form #004 DCEO/TAA TAA Bona Fide Application for Training

Form #004 DCEO/TAAZ014R Bona Fide Application for Training

Form #004 2021R Trade Bona Fide Application for Training

Form #005 DCEO/Trade Eligibility Determination for Trade Transportation/Subsistence Assistance
Form #005 DCEO/Trade Elgibility Determination for Trade Travel Assistance

Form #006 DCEQ/Trade Verification of Trade Training Enroliment

Form #006 DCEO/TAAEA Verification of TAAEA Training Enroliment

Form #006 DCEO/TAAZ2014R Venfication of Training Enroliment

Form #006 DCEO/TGAAA Verification of TGAAA Training Enroliment

Form #006a DCEQ/Trade Bi-Weekly Verification of Trade Training Attendance

Form #006b DCEO/Trade Trade Training Requirements Fact Sheet

Form #006c DCEO/Trade Training Benchmark Warning Letter

Form #006c DCEOQ/TAAEA TAAEA Training Benchmark Warning Letter

Form #006d DCEO/Trade Training Program Tracking Form

Form #006e DCEQ/Trade Training Program Course Tracking Form

Form #007 DCEO/Trade Trade Individual Training Account (ITA) Projection

Form #008 DCEO/Trade Trade On-the-Job Training OJT Agreement v
Form #009 DCEO/Trade Trade On-the-Job Training OJT Invoice

Add Case Notes
List Case Notes

Universal Services
Add 1 ocal Service
List All Services
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Send an email request to state merit staff for approval using the following format (if it is a
modification, forward the last state merit staff approval):

Email Subject Line: IEP Modification and Reconciliation of a Job Search Approval Request—
“Participant First Name Initial and Participant Last Name” — LWIA XX

Body of Email:
Can we have an IEP Modification for Reconciliation of a Job Search Approval for:

Participant Name:

Job Search Begin Date:
Job Search End Date:
Justification Statement:

State merit staff will do the following:

1)
2)
3)

4)
5)

6)

Review the email, IWDS entries, and uploaded documents to ensure all entries are made as
required and all documentsare complete.

If issues are found, state merit staff will email the career planner and inform him/her of the
issues that need addressed.

Once the issues have been addressed, the career planner will forward back the email from
state merit staff and note that issues have been addressed.

State merit staff will review corrections.

Once all issues have been corrected, state merit staff will approve all service and status
records and forward the email chain to the career planner to inform him/her approval.

If approval is not possible and the requestis denied, state merit staff will direct the career
planner on the next stepsto take.
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