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Workforce Investment Act (WIA) reporting requirements are established through state and federal guidelines.
The Nevada Job Connect Operating System (NJCOS): WIA Data and Performance Desk Reference are intended
to provide basic explanation and summarize the data entry requirements. The reports generated from NJCOS
rely on the integrity of the data entered by the providers and system end users. As reporting requirements
change, the system may be modified to meet the requirements which require ongoing review and update of this
guide.

Grantees are required to maintain standardized individual records on the characteristics, activities, outcomes
and services provided to participants in WIA Title 1B Adult, Dislocated Worker (DW), Youth and National
Emergency Grants (NEG). This is covered in depth with the Technical Assistance Guidance 15-1 found here:
http://detr.state.nv.us/worforce_investment_pages/Technical_Assistance _Guides.htm

NJCOS Web Address: https://nvos.state.nv.us
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Staff Detail Inbox Appointment and Reminders:

The Inbox is used for scheduling appointments for Customers or Employers and also to provide helpful
automatic system generated reminders for efficient case management and follow-up.

Appointment Scheduling

1. From the Customer Detail Gen. Info tab click on Schedule button and the New Appointment box will
appear.

(Note: Employer Schedule button is found on the Employer Detail /Contact Info tab)

Customer Search

Comp Assess

Services

Mouse, Mickey M. SSN: 0S50S ID: NV002174306 10f1
[==] <L Addinfo | Pams/PA ] Objective | wori Hist. | Eaitic] Siais | saved Searches | Activities | Comments | Tests | sector nfo{ > >3]
— Customer Data
@ SSN | eStatus @Job Seeker Ethnic Heritage & Race |
@Usemame | Mou1999 @Password | Mick0101 Werge |
@Last Name | Mouse @First Name | Mickey MM —Education & Employment
Date of Birth [01/01/1999 | @Gender |Male @Education Level
|12 Grade - HS Graduate
@Address | 111 Disneyland Drive
|*“Must present Alien |D card prior to activation™ (x L Status
_ - - ; INot attending scheol; H.5. Graduate
@ City | Anaheim @State | California #Zip|87415 @Employment Status
County|Unspecified. Z7 Country | United States Metra [ Tes [~] [Not Employed
Phone | 619-777-7777 Ext. | Alt | Ext. | Fax | S
Email | mickeymouse@gmail.com [] Use Postal [ | Fax
URL! v Pri. Phone Email
@U.S. Citizen [_] Alien Reg # [ ACCO00D00D Expires | Permanent [J At Phone _Resume Contact Info
Enroliments AddtoCaseLoad |
— Customer Assignment
Staff Assigned| MARSHALL, KRISTA | change| =| Registered| 01/20/2015 |
WIB Assigned| WORKFORCE CONNECTIONS, SNWIB | Origin|[staff |
Agency| DETR |[Ees Profiled
Office| JOBCONMECT ONE STOP | _Offics Profiled Date| |
Ul Claimant| Intemnet Resume [ | Confidential []
Save | Start Match | S=rvices | Comp Ass=<| Activity | 1A Referrals| Correspond| VR | Retto Srch| Comments| Tag | Resume
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-g New Appointment -- Webpage Dialog il

New Appointment
Schedule Appointment with Mickey Mouse

@Start Date | «End Date |
@Start Time | @End Time |

@Appointment Title |

@Appointment Description |

Save | Cancel |

2. Complete all fields in New Appointment box and click SAVE.
New Appointment popup fields’ data entry format follows:

Start Date: Two-digit month, two- digit day and a four-digit year (mmddyyy)

End Date: Two-digit month, two- digit day and a four-digit year (mmddyyy)

Start Time: Two-digit hour, two-digit minutes follow by AM or PM (hh:mm AM)

End Time: Two-digit hour, two-digit minutes follow by AM or PM (hh:mm PM)

Appointment Title: enter the type of appointment using 5 to 35 characters in length

Appointment Description: enter a brief description of the appointment 5 to 45 characters in length
Appointment and Reminder Viewing
To view appointments/reminders click on the Staff tab and then the Inbox tab.

(Note: To view the new appointment immediately, click on the Refresh button)

CUSTOMER PROVIDER EMPLOYER HELP
Logout Preferences Links

UL Referrals in | Fund Approval My Case Load | News |
e

and R i for y, July 8, 2015

07/08/2015 |07/10/2015 |08:35 am

Delete Message | Detail | additionziinis | Print|
_Save | Refresh
(Note: The Inbox automatically appears after staff login to NJCOS)

Using the Inbox
The Inbox displays the following information for each listed entry:

Start Date: This column displays the scheduled start date for the appointment or event.
WIA Data and Performance

Desk Reference

WISS Updated 09/17/2015



End Date: This column displays the scheduled ending date for the appointment or event.

Start Time: This column displays the scheduled start time for the appointment or event.

End Time: This column displays the scheduled ending time for the appointment or event.

Name: This column displays the customer or employer contact name associated with the appointment or event.
Event: This column displays the event name (e.g., appointment, start date/service reminder, etc.) associated
with the appointment or event.

Description: This column displays a description of the appointment or event.

Descriptions of the Automatic Reminder - System-Generated Inbox Events:

System-Generated reminders automatically arrive in the Staff Inbox when the following NJCOS Services
Module dates occur:

On the day before the next contact date of a service the event description is “Service Review”.
On the day of a service planned end date the event description is “Service should end today”.
On the day of a service planned start date the event description is “Service should start today”.

On the day after the service planned end date and the service has no actual end date the event description is
“Service should have ended”.

On the 60" day after the service actual end date the event description is “No WIA- funded services for 60 days”.

On the day before the next planned end date of an Achievement Objective the event description is
“Achievement Objective to end”.

On the day before the next planned start date of an Achievement Objective the event description is
“Achievement Objective to start”.

On the day of the planned end date of an Achievement Objective the event description is “Achievement
Objective should end today”.

On the day of the planned start date of an Achievement Objective the event description is “Achievement
Objective should start today™.

90 days from the actual end date of an Achievement Objective the event description is “Follow up”.
120 days from the actual end date of an Achievement Objective the event description is “Follow up”.

On the day before the evaluation date of an Achievement Objective the event description is “Objective/Service
Review”.

On the day after the Achievement Objective planned end date and the objective has no actual end date the event
description is “Missed Achievement objective end date”.

On the day after the Achievement Objective planned start date and the objective has no actual start date the
event description is “Missed Achievement objective start date”.
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Enroliments that have all services and Achievement Objectives completed in which 60 days have passed
beyond the last actual end date the event description is, “No <program> (program = WIA, Trade, ect.) funded
services for 60 days”.

300 Days after the Literacy/Numeracy Pre Test Date the event description is “Post Test should be given”.

21 days from the date an unfunded Service is entered the event description is “Unfunded Service Started
MM/DD/YYYY™.

Viewing Detail Records

The Detail button, located below the Inbox list, is used to view the customer or employer detail record
associated with any listed Inbox entry.

1. Check mark the desired Inbox list entry. The entry will be highlighted to indicate that it is selected.

2. Click the Detail button below the list. The appropriate detail window (Customer Detail or Employer
Detail) will appear, displaying the detail record associated with the selected Inbox entry.

Deleting Inbox Entries

The Delete Message button, located below the Inbox list, is used to delete Inbox entries.
2. Click on the Inbox list entry to be deleted. The entry will be highlighted to indicate that it is selected.
3. Click the Delete Message button below the list. A confirmation window will appear.
4. In the confirmation window, click OK to delete the selected message, or Cancel.
5. Click the Save button at the bottom of the Staff Detail window.

Printing Inbox Entries as a L.ist

1. Click the Print button. A Print Preview pop-up window will appear which is used to view the list of
inbox entries, as it will be printed.

2. In the pop-up window, click the Print button. To cancel the operation, click Cancel.

3. The computers Print pop-up will appear and then click on the “Print” button.

Customer Search:

Customer Search module has the following search functions: Quick Search, General Info, Job Criteria, Text
Search, Geographic, Activities and Programs.

Quick Search is used to find existing records. The following are unique search criteria:
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Customer SSN, Customer ID and Username: User may only use one of these three choices at a time.
Partial SSN the last four of the SSN may be used.

Tip: When searching by the Customer ID the State Prefix NV is no longer required.

FROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess Services Links

(o] | RS General Info | Education | Job Criterial List Search | Reports | > | >
—Customer 5N — Customer ID
S5M 1 | 101 |
Enter or pa3te one or Enter or pa3te one or
more SS5N3. more Cusatomer IDs. )
Partial SSNl
Last Name |
First Mame |
Middlelniﬁall
Birth Datel
Username |
_More | _More |

The following search tabs and fields can be used in combination to provide the ability to drill down to specific
populations:

Last Name, First Name, Middle Initial and Birth Date.

General Info: Staff Assigned, Assigned Office, Historical Office, WIB, Customer Status, Origin, Registered
From/Thru or Modified From/Thru dates, Enrollments, and Funding. This tab has advanced search capabilities
for example the ability to zone in on records in a particular office, assigned to a specific staff member and/or
WIB and different types of enrollments. In the example on the next page the assigned office is Nevada
Partners, Inc., Workforce Connections as the WIB, registered from 1/1/2015, enrolled in WIA, Active from
1/1/2015 AND is receiving funding for WIA Adult Local from 1/1/2015, notice the “and/or” option. In addition
to the advanced search feature it is designed to Print List and/or Export data into a report. Export feature will
populate an excel report. See highlighted areas below.
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PROVIDER EMPLOYER

Customer Detail

Comp Assess

1-25of 4@ 0B
=] =T quick Search LSS ALY Fducation | Job Criteria | Text Search| Geographic | Activities | Programs | List Search | Reports| > >
Staff Assigned | | Change | ~ | Registered From [ 01/01/2015  Thru |
| Assigned Office | NEVADA PARTNERS INC. vl Modified From | Thru |
Historical Office | Internet Resumel .
IWIEI|WORKFORCECONNECTIONS.
Customer Status | Origin |
P— — — - -
— Enrollments — Funding
Fund |WIA Adutt Local
Program | WA From | 01/01/2015  Thru |
Enr. Status [Acive || Staff Assisted | Yes @® And () Or| () And ® Or
From|01/01/2015  Thrul Fund [
From | Thru |
] 0505 ID Vet | Status Seeker Name CMSA | CM3S WIA WS3IO TAA LX
NV002175916 Active Brannies, Michaael Active Active
7| Nv002206259 | Mo Active Aliyeva, Natella Active Active
[0 | Nvo02164886 | Mo | Active Barahona, Yasmin Active Active
[]| NvD021785833 | No Active Barmnes, Ronald Active Active
[]| Nvo02178403 “Expclr; h Butler, Cassandra Active Active
[]| Nvo02208420 — Capone, Keith A Active Active Active
1 nvnns17naas My Andrasa &rtiva A rtiva
< Save Search ?
Options | fSearch| | Clear | Detail | Asan.to List| v | AddtoCL | w | 7cst tizich | Feier| Activity | P/PA | Comments | Comespond | 1VR | New|
'Stafﬁ Dickinson, DeAnn | Office: Wiss | | Security: Search | 06/19/2015 '

Tip: Selecting the ENTER key within the SEARCH modules will now launch the search function.
Education: Education Level and Driver’s License Required.

Job Criteria: Up to 4 O*Net Titles, Desired List of Employers, Experience, Starting Pay, Work Week (Part
time, Full time or both) Duration, Job Seeker Status and Shift preferences.

Text Search: Using key word search for client Objective, Skills and Job Titles.

Geographic: Up to 5 each of Assigned Offices, Counties, and Zip Codes

Activities: Select Test Type drop down choices. Activity, Staff, and From/Thru dates (works together to pull
staff activity by date). Searches can also be conducted by Test Type for example in this scenario a search was

conducted by selecting an Assigned Office or Staff Assigned on the General Info tab and by selecting a specific
Test Type.

Customer Detail Comp Assess
1-230f23 ¢B

PooY =ik Semrch [GeneraTiFe] eaucstion Proprame JLiet Searen Revortz] = Tor|
Select Test Type | Typing Proficisncy A |

Searches can also be conducted by Literacy/Numeracy Tests for example in this scenario selecting an Assigned
Office or Staff Assigned on the General Info tab and by selecting Yes for Test Exists, the user could then drill
down based on Pre-Test and/or a Post Test timeframes.
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Literacy/Numeracy Tests
Test Exists |Yes -

Pre-Test Date From | 01/01/2013  Thru |
Post-Test Date From | Thru |

Programs: Military Service: Veteran Status, Veteran Era, Recently Separated, and Service Disability.
Program Qualification: Ul-claimant Status, Lower Living Std (standard), Migrant Status, and Profiled (Ul
claimants). Programs/Public Assistance: Up to four drop down choices for all options from the Customer
Detail/ Programs PA tab. Work History: (TAA) Petition # and Rapid Response (RR) Event #.

List Search: Lookup Lists of customers created by case manager, office, and all offices.

The bottom left corner of Customer Search provides the Options button.

]
| ososo | vet| staws | Seeker Name [ Pnone | AtPhone | Email 4@
IC| | | | | | I
4| | i
Search | gearl Dr:tail_l Bt Lis-tI Save Steh| Assignito Lie-tI Biost [-.n'uatcl'.l F:efr:rl .i.ciivit;.-l F'F'—l Cc.rr.rr.er.tel Cc.rreepc.r.dl VR | Eewl
lStaﬁ Dickinson, DeAnn | office: wiss | | security: Search | 0511212014 '

Customer Search Result Columns can be personalized and/or preferences set as to what type of data will
populate on the display bar.

Click on the Options button. There are two sub tabs, Result Columns and Sort Options. Within the Result
Columns staff can select or de-select the check boxes based on preference. The drop-down numbers represent
the order in which the columns display. Select Set as My Defaults and Save to save the selection preferences
as your default settings. Click Show System Defaults to reset or Cancel to close window.
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&) Customer Search Result Columns -- Webpage Dialog

[]
[]
[]
[]
[]
[]
[]
[]
[]

OO0 odododonn
IO C1 0 0 OO0 & [
oo OOo o oo oo

The Sort Options can be changed to modify the Sort Order and number of Results Per Page. Select Set as
My Defaults and Save to save the selection preferences as your default settings. Click Show System Defaults
to reset or Cancel to close window.

5} Customer Search Result Columns -- Webpage Dialog

Result Columns
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Customer Detail:

The Customer Detail includes the following tabs:

e Gen. Info
e Add’l Info
e Pgms/PA
e Objective
e Work Hist.
e Ed/Lic

e SKkills

e Saved Searches
e Activities
e Comments
e Tests

e Sector Information
e REA Reemployment

Customer Detail collects participant demographic, contact information as well as performance and reporting
elements. This needs to be completed using the most current information. Customer Detail information is used
for matching the customer to jobs, determining eligibility for workforce programs in addition to reporting
elements. Assess performance by area and provider and to report accurate WIA program services. The
demographic and performance measure results are sent to the Department of Labor (DOL).

Many fields as outlined below must be completed. Accuracy is critical as they must match information stored in
participant case files and case notes for Data Element Validation (DEV), a function of WIA Reporting thru the
Workforce Investment Act Standardized Record Data (WIASRD). Not all DEV elements are identified in this
manual. For a full list of DEV requirements, reference the WIA Data Element Validation Instructions and
Source Documentation.

Gen. Info:

All items with a green dot @ are mandatory fields. Some additional information that does not have a green dot
is required for reporting as identified below. When creating a new record/registration the first 7 tabs/screens are
required in order to save. Please see next page for specific details.

Tip: Click on Enrollments button for a quick glance. Click on Add to Case Load to utilize the My Case Load
functionality. To retrieve “My Case Load” entries, utilize the Staff module and click on the My Case Load tab.
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"EMPLOYER
oIt Jeta Comp Assess
Anderson, Michael F. SSN: s (0505 |D: I 10f1

" PROVIDER

Customer Search

(=] < {280 Add Info| Poms/PA | Objective | Work Hist.| EdiLic | Skills | saved Searches | Activities | Comments | Tests | sectd > >
— Customer Data
o SSN | estaus[Adive [v]  eJob Seeker[Active Ethric Hertage & Race |
@Username | And1992809809 @Password | Mc0305 Wege |
@Last Name | Anderson @First Name | Michae! mlF — Education & Employment 1
Date of Birth [ 03/05/1952 e Gender [Mde ] |°1§ dGL;C;U?:SL;:JU —
@Address | 1234 Test Record Way ||| #Schaal status
|Su'rte 13 |Not attending school; H.S. Graduate
@City| Las Vegas @ State | Nevada @Zip| 89108 @Employment Status
County Country | United States Metro f Not Employed
Phone | 702-555-1212 | Ext. | Al Ext | Fax| — @Contact Preferences—————————
Email |test@workforceconnection.com| x|, Use Postal [ Fax
URL| [ Pri.Phone  [] Email

[] Alt. Phone Resume Contact Info

@5, Citizen

Envoliments | e iy Addto Case Load | i gmml

— Customer Assignment
Staff Assigned| MARSH, JEFFREY | Change| = | Registered| 05/01/2007
WIB Assigned| WORKFORCE CONNECTIONS, SNWIE | Origin| Legacy
Agency| WORKFORCE CONNECTIONS | Change Profiled
Office| WORKFORCE CONNECTIDNS | _Office Profiled Date
Ul Claimant| Seek (Subject to Work Search) Internet Resume [¥] Confidential []
Start Match | Services| Comp Assess| Activity | 1.A. Referrals | Comespond | IVR | Ret to Srch | Comments | Tag | Resume| Sched |
lStaﬁ-. Dickinson, DeAnn | Office: wiss | Unsaved Changes | Security: Delete | 06/19/2015 '

New customer records that are created through the interface with the Unemployment System (UINV) are
assigned a default username and password. The username will be created by using the first three (3) letters of
the customer last name, the year of birth and 3 randomly assigned numbers in duplication. The password will be
created using the first three (3) letters of the customer first name with the month/date of birth, it is highly
recommend that the username and password be changed to something familiar to the client. (see example
below):
Job Seeker Name: Michael Anderson
Job Seeker Birthday: 09/05/1992
Username: And1992809809
Password: Mic0905

For security and NJCOS self-service access reasons, staff should update the Username and Password to the
client’s choice.

The Username is case sensitive, 6-80 character field. The Password is case sensitive, 6-12 characters. Do not
use special characters.

e SSN: Must be filled in. If the client declines to give their SSN, leave the field blank and check the Not
Disclosed box at the bottom of the SSN pop-up window. This removes the client from reporting due to
the inability to wage match. (Required for all WIA participants)

e Status: Must be changed to Active prior to saving any updates.

e Job Seeker: (Required for all WIA)

o Active — if customer is seeking a job
o Inactive — if customer is in a long-term training program or unavailable to work for a period of
time.
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Date of birth: Required for enrollment (Required for all WIA)

Gender: Required for enrollment (Required for all WIA)

Address/City/State/Zip: Verify this information is current and valid.

Phone: Two numbers are preferred: Primary & Alternate.

U.S. Citizen: If customer is not a U.S. citizen, enter the Alien Registration number and expiration date
as they appear on the card. Note: The database requires a letter before the number. For example:
(A999999999) if the card number does not start with an A use B then follow with the number on the
card. (Required for WIA)

e Ethnic Heritage: Required for reporting. (Required for all WIA)

e Race: Click the choices that apply. (Required for all WIA)

e Customer Assignment:

o Staff Assigned: The default is the staff who registered the client originally. Change this field to
reflect the Case Manager in order to search for WIA clients by staff.

o Ul Claimant: Do not update. This item is automatically updated from the Nevada
Unemployment Insurance system. (Ul verification required for WIA DW)

o Internet Resume: Customers may elect to post their NJCOS resume on the Internet. The
resume will appear on the state and national job bank where employers can view and make
contact with the job seekers, Click on Internet Resume checkbox.

o Confidential: Click checkbox for customers who want their resume posted on the national job
bank without any identifiable personal information. The national job bank will e-mail the job
seeker when an employer expresses interest in the job seekers resume.(requires email contact)

e Education & Employment:

o Education Level: At time of enrollment, highest grade completed with a credential. For
example: If the student did not receive a credential but, completed the 12™ grade, select 12"
grade No Diploma in the drop-down menu. (Required for all WIA)

o School Status: At the time of enrollment. (Required for all WIA)

o Employment Status: At the time of enrollment. Please note: If the participant is employed at
the time of enrollment, they will only be excluded from the Entered Employment performance
measure. (Required for all WIA)

e Contact Preferences: Checkmark all the customer’s contact preferences.

e Schedule Appointment button: Use to set up a reminder in the Staff Detail /Inbox.

e Resume: Use to print a resume or copy to a word document, which provides the ability to change
formatting.
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Add’l Info:

The Add’l Info tab is used to record detailed information about the customer.
Programs Income Status Section: All fields must be addressed for WIA participants.

<] =] Gen. Info] mmfo&mmmﬁmmm@ma

— Programs — Military Service — Customer List Participation ——;
Income Status @Senvice Veteran IYES . | List Name
R [ (® Active Service Days Served | 1461 1] |

Income 70% LLSIL [ns "melm

Local F'rioril].r *Thrum
@Disability Status [not Disabled | v] eService Disability[Not Dissbled |w]
@Migrant/ Seasonal Worker () Yes (@ No CumentHousing[—  |¥]
Current Housing (2)

Campaign Veteran

(" Transitioning Veteran
() Other Eligible

@ Military Branch | Urknown (inactive) Assign To List| Femove
Veteran Era
| Other Vet |
— Employment Preferences — Shift Preference — Selective Service
Work Week | Full Time Work Any Shitt ®) Yes (0 No Selective Senvice?
Duration [Regular First Shif #| [Begister/Lookaug]
Second Shift
Salary | $15.00 _ _
_ Third Shift
Pay Unit | Hourly Split Shif
Date Available I Rotating Shift

Save I Start Matchl Sen_ricesl Comp ﬂssessl Adi\r'rt:.’l LA, F{efenalsl Correspondl VR I Betto Srchl Cornmentsl TagI F{esumel Sched I

lStaﬁ Dickinson, DeAnn | Office: WISS |Unsaved Changes | Security: Delete | 06/19/2015 '

Lower Living Standard: Used to record Low Income Priority eligibility based on whether the Local
Workforce Investment Area has a Low Income Priority of service in effect and will default to N/A. For
WIA select Yes or No if applicable. (Required for all WIA)

Income 70% LLSIL (lower living standard income level): Used to record income eligibility for those
customers who meet the 70% LLSIL income requirement, and will default to N/A. For WIA select Yes or
No if applicable. (Required for WIA Adult, Youth and Displaced Homemakers who qualify as Dislocated

Workers)

Local Priority: To record the participant activities that meets a local workforce area’s priority criteria.
These priority programs must be approved by the Department of Labor (DOL) and the Local Workforce
Investment Board (LWIB) prior to utilization and recorded in a case note in the NJCOS Comments section.
(Required for LWIB’s if a priority of service criteria is in place) Reference State Compliance Policy 1.7
(SCP) http://detr.state.nv.us/worforce_investment _pages/WIA_Policies.htm

Selective Service: Used to identify if the participant has registered for selective service. Place copy of
registration verification document in file. (Required for all WIA)
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Customer Disability Status: Click on drop down arrow to select if a customer is disabled. If yes select a
Disability Type from the drop down choices. The category is required if “Yes” (Required for all WIA)

Migrant & Seasonal Worker: Select Yes or No if customer has performed migrant and seasonal farm
work in the previous 12 month period. If “Yes” the screen will populate with the following drop-down
selections: (Required for all WIA).

e Class allows for the following selections:

o Seasonal Farmworker: A person who during the preceding 12 months worked at least an
aggregate of 25 or more days or parts of days in which some work was performed in farm work,
earned at least half of his/her earned income from farm work, and was not employed in farm
work year round by the same employer.

o Migrant Farmworker: A seasonal farmworker who had to travel to do the farm work so that
he/she was unable to return to his/her permanent residence within the same date.

o Migrant Food Processing Worker: A person who during the preceding 12 months has worked at
least an aggregate of 25 or more days or parts of days in which some work was performed in
food processing, earned at least half of his/her earned income from processing work and was not
employed in food processing year round by the same employer, provided that the food
processing required travel such that the worker was unable to return to this/her permanent
residence in the same day.

e Formwork Type
e Empl. in Formwork
e Formwork Threshold

Military Service: Click Service Veteran box if customer is a service veteran, this activates additional fields.
(Required for all WIA)

If the Service Veteran box is checked, complete the required and other appropriate fields below:

e Active Service: From and Thru dates of service (days served automatically calculates), this item is
sometimes automated based on the job seekers birthdate and should be updated with the correct service
dates from the DD-214 showing the date of actual military separation. Place copy of DD-214 in file for
validation.

e Service Disability: This item provides the ability to identify the service disability. Choose Disabled for
Disabled Veterans with a service connected disability rating from 0% to 20%. Choose Special Disabled
for any Veteran with a service connected disability rating of between 30-100%. Choose Not Disabled if
no service connected disability.

e Current Housing: Record Homeless if applicable.

e Current Housing (2): Please do not use this drop-down.

e Campaign Veteran: This item allows for a Veteran who served on active duty in the U.S. Armed
Forces during a war, a campaign or expedition for which a campaign badge or expeditionary medal has
been authorized.

e Transitioning Veteran: This item is for the person still on active duty. Select Discharge if the person is
within 12 months of separation or select Retirement if they are within 24 months of retirement. Select
Spouse when applicable.

e Other Eligible: As defined in section 2(a) of the Job for Veterans Act (JVA) (38 U.S. C. 4215[a]) as it
relates to the Veterans eligible spouse.

e Military Branch: This item is mandatory and provides a drop-down selection.

Special Note: Check if the Veteran or Transitioning Service Member (TSM) attended a Transition Assistance
Program (TAP) Workshop within a 3 year period, prior to the date of participation in the current WIA
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program, if so, ‘it is critical that the corresponding “Activity” is recorded: Transition Assistance Program
Workshop (TAP) [LX Enrolling] (Required for all WIA participants). Please contact WISS for instructions.

Customer List Participation: Will show lists to which the customer has been assigned or allows assignment
to lists. Customers can only be assigned after registration is complete. This is a Case Management tool and is
explained further on the next page.

Employment Preferences: Enter the customer’s desired employment choice.
- Work Week — full Time, part time or any
- Duration — regular, temporary or both.
- Salary - enter the least amount customer will accept.
- Pay Unit — choose appropriate type of payment.
- Date Available - the first day customer is available to work.

Shift Preference: Enter the customer’s desired shift choice.
- Work Any Shift — Yes or No
- First, Second, Third, Split and Rotating Shift by clicking the appropriate check boxes.

The Employment and Shift Preferences do not have green dots, but are very important in customer searching
and matching, and should always be completed for job seekers showing work readiness.

Selective Service: Enter if customer is a male; the field will automatically appear. Use the Register/Lookup
button to connect to Selective Service Administration to verify information and obtain the selective service
number. Selective Service information is only required for males born after December 31, 1959. (Required for
WIA)
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Customer List Participation:

To assign a customer to a list, click on the Assign to List button, then the Lookup List button. The default will
display the list(s) created by the user; however, a search can be performed for statewide (shared) or individual
lists, or of lists created within the user’s office.

Highlight the appropriate list and click on Select to add the customer to the list. Be sure to save if it is an
established record. The Customer Detail module must be completed before saving the addition to a list for a
new record.

PROVIDER STAFF

EMPLOYER

Customer Search stomer Deta Comp Assess Services

Mouse, Mickey SSN: 0505 ID: NV000427988 10of1
[<<] < [Gen. Info JLEE ML Objective [work Hist. [Ediic | Skills [ Saved Searches [ Activities [ Comments [ Tests [ sector informaty > |>>
) List Management -- Webpage Dialog _%| |~ Customer List Participation ——
= . List Mame |
I anageine|
= [ |DeAnn's List |=]
1-20f2
Office Staff List Name Created Statewide Shared |
[~ |wiss Dickinson, De/Active Job Seekers |02/20/2012  |No No =]
[ (wiss Dickinson, De{DeAnn’s List 0272012014 |No Mo
Individual Lists =
& Show Only My Lists " Show Statewide Lists Hemove
" Show Lists in My Office % Show Individual Lists
" Show All Office Lists " Show Both
— Selective Service
oo I Cancel | Mewlist | HodiyList | Delete List Selective Senice? [
OO T O TPy = _
S Second Shift
_ ™ Third Shift
Pay Unit | Hourly | ¥ Split Shift
Date Available I 'l Rotating Shift
Save | Start Match | Services | Comp Assess | Activity | IA. Referals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |

Staff: Dickinson, DeAnn | office: Wiss | | security: Delete | 0212412014 '

Create a list by clicking on the Assign to List button, and then the New L.ist button, which will generate the
Add/Modify List box.
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Customer Search

Mouse, Mickey

PROVIDER

Comp Assess
SSN:

<< < [Gen. info JEECRE Ol Obiective [Wori Hist. [Edtic [ Sis [ Saved Searches [ Actvities | Comments [ Tests [ Sector informaty > |>>]

EMPLOYER

STAFF
Services
0S50S ID: NV000427988

10of1

xi[- Customer List Participation —
o - List Mame |
ist Manageme|
|I™ |DeAnn's List |=]
1-20f2
| Office Staff | List Name | Created | Statewide | Shared
[ [wiss |Dickinson, De{Active Job Seekers [03/20/2013  [No [No =
I~ [wiss Dickinson, De{DeAnn’s List |02r2012014 [0 [No
) Add/Modify List -- Webpage Dialog x|
AddModify List
List Name | Green Job's
Statewide List [~ |
Allow others to change list attributes [ LI
* Shoy Remove |
" Snov
 shov Cancel
I~ Selective Service
Select I Eancell Mew List I I it it I [E{ete st I Selective Service? [
=L e e el =
= ;
Salary Ir Second Shift
i ™ Third Shift
Pay UmtlHourh,r 'I I~ Split Shift
DateAvalIahIel ™ Rotating Shift

Save | Start Match | Services | Comp Assess | Activity | 1.A. Refemais | Comespond | IVR | Ret to Srch | Comments | Tag | Resume | Sched |

'Staﬁ Dickinson, DeAnn

| office: wiss

| | security: Delete | 02/2412014 '

The Add / Modify List box contains fields for the user to name the list, and determine if it will be available as a
statewide list or if others will be allowed to change the list attributes.

Be sure to give the list a name that will help to easily identify how the list will be used. Leave the “Statewide
List” and “Allow others to change the list attributes” checkboxes blank to set up the list as an individual list.

g List Management -- Webpage Dialog

List Management

1-20f2
Office

Staff List Mame

Dickinson, DeJActive Job Seekers |0:

[ [wiss

Dickinson, De{DeAnn’s List

02/20/2014

Created
)13

Lookup List |

Individual Lists

" Show Only My Lists
© Show Lists in My Office
" Show All Office Lists

" Show Statewide Lists
% Show Individual Lists
 show Both

I Selectl Cancell Mew List

Modiy List | Delete List |

The List Management box also allows the user to modify or delete lists as well. Highlight the appropriate list
and click on Modify List or Delete List. Clicking the Delete List button will generate a pop-up asking if the

user wants to delete the selected list. If so, click on OK.
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Pams/PA (Programs/Public Assistance):

The Programs/Public Assistance tab is used to record if the customer is receiving Programs and/or Public
Assistance.

"PROVIDER "EMPLOYER " STAFF
Customer Search Comp Assess Services
Mouse Bad, Mickey SSN: == 2572 0505 ID: NV000427988 10f1
[<<] <[ Gen. info [ Adcf Info | L5 Objective | Work Hist. | EdiLic | Skills | Saved Searches | Activities | Comments | Tests [ Sectd > |>>|
Programs pate | PublicAssistance  Date | 4l
Adult Educaﬁon|_;[ |— ThNF|_;[ |—
Job Corpsm l— TANF ExhausteeI_;[ I—
WIA — ﬁduItI_;[ I— GA-General Assistance (Stateﬂ_ocaI}I_;' I—
Mative ﬂmen'can|_;[ |— RCA-Refugee Cash ﬁssistance|_;[ |—
WIﬁ—OIderYouh‘1|_;[ |— S51-5upplemental Security Income|_;[ |—
Veterans Workforce Investment F‘rogramsm l— Food StampsI_;[ I—
WIA — Younger YoumI_;[ I— S5DI - Social Security Disability InsuranceI_;' I—
Trade Adjustment Assistance (T, M)|_;[ |—
NN-—I'JW—TMI ;l I —

Vocational Rehabilitation| .| [~
Ul — Unemployment InsuranceI_;[ I—
Wagner—F‘eyser|_;[ |—
Ul - 599 Unemployment Insurancem l—
Welfare (VW) ][
Ul ReemploymentI_;[ |—
Older Americans Title ‘uf|_;[ |—
Community Senvices Block GrantE&Tm l—
YouthBuild[— | [

Displaced HomemakerI_;[ |— =

Save | Start Match | Services| Comp Assess | Activiy | 1.A. Refemals | Comespond | IVR | Retto Srch | Commerts | Tag | Resume | Sched |

lStaﬁ Dickinson, DeAnn | Office: wiSS | | security: Delete | 05/12/2014 '

Programs: Record the appropriate WIA program by selecting “Yes” from the drop-down menu and enter the
date of participation or service. If the client is receiving assistance from Youth Build or Older Americans
Title V select “Yes” and enter the date of services.

Public Assistance: Record the appropriate assistance as applicable:

e TANF: (Required for Adults and Youth) Place copy of TANF award letter in file.

e SSI & SSDI: (Required for Adult, DW and Youth) Place a signed copy of providers application in file.

e Other Public: Assistance: (Required for Adults and Youth) Place a signed copy of providers application
in file.

e Food Stamps: (Required for Adult, DW and Youth) Place a copy of SNAP award letter in file.

*There is no need to input information onto the left hand side column for WIA unless the local board requires it.
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Objective:

The Employment Objective is a required field.

(<] < [Gen. Info [ Add o | PamsPA | " Work Hist. | Ediic | Skills [ Saved Searches | Activities | Comments | Tests [Sectd > >
— @Employment Objective
Obtaining position in computer industrv as computer operator Or programmer. ;I
[~
— @Desired O*Net — @ Acceptable Job Locations
O*Net Title [23209900 | Legal Suppert Workers, All Other | lormiet Tites | — Maximum Zip Radius
Experience: Year{s]l_ Month(s)l_ Within | 25 mies |~ | ofZIP 85119
O*Net Title |Exp. (Monh"ls)l Within | x| orziP|
™ |Legal Support Workers, All Other = Within | ~| ofziP|
[ |Computer Operators
[~ |Prepress Technicians and Workers — Or Anywhere in the following states 1
= |
Add a Job Title | Deletz Selecion | Sils | | ~|
— Desired Employers I ll
Company |
B |~ — Or outside the United States 1
| =]
| =]
=) ~
Add an Employer | [elete Selection I
Save | Start Match | Services | Comp Assess | Activity | 1A, Referals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |
lStaﬁ Dickinson, DeAnn | Office: wiss | | security: Delete | 07/0712014 '

Employment Objective: Enter the employment objective including the industry(s) and position(s) in sentence
form that the customer is seeking. This field will show in the resume created by NJCOS.

Desired O*NET: All customers are required to have at least one O*Net Title and may have up to five. An
O*Net Title indicating the customer’s employment interests can be entered if they do not have a job history or
wish to change occupations provided they are in training for the selected O*Net. When entering a Desired
O*Net it is critical that the Year(s) and Month(s) are specific to the job seekers experience. (Required for all

WIA)

Click on Add a Job Title button, which will display the Title Selector box. Then click on the O*Net Titles
button, select a title or enter the occupation in the Keyword(s) to locate faster. Click on the Select button. Enter
the Experience in Years and Months and click OK. Use zero (0), if there is no previous experience. Repeat for
each desired occupation.

Highlighting and clicking Delete Selection can remove an O*Net Title. Click the Skills button to add
predefined skills that relate to the customer’s O*Net selection. Up to five associated skills can be check marked
from a predefined list; this method is generic and best used for clients with a limited work history. It should be
noted that the “Skills” tab is mandatory for identifying real world skills.
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PROVIDER EMPLOYER STAFF HELP
Customer Search stomer Deta Comp Assess Services
Mouse, Mickey SSN: 0505 ID: NV000427988 10f1
<] < TGen. Info [ Add'T info LT B e Work Hist. | Ed ic [Skills [ Saved Searches | Activities | Comments | Tests | Sector Informati > [>>|
— @Employment Objective
To ocbtain employment a3 a youth counselor ;I
— @Desired O*Net — @ Acceptable Job Locations
O*Met Title | 21101200 | Educational, Vocational, and School Counselors | O71et Titles | " Maximum Zip Radius
| - . r -
| Experience: Yearis) 2 Month(s)] | Within | 50 miles =] of ZIP | 89503
O Net Title _ Within | ~| ofziP |
|5 | Educational, Vocational, and School Counselors 24 |~ Within | | ofziP|
[ |Directors- Stage, Motion Pictures, Television, and Radio
[T |Actors 120 —Or Anywhere in the following states——
[~ |Executive Secretaries and Administrative Assistants 648 = | ~|
Add a Job Title || Delete Selection | Skils | | =
— Desired Employers | Ll
Company |
™ |state of Mevada DETR |=l| | -Or outside the United States
| ~|
| ~|
= I
Delete Selection I
Save | Start Match | Services | Comp Assess | Activity | 1A Refemals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |
lStafﬁ Dickinson, DeAnn | office: wiss | Unsaved Changes | Security: Delete | 02/24/2014 '

Desired Employers: is a list of employers that periodically use NJCOS for recruiting. A list exists to select
when customers show an interest in working for desired employer. Click on Add an Employer; a list of all
employers who are registered as desired in NJCOS will appear. Highlight the desired employer, click OK. To
remove a desired employer from the Customers record, highlight the employer listed and click Delete
Selection.

Acceptable Job Locations, Maximum Zip Radius: Enter the geographic distance the customer is willing to
travel for a job from a zip code.

Or anywhere in the following states: Can select up to three states or US territories.

Or outside the United States: Can select up to three countries or select entire “United States” from this drop
down area.

Information from the Objective Tab will appear on the NJCOS online resume, and will be used for the job
matching function.
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Work History:

The Work History (Work Hist.) tab is used for recording all the participants’ employment information, most
recent as well as past employment (at least 5 years). The tab may already contain data for participants with
established records. WIA Case Managers need to ensure this data is correct, up to date and match what is
captured in the Participants case file. Note: If customer has no work history, this tab may be skipped.

Note: If a Work History shows existing “Dislocated due to foreign trade” as the “Reason for Leaving”’
DO NOT under any circumstances make changes to this entry.

Detail: Enter all information for the customer’s work history including Start Date and End Date. To activate
the fields and enter a work history record click the New Job Entry button. The Job Title should be the
Employer’s Job Title and the O*Net Job Title as shown below. To enter an O*Net Title click on the O*Net
Titles button and search for the appropriate occupation to select. To enter the NAICS click on the NAICS
Lookup button. (Required for WIA)

PROVIDER

EMPLOYER STAFF

Customer Search stomer Deta Comp Assess Services

Mouse, Mickey SSN: 0S50S ID: NVO00427988 1of1
[<<] < [Gen. Info [ AderTinfo [ obiective BCILLIE A Fdn ic [ Skills [Saved Searches | Activities | Comments | Tests [ Sector Informaty > [>>|
@Job Titlel Race Car DriverAithlstes and Sports Competitors O*Met Titles I @ O*Met CodeIZTZDZWD
mployer | feman MNevada
@Address | 1234 Las Vegas Bivd k¥ Supenvisor| Phone | Ext |

| @Wage| < 15.00 Houly ~| Hoursiweek|
@City | Las Vegas @Reason for Leaﬂnm
| Ziph
=l

OStatelNevada Coordinating training, cleaning the track. ﬂ
@Country | United States @.Job Duties =

Job Type|Ful Tme = RR Event # Event |

NAICS | 711215 | Other Spectator Sports MAICS Lookup
— Dislocated Worker Information

@Qwalifying Dislocation Date | @Tenure {monms}l

O*Net at Dislocation | 27202100 || Athletes and Sports Competitors |

Nalcs| 711219 || |
Job Company City Start End |
[T |Tool and Die Caster Diecast Sparks 061980 06/1999 ;l
[ | Truck Drivers, Heavy and Tractor-Trail Haul Em Carson City 0172013 1212013
[ |Athletes and Sports Competitors Ferrari Mevada Las Vegas 1062013 112013

I New Job Entry | Delete Selection |

Save | Start Match | Services| Comp Assess | Activity | 1.A. Referrals | Comespond | IVR | Retto Srch | Comments | Taq | Resume | Sched |

'Stafﬁ Dickinzson, DeAnn |Ol’ﬁce: WISS | Unsaved Changes |Secun’l]': Delete |{:-2m.*2014 '

Delete Selection provides the ability to delete a New Job Entry that was made in error only. Highlight entry and
click the delete button. However, this should only be done after contacting WISS Automated Team @ 775-684-
0301 for approval.

WIA Data and Performance 23
Desk Reference
WISS Updated 09/17/2015



Dislocated Worker (DW):

If the customer is a Dislocated Worker, laid off from work and the Reason for Leaving is “Category 1-DW”,
“Category 2-DW mass layoff or Closure” or “Category 3-DW self-employed” the following fields are
mandatory;

e Dislocated Worker Information:

o Qualifying Dislocation Date: (this date is the last day worked and is used to populate the
screens for reporting in DEV. Dates must match what has been captured in the participants’ case
file.)

o Tenure (months)

o O*Net at Dislocation: (use O*Net Titles button)

o NAICS: (use NAICS Lookup button)

If the customer was terminated but determined Ul eligible and Dislocated Worker eligible then choose
Category 1-DW as identified above. This should be supported with a comment for justification purposes which
is mandatory.

Note: The system reports the last entry into the work history. If the qualifying dislocation emplovyer is other
than the last employer entered at the Work Hist. tab, please contact your LWIB for correction.

"PROVIDER "EMPLOYER " STAFF " HELP
Customer Search Comp Assess Services
Mouse, Mickey SSN: 0S50S ID: NV000427988 1of1
[<<] < [Gen. Info | Ad Info | Objective L L C N EdiLic | Skills | Saved Searches | Activities | Comments | Tests | Sector Informat] > [>> |
~ Detail =
@Job Title | Truck Drivers, Heavy and Tractor-Trailer O*Met Code Im
aEmpIuyer|HauI Em Include online Start Date | 012013 End Date | 12/2013
@Address | Unknown I Supenvisor| Phone | et
| @\Wage| ¢ 15.00 IHourIy 'I Hnursrweekl_
@City | Carson City J#Reason for Leaving| Category 1-DW =l
@State | Mevada ;l lel Driver triples and doubles over the road ﬂ
ilCOLIHtI’YIUﬂilEd States ;I @Job Duties|delivery within the sewven western states. et
Joh Tyl Full Tme -] RREventz| | Event
NNCSIM | Other Suppart Activities for Road Transpartation | MAICS Lookup I

Di Worker
@Qualifying Dislocation Date | 12/31/2013 @Tenure (monms)l 12
0*Net at Dislocation | 53303200 | | Tuck Drivers, Heavy and Tractor-Trailer |

MAICS ‘ 488450 | | Other Support Activities for Road Transportation |

I Job I Company I City Start I End I
[~ [Tool and Die Caster Diecast Sparks 061980 |06M1999 | ~|
B | Truck Drivers, Heavy and Tractor-Trail Haul Em Carson City
[~ |Race Car Coordinator Farrari Nevada Las Vegas 1012013
New Job Entry | Delete Selection |
Start Match | Services | Comp Assess | Activity | 1A, Referrals | Comsspond | IVR.| Retto Srch | Comments | Tag | Resums | Sched
lStaﬁ'. Dickinson, DeAnn | office: wiss | | security. Delete | 02/07/2014 I
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When the customer has been determined Dislocated Worker eligible and the Reason for Leaving is
“Category 4-DW displaced homemaker” there is no other required fields.

Rapid Response (RR Event#):

[<c] < [Gen. Info | Add" Info | Pgms A [ Objective RECLLLSSY Faric [ Skills [Saved Searches [ Activities | Comments [ Tests [ sectd > >
— Detail
@Job Title| Sales Associate O"Net Tiles | O*NetCode[
@Employer | Citi Trends Include online Start Date[10/2010  EndDate[12/2000
iﬁ«ddress|. v Supem’snr| F'hune| Extl
| @\Wage|s 8.25 |Houry ~| Hoursfweek |40
@City | Las Vegas @Reason for Leaving) e ik e s .
@State | Nevada | zip| Lssisted with opening of store including
iDnuntrlen'ftEd States ;I @Job Duties|tagging clothing, attached sensors to
Job TypeFull Tme - | RREvent# | Event |
NAICS | | | NAICS Lookup |

When there is an associated Rapid Response Event related to the customers Work History it is critical that the
event number be entered by clicking the “Event” button. If the Employer record has NOT been updated with
the Rapid Response number, please contact the appropriate LWIB who in turn will request the RR Event # via
email to DETR WIA with a copy to the WISS Rapid Response Coordinator for assistance. In addition, when
“Funding” the initial “Service” for this client, Rapid Response must be funded 50%. (See Rapid Response

Funding example on page 62).

Trade Adjustment Act (TAA) and/or North America Free Trade Agreement (NAFTA):

If the customer is determined to be eligible for TAA and the Reason for Leaving field is set to Dislocated due

to foreign trade, additional fields are displayed for specific information, such as:

e Petition Number (includes a button with a hyperlink for petition search): Is the
TAA/NAFTA petition number of the customers effected and certified employer.

e Application Date: Date on which the customer first applied for Trade Act services/benefits under the

applicable certification.

e Petition Certification Date: Date on which USDOL certifies a workgroup’s petition for Trade Act

Program eligibility.

e Advers. Affect. Incumb. WKkr.: Select Yes or No as it applies to participants affected by reduced hours.
An adversely affected, incumbent worker is one who: 1) is a member of a group of workers that has been
certified as eligible to apply for TAA benefits, 2) has not been totally or partially separated from employment
and thus does not have a qualifying separation, and 3) is determined to be individually threatened with total

or partial separation (this can be evidenced by a notice of layoff or termination letter).

e Tenure: Total number of months that the customer was employed with the employer of record as of the

customer’s Qualifying Separation Date.

e Qualifying Separation Date: Date of separation from trade-impacted employment that qualifies the

customer to receive benefits and/or services under the Trade Act.
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e Eligibility Determination: Is completed by the TAA Program Coordinator once the appropriate
program paperwork is completed.

e Program (NAFTA/TAA or TAA): Trade Act Program (TAA and / or NAFTA-TAA) under which the
customer is qualified to receive services and / or benefits based on his / her work group’s petition

certification.
o Liable/Agent State: Liable State is responsible for paying the Unemployment Insurance whereas the
Agent State is responsible for training only.

The petition number is also used in the Services module to link the customer to a Trade Act enrollment, see next
page for screen shot.

Note: If a Work History shows existing “Dislocated due to foreign trade” as the “Reason for Leaving” DO
NOT under any circumstances make changes to this entry. If enrolling in DW for same emplovyer, it is
acceptable to create a duplicate Employer record for DW purposes.

STAFF

Services

EMPLOYER

Comp Assess

PROVIDER

Customer Search

Mouse, Mickey SSN: Q505 ID: NVOO0427988 10of1
<Y < [Gen. o [ At nfo Y Obyectve } et L i | Skt Saved Searchen | Actwdien | Comment=] Test | Sector nformt} > 1>
— Detail
@Job Title| Tool and Die Caster O°Net Titles | O*NetCode|
@Employer | Diecast Include online Start Date [06/1920 End Date [05/1995
@Address | B Street Iv Supervis orl Connie Gonzales Phone | T02-348-D808 Ext. |
@\Wage| s 6.00 [Houty =] Hourshweek|[40
@ City Ih @Reason for Lea\ﬂnd Dislocated due to foreign trade = |enST
08tate| MNevada = ZIDI Business Teller, Vault Teller, New Accounts ﬂ
OCount'yl United States ;I @Job Duties|Representative *
Job Type|Full Tme =] RR Event# Evert |
I\I”"Ql | | Nﬂii inkunl
TAA | NAFTA-TAA
@Petition Number [ 12345 Pefition # Lisiing | @Application Date [05/05/1995 Petition Certification Date|07/15/1339
@Advers. Affect. Incumb. Wir. [No = eTenure [120 w0ualifying Separation Date [ 06/15/1339

Eligibility Determination| igble | Bigbity | @Program[NAFTATAA <] Liable/Agent State| -]
— | o | o | e | e ]

[ | Tool and Die Caster Diecast 06/1980 06/1999

Sparks

[ |Truck Drivers, Heavy and Tractor-TrailHaul Em Carson City 01/2013 1212013
[” |Race Car Coordinator Ferrari Nevada Las Vegas 10/2013
I
Mew Job Ertry | Delete Selection |
Save | Start Match | Services| Comp fssess | Activity | 1A, Referrals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |
'Sta.ﬂ‘. Dickinson, DeAnn |0fﬁce: Wiss |Unsaved Changes |Secun’ty: Delete |02.“|0.'20‘|4 '
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Ed/Lic:

Enter the customer’s Driver License, Certificate/Licenses, Schools and Professional Associations.

e Driver License: Click yes or no. If yes, complete all required information.

e Certificate/Licenses: If customer has received any valid certificates click on Add Cert/Lic; a box will
appear to complete information that appears in the heading. All heading information is required or the

system will not allow to be saved.

e Schools: To enter schools the customer has completed, click on Add School. As a rule only schools
beyond High School need to be entered; High School can be entered here if the customer needs it to

show on the NJCOS-generated resume. All information is required.

e Professional Associations: To enter professional association’s when/if applicable, click on Add

Association. Associate Name is required to save.

Special Note: This section must be updated as new credentials are earned during participation for historical
reasons. WIA credential performance reporting is not pulled from this screen and must be recorded in

Services/Outcomes. (See Outcomes tab instructions later in this document)

PROVIDER EMPLOYER STAFF HELP
Customer Search Comp Assess Senvices
Mouse, Mickey S55N: 0505 ID: NV000427988 1 of1

[<e] < [Gen. info | Ad info | Objective |Work Hist. |4 ] Skills | Saved Searches | Activitics | Comments | Tests | Sector Informati > |>>]

Driver License

& ves " No @Class | Class A =1 State I Minnesota -]
I” Pass Transport ¥ Hazardous Materials ™ Tank Vehicle I™ Wotorcycle
™ School Bus ¥ Doubles/Triples ¥ TankHazard ¥ Air Brakes
Certificates / Licenses
Certificate/License | Issue Date | Issuing Organization | State | Country
I |Advanced Access [0s12001  |Comp USA [Mevada |United States |=]
il
I hdceiic. | dtCetsiic | Delete Sefestion |
Schools
Course of Study Degree Completed Issuing Institution State Country |
[ |Real Estate Real Estate License |01/2001 Real Estate License School|Nevada United States ;l
[ |General Studies Diploma 062007 Mouse Trap High School California United States
[l
Add School Edit School | Delete Selection |
Professional Associations
Association Name | Posion | Description | Date Received |
||- |Rea| Estate Association of Nevada |Secretary |‘.".fhatever |U'1.I'U1.l’2014 |;|
=l
Add Association Edit Assoeistion I [Jelete Selection I
Save | Start Match | Services | Comp Assess | Activity | 1A Referals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |
IStaﬁ Dickinson, DeAnn | office: wiss | Unsaved Changes | Security: Delete | 02/24/2014 '
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Skills:

Enter the customer’s special lingual and employment skills. Use O*Net code connector to search by title to
obtain the appropriate job title’s skill verbiage at: http://www.onetcodeconnector.org/

Skills Tab will appear on the NJCOS online resume, and will be used for the job matching function.

EMPLOYER STAFF

PROVIDER

Customer Search stomer Deta Comp Assess Senvices

Mouse, Mickey SSHN: 0505 ID: NV000427988 1of1
oY <Toen.no o {abiecre otk st T e EXLZ] Swvd Searches Actwties [Comments rest [sector ntormatl > 1>
@Additional SKills Text
Computer Skills: Microscft Word, Power Point, Rccess, Excel ;I
Customer Service Skills: Phone, Fax, Copier, Filing, Organizing
Bilingual: Spanish, French, Italian
[~
Honors & Activities
=
I~
Qualifications
Qualification | Description |
(=l | =
I
Add Qualification I Edit Woalficstion | "Delete Selestion
Awards
| Award Name | Description |
(=l | =
I
AddAward | Editfwerd | Delete Selection |
Save | Start Match | Seryices | Comp fissess | Activity | 1A, Referrls | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |
lSlaﬂ". Dickinson, DeAnn | office: wiss | Unsaved Changes | Security: Delete | 02/24/2014 l

e Honors & Activities: Enter all honors and / or activities that will assist the customer in obtaining
employment. (Awards, military medals, volunteer work, etc.)

o Qualifications: Enter all qualifications that will assist the customer in obtaining employment. (Ability to
work in a fast paced setting. Flexible with change, etc.)

e Awards: Enter all awards what will assist the customer in obtaining employment. (Teacher of the year,
Employee Recognition, etc.)

WIA Data and Performance 28
Desk Reference
WISS Updated 09/17/2015


http://www.onetcodeconnector.org/

Save Search:

Job match results can be saved by selecting the Save Search button when using the Match function, which will

then display the results of the search in the customer record.

CUSTOMER PROVIDER STAFF

Employer Search Employer Detail " Job Order Search | Job Order Detail
Origination | _=| Order Status | Open -
Emp Job Title| Emp Req # Job Order Date From| Thru |
Source (State) | Source (Fed) -] Last Open Date From | Thru |
O*MNet Title[43601200 | Legal Secretaries | O*Net Tles |
Categorlfl ;I Slaﬁ.l\sslgnedl | Change |
WiB| =l office | =l
Employer i Contact i Job Location———————————————————
Employer \DI Contact Last Namel Cnyl
Company Name| Suppressed 3| County -1
Ownershipl - [T Email [T URL [ Fax Zip| 29130 Radius | 50 miles -I
chs| [~ Phone [ Mail [ InPerson
| company | Job Title | orders |Listing Date] status |Age| Origination OrigiD | Ref Rad Ref. Ha
||_ ‘ | | | ‘ ‘ %) save Search - Webpage Dialog 5‘_‘
Save Search
@ Search Name | Legal Secretan|
Cancel -~
4] 3
Options Search | [Gear| Dtz | [ Prmmitis | Cormerts - e A oA biateil ileias
lstaﬁ-. Dickinsan, DeAnn | office: Wiss | | security: Search |02/2502014 '

Once the Save Search button is selected, a box will appear with a green dot to name your search.

FROVIDER EMFLOYER STAFF

Customer Search " Customer Detail | Comp Assess Services
Mouse, Mickey SSN: ‘0S05 ID: NV000427988 10f1
<[ <TGen. info [ Adartnfo | obyective [woris fist. [ Eai c [ Skats BB f Actmties | Comments | Tests [ Sector informaty > |25
Name
[~ |sales reno ;[
" |Education
ni
]
r
[~ |Reno Sparks Education
[~ |Cooks
k<]
Save | Start Match | Services | Comp Assess | Activiy | 1A Refersls | Comespond | IVR | Betto Srch | Comments | Tag | Resume | Sched |
lsmﬁ Dickinson, DeAnn | office: wiss | | security: Delete | 0212512014 '

To re-run the search, highlight the search and click on the Re-run Search button.
Only new job listings will be included in subsequent matches.
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Activities:

Labor Exchange and Training Activities are recorded and shown on this tab.

PROVIDER EMPLOYER STAFF
Customer Search stomer Deta Comp Assess Services
Mouse, Mickey S5N: 0505 ID: NV000427988 10f1
[<<[ < Gen. Info [ Add'r info [ Objective | Work Hist. | EarLic | Skitis [Saved Searches [5Gl T Comments | Tests [ sector informati > |>>
Activity Activity Date Office Staff Employer Job ID Sﬁl

Self Service (05038) 01/22/2014 |NEVADAWORKS |Administrator, Self] =
Sell Service (0508) 11/20/2013 |NEVADAWORKS  |Administrator, Self] J

WIA Enrollment 10/04/2013 |[NEVADAWORKS |Administrator, Selfy MNo
Common Measures Enrollment 10/04/2013 |NEVADAWORKS  |Administrator, Self Mo
Labor Exchange Enroliment 10/04/2013 |NEVADAWORKS |Administrator, Self Mo
Self Service (0S0S) 10/04/2013 |NEVADAWORKS  |Administrator, Self§
Self Service (0S0S) 06/13/2013 [NEVADAWORKS |Administrator, Selfy
Self Service (0S0S) 06/07/2013 |NEVADAWORKS |Administrator, Selfy
Assessment Interview, Initial Assessment 04/16/2013 |WISS GOODMNIGHT, TAM
IVR Call Completed 03/20/2013 |[NEVADAWORKS |GOODMIGHT, TAM
Self Service (0S08) 0312/2013 [NEVADAWORKS |Administrator, Selfy
Self Service (OS08S) 01/07/2013 |NEVADAWORKS |Administrator, Selfy
Self Service (0S0S) 12/28/2012 |NEVADAWORKS |Administrator, Self§
Self Service (0S08) 12/07/2012 [NEVADAWORKS  |Administrator, Selfy
Self Service (0S08) 11/02/2012 |NEVADAWORKS  |Administrator, Selfy
Self Service (0S0S) 10/17/2012 |[NEVADAWORKS |Administrator, Selfy
Self Service (0S0S) 10/12/2012 |[NEVADAWORKS  |Administrator, Self§
Self Service (0S08) 10011/2012 |[NEVADAWORKS  |Administrator, Selfy
Self Service (0S08) 10/04/2012 [NEVADAWORKS |Administrator, Selfy
Self Service (0S0S) 09/25/2012 |[NEVADAWORKS |Administrator, Selfy
Self Service (0S0S) 09/24/2012 |NEVADAWORKS |Administrator, Self§ hd

Delete Activiy | Print Lst | Detai |

Save | smmam|5en_fms|n:omgsm- LA, Referals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |

'Sla.ﬁ Dickinson, DeAnn | office: WiSs | Unsaved Changes | Security: Delete | 02/24/2014 '

e | e i [

WIA staff should use the Service History to see the compilation of all WIA and partner services.

Activities Tab does not show the actual WIA Services only WIA enrollments for partner informational
purposes.

Comments:

Comments are used to record all pertinent participant information. Case Managers should tell a story as to WIA
participation starting with the Initial Comment as to eligibility followed by each level of participation.
Comments should include each cost and milestone through participant Exit and Follow-Up Services. Entries
should be made within 48 hours at minimum of the particular event and or per LWIB policy.
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PROVIDER EMPLOYER STAFF HELP
Customer Search Comp Assess Services
Mouse, Mickey SSN: 0S0S ID: NV000427988 1 of

1

[<<] < [Gen. info | A o | Obiective [ Work Hist. | EdiLic | Scilis [Saved Searches | Activitios |l s mﬁlﬁ

o Created Staff Assigned Comments
™ | 1112002002 STCLAIR, NANCY Client seems motivated =]
™ |11120/2002 STCLAIR, NANCY Client did not show for job interview 10/11/02

" - - - - e
1112012002 STCLAIR, NANCY fﬂe;rtscellentout on 7 job interviews today - also enrolled him into Intro to Windows
[~ |0918/2003 STCLAIR, NANCY Called for followup
™ [12H6/2004 ZZHOGAN, SHARON (InactiviMickey needs _

. (=] Comment -- Web, Dia x|
™ |02/21/2006 STCLAIR, NANCY Testing "REA ] pRgc IPuey =
[ |11/08/2010 CRAWFORD-SMITH, CLAUD|Not a test! C
[ |04/23/2012 ZZTELFORD, TEYA (Inactive)| Emailed clien

Type comment here. ;I

Click Spell Check to run the spell checker.

Click Save toc save the comment.

Click Cancel to close this window.
El

ISavel Spell Check. I Cam:e\l
Edit Comment. | [DElete Commervtl Print Commerts |
Save | Start Match | Services | Comp Assess | Activity | 1A, Refemals | Comespord | VR | Retto Srch ICommentsITagl Resume | Sched
lS‘taﬁ Dickinson, DeAnn | Office: WISS | | Security: Delete |02/24/2014 |

Prior to adding any Comments it is imperative to review the existing Comments to avoid duplication of

services, including partnering agencies by clicking on the Comments Tab. Comments can be sorted based on
Created, Staff Assigned or Comment by clicking on the gray box for each category. To add a comment Click
on the Comments button found on the menu bar at the bottom of the screen. A Comments box will appear to

enter the information. Once the comment is entered, click on Save.

Special Note: When entering a Case Note in the Comments Tab it is important to first enter WIA: or NEG:

then enter the comment text as shown below in the example for identification purposes.

Example of WIA Initial Comment/Case Note:

Continue case note entries justifying services as they become available. Include providers, costs, dates, etc.

WIA Data and Performance
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g Comment -- Webpage Dialog

Commenmts

WIA: Mr. WIA Participant is an eligible Dislocated ﬂ
Worker based on having been laid off by the local
company (Company Mame)as they had a mass layoff due

to the economy. His position as a Janitor has

been eliminated. Mr. WIA Participants Dislocaiton
Date is (enter date herejas indicated by documents

in case file.

Savel Spell Check I Eancell

B
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PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess Services
Mouse, Mickey SSN: 0505 ID: NV000427988 10f1
[<<] <[ Gen. Info [ Add Info | Objective | Work Hist. | EdLic | Skills | Saved Searches | Activities iUl L) Tests | Sector informatd > |>> |
' Created Staff Assigned Comments |
[ [11120i2002 STCLAIR, NANCY Client seems motivated. ;I
[ [11120i2002 STCLAIR, NANCY Client did not show for job interview 10/11/02
™ |11/2012002 STCLAIR, NANCY gsﬁrtsc;ent out on ¥ job interviews today - also enrolled him into Intro to Windows
[ |09M8i2003 STCLAIR, NANCY Called for followup
[~ |1216i2004 ZZHOGAN, SHARON (Inactivi Mickey needs a lot of training to get a job and get off drugs.
[ 021212006 STCLAIR, NANCY Testing "REA Mo CalliMo Show™ ATTENTION Ul ADJUDICATION please disregard
[ [11/08i2010 CRAWFORD-SMITH, CLAUD| Mot a test!
[T |04i23i2012 ZZTELFORD, TEYA (Inactive) Emailed client re: NV0307 366 per job match.
e |0 Dickinson, DeAnn

[l
I Edit Comment | Delete Commeml Print Commentsl
Save | Start Match | Services| Comp Assess | Activity | 1.A. Referals | Comespond | VR | Ret to Sroh | Gommerts | Tag | Resume | Sched |
lSlaﬁ Dickinson, DeAnn |0ﬁ’|ce:WISS |UnsavedChanges |Secur1'ty: Delete |02.r‘24.r‘20‘|4 '

Delete Comment: Highlight the line and click on the Delete Comment button, then click on Save. Columns
can be put in ascending or descending order by clicking on the column heading.

Edit Comment: Highlight the line and click on the Edit Comment button, make edits, then click on Save.
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Tests:

The Tests tab is used to enter any customers test information and results of tests that were administered by staff.
Note: This tab is not the area to record Youth Literacy/ Numeracy test results. (Youth test results must be
entered in the Services module on the Outcomes tab)

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services
Mouse, Mickey S5N: 0S50S ID: NV000427988 1of1
[<<] < [Gen. info | Addt info [ abiective |Woric ist. | EdiLic [ Skis [ Saved Searches [ Activities | comments JUZ s Sector informatt > |>>
— Test Detail
@Test Type | Typing Proficiency =| @Completed Date [ 02/14/2014 I Test Details l
@Office | MARYLAND PKWY JOBCONNECT (ES) ;l
| Test Type | Completed Date |
I~ [Typing Proficiency |o710r2008 |21
[ |Basic Occupational Literacy Test (BOLT) - Math 10/02/12000
& | Typing Proficiency 0211412014
7 Typing Proficiency - Webpage x|
Typing Proficiency
@Estimated Speed | 60
@Tested Speed I 58
@Tested Errors | Kl
Cancel LI

I Add Test | Deletesdectmnl

gavel Start Match I Sen_ﬂwsl Compﬂssessl Ad.lvﬂyl LA Refenalsl Comespond Iﬂl Ret to Srchl Commemsl Tag I R&mmel Schedl

lS‘laﬁ Dickinson, DeAnn |01ﬁce WISS |Un3avedChanges |Securﬂy: Delete |02!24J2014 I

Tests: Click on Add test to enter the information into the fields with green dots. To enter the results, click on

Test Details button for the test result box that coincides with the Test Type. If there is more than one test being
entered, be sure to highlight the appropriate test.

Enter results by clicking on Submit, and the Save button.

Delete Selection: To delete a test, highlight the appropriate line and click the Delete Selection button, then
Save.

After completing all of the necessary fields in the Customer Detail module of NJCOS, make sure to click the
Save button and see the message “Record Saved” in upper right hand of screen.
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Sector Information:

The Sector Information tab is used to capture Training and Training Related Expenses by Sector for each WIA
Participant. Reference State Technical Assistance Guide (TAG) 13-2. Sector details are required and reported
per the Governor. http://detr.state.nv.us/worforce_investment pages/workforceinvestment.htm

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services
Mouse, Mickey SSN: 0S50S 1D: NV000427988 10f1
<< < fective [Work st | Eatic [Skils [Saved Scarches [ Activities | comments | Tests [ IANEH T Ren Reemployment | > -]
Sector Information Record Id | =
| Contract # | >| eCantract # l\—
@Contract Start l—
Date
Contract End Date
@Contract Amount
@Sector Lists | ;l
Cross Sector to only be used for Training Contracts that do not fit into a
specific Industry (Sector). Must contact Mary Everson at 775-684-0301 to use
Cross Sector.
@NAICS ‘ |
NAICS I
MNAICS is REQUIRED except for Cross Sectors approved by Mary Everson
@0*Net Title ‘ |
O*Met Title
@Contract Type = I
astaﬁmmgned‘ L
_| Staff Assignedl =
- Delete | _Print List Help | _Piint Record | Audit

Save I Start Match | Ser!icesl Comp ﬂsssssl Activity | |.A. Referals I Carrespnndl IVHI Ret to Srch | Commerts | Tag I Hssumel Sched

lStaﬁ Dickinson, DeAnn | Office: wiss |Unsaved Changes | Security: Delete | 0212512014 '

Click Add button at the bottom left of the Sector Information area. Complete green dotted fields.

e Record Id: Is generated upon a save.

e Contract Number: Enter your Agency Purchase Order Number. Alpha Numeric up to -9 Characters.
(Required)

e Contract Start Date: Enter the Start Date of the associated activity. MMDDYYY. (Required)

e Contract End Date: Enter the end date of the associated activity. MMDDYYYY

e Contract Amount: Enter the amount of entire contract from the Purchase Order, including all training
and related costs. (Required)

e Sector Lists: Choose appropriate Sector from drop-down list (Required).

o Cross Sector: Use only after Contacting WISS for approval.

e NAICS: Choose the appropriate NAICS code for the industry the client is seeking or has obtained
employment in.

e O*Net Title: Choose the appropriate O*Net title for the customers occupation. (Required)

e Contract Type: Select WIA from the drop-down menu. (Required)

e Staff Assigned: Enter Staff Assigned by clicking on the “Staff Assigned” button. (Required)

e Job Order #: If this Training is tied to a NJCOS Job Order number, enter the Job Order number.

e Comments: Enter comments regarding contract and de-obligations as applicable.

After all information has been entered click Save.

WIA Data and Performance 34
Desk Reference
WISS Updated 09/17/2015


http://detr.state.nv.us/worforce_investment_pages/workforceinvestment.htm

A corresponding comment for each data entry into the Sector Tab is required. Comments should include, the
name of the service provider, what WIA service is being provided, justification for the service and how much

PROVIDER EMPLOYER STAFF

Customer Search Comp Assess Services

Mouse, Mickey S5N: 0S50S ID: NVO00427988 1o0f1
[<<] < Hinfo [PgmarPA [Objective [Work Hist. [ Ediic | Skis [ Saved Scarches [ Activities | Comments [ Tests [t UG LI > |
Sector Information T 5;{9 Jus/ulsauS ﬂ
Contract# o
ontract End Date | p5,/31,/2014

@Contract Amount

@Sector Lists Logistics and Operation

Cross Sectorto only be used for Training Contracts that do notfitinto a
specific Industry (Sector). Must contact Mary Everson at ¥75-684-0301 fo use
Cross Sector.

@NAICS | Specialized Freight (except Used Goods) Tucking, Local |
NAICS
MAICS is REQUIRED except for Cross Sectors approved by Mary Everson.
@0 Net Title | Heavy and Tractor-Trailer Truck Drivers |
O"Net Title

[SContad tys [ wi |

@5taff Assigned | JOHNSON, KARLENE
Staff Assigned

Job Order# |

Comments

[~ |200100083
I~ 20140413

When a contract is de-cbligated enter —
_I detailed comment here.| M [y
-

Print List_| Help | _Print Record | Audit |

Save | Start Match | Services | Comp Assess | Activity | 1A Referals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched |

'Staﬁ‘. Dickinson, DeAnn | office: wiss | | security: Delete | 09/09/2014 l

the service costs.

If an existing contract is de-obligated such as reducing the original contract amount or edited it is imperative
that this action be followed by a detailed comment within the Sector Information Contract as shown above by

the red arrow.

The delete function should be used when a contract was entered in error such as under the wrong user. If a

contract is de-obligated after data entry, do not delete but change the contract $ amount to zero for reporting
purposes. Update the comments section with in the sector tab as to the reason for de-obligation (i.e.; training

class was cancelled). Copy and paste this entry to the general comments section.
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Comp Assess:

Access the Comprehensive Assessment module through the button at the bottom of the Customer Detail screen
or the Comp Assess menu at the top of the customer detail tab. This is where detailed comprehensive
assessment, case management and general WIA eligibility information is justified, recorded and/or viewed.
These are mandatory WIA fields.

The Comp Assess Module is made up of the following tabs:
e Employment

e Education
e Financial

e Family

e Health

e Treatments
e Legal

e Housing

e Transportation
e Comments

PROVIDER EMPLOYER STAFF HELP
Customer Search Comp Assess Services
Mouse, Mickey SSN: 0S50S ID: NV000427988 10of1
(<<l < L0 Adc Ino | Objective | Work Hist. | EdLic | Skills | Saved Searches | Activities | Comments | Tests | Sector Informati > |>|
—C Data — @Ethnic Heritage ———————
esSN[ WA eStatus[Acve =] eJobSeeker|hective -] ¢ Hispanic or Latino
@Usermname | mmouse @Password | mouz588 e " Not Hispanic or Lating
@Last Mame | Mouse @First Mame | Mickey Ml l_  NotDisclosed
Date of Birth[05/01/1387 | aGender [Valz =l [ 2Race
e | 200 Doy iy = I~ Alaskan or American Indian
11 I” Asian
I I Black or African American
SCity[ Los Angeles wstate | Calfomia =1 azip[ 5338 [~ Hawaiian or Pacific Islander
County| San Bemardino, CA | country| Unted States =l metro[ves =1 I~ White

Phone | 775-684-0310  Ext. Alt Ext. Faxl ¥ Not Disclosed

Email |tlgﬂndmgm @nvdetromg

— Education & Employment
URL| ~ || | #Education Level
1.5, Citizen ¥ | 12 Grade - HS Graduate =
Errolimerts @School Status
= |In-echuo|. Post-H.5. =l
[FC @Employment Status
Staff Assigned| CRAWFORD-SMITH, CLAUDIA | Crange | Registered| 114202002 Mot Erployed =l
WIBAsswgned| Nevadawarks \ Origin — sContact Preferences
Agency[ NEVADAWORKS | Change Pofied ||| 7 usepostal I Fax
Office| NEVADAWORKS | Offce | profiedDaiel | || ¥ priphone Email
Ul Claimant| None (Not Claiming UI) 1 internetResume I Confidential I || I~ Al Phone  Resume Contact irfo |
Save | Start Match | Semwsl Comp A_sml Activity | |.A. Refarals | Comespond | IVR | Retto Srch | Comments | Tag | Resume | Sched
lS‘laﬁ' Dickinson, DeAnn | office: wiss | | security Delete 0212512014 '

Access to the Comprehensive Assessment module requires NJCOS Case Manager Permissions.

The Comprehensive Assessment must be completed to collect information regarding employment barriers and
to set the correct WIA flags. The WIA flags insure that the NJCOS system recognizes the appropriate funding
sources that will be used to enroll the participants.

Employment:

Note: certain data is brought over from the Customer Detail module, such as the O*Net Job Title, the Wage
Desired, Geographic Location, as seen in the upper left side of the graphic. This allows the user to view data
without needing to switch between modules.
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Is the customer interested in non-traditional employment: select radio button yes or no.
Poor Work History: check mark to indicate yes.

Youth Needing Additional Assistance: select yes or no. (Required for WIA Youth)
Serious Barriers to Employment: select yes or no.

FROVIDER

Customer Detail

EMPLOYER

STAFF

Custorner Search Services

Mouse, Mickey SSN: 0S50S ID: NV000427988
) [Family [Health [Commerts |
Origination Date| 11/20/2002 | LastUpdate| 06/21/2011 Job Behavior and Skills
Staff Assigned (?HA'TVFDF{D-SMITH.CL:KUDIA | Employment Behavior
EUTTITEHL CEEICE Constantly late to work ;I
Job '|'|t|e| Educational, Vocational, and School Counselors |
Wage Desired| $25.00 | F'er| Hourly |
Geographical Location . . ;I
[ Within 50 miles of 89509 | || |SEDEEEEIEETE
| | Typing 100 words per minute ;I
Is the customer interested in  ves & N =]
non-traditional employment? & Y Job Keeping Skills
Current Employment Status | Not Employed Very likeable |=]
-
Poor Work History? v ;I
Youth Needing Additional Msistance’?l No =] Summary of Occupational Strengths & Weaknesses
Serious Barriers to Employment'?INo =l Suffers from drug addictiocn [=]
I View Employment History I R
ACI"NET |
§a1re| Customer Detail I Services I Activity | Comespond | WIA Eligibility I Summary I Commentsl
lSlaﬁ Dickinsen, DeAnn | office: wiss | | security: Delete | 021252014 I

View Employment History button will provide a pop-up outlining the customers Work History details from
the Customer Detail record. The ACI*NET button will launch www.careerinfonet.org.

The text fields on the right side of the screen (Employment Behavior, Job Seeking Skills, etc.) are required
for entry of case management data on skills attained and those needing improvement.

WIA Data and Performance 37
Desk Reference
WISS Updated 09/17/2015


http://www.careerinfonet.org/

Education:

Math & Reading:

IMPORTANT NOTE: Do not answer questions in the Math & Reading section until after the Out of School
Youth has been tested for Math and Reading or Literacy skills.

e “Is the participant basic skill deficient?” select yes or no. (Required for ALL Out of School Youth)

o “Limited English select yes or no (Required for all WIA)

Education Completed: Fields are pre-populated from the Customer Detail record.

e Customer Below Appropriate Grade Level: check mark to indicate yes.

e Pell Grant Recipient: Select Yes or No, if Yes, enter Award Amount. (Required for ALL WIA).
(Award amounts entered will automatically be added on the Comp Assess/Financial tab.) A
corresponding case note must be added to the comments tab and include the details as to the participants
eligibility and or ineligibility to receive this federal PELL)

e Any Indication of Learning Disabilities: Check mark to indicate yes and text field will appear to enter
information about learning disability.

Training Information: Allows text entry for: Training Completed, Training in Progress, Job-Related Interests,
Job-Related Aptitudes and Training Needs.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Senvices
Mouse, Mickey S5N: 0S0S ID: NV000427988
[Empioyment | 0 Financial | Family [ Heattn| [Comments |
—Math & i — Training Information
Is the customer basic skills deficient? | Yes - Training =]
Completed
Limited EngliShINo vl
Training in ;I
— Education Completed FELESS
Education| HS grad or Disabled w/Cert./IEF | =
Current School Status| In-school, Post-H.S. |
Job-Related ;I
Interests
Customer below appropriate grade level? [ ;I
Pell Grant Recipient? | No. no application submitted | | Job-Related |
Award Amount Aptiludes
Any indication of learning disabilities? [~ <
-
Training -
MNeeds J
Save | Customer Detaill | Services I Activity I Comespond I WWIA Higibility I Summary I Cnmmemsl
|staﬁ Dickinson, DeAnn | office: wiss | | security: Delete | 0212512014 I
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Financial:

The Financial tab can be used to record income, expenses and can be used to add up the income used for low-
income eligibility. Access is gained by clicking on the Add buttons. Data can also be modified or deleted.

Note: Nevadaworks requires income section to be completed for Adult and Youth clients.

PROVIDER

Customer Detail

EMPLOYER

SSN:

STAFF

Customer Search

Services
0505 ID: NV000427988

[Employment [ Education [l Family [ Heaith [ Treatments | Legal | Housing [ Transportation | Comments|

Mouse, Mickey

Monthly Financial Information
Income Expense
Source Category Amount | Source Category
[ [McDaonalds Wages $1083.33 ;I & |Farmer's Insurance Other
[ [Father Mouse Z7-Family Support $2500.00 [T |Cal Neva Food
$0.00 [ |First Nationwide Mortgal Rent/mortgage $2000.00
= 7]
Add | Modify | Delete

Add | Modify | Delete

Expense Subtotal
Monthly Balance

Income Subtotal

Save | Customer Detail

Services | _Activiy |
lstaﬂ". Dickinson, DeAnn

Comespond | WIA Eligibility | Summary | Commentsl

| office: wiss

| | security: Delete | 02/25/2014 '
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Family:

The Family tab is used to record: marital status; if they are a victim of domestic violence; family status; special
needs of the household members; child care arrangements; support from family and friends; members of the
household, and if customer is a parenting youth.

e Family Status: Select from dropdown list one of the following options Not a family member, Other
Family member, Parent in one- parent family, or parent in two-parent family (Required for WIA
Adults)

e Is customer pregnant: Appears when customer is a female (Required for WIA youth)

If Is customer pregnant = Yes, then Is Customer parenting youth must also = Yes
The Delivery Date field will appear and is required if Is Customer Pregnant = Yes
e Is Customer a parenting youth? Select Yes or No. (Required for WIA youth).

NOTE: If customer is age 22 or older, “Is Customer Parenting Youth” must be left blank.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Services
Maryland Parkway, Training SSN: 0S50S ID: NV002086107
[Empioyment [Ecucation | Financiat |l ] et | Treatments | Legal | Housing | Transportation | Comments |
Personal Information—————————————— — Family Needs
Marital Status ISingIe .I Special needs of household members:
Victim of domesticviolence? ¢ vas & g Daily Maintenance Meds :I
; [Farent 1 e parertfamy =] |
i Parent i rit family =
Family Status | Farent in cne parent famy Child care arrangements
Members of Household n/a =
Name Relationship | Birth Date | Dep. E
& | James Dean Child 02/02/2014 |Yes Support from family & friends
Regular support from father ;I
|
=
Add a Member Delete Selection Child Protective Services

Has child protective senices ever contacted customer regarding

his/er child or children? ™
Is customer pregnant’?l No :l'

Delivery Date
|s Customer parenting youth? j'

Save | Customer Detail Ser\gmsl .‘\d.wﬂyl Comespond | WIA Eligibility I Summary | Ccmmenlsl

'staﬁ Dickinson, DeAnn | Office: WiSs | Unsaved Changes | Security: Delete | 09/09/2014 '
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Health:

Health tab is to identify Health Barriers, Limitations and Health Insurance coverage information.

FPROVIDER aTAFF

EMPLOYER

Semvices

Customer Detail

Customer Search

Mouse, Mickey S5N: 456-45-6456 0505 1D: NV0O0427988

Treatmenls | Legal | Housing | Transportation | Commenis

Add Provider | [ier Seecio |
~ Health Informaltion
General Health | -] Disability Status | Not Disclosed | Substance Abuse -

3

household members

Physical Issues /
Spedal Needs

Emational issues that
may affect participation

Medications in use by ﬂ

Ledr

Drrug, alcohol use by
self, fiends and family

Lede

Customar Detal WIA Commeants

lmumrmup.rm | office: wiss | | security: Detete | 08/23/2010 '

NOTE: No fields on this tab are required. Use caution when entering information in this field. Should items
need identifying that are too personal in nature, a case note can be added indicating the information can be
found in the participant case file.
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Treatments:

Treatments tab is used to record Medical and Psychological Treatments.

Click on the New Treatment button to activate the fields and enter data.

PROVIDER

Customer Detail

NOTE: No fields on this tab are required. Use caution when entering information in this field. Should items
need identifying that are too personal in nature, a case note can be added indicating the information can be
found in the participant case file.
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Legal:

The Legal tab is used to identify and record Legal issues.

] Offender Status: is an item for all youth and adults receiving intensive or training services, but may
be used for all customers (Required for All WIA). Click on the Offender Status dropdown. Choices
are “Yes” or “Not Applicable,” and additional details can be added by entering data in the
remaining text fields.

PROVIDER EMPLOYER

STAFF

Customer Search

Customer Detail Senices

Mouse, Mickey S5N: 456456456 0505 10: NV00042T388
[Employment | Education [ Financial | Family | Health | el Housing | [Comments |
Legal Information
eOflander Status [ic: fooicabis =
|
Probation Officer |, Phone | =1

Current Lagal Issues

Save | Customer Detail | Senjces | Activity | Comespond | WA Eighitty | Summary | Comments |

'surr. MORTHROR, TAMMY | office: wiss |Unsaved Changes | Security Delete | 06/22:2010 '

Current legal issues: Enter the date of the event or offense and the issues that affect the ability to refer to jobs.
List any job restrictions i.e. Participant cannot be referred to locations where alcohol is present.

Use caution when entering information in this field. Should items need identifying that are too personal in
nature, a case note can be added indicating the information can be found in the participant case file.
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Housing:

Housing tab is to identify and record Housing issues.

e Current Housing: Select Foster Child, Homeless or Runaway. (Required for WIA Youth).

e Current Housing 2: use for those Youth who apply to more than one housing selection. (Foster Child

and Runaway)

e Housing Assistance: Make selection if applicable.
e Contact Person: Enter contact name.
e Phone/Ext: Enter contact phone number and extension if applicable.

The Current Housing drop down is used to show if a person is Homeless, Foster Child, is a Runaway youth or is
receiving Housing Assistance at the time of the enrollment. The Housing Assistance drop down is used to
identify Public Housing — Project based- Section 8 — Certificate, Section 8 — Project-based or Section 8 —

Voucher. A text area is provided to record data regarding any expected Housing Changes.

Customer Search

Mouse, Mickey

Expected Changes

[Employment | Education | Financial | Family | Health | Treatments | Legal L5l Transportation | Comments |

PROVIDER EMPLOYER STAFF HELP
Customer Detail Services
SSN: 0505 ID: NV000D427988

— Housing Information

Current Housina (. - |

Current Housing (2) |

Housing Assistance | Section & - Voucher

Ll 1<

Contact Person | Father Mouse

Phone | 775-222-2895

Ext.|

§a\re| Customer Detail I Sergwsl Activity | Comespond | WIA Eligibility I Summary | Commentsl

lSlaﬁ Dickinson, DeAnn

| office: wiss

| Unsaved Changes | Security: Delete | 02/25/2014 '

Use caution when entering information in this field. Should items need identifying that are too personal in

nature, a case note can be added indicating the information can be found in the participant case file.
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Transportation:

Transportation tab is used to record information regarding driver’s license, auto insurance, car ownership and
if any other transportation is available to the participant.

Any driver’s license information entered in the Customer Detail, Ed/Lic tab will automatically populate.

Included are fields to indicate if the customer has a vehicle, insurance, or uses public transportation by clicking
on the appropriate check boxes.

PROVIDER

Customer Search Customer Detail

Mouse, Mickey SSN: 456-45-6456  OSOS ID: NV000427988

Employment | Education | Financial | Family | Health

_Save | Customer Detail | Services | _Activy | _Corespond | Wi Eighity |_Summary | Comments |
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Comments:

The Comprehensive Assessment Comments tab is used in the same manner, for recording notes associated with
the customer’s ongoing case management. Items entered here will not transfer to the Comments Tabs found in
the Customer Detail or Services. Click on the Comments button, enter the notes, then click the Save button.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail | Comp Assess | Services
Mouse, Mickey SSN: 456-456456  OSOS ID: NV000427988
| created | Staff Assigned | Comments |
[l | | =1
5
~l
[~
Save Spell Check Cancel

=

Edit Comment I [Delete Commerrtl Brint Comments I

_§m|0.|:ﬂm|aDdﬂ|Su’\jo&s| Hdnllyl Comespond I WA Bligibility I ﬁ.lrlnilyICurmu'l.s_

lStalT: NORTHROP, TAMMY | office: wiss | | Security: Delete | 06/14/2010 '

All partners can record the sensitive notes which are not accessible to staff lower than Case Management level
authority.

For example: WIA: Client came in to ...office on ...date and was hostile and appeared disheveled.
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WIA Eligibility:

After saving the data entry in Comprehensive Assessment click on the “WIA Eliqibility” button in the
Comprehensive Assessment module and the WIA Eligibility Report will appear.

To refresh the module, go to Customer Detail and return to Comprehensive Assessment.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail . Comp Assess | Services
Mouse, Mickey SSN: 0505 ID: NV0D0427988
Education | Financial | Family | Health | Treatments | Legal | Housing | Transportation
Origination Date| 11/20/2002 | Last Update| 06/21/2011 Job Behavior and Skills
Staff Assigned| CRAWFORD-SMITH, CLAUDIA | Employment Behaviar
eI DEERE Constantly late to work ;I
Job Title| Educational, Vocational, and School Counselors |
Wage Desired[$2500 | Per| Houry |
Geographical Location . . LI
| Within 50 miles of 89509 | Job Seeking Skills
| | Tvping 100 words per minute ;I
Is the customer interested in . g =l
non-traditional employment? Job Keeping Skills
Current Employment Status | Not Employed | | [rery 1ikeable =]
Poor Wark History? W LI
Youth Needing Additional ks‘sislance?l Mo ;I Summary of Occupational Strengths & Weaknesses
Serious Barriers to Emplo}'ment?l MNa ;I Suffers from drug addiction ;I
ACI"MET
Save | Customer Detail | Services | Activiy | Comespond ||~ WIA Elgibity [} Summary | |

Staff: Dickinson, DeAnn Office: WISS Unsaved Changes | Security: Delete | 02/25/2014
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WIA Eligibility Report:

The WIA Eligibility Report shows which WIA eligibility flags were set in the Customer Detail and

Comprehensive Assessment based on the data provided. For example if none of the “Youth Only” or “Special
5% Rule (Youth only)” items are check marked (see example below) the Youth fund will not be available
when a Service is entered. This screen should be reviewed for accuracy to this point. When reviewing this
screen the Case Manager may identify failure to capture all necessary criteria, it will be necessary to go back

through the previous screens and correct the data.

Note: The WIA Eligibility Report does not determine a customer’s WIA Eligibility.

Case managers must still review all WIA criteria and make an eligibility determination.

PROVIDER
customer] 2} WIA Eligibility -- Webpage Dialog

EMPLOYER

[ |x

Mouse, Mic WIA Eligibility Report
Employmen Mickey Mouse
Originatior 02/25/2014
R | WIA Eligibility Criteria

Emplo j‘o' Adult Only: Youth Only: B
Wage D |I-Iomeless r |Homeless-"R1mawa}'.-'Foster Child |7 5
Geograr | | [Requires Additional Assistance [ .
% | | |Deficient in Basic Engfish Literacy Skills [ =

| | [School Dropout [
Is the cu | |_ |Dﬁ'ender |_ =]
ngﬁ::; | r |Pregnant or Parenting r -

| |_ |Poor Work History |_
Multiple Audience: Special 5% Rule (Youth only): |

Youthh  [Cash Public Assistance | [Basic Skills Deficient [
= Low Income Priority ’; Sgr;e or more grade levels below grade level appropriate ’7 =
g:z:};cﬂilt}}dmtal (‘Seﬁous Barriers to Employment ’7 =

Learning Disability [] [

Other [] [ ,
Local Priority [] [
'smﬁ-. Dickin  Dislocated Worker [] [ 0212512014 I

|Displaced Homemalcer |_| |_

[Food Stamps [] [

ncome 70%LLSIL X [
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Services:

The Services module is used to record all WIA Enrollments and Services provided. These include the Case
Managers Agency, any Achievement Objectives, assign and fund provider services, record data for WIA
reporting, and view service history records.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Mouse, Mickey SSN: «hiiiiuisiiin O SO S5 |D: siskieiinibihih
LR Dl achievement Objectives | Services | Service fistory | Enroliments | Outcomes | Comments | Audit |
@Agency I FIT FOR AM INDEPENDENT TOMORROW
@Intake Datell]?fﬂfZﬂDB EnrollmentDatelD?fﬂfzma
Termination Datel
Termination Reason |
Status
Agency Status |
I [DETR Active |
[T |GMJFAMILY LIFE CENTER Active
[T [NEVADAWORKS Inactive
[ |FIT FOR AN INDEFENDENT TOMORROW Active
MNew Agency I [elete Agency: I
Save | Customer Detail | Comp Assess I Commentsl Check Labor Market Information |
lSlaﬂ‘. NORTHROP, TAMMY [ Office: WISS | | security: Delete  [06r1412010 ||

Users may access the Services module by selection of the “Services” button in the Customer Detail or
Comprehensive Assessment module, or by selection of the “Services” menu option from the Customer menu in
blue at top.

The Services Module is made up of the following tabs:
Agency Info

Achievement Objectives

Services

Service History

Enrollments

Outcomes

Comments

Audit
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Agency Info:

The fields on the Agency Info Tab are used to enroll the WIA Participant in an agency/provider.

In order to associate a WIA Service with an agency/provider, the participant must be enrolled with an
agency/provider.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess
Mouse, Mickey SSN: 0QSO0S ID: NV000427988
e —————————————————.
LU E Achievement Objectives | Services | Service History | Enroliments | Outcomes | comments | Audit
@Agency | DETR
Flntake Date |D1f25f2[:-14 Enrollment Date | 01/25/2014 I
Termination Date |
Termination Reason | =]
Status

Agency Status
[T |GNJ FAMILY LIFE CEMNTER Inactive
[T |NEVADAWORKS Active
[~ |FIT FOR AN INDEPEMDENT TOMORROW Inactive
[T |NEVADA PARTHNERS INC. Active
[T |WORKFORCE COMNECTIONS Active

[Delete Agency

Customer Detail I Comp Assess I Cnmmemsl Check Labor Market Information |
lStafF. Dickinson, DeAnn | office: wiss | | Security: Delete | 03/04/2014 '

Agency, Intake Date and Enrollment Date are required in order for the agency to show Active and fund a
Service.

Select the New Agency button to enroll a participant in an agency.

Intake date this is the date that the agency first met with the customer. The intake date must be less than or
equal to the current date.

Enrollment date: Enter the date that the customer enrolled in the agency. This date must be greater than or
equal to the Intake Date and less than or equal to the Termination Date. Enrollment date cannot be greater than
the current date. Before an Enrollment date can be entered, an intake date must be entered. Click the Save
button.

The definition of ‘Enrollment’ varies by Agency; this date may or may not involve entry into a program. DOL
policy should be followed.
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Termination Date: Appropriate termination of Providers is an automated function of the system however if
this does not occur correctly, the following steps should be followed. This is the last date the customer receives
Services from the agency. This date should be greater than or equal to both the intake and Enrollment (Agency)
dates. Before a Termination Date can be entered, at least an intake date must be entered. Agency termination is
not allowed if Services associated with the agency have not ended. Services are ended when the Service’s
Actual End is entered and Completed Successfully is answered Yes or No.

Termination Reason: This is the reason the participant has stopped receiving Services from the agency.

Status
e Pending — This indicates that only the Intake Date has been entered.

e Active — This indicates that an Intake date and an Enrollment date have been entered and that the
Termination Date has not taken place yet.

e [nactive — This indicates the Termination Date and reason have been entered

PROVIDER EMPLOYER

Customer Search Customer Detail

Comp Assess . Services |
Mouse, Mickey S5N: 456-45-6456 0S50S ID: NV000427988

Gl D Achievement Objectives | Services | Service History | Enroliments | Outzomes | Comments | Aucit |

@Agency | NEVADAWORKS

@Intake Date IDUD‘IIZDDS Enrollment Date |ﬂ1fﬂ1f2003
Termination Date IDZEDZEZDDS

Termination Reason =l

q Status |Batch Automatic Termination

| Agency E | Status |

LIFE CENTER Active

[ [FIT FOR AN INDEPENDENT TOMORROW Active

MNew Agency I Delete Agency I

Save I Customer Detail I Comp Assess I Commentsl Check Labor Market Information I

lstaﬁ NORTHROP, TAMMY [ Office: WISS |Unsaved Changes | Security: Delete | 06/15/2010 '

WIA Data and Performance 51
Desk Reference
WISS Updated 09/17/2015



Achievement Objectives:

The Achievement Objectives tab is used for Adults, Dislocated Workers and Youth Customers. Note that the
Employment Objective automatically is carried in from the Customer Detail module.

ACHIEVEMENT OBJECTIVES- FOR ADULT AND DISLOCATED WORKER PARTICIPANTS:
(OPTIONAL)

FOR YOUTH: (Required for WIA)

At least one achievement objective and a “Basic Skill” Type of Goal selection are required at the time of WIA
Enroliment for Youth between the ages of 14 and 24.

Goals can be recorded in NJCOS and linked to services, to record what services were used to achieve the goals.
Achievement Objectives should be updated at milestones as the youth moves through the program.

Common Measures implementation means that achievement objectives and skill attainment goals no longer
count towards local area performance. However, they must still be reported to the US Department of Labor
(DOL) and are to be used for case management purposes.

Complete the Goal Justification field, recording why the youth needs services to achieve the goal(s), by clicking
on the text field and typing in the justification.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess
Mouse Good, Mickey SSN: 0S50S ID: NVD01775226
D O e rvcee Y scrice Hitery | nvolimends Outzemes | Commenis Y Audi
Employment Objectivel Full time Might Merchandiser, Security, open to any labor. UPDATE: 4/2014 Class A Truck Driver. To gain ful tim4
To attend Join to get GED. Upon complettion will seek full-time work and ;[
Goal Justification |continue education
=
— Achi t Objectives
@Achievement Objective ITo obtain a high school equivalency diploma
Type of Goal | Basic Skils Goal Attainment | Attained
@Planned Start Date |DS»’D1;’2{J13 @Planned End DatelDSfDUZDH
Actual Start Date |DS»’D1;’2{J13 Actual End Date | 05/25/2014
@Evaluation Date |02f‘25f2006
Closure Reason | Completed
Obtianed GED A
Dutcome / Status
I
| Achievement Objective | Type | Attainment |
||_ |T0 obtain a high school equivalency diploma |Elasic Skills |Atlained l;l
=
I New Objective I DelEte Bhjestive I Prirtt I
Save I Customer Detail I Comp Assess I Commentsl Check Labor Market Infomation I
'S‘taﬁ'. Dickinsan, DeAnn | office: wiss | | security: Delete | 0611712014 '
Click on the New Objective button to activate
Complete the Achievement Objective Click in field and type in the objective.
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PROVIDER EMPLOYER STAFF HELP
Customer Search Customner Detail Comp Assess . Sendces |
Mouse Bad, Mickey S5N: =+ *=_2572 0505 ID: NVO00427988
Agency info JLe L S LT T Services | Service History | Enrollments | Outcomes | Comments | Auit |
Employment Objective | Seeking full time work. |
To attend JOIN to get GED. Upon completion customer will seek full-time ;I
Goal Justification |work and continue education
=
— Achievement
@Achievement Objective 1
Type of Goal = Goal Attainment | |
@Planned Start Datel @Planned End Datel
Actual Start Datel Actual End Datel
@Evaluation Datel
Closure Reason | =
=l
Outcome [ Status
=
Achievement Objective Type Attainment |
I [To obtain a high school equivalency diploma Basic Skills Attained ;I
[ |hvac technician Occupational Skills Set, but not attained
o
=
Dstte Otve | _ |
Save | Customer Detail | Qorrpﬂssessl Cornmerisl Check Labor Market Information |
lSlaﬁ Dickinson, DeAnn | office: wiss | Unsaved Changes | Security: Delete | 06/17/2014 I

For youth only: Choose the Type of Goal from drop down list:

e Basic Skills Goal (required for first goal)
e Work Readiness Goal
e Occupational Skills Goal

See next page for additional screen shot.
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List of Achievement Objectives, Types and Attainment of Goals

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess
Mouse, Mickey SSN: 0505 ID: NV000427988

Agency info il Bt )l Services [ Service History | Enroliments | Outcomes | Comments [ Audit|

Employment Ohjed:ive| To obtain employment as a youth counselor |

To attend JOIN to get GED. Upon completion customer will seek full-time ;l
Goal Justification jwork and continue education

— Achievement Objectives
@Achievement Objective | Type Achievement Objective here

Tupe of Goal | = Goal Attainment | =]
@Planned Start Date @Planned End Datel

Basic Skills
Actual Start Date |Occupational Skills Actual End Datel
Work Readiness

@Evaluation Date
Closure Reason | =

Outcome / Status

Achievement Objective Type Attainment L

[ |To obtain a high school equivalency diploma Basic Skills Attained
[~ |hvactechnician Qccupational Skills Set, but not attained

ype Achievement Objective here

New Objsctive | _Delete Objective | _Print_|
§a\r&| Customeded_I Qorrpﬁss&ssl Corrmertsl Check Labor Market Information I

IStafr Dickinson, DeAnn | Office: wiSS | Unsaved Changes |Security: Delete | 03/04/2014 '
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Choose the Goal Attainment status “Set, but attainment pending” from drop down list.

The choices are the following:

e Attained

e Set, but attainment pending
e Set, but cancelled

e Set, but not attained

EMPLOYER

PROVIDER
Customer Search Customer Detail Comp Assess | Sefvices |
Mouse, Mickey SSN: o (OS0S5 ID: NV000427988

Gt il Services [ Service History | Enroliments | Outcomes | Cor ments | Audt |

Employment Objective | To obtain an acting job in the major motion picture industry. |

Goal Justification
— Achievement Objectives
@Achievement Objective | To obtain a high school equivalency diploma
Type of Goal | Basic Skils | Goal Atainment | Set. bt not attsined |
@Planned Start Date | 01./25/2006 @Planned End Date Attained
Actual Start Date I 01./25/2006 Actual End Date | Set, but attainment pending
) I— Set, but cancelled
#Evaluation Date ) 02/25/2006 iSet butnotattained i
Closure Reason | Completed =l
Outcome / Status
Achievemnent Objective Type Attainment

[ |To obtain a high school equivalency diploma Basic Skills Set, but not attained
" |To get educated

New Objective | Delete Objective | Print |
Save I Customer Detail I Comp Assess I Commemtsl Check Labor Market Information I
Staff: NORTHROP, TAMMY Office: WISS Unsaved Changes | Security: Delete | 06/15/2010

Steps to enter NJCOS goals are sequential and must be followed as described. A goal cannot initially be entered
as Attained, if entering a record. It must be entered as “Set, but attainment pending” first.

Once services have been linked to the goal and the services have been completed, the Goal Attainment status
can be modified.
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Enter the Planned Start Date: For the first goal, the date has to be the same as the Enrollment Date.

Enter the Planned End Date: It must be no more than one year (364 days) from the Planned Start Date.

For youth (14 to 18) only: Enter the Actual Start Date, which for the first goal, must be the same as the

Enrollment Date.

Enter the Evaluation Date: It must be after the Actual Start Date, and before the Planned End Date.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |
Mouse Good, Mickey SSN: 0505 ID: NV0017T5226

G b services [service History [ nroliments [outcomes [ Comments | Audit |

Employment Ohjecti\."e| Full time Might Merchandiser, Securty, open to any labor. UPDATE: 4/2014 Class A Truck Driver. To gain full tim4

Toc attend Join teo get GED. Upon complettion will seek full-time work and ;I
Goal Justification |continue education

— Achievement Objectives
@Achievement Objective I To obtain a high school equivalency diploma
Type of Goal | Basic Skils | Goal Attainment | Set, but attainment pending = |
— _
@Planned Start Date | 06/01./2013 @Planned End Date | 06./01/2014
Actual Start Date | 06./06/2013 Actual End Date I 04./06/2014
@Evaluation Date | 07/06/2013
Closure Reason | Complsted |
B =]
Outcome / Status
| Achievement Objective Type Attainment |
[ [To obta

in a high school equivalency diploma

Basic Skills
obtain a high school equivalency diploma ills

=
New Objective | Delete Objective |  Print |
Save | Customer Detail | Comp Assess | Commerts | Check Labor Market information |
'Slaﬁ Dickinson, DeAnn | office: wiss | Unsaved Changes | Security: Delete | 06/17/2014 '

Click the Save button.

Note: More than one goal can be entered for each client. Suggest completion of one goal prior to entering

the next goal.
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Closing a Goal:

When the following occur: Goal achieved, Goal not achieved; Goal Canceled in order for the record to properly
exit the goal(s) must be closed.

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Servicess |
Mouse, Mickey S5N: 0505 ID: NV000427988

[Agency info LS St SiE ] Services [ Service History [Enroliments | outcomes | comments [ Audit

Employment Ohjecthre| To obtain employment as a youth counselar |

To attend JOIN to get GED. Upon completion customer will seek full-time ;I
Goal Justification |work and continue education _I
-
— Achievement Objectives
@Achieverment Dhjective|To obtain a high school equivalency diploma
Type of Goal | Basic Skills =l Goal Attainment | Atained -
@Planned Start Date m @Planned End Date Im
Actual Start Date [01/25/2008 | Actual End Date [08/01/2010
@Evaluation Date
Closure Reason | Completed
Cbtained GED =]
Qutcome [ Status
[~

Achievement Objective Attainment

/ diploma -Ei 5 '_n.tt;ained

v -TG obtain a high school equivalenc 5
Occupational Skills Set, but not attained

hvac technician
[T [Type Achievement Objective here

Ll
New Objective | Delete Objective |  Print |
Save I Customer Detail I Comp Assess I Commentsl Check Labor Market Information I
lStaﬂ‘. Dickinson, DeAnn |Dfl’ﬁce: WISS |Unsaved Changes |Secun’l]f: Delete |{}3.‘04.'2{}14 '

To close a goal, highlight the appropriate goal listed at the bottom of screen and modify the Goal Attainment
status from drop down list.

Note: If there is only one Achievement Objective and “Set, but cancelled” is chosen for the Goal Attainment
status, NJCOS will respond as if there were no Achievement Objectives recorded. Another Achievement
Obijective must be created. (Youth requirement)

Enter the Actual End Date (for youth 14 to 18 only).

Choose the Closure Reason from the drop-down list and click on the Save button. Click on Customer Detail,
return to Services to refresh the data.
Click SAVE.
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Click PRINT to view the Objectives and Services History Detail

PROVIDER

Customer Search Customer Detail Comp Assess

Mouse, Mickey SSN:

EMPLOYER

0SO0S ID: NV000427988

Agency info el Ll il Services [Service History [Enroliments | Outzomes | Comments | Audit|

Employment Objective| To obtain employment as a youth counselor

To attend JOIN to get GED. Upon completion customer will seek full-time ;I

Goal Justification |work and continue education

—Achievement Objectives

@Achievement Objective | To obtain a high school equivalency diploma

Type of Goal | Basic Skils

@Planned Start Date | 01/25/2006
Actual Start DatelmfZSfZﬂ-uﬁ
@Evaluation Date | 02/25/2006

=1 Goal Attainment | Attained =1

@Planned End Datelmfz-ifzmﬂ
Actual End Datelﬂ&fmfzmﬂ

Closure Reason | Completed

Obtained GED
Outcome [ Status

Achievement Objective

abtain a high school eguivalency dip
[~ |hvac technician

Type

Occupational Skills

Attainment
Aftained
Set, but not attained

||_ Type Achievement Objective here

New Objective | _Delete Obisctive -

Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information_|

Ie]

lstaﬂ‘. Dickinson, DeAnn | office: wiss

| Unsaved Changes | Security: Delete | 03/04/2014 '

Objectives and Services History Detail provides a Print, Cancel and Export functionality.

Type Ol Goal UCCUDAUULLAL SElLS
Evaluation Date: 02/24/2011
Planned Start Date: 01/18/2011

Planned Completion Date: 03/24/2011
Closure Reason:

Services:

To obtain a high school equivalency diploma
Individual Counseling (I) (Y)

hvac technician

Services Without Achievement Objective:

Comprehensive Assessment (ISS/IEP)
Follow-up Services

8S/10 Provider Service

Initial Assessment

SS/10 Provider Service

SS/I0 Provider Service

SS/IO Provider Service
Follow-up Services
Occupational Skills Training
Work Experience

Short-term Pre-Vocational Skills
SS/10 Provider Service

SS/I0 Provider Service

Customer Signature:

=
=

Actual Start Date: 01/18/2011
Actual Completion Date:

01/25/2006 -
01/25/2006 - 01/24/
-03/24/2011

01/18/2011

06/20/2007 -
08/01/2007 -
06/12/2008 -
07/11/2008 -
08/31/2012 -
09/15/2008 -
01/07/2010 -
10/01/2013 -
01/18/2011 -
04/21/2011 -

06/15/2011 -
10/04/2013 -

| Print | Gancel | Export
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Services:

The Services Tab is used to assign, track and fund WIA Services for Youth, Adult and Dislocated Worker
Participants.

The tab is divided into three sections:

e Detail
e Funding
e The list of Services and their associated Achievement Objectives.

IMPORTANT: Maintenance of service data is critical to performance; therefore data should be entered into
NJCOS as information changes and as soon as possible (within forty eight (48) hours and per LWIB policy).

HELF

EMPLOYER

PROVIDER

Customer Search Customer Detail Links

Comp Assess ~ Services |
Mouse Bad, Mickey SSN: **_*_9999 0S0S 1D: NV000427988

Agency Info | Achievement Objectives |gzal] Service History | Enroliments | Outcomes |

— Detail — Funding
Senvice Name| Individusl Counseling (1) (Y) | Level |  Source | Obligated| Actual | oOvlig# |
Senvice Desc. | Individual Counseling |2 I1|stste  [WiAYouth Local [$100  [$000 | |
Service |D| 5281
Senice Type| Counseling - Individual & Career Planning |
Provider Name | NW Contractor |
Location Name | Cther N Nevada |
Provider ID| 6318 Offering 1D | 5350
Plan. Start Date[01/25/2006  Plan. End Date|01/24/2007
Actual Start Date[01/25/2006 . Actual End Date|02/01/2006 Total Funding s 1.00 _Add | ot | D
Completed Successfully Petition # I—
NextContactDate| RR Event#|
Program Service Type |Y0Lrth Services . Incumbent Warker Waivers |
Part Time Leam.|— Distance Leam.|— v
Provider Mame Senvice Name Actual Start Dat{ Actual End Dat| Program Svc Type
MW Contractor Individual Counseling (1) (Y) 08/01/2006 Youth Semvices
(]| City of Las Vegas Comprehensive Assessment (IS31EP| 06/2002007 06/2002007 Caore
7| WiA Follow-up Follow-up Services 0&/01/2007
1| 5810 Provider S3M0 Provider Service 061272008 06M272008 Core

< >
Dptionsl Print List NewSavic:eI Delete Service: I Authorization I IPA Service Summary I Payments I Tracking I ange ActE Cu:.stl

Save I Customer D&tail_l Qompﬂss&ssl Commentsl Check Labor Market Information I

|Unsaved Changes |Secur1'ty: Search |06."22.r‘2015 '

'Staﬁ Dickinson, DeAnn |Dﬂ’|ce: WIss
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Detail:

Note: Detail section must be completed and saved prior to funding the services.

Scheduling Services:

Scheduling of all WIA services is to be completed through the Services Screen.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp ASSess . Senvices |
Mouse, Mickey SSN: 0S50S ID: NV000427988
L service History [ Enroliments | Outcomes | Comments | Audit |
— Detail ~ Funding
Service Name | Individual Counssling (1) (Y) |2l |vever| source | obligated| Actual | Oblig# |
Senvice Desc. | Individual Counseling | ||IT |state [wiavoutnLocal [s1.00  [$000 | |=}

Senice ID[5281 |
Senvice T}‘pel Counseling - Individual & Career Planning |
Provider Name | NW Contractor |
Location Narne| Other N Nevada

|
Provider ID| 6318 | Offering ID[5350 | _|

Plan. Start Datel 01/25/2006 Plan. End Datelmfz-ifzuﬂ? ;|
Actual Start DateIDUZEIZ'I}I}E Actual End DatelﬂE»J-’DUZﬂﬂE Taotal Fundingls 1.00 Add | Edit | Deletel
Completed Successfully | fes hd I Petition #l

Next Contact Date | RR Event #| =l
Program Service Type | ‘outh Services |- I Incumbent Worker Waivers | =l
Part Time Leam.l Distance Leam.l -
Achieverment Objective Sernvice
[ |To obtain a high school equivalency diploma Individual Counseling (1) (¥}
[ Comprehensive Assessment (ISS/IEP)
r Follow-up Senices
il S50 Provider Service
il Initial Assessment |
Delete Service I Authorization I IPA Service Summary I Paymerts I Tracking | Change Actual Cost I
Save I Customer Detail I _Corrnﬂss&ssl Comnerisl Check Labor Manket Information I
'Staﬂ". Dickinson, DeAnn | Office: wiss | | security: Delete | 03/04/2014 I

To select a WIA services, click on New Service, which takes the user to the Offering Search Screen.

The offering search screen is where a user searches for and selects the appropriate WIA service to link to the
participant.
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Offering Search:

Select General Info Tab.

The WIB field will automatically default to the area of logged on user.
CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Detail

Quick Search Custom

it LGSt

Staf: Dickinson, Deann foffieerwiss | |secutySearch [03/042014 |

Enter Provider Name “WIA” Click on the Search button.

If necessary, expand the search by changing the Results per Page number from 25 to 50 or 100 by clicking the Options
button, then selecting the Sort Options tab. Click Save.

Click on the appropriate service to highlight and schedule service.
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CUSTOMER EMPLOYER STAFF HELP

Provider Search Provider Detail Offering Search Offering Detail
1-37of 37 OB
[auick Search [ES I CY Custom|
— Location Start Date Range
WIB | Nevadaworks =l city| |—From | To|
— Provider Information
Provider Mame [wia Senvice Name | Program | =
Provider Status | Active
Service Type \ \ Service Type |
l_l Provider Name Senice Name Location Start Date | Start Time | End Date | End Time |
[~ | WIA Core Staff Assisted Initial Assessment Mevadawarks -
M | WIA Core Staff Assisted Job Search and Placement Assig Mevadaworks | L _ L l
[~ | WIA Follow-up Follow-up Senices Mevadaworks
[T | WIA Intensive Assessment - Comprehensive a| Nevadaworks
[~ | WIA Intensive Basic Skills/Life Skill Mevadawarks
[T | WIA Intensive Case Management Nevadaworks
[~ | WIA Intensive Counseling - Group Sessions Mevadaworks LI
= L inna tednmmie Mnsimenliome  lediidinl @ eaes e Blmsim A msssm rlem
Options Search | [_]earl Dietail | Dele{él Print List IScheduIeI
'Staﬁ Dickinson, DeAnn | office: Wiss | | security: Search [ 03/04/2014 l

Click on the Schedule button, to return to the participant’s Services tab and to link the service to the participant
record. The chosen service will be added to the lower part of the screen. Complete the required fields in detail.

e Plan. Start Date: Enter the Plan Start Date

e Planned End Date: Enter the Plan End Date. Not open further than 90 days.

e Actual Start Date: Enter the Actual Start Date

e Next Contact Date: This can be used to set a future date (mm/dd/yyyy) on which a notice will be
provided to the user in their staff inbox, as a reminder to contact the customer.

e Program Service Type: WIA provides for three levels of services in this order: Core, Intensive &
Training, with services at one level being a prerequisite to moving to the next level. Select the
appropriate service type

o Core: 1% level

o Core Staff Assisted: 1% level, available for all adults age 18 years or older.

o Follow-up: All Youth participants must receive some form of follow-up services for a minimum
duration of 12 months.

o Intensive: 2" level

o ITA-Training: 3" level (Individual Training Account) use Training Providers from the Eligible
Training Provider List SETPL)

o Non-ITA Training: 3" level

o Youth Services: Utilized for Youth Services

e Distance Learning: Utilized when applicable for Occupational Skills Training.

e O*Net: Click on O*Net button and select the appropriate code related to the training.

e NAICS: Click on the NAICS button and select the appropriate code related to the Occupational
Training Services.

e Offering Cost = Actual amount Utilizing the right Scroll bar enter the Offering Cost = actual amount.
They are required fields, though not green dotted.

Then click on Save.
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PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess
Mouse, Mickey SSN: 0S50S ID: NV0D0427988
S Service History [Enroliments | Outcomes | Comments [ Audi |
— Detail Funding
Service Name | Job Search and Placement Assistance | ] [ | Level | Source | Oh\igatedl Actual | Oblig # |
Senice Desc. | Job Search and Placement Assistance (Core Staff 4 | | | | | | | =
Senice ID
Service Typel Job Search, Placement Assistance, Carser Counsel‘
Provider Name | WIA Core Staff Assisted |
Location Name| Nevadawort |
Provider D[ 7620 | OfferingID[ 7163 |_|
Plan. StatDate]  Plan.EndDate] |
ActualStatDate]  ActvalEndDate] Total Funding | _Add || Edit | Delztz |
Completed Successfully | :l' Petition # |
Nex ContactDate] RR Event#| =l
Program Service Type I =4 I Incumbent Worker Waivers I hd I
Part Time Learn.l— Distance Learn.l— =
Achievement Objective Sernice
™ |To obtain a high school equivalency diploma Individual Counseling (1) (Y} o
[ Comprehensive Assessment (ISS/IEP)
r Follow-up Services
r SS/10 Provider Service
[ Initial Assessment -|
New Service I Delete Service I Authorization | IPA Service Summary I Eayments I Tracking | GhangeActEl Cost I
Save I Customer Detail I Comp Assess I Commentsl Check Labor Market Information I

IS‘laﬁ Dickinson, DeAnn IOﬁce: WISS IUnsavedChanges ISecurity: Search |03J‘04.r‘2{]14 '

Service Definitions For Adult and Dislocated Worker Program Participants:

Overview:
Once a participant has become part of the WIA system, the case manager should continue to provide all the

services needed to reach their employment goal.
Federal guidance stipulates that “90 days without a service” constitutes an exit.

Gateway of Services (For the Adult and Dislocated Worker Program Only):
WIA provides for three levels of services: 1) core, 2) intensive, and 3) training, with service at one level being
a prerequisite to moving to the next level.

The key to these gateway activities is the determination, made by the case manager, that intensive or training
services may be required for the participant to achieve the goal of obtaining employment a WIA service must be
funded in order to create a WIA Enrollment.

The Date of Enrollment: Represents the first day, following a determination of eligibility the individual begins
receiving a service funded by the program.

Staff Assisted Core Services (available to all adults age 18 years or older):
All enrollments must be created with a staff assisted core service for Adult and Dislocated Worker Participant.

The decision on which staff assisted core services to provide, and the timing of their delivery, should be made
on a case-by-case basis by the case manager and depending upon the needs of the participant.
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To be eligible to receive staff assisted core services as an adult in the adult and dislocated worker programs, an
individual must meet the eligibility requirements for the program.

At a minimum, an individual must receive at least one staff assisted core service, such as an Initial
Assessment and/or Job Search and Placement Assistance, before receiving an intensive service.

Intensive Services:

Intensive Services are available if the participant is unable to obtain employment through core services and
include development of an Individual Employment Plan (IEP). The IEP can be developed through the use of
approved specific services outlined in SCP.

Training Services:
These services include WIA-funded and non-WIA funded partner training services. Training services may be
made available to employed and unemployed adults and dislocated workers who:

Have received at least one intensive service and have been determined to be unable to obtain or retain
employment through such services.

After an interview, evaluation, or assessment, and case management, have been determined to be in need
of training services and to have the skills and qualifications to successfully complete the selected
training program.

Select a program of training services that is directly linked to the employment opportunities either in the
local area or in another area to which the individual is willing to relocate.

And unable to obtain grant assistance from other sources to pay the costs of such training, including
such sources as State-funded training funds, Trade Adjustment Assistance and Federal Pell Grants.
Note: All training services must result in a credential. Reference SCP 1.8

Credentials:

A credential is awarded in recognition of an individual’s attainment of measurable technical or occupational
skills necessary to gain employment or advance within an occupation. These technical or occupational skills are
based on standards developed or endorsed by employers. Certificates awarded by workforce investment boards
are not included in this definition. Work readiness certificates are also not included in this definition. Reference
TEGL 15-10 for a full list and definitions of WIA recognized credentials. http://wdr.doleta.gov/directives/

IMPORTANT - Indicate the completion of credentials on the Outcomes Tab for WIA and Partners

Funding a Service:

Effective August 04, 2015 “Actual Cost” is required for all WIA Training and Training Supportive
services and back-up documentation must be stored in the hard copy file. Funding and Tracking of all
WIA services is to be completed through the Services Screen. The Services Tab displays information on
Services provided to a customer. A WIA service must be funded in order to create a WIA Enrollment. The
Date of Enrollment represents the first day, following a determination of eligibility; the individual begins
receiving a service funded by the program. (Required for ALL WIA)
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Total Funding:

A service must be funded to initiate or extend the enrollment, to be counted and for reporting purposes.

Selecting a “Program Service Type” is necessary in order for the funding streams to populate on the right in the

Funding section.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess Services Links
mbinliamiiibi——— SSN: = 0505 |D-enhbibii .
Services [Enroliments | Outcomes | Comments | Audit|
— Detail — Funding
Service Name | Occupational Skills Training | Level | Source Obligated | Actual | Oblig# |
Senvice Desc. | Occupational Skils Training (Training) |~ | |state  |[wiaAdult Local |$2400.00 [$0.00 | |
Senice ID| 6903 |
Senvice Type| Occupational Skills Training |
Provider Mame | WIA Training |
Location Name| SNWIB |
Provider 1D 7617 OfferingID| 7194 |

Flan. Start Datel 091572015 Plan. End Datel 091772015

Actual Start Date[09/15/2015  Actual End Date| {Total Funding s 240000 | =EE]
Completed Successfullyl . Petition #
NextContactDate| RR Event #

Program Service Type ||T:'-'-Tlainin5| . Incumbent Worker Waivers |

Part Time Learn. Distance Learn. v
Provider Mame Service Mame Actual Start Dat{ Actual End Dat Program Sve Type

[ | WiA Intensive Individual Employment Flan (IEP}) 08/25/2015 Intensive
[J | WA Core Staff Assisted Initial Assessment 0ar25/2015 08/25/2015 Core Staff Assisted
[ | WIA Core Staff Assisted Job Search and Placement Assistance 08/25/2015 Core Staff Assisted

09152015 [TA-Training

Cccupational Skills Training
£ >
Payments I Tracking I [Chinge Actia Cc-stl

WIA Training

Options I Print List | Mew Service I Delete Service I Authorization I IPA Service Summary I

Sawve I Customer Detail_l Comp Assess I Commerrtsl Check Labor Market Information I

lStaﬁ Dickinson, DeAnn | office: wiss | | security: Delete | 091712015 '

Highlight the Service to be funded. Complete the Funding Section by adding the Total Funding/Obligated
amount to the “Total Funding” field and click on the Add button. A menu will appear showing funding choices
for which the customer is eligible; Select the grant(s) the client is being served under. (Adult, DW, NEG, Rapid
Response, or Youth) In the example above two grants were used. WIA Dislocated Worker, by program year
and add 100% or 50% (depending on the funding structure see examples below) in the Obligated Percentage
box and click the OK button. Click ADD a second time, select the NEG DWT and/or RAPID RESPONSE
and add 50% in the Obligated Percentage box. Click on the OK button. Then click the SAVE button. See
next page for additional screen shots.

If the Fiscal Department of the agency changes the Purchase Order dollar amount that was previously entered as
the Offering/Obligated cost, to pay the submitted invoice, then the Fiscal Department must forward the
corrected invoice to the appropriate location to update the client file.Please note, the Services Tab and the
Sector Tab must also be updated with the corrected information. WISS is not mandating what person needs to
do the update, just that it is completed timely and accurately. See “Ending a Service” for instructons on adding
“Actual Costs” at the completion of a service and/or receipt of invoice.
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WIA Dislocated Worker with 100% Obligated Amount:

g Funding -- Webpage Dialog

Funding Source

x|

|Year| Remaining | NEG!Contract.l'Grant#l

WIA Adult Local

)

Worker Local

EM-24462-13-60-A-32

(1 [state JD NEG

|2014 | $293110.00

EM-25871-14-60-A-32

Obligatednmountl

OoR

Obligated Percentage |

WIB | Nevadawor
Office | Wiss
Region | Reno/Sparks/Carsan City Metro

OK|_Cancel |

NEG Funding with 50% WIA Dislocated Worker & NEG DWT Example:

/2 Funding -- Webpage Dialog

EM-24462-13-60-A-32

$ 9999994977.00

[ [state

2014 | 5293110.00

4|8 S Funding - Webpage Dialog x|
Funding Funding
| Level | Funding Source | Yearl Remaining | MNEG/Contract/Grant # | L Level Funding Source Year Remaining NEG/ConiractiGrant#

|| State WIA Adult Local 2013 | $9999995297.50

20 gggggga [ |state WA Dislocated Worker Local 2013 | $9999994120.60

2013 | §¢ 20.60 =
[] Rapid Response

2013 | $9999999903.40 7]
]

EM-25871-1 4—EU—A—32|

$293110.00

Obligated Amount [ s 0.50

WIB | N
OR Office | WISS
Obligated Percentage I 50 Region | Reno/Sparks/Carson City Metro

K| _Cancd |

Rapid Response Funding Example:

/&) Funding -- Webpage Dialog

Funding

Funding Source
Adult Local

NEG/Coniract/Grant #

Ovligated Amount [5 0.50
OR

Obligated Percentage | 50

WIB| Nevadaworks
Office| WIs5

Region \ Reno/Sparks/Carson City Metro

OK|_Cancel

/& Funding -- Webpage Dialog x|
Funding
| Leva Funding Source [ vear| Remaming | NEGIContactGrants |
[ [state [wia Adutt Local

[2013 [ 5 9999995397 50 |

[] |State

WIA Dislocated Worker Local $9999994120.60
L |State Rapid Response 2013 | $9999994977.00
[]|state MNEG DWT 2013 | $9999999903.40| EM-24452-13-60-A-32
] |State JD NEG 2014 $293110.00f EM-25871-14-60-A-32
Obligated Amount | £ 0.50 wiB
OR Office | WSS
Obligated Percentage | 50 Region | Reno/Sparks,/Carson City Metro

K| _Cancel |

Verification pages will pop-up when the enrolling service is entered. This is to verify all the correct current information is

2013 | 59999999903 40

EM-24462-13-60-A-32

1 |state 1D NEG [2014]  5203110.00] EM-25871-14-60-A-32
Obligated Amount|s 0.50
OR

Office WISS

Dbligated Percentage | 50 Region \ Reno/Sparks/Carson City Metro

0K| _Cancel |

reported. Data can be corrected and /or entered for the Customer Detail Tab and the Comp Assess Tab.
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Case Managers should utilize this verification window to check information entered for accuracy for example:
Programs & Public Assistance, Work History, etc. If a Case Manager identifies an “error” please contact
Nevadaworks and/or Workforce Connections who will then facilitate the correction with WISS.

3 Verification -- Webpage Dialog

12Grade -HS Graduate ]
Inschool. PostHS. ]
[NotEmployed ]
[ None (Not Claiming U) =]
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Ending a Service:

To show a service has ended, click on the service to highlight and add the Actual End Date and choose Yes or
No from the Completed drop-down field and enter the Actual Cost ( Required for all WIA Training and
Training Supportive Services). There is no function for Case Managers or Supervisors to edit an actual
cost that has been entered. This has to be done by the WISS Automated and Reporting team an email with an
explanation is required to DETRWIA from the local board.

PROVIDER EMPLOYER

Customer Detail

"HELP

Customer Search .~ Services |

Comp Assess

Links

[ SSN: ** NSl  0S0S |D:NNSSE
[ Agency Info Achievement Objectives | i e ] Service Ristory | Enroliments | Outcomes | Comments | Audit]
— Detail —Funding
Service Name | Occupational Skills Training | | Level Source | Obligatedl Actual | Oblig # |
Senvice Desc. | Occupational Skills Training (Training) o |1 |state  [WiA AdultLocal |$2400.00 [$0.00 |
Service ID| 6303

Sernvice Type| Occupational Skills Training |
Provider Name| WIA Training |
Location Name| SNWIB

|
Provider ID| 7617 Offering ID| 7154
Plan. Start Da.tel 0915/2015 Plan. End Datel 0917/2015

Actual Start Date[09/15/2015  Aciual EndDate[ Total Funding |5 240000 [Raa] e | o]
Completed Successfulll [+ Petition #I
Next ContactDate] RR Event#|

Program Senvice Type . Incumbent Worker Waivers |

Part Time Learn. | [v] Distance Learn.| [v]
Program | 2

Minimum Hoursl— Number ofWeeksli
0*Net|533ﬂ21ﬂﬂ | Bus Drivers, Transit and Intercity | O~"Net |
NAICS [ | | Maics|
Min. Prog. Agreedl

Achv. Objective |

Staff Assigned| Grartsk, Irene | change | « |

WIEIKS‘Signed| WORKFORCE CONNECTIONS, SM
Agency| Academy of Human Development |

Change

Omce| Academy of Human Development | Office

Orig. Obligation| § 2400.00 Total Obligation | $ 2400.00

W
Offering Costl $ 2400.00 | Actual Cost
Provider Mame Senice Name Actual Start Dat{ Actual End Dat| Program Svc Type
1| WiIA Intensive Individual Employment Plan (IEP) 08/25/2015 Intensive

| WIA Core Staff Assisted Initial Assessment 08/25/2015 08/25/2015 Core Staff Assisted
| WIA Core Staff Assisted Job Search and Placement Assistance 08/25/2015 Core 5taff Assisted

WA Training Occupational Skills Training 09/15/2015 ITA-Training
< >
Options | Print List I New Service I Delete Service I Authorization I IPA Service Summary | Payments | Tracking I Change Actiral Cost |

Save | Customer Detail_l [_Zomp.‘\ss&ssl Commentsl Check Labor Market Information |

Ismfr Dickinson, DeAnn | office: wiss | | Security: Delete | 091772015 |

Click on Save.
Note: An Actual End Date cannot be entered prior to the calendar date.
The Detail Section: Other related fields definitions are as follows:

Provider Name: This displays the name of the Service to the customer. It is brought from the Offering
detail/General Info tab. This field is read-only.
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Original Obligation: This displays the total of all the obligated amounts. This field is read-only.
Total Obligation: This displays the total of all the current obligated amounts. This field is read-only.
Offering Cost: This displays the expected cost of the Service Offering

Actual Cost: This displays the Actual Cost of the Service. An Actual Cost MUST BE entered after the FINAL
invoice has been received from the Service provider. This final cost will be reported to the Department of
Labor.

Minimum Hours: This displays the minimum hours per week that the customer agreed to spend on the Service.

Number of Weeks: Not applicable for WIA. This field shall be available to provide the number of weeks the
participant received Trade Relocation Allowance (TRA).

Min. Prog. Agreed: This allows the case manager to enter the amount of progress the customer has agreed to
make by the next Contact Date.

Achv. Objective: This allows the case manager to associate a Service with an Achievement Objective that was
established on the Customer Services/Achievement Objectives tab. This field is required for Services that are
funded with WIA Youth funds.

Program: This allows the case manager to associate a Service Program with a Service.

Agency: This displays the Agency based on the Office that is selected. It defaults to the Agency associated with
the user logged into the system.
e The Agency must be one that the customer is active in.
e The Agency Status on the Customer Services/Agency Info tab must be “Active” for the Agency
selected.

Note: When the customer completes training the service should be closed. Once the service is closed the Case
Manager can still update the actual cost. As long as it is less than the obligated cost.
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Follow-up Services:

Follow Up Services are entered when no further Services are scheduled and can be before the participant
exit.

The Actual Start Date and Actual End Date for “Follow Up” should be start and end of Follow Up Service.
The IPA Summary button (Individual Participation Account) provides a roll up of funded service details. This
can be used to sort services by date or other details, such as funding. Click on the column headings to sort.
Click Cancel to return to the Services tab.

Follow-up services are required for Youth.
Youth must have at least one-follow up entry after exit recorded in services.

Note: The summary will not include unfunded services.

PROVIDER

EMPLOYER

Customer Detail

Customer Search

Mouse, Mickey SS5N: R OS0S ID: NVO0042T388

Comp Assess

Service History | Enroliments | Oulcomes | Cormments | Audit

Agency Info | Achievement Objectives

Original OBlic. individual Participation Accouit Summary. 5"5;'

OMEMN0 | seniceName |Sevice ID| Funding Source| StartDate | EndDate | Obiigated | Actual | obig #|

I [Indhidual Counsel[41513  |WIA Youth Local | 01/25/2006(08/01/2006/5 1.00  |50.00 |
Adual Sant | = comprenensive AS70195 | WIA Adull Local | 06/20/2007|06/20/2007($ 100 |50.00
Reid Contact ||~ | Follow-up Services 118013 |WIA Adult Local | 08/01/2007 $1.00 5000

Program Sve [T | 2510 Provider Sen 120837 | Wl Self-Sendce | 06M2/2008(06M12/2008(5 000  |S0.00
Mumber ofw |7 |S5A0 Provider Ser| 146995 [WIA Sel-Sendice | D9/15/2008[09/15/2008 § 0.00 50.00

Min. Prog, A | |S510 Provider Ser{269356 | WA Self-Senice |01/07/2010(01/07/2010/$0.00 __[50.00 -
Achv. Objs -l pe=e)
Fro Obligation Total
o ITA Total Il |
o Non-TATotal | |
IPATotal $3.00 | |
| n
r = -
r ! Follow-up Senvices
I S8A0 Provider Senvice
{IC Initial Assessment <

New Service | Delets Service | Authorization | |PA Service Summary | Payments | Tracking | (ronoc icua oo |
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Service History:
The Service History tab is a compilation of activities, services and enrollment information.

Click on the column headings to sort by that subject: Service, Date, Staff, Agency, and Office.
The SA column is used to note whether the client received Staff Assisted Services or not.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess
Mouse, Mickey SSN: 0S50S ID: NV000427988
Age o | Achiewement Ohje es | Se es i i ollments | O
Senice Date Staft Agency Office sa |
Initial Assessment 03/03/2014|DeAnn Dickinson DETR WISS =
Assessment Services - Career Assessment | 02/24/2014|DeAnn Dickinson DETR WISS
Self Senvice (0508) 01/22/2014| SelfService Administy NEVADAWORKS NEVADAWORKS
Self Senvice (0508) 11/20/2013| SelfSenvice Administy NEVADAWORKS NEVADAWORKS
Follow-up Senices 10/31/2013|DeAnn Dickinson DETR WISS
Self Senice (0508) 10/04/2013|SelfSenice Administn NEVADAWORKS MNEVADAWORKS
S58/0 Provider Senice 10/04/2013|SelfSenice Administn NEVADAWORKS MNEVADAWORKS
WIA Enroliment 10/04/2013|DeAnn Dickinson DETR. WISS Yes
Labor Exchange Enrollment 10/04/2013|DeAnn Dickinson DETR. WISS Yes
Common Measures Enroliment 10/04/2013|DeAnn Dickinsen  |DETR. WISS Yes
Self Senice (0S08) 06/13/2013|SelfSenvice Administn NEVADAWORKS NEVADAWORKS
WIA Exit 06/13/2013| TAMMY GOODNMIGHT|NEVADAWORKS MNEVADAWORKS Mo
Labor Exchange Exit 06/13/2013| TAMMY GOODNMIGHT|NEVADAWORKS MNEVADAWORKS Yes
Common Measures Exit 06/13/2013| TAMMY GOODNIGHT|NEVADAWORKS NEVADAWORKS Yes
Self Senvice (0S08) 06/07/2013| SelfService Administy NEVADAWORKS NEVADAWORKS
Assessment Interview, Initial Assessment 04/16/2013| TAMMY GOODNIGHT| DETR. WISS
IVR Call Completed 03/20/2013| TAMMY GOODNIGHT| NEVADAWORKS NEVADAWORKS
Self Senvice (0508) 03M2/2013| SelfSenvice Administy NEVADAWORKS NEVADAWORKS
Self Senvice (0508) 01/07/2013| SelfService Administy NEVADAWORKS NEVADAWORKS
Self Senvice (0508) 12/28/2012| SelfSenvice Administy NEVADAWORKS NEVADAWORKS
Self Senice (0508) 12/07/2012|SelfSenice Administn NEVADAWORKS MNEVADAWORKS LI
Save | Customer Detail | Comp Assess | Comments | Check Labor Market Information

lStan. Dickinsan, DeAnn | office: wiss | | securty: Delete | 03/0412014 f{

Click on a selection and the Detail button to view details about the selection.

PROVIDER

EMPLOYER

Customer Search Customer Detail Comp Assess

Mouse, Mickey SSN: 0S50S ID: NV000427988
Age o | Achiewement Objectives | Services ice Hi: oliments |0
Sermice Date Staff Agency Office SA
v -
[ |Assessment Senvices - Career Assessment  |02/24/2014 DeAnn Dickinson DETR WISS
[~ | Self Senvice (0308) 01/22/2014|SelfSenice Administ NEVADAWORKS NEVADAWORKS
[ | Self Sewvice (0308) 11/20/2013| SelfService Administ NEVADAWORKS NEVADAWORKS
™ |Follow-up Services 10/31/2013|DeAnn Dickinson DETR WISS
™ | Self Senvice (0S08S) 10/04/2013| SelfService Adminisi NEVADAWORKS NEVADAWQRKS
[~ |S510 Provider Senvice 10/04/2013|SelfService Administ) NEVADAWORKS NEVADAWORKS
[ |WIA Enroliment 10/04/2013 DeAnn Dickinson DETR WISS Yes
[~ |Labor Exchange Enrollment 10/04/2013|DeAnn Dickinson DETR WISS Yes
™ |Common Measures Enrollment 10/04/2013| DeAnn Dickinson DETR wiss Yes
[~ |Self Service (0S0S) 06/13/2013|SelfService Administ) NEVADAWORKS NEVADAWORKS
[ | WA Exit 06/13/2013| TAMMY GOODNIGHT|NEVADAWORKS NEVADAWORKS No
[~ |Labor Exchange Exit 06/13/2013| TAMMY GOODNIGHT|NEVADAWORKS NEVADAWORKS Yes
™ |Common Measures Exit 06/13/2013| TAMMY GOODNIGHT|NEVADAWORKS NEVADAWORKS Yes
™ | Self Senvice (0S0S) 06/07/2013| SelfService Adminisi) NEVADAWORKS NEVADAWORKS
[~ |Assessment Interview, Initial Assessment 04/16/2013| TAMMY GOODNIGHT|DETR WISS
[~ |IVR Call Completed 03/20/2013| TAMMY GOODNIGHT|NEVADAWORKS NEVADAWORKS
[~ | Self Sewvice (0308) 03/12/2013|SelfService Administn NEVADAWORKS NEVADAWORKS
™ | Self Senvice (0808) 01/07/2013| SelfService Administn NEVADAWORKS NEVADAWORKSE
™ | Self Senvice (0S0S) 12/28/2012| SelfSenvice Adminisi NEVADAWORKS NEVADAWORKS
[~ | Self Senvice (0S0S) 12/07/2012|SelfService Administ) NEVADAWORKS NEVADAWORKS LI
IDdi I Print List

Save | Customer Detal | Comp Assess | Comments|_Checlc Labor Merket Information

Staff: Dickinson, Dednn | office: wiss | | security: Delete | 031042014

Details about an enrollment will provide a view of what has been saved in a background table at the time of the
enrollment.
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3 Service History -- Webpage Dialog

Adult Only: | Youth Only:
Homeless |_| Homeless/Runaway/Foster Child l_
|_| Requires Additional Assistance l_
Multiple Audience: | Deficient in Basic English Literacy Skills l_
Cash Public Assistance |_| School Dropout l_
Low Income Priority ’T| Offender l_
Physical/Mental Disability |_| Pregnant or Parenting l_
Learning Disability |_| FPoor Work History l_

Other |_|
Local Priority |_| Special 5% Rule (Youth only):

Dislocated Warker | | Basic Skills Deficient|

Click on OK at the bottom of the Service History detail screen to return to the Service History tab. Activities
and services details can also be viewed by highlighting and clicking on the Detail button.

3 Service History -- Webpage Dialog
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The graphic below shows the details of a service entered as an activity. After a service is scheduled and saved
in NJCOS, a record of it will remain in the Services History. The Service History and Audit tabs can be used
to track changes to customer records.

3 Service History -- Webpage Dialog
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Enrollments:

The Enrollments tab displays a list of enrollments that have been created for a customer, including Enrollment

Info and Exit Info detail, when applicable, and the Programs that are providing services to the customer.

The Common Measures enrollment is the “parent” enrollment to the other enrollments. There may be more than
one Labor Exchange, Trade Act, and/or WIA enrollments. Clicking on a selection at the bottom of the screen

activates the fields.

This tab is used to place a hold on a customer’s record and to indicate if the customer was enrolled in
education at any time during an enrollment period. It is also where it is recorded if an Exit Exclusion or Third

guarter exclusion applies to the customer. (Required for WIA Youth).

PROVIDER EMPLOYER

Customer Search Customer Detail . Services |

Comp Assess

Mouse, Mickey SSN: 0505 ID: NV000427988
hievement Objectives | Services | Service History | L] Outcomes | Comments | Auit|
— Enroliment Info — Exit Info
Program Type| Common Measures | Exit Date [06/13/2013
Enrollment Date| 08/31/2012| Enrolled in Education| ] Exit Reason | Exited fter 90 days =
Enrolling Service Name | | 3rd Qtr Exclusion | =]
Enrolling Service Type | Sef Service (0S0S) | Exit Admin| GOODNIGHT, TAMMY |
Enrolling Admin| GOODMIGHT, TAMMY | Exit Office| NEVADAWORKS |
Enrolling Office| WISS |
Staff Assisted| Yes | Transaction Date| 09/12/2013
Employment Status [ Not Employed Transaction Admin| Administrator, Batch |
Transaction Dﬁ’lce| WISS |
Program Type Enr. Date Enrollment Office Exit Date Exit Office SA |
[T |Common Measures |10/04/2013 |WISS Yes il
[~ |Labor Exchange 10/0442013 |WISS Yes
WA 1000442 Yes
s |08 /2013 | NEVADAWORKS
™ |Labor Exchange 08/31/2012 [WISS 06/13/2013 | NEVADAWORKS Yes |x
Prirt List I Enrnaliment ReLdpen Histony I Edit I Show Hig. Determ. I
Save I Customer Detail I Comp Assess I Commentsl Check Labor Market Information I
'Staﬂ". Dickinson, DeAnn | Office: wiss | | Security: Delete | 03/04/2014 '
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Holds:

To put a customer’s participation on hold, on the Enrollments tab click on the Holds Add Button.
This will keep the enrollment from automatically exiting.

All hold activity must be documented in the Comments section with a case note justifying the hold.

A hold may be placed on a customer’s enrollment for the following reasons:

e Delay before start of training
e Health/Medical or Family Care
e Temporary move from area

Enter the Start Date and the expected End Date, then choose the hold reason and click on OK. Then click on Save.

/3 Holds -- Webpage Dialog x|
Holds
@Start Date I 03/04/2014 @End Date I

@Reason ;l
Admin

) Temporary move from area.
Modified Created during 3.4 Conversion. (Inactive)

Start Date End Date Reason

_Add|_Delete |
Cancel

The hold can be deleted once the customer services have resumed by clicking on the hold listed on the
Enrollments tab, then click on the Delete button, and the Save button. A case note should be entered when

participant is reactivated.

x
Holds
eStariDate [01/15/2014 | @End Date [03/04/2012 |
@Reason I Health/Medical or Famity Care. |
Admin | Dickinson, DeAnn |
Office | WISS |

Modified | 03/04/2014

Start Date End Date Reason

[ |01M15/2014  |03/04/2014 |HealthiMedical or Family Care.

Add
Savel Eancell

WIA Data and Performance 75

Desk Reference
WISS Updated 09/17/2015



Enrolled In Education (Youth Only Field):

The Enrolled in Education field should be entered with a Yes or No answer, if the customer is enrolled in
formal educational studies at the time WIA registration or at any time during WIA participation and at the
time of exit.

PROVIDER EMPLOYER " STAFF "UHELP
Customer Search Customer Detail Comp Assess . Senvices
Mouse, Mickey SSN: 0505 ID: NV000427988
[Agency Info | Achicvement Objectives | Services | Service History bt L) Outcomes | Comments | Audit |
— Enroliment Info — Exit Info
Program Type| Common Measures | Exit Date I—
Enrollment Date| 10/04/2013 | Enrolled in Educaﬁonm Exit Reason | =
Enrolling Senvice Name | s 3rd Qfr Exclusion |
Enrolling Service Type| Sef Service [0505) [No Exit Admin| |
Enrolling Admin| Dickinson, DeAnn | Exit Office| |
Enralling Office| WSS |
Staff Ass isted Transaction Date I:l
Employment Slatus] Mot Employed ;l Transaction ﬁdmin| |
Transzaction 01ﬁce| |
Holds (1) |
Program Type Enr. Date Enroliment Office Exit Date Exit Office SA
[~ |Labor Exchange 10/04/2013 |WISS Yes
[ |WIA 10/0412013 |WISS Yes
[ [Common Measures |08/31/2012 |WISS 061372013 |[NEVADAWORKS Yes
[ [Labor Exchange 08/31/2012 |WISS 061372013 |NEVADAWORKS Yes ;I
Print List | Enrpliment BeU5en Historny | Edit I Show Elig. Determ. I

Save | Customer Detail | Comp Assess I Commentsl Check Labor Market Information |

lSlaﬂ‘. Dickinson, DeAnn | office: wiss | | security: Delete | 03/04/2014 I

Exiting a WIA Customer:

NJCOS automatically indicates the exit date based on the Actual End Date of the last funded service or partner
activity.

When the case manager is done working with the client in order for the exit to occur all services must be
completed by entering the Actual End Date and Completed Successfully Yes or No fields. (Services tab)

All Achievement Obijectives and all goals must have an updated Goal Attainment status and an Actual End
Date and Closure Reason to properly exit.
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Performance Exclusions:

All services and Achievement Objectives (Goals) must be completed and closed prior to entering the
exclusion.

Performance exclusions allow staff to remove customers from their performance measures for the
following reasons:

e Deceased

e Institutionalization (includes incarceration); greater than 90 days

e Health/medical, family care; greater than 90 days

e Reservist called to active duty

e Relocated to a Mandatory Residential Program (Youth Only)

The exclusion exit reasons are chosen from the Exit Reason drop-down on Enroliments tab/Exit Info section up
to 3" quarter after Exclusion.

PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp Assess
Mouse, Mickey S5N: 0S05 ID: NV000427988
[Agency info [ Achievement Objectives | Services | Service History |kt bt outcomes | Comments | Audit)
— Enrollment Info — Exit Info
Program Type| Common Measures | Exit Date

Enrollment Date| 10/04/2013 | Enrolled in Education]| | Exit Reason -
Enrolling Senvice Name| 3rd Qfr Exclusion

Enrolling Service Type| Seff Service (0S0S) | Exit Admin| |
Enrolling Admin | Dickinson, DeAnn | Exit Office | |
Enrolling Office| WISS |

Staff Assisted TransactionDate| |
Employment Status | Not Employed = Transaction Admin| |
Transaction 0ﬂ’|ce| |
Halds {0) I
Program Type Enr. Date Enroliment Office Exit Date Exit Office SA
B [Common Measures |10/04/2013 S5 _ _
[ |Labor Exchange 10/04/2013 WIS Yes
[ WA 10/04/2013 [WISS Yes
[ |Common Measures |08/31/2012 |WISS 06/13/2013 |NEVADAWORKS Yes
[” |Labor Exchange 08/31/2012 |WISS 06/13/2013 |NEVADAWORKS Yes LI
Prinit List | Enmoliment Be05en Histon I Edit | Show Hlig. Determ. I
Save | Customer Detail | Comp Assess I Comments I Check Labor Market Information |
lSlaﬂ‘. Dickinson, DeAnn |Ofﬁce:WISS |Un5a\redChanges ISecurity: Delete |03.|'{J4.|‘2014 '

IMPORTANT
At the end of the quarters after exit, staff must continue to enter specific data items
on the Outcomes tab:
Was the customer In School in Quarter after exit?
WIA Youth (14-21) button - answer the 3rd quarter after exit data as applicable, with
a Yes or No answer.
Has the customer received a credential? If yes, enter Credential information.
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Recording 3rd Quarter Exclusion Information:

PROVIDER EMPLOYER

Customer Search Customer Detail Comp Assess . Services |

Mouse, Mickey SSN: 0505 ID: NV0D0427988
[Achievement Objectives | Services | L Y Oliicomes | Comments | Audit|
— Enroliment Info — Exit Info
Program Type| Common Measures | Exit Datelm
Enroliment Date| 11/22/2010| Enrolled in Education I_;I Exit Reason | Exited after 50 days =1
Enrolling Service Name| | 3rd Qtr Exclusion | =

Enrolling Service Type | Assessment Interview, Initial Assessment | Extit Adrmin ARGcG—
Institutionalized
Enrolling Admin| WUEST, KELLY | Exit Office |Health/Medical
. Famity Care
Enrolling Office| CSN (CHARLESTON) | Dy
Staff Assisted Transaction Diate|Reservist called to Active Duty
. _ |Relocated to Mandated Residential Prog.
Employment Status| Mot Employed Transaction AJmin | Betirement
Transaction Office | WISS

Holds {0} |

| Program Type Enr. Date Enroliment Office Exit Date Exit Office | SA |
[~ |Labor Exchange 11/22/2010 |CSN (CHARLESTON) 11/22/2010 |CSN (CHARLESTON) Yes |
[f |Common Measures |11/22/2010 |[CSN (CHARLESTON) 11/22/2010 |CSN (CHARLESTON)
[ wia 01/07/2010 |WISS 01/07/2010 [WISS No —
[~ |Labor Exchange 01/07/2010 [WISS 01/07/2010 [WISS No
[T |Common Measures |01/07/2010 [WISS 01/07/2010 [WISS Na j
Print List | Enmoliment Refdpen|History, I Edit I Show Hig. Determ. |

Save | Customer Detail | Comp Assess | Commentsl Check Labor Market Information |

'smrc Dickinson, DeAnn | office: wiss |Unsaved Changes | Security: Delete | 03/04/2014 '

Up to the end of the 3rd quarter after exit, the customer, for specific reasons, can also be excluded from
performance measures provided it is a Staff Assisted enroliment. Those reasons are:

Institutionalized (includes Incarcerated)

Health/Medical

Family Care

Deceased

Reservist called to Active Duty

Relocated to Mandated Residential Program ('Youth only)

On the Enrollments tab click on the appropriate Common Measures enrollment to highlight the selection. Click
on the 3rd Qtr. Exclusion drop-down field in Exit Info section, select the exclusion reason, and click Save.
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Outcomes:
The Outcomes tab is where enrollment outcomes are entered for all the programs.

Missing outcomes can negatively affect performance measures and it is important to make sure pertinent
data is entered into the various fields.

Data can be entered prior to the participant’s exit from the enrollments.

The Outcomes Tab is divided into four quadrants: Employment, Education and Training, Employed in Quarter
after Exit and Youth Outcomes.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Mouse, Mickey SSN: 530-50-2572 OS50S ID: NV000427988

hievement Objeciives | Services [ Service History [Enraliments [l ] comments [ Aud
—El —Employed in Quarter after Exit 1
O*Met ‘mje| [ | O"Net Titles | Employed after Exit Determination Method

Recalled By Layoff Employer | = 1t Quarter| || =l
Employment Training Related | = 2nd Quarter | =i =l
Employment Non-Traditional | = 3rd Quarter | =i =l
Employed in Federal ContradorJohI_;[ 4th Quaner| ;” |
5th Quarter| =l =
— Education & Training ~ Youth Outcome:
Education Level at Exit| |~} | School Status at Exit WIA Youth
Entered Advanced Training | = | : : =l 14-21
T F'ost—Secondarﬂ ;l School Status in Quarter after Exit .
Aitained Credentil] =l Last Youth Service Date | 08/01/2006
Type of Credential |
Date ﬂnainedl hd

Program Type Enr. Date Enroliment Office Exit Date Exit Office SA |

T [CoTTT ooy T T = .
" |Labor Exchange 04/20/2004 |CARSON CITY JOBCONNECT (ES) 04/20/2004 | CARSON CITY JOBCONNECT (ES) Yes _I

™ WA 01/25/2006 |WISS 08/01/2006 | NEVADAWORKS Yes |
Common Measures (01252006 [WISS 08/01/2006 | NEVADAWORKS

Prit ist |  Lit/Num Testing |

Save | Customer Detail | Comp Assess | Commemsl Check Labor Market Information I

Istaﬁ-. Dickinson, DeAnn | office: wiss | | security: Delete [ 03/06/2014 I

To enter outcome data for an Enrollment period, select the appropriate Enroliment period (Common Measures)
from the list at the bottom of the screen by single clicking anywhere on the row desired for selection.

Recording Youth (14-21) Outcomes:

School Status at Exit: A dropdown list is available to record if the participant was in school at the time of exit.
The School Status at Exit must be an improvement or equal to the School Status at the time of participation.

School Status in Quarter after Exit: A dropdown list is available to record if the participant was in school at

the time of in quarter after exit. The School Status at quarter after exit must be an improvement or equal to the
School Status at Exit.
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PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess . Services |
Mouse, Mickey S5N: 530-50-2572 OS50S ID: NV000427988

Agency Info [ Achievement Objectives m Service History m Outcomes mm
—E

— Employed in Quarter after Exit 1
O*Net Tnje| | \ 0*Met Titles | Employed after Exit Determination Method
Recalled By Layoff Employer| =l 1st Quarter| =l |
Employment Training Related| = || = arter| =l |
Employment Non-Traditional | =1 3rd Quarter| JE3)| JE|
Employed in Federal Contrador.]ohl_;l 4th Quarter | e )| JE |
5th Quarter | || =
—Education & Training ~Youth Out
Education Level at Exit| =] ~| | School Status at Exit T
Entered Advanced Training | = | i _E 14-21
= Post—Secondarﬂ ;I ‘School Statfis in Quarter after Exit _|
Attained Credential | =L I =
Type of Credential |
Date m'tamedl— |
Program Type Enr. Date Enroliment Office Exit Date Exit Office SA |
)

" |Labor Exchange 04/20/2004 | CARSON CITY JOBCONNECT (ES) 04/20/2004f CARSON CITY JOBCONNECT (ES) Yes
™ WA 01/25/2006 |\WISS 08/01/200F| NEVADAWORKS Yes |
S5 08/01/2006 | NEVADAWORKS

e e lneimamnnz oo lncmnmngz l75an cnmarom o aneesilue I_I

Prnt Ust | Lit/Num Testing

§ave| CuﬁomerDetﬁ_l Qorrpﬂssssl Corrrnerlsl O‘ied(l&)orMa‘kaHormmon I

'staﬁ Dickinson, DeAnn | office: wiss | security: Delete | 03/06/2014 l

To Record Youth Outcomes, select WIA Youth (14-21) button. This option will only appear if the customer
has received a WIA youth funded service. Mandatory for reporting purposes.

The WIA Youth Follow-up section is used to record WIA Youth Dutcomes during enroliment and follow-up. .

g WIA Youth Follow Up -- Webpage Dialog ﬂ

WIA Youth Follow Up

Date  Active in 3rd Quarter?

[ =] Attained Cert of TechnicaliOcc. Skills |
[¥s | Attained a GED or HS equiv. [0e/17/2007
[=] Attained a Hs diploma |
I_;, Entered Advanced Training

|

[ =] Entered Military Service [
[=] Entered Post-Secondary ed. |
|

|

| "l Entered Qualified Apprenticeship
| vl Entered Unsubsidized Employment

Subrnit | Cancel |

Ll L b B
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For All Youth Participants 14-24:

Outcomes may be determined through information obtained from the participant during case management and
follow-up services to the end of the 3" quarter after exit. .

,B WIA Youth Follow Up -- Webpage Dialog 5[ In addition to the
WIA Youth Follow Up date, “Yes” is to be
Date  Activein3rd Quarter? entered for youth
\tained Cort of Tachcalloce. Sk £ ve i rJ"a e who were active in
[ =] Attained Cert of TechnicaliOce. Skills | | = any of the placements
[Yes ] Attained a GED or HS equiv, | PR I IR activities, during the
— I 1 ' .
[ ] rd
! e e 1 / 3 quarter after exit.
| +] Entered Advanced Training | | =l
[ =] Entered Military Senice | [ =
[ =] Entered Post-Secondary ed. | | =l
| ~| Entered Qualified Apprenticeship | | =l
| ~| Entered Unsubsidized Employment | | =l

Attained Cert. Of Technical/Occupational Skills: Enter “Yes” and the date on the credential for those youth
participants who received a Certificate during Enrollment or after exit.

A credential is awarded in recognition of an individual’s attainment of measurable technical or occupational
skills necessary to gain employment or advance within an occupation. These technical or occupational skills
are based on standards developed or endorsed by employers. Certificates awarded by workforce investment
boards are not included in this definition. Work readiness certificates are also not included in this definition.
Reference TEGL 15-10 for a full list and definitions of WIA recognized credentials.

Attained a GED or HS equiv.: Enter “Yes” and the date on the form for those youth participants who received
a GED or high school equivalency diploma during Enrollment or after exit.

Attained a HS Diploma: Enter “Yes” and the date on the form for those youth participants who received a high
school diploma during Enrollment or after exit.

Entered Advanced Training: Enter “Yes” and date for those youth participants 14-24 who have entered
advance training after exit.

TEGL 17- 05 Advanced Training -

Advanced training is an occupational skills employment/training program, not funded under Title | of
the WIA, which does not duplicate training received under Title I. Includes only training outside of the
one-stop, WIA and partner system. Includes training provided by a partner program following exit. An
example of advanced training is a community college program that does not lead to an advanced
degree.

For youth who enrolled in WIA, Advanced Training/Occupational Skills Training constitutes an
organized program of study that provides specific vocational skills that lead to proficiency in
performing actual tasks and technical functions required by certain occupational fields at entry,
intermediate, or advanced levels. Such training should: (1) be outcome-oriented and focused on a long-
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term goal as specified in the Individual Service Strategy, (2) be long- term in nature and commence
upon program exit rather than being short-term training that is part of services received while enrolled
in youth programs, and (3) result in attainment of a certificate.

Entered Military Service: Enter “Yes” and date for those youth participants entered military service. Military
service is reporting for active duty.

Entered Post-Secondary Ed.: Enter “Yes” and date for those youth participants who entered post-secondary
education.

TEGL 17-05 Post-Secondary Education —

A program at an accredited degree-granting institution that leads to an academic degree (e.g., A.A.,
AS., B.A., B.S.). Programs offered by degree-granting institutions that do not lead to an academic
degree (e.g., certificate programs) do not count as a placement in post-secondary education, but may
count as a placement in “advanced training/occupational skills training.”

Entered Qualified Apprenticeship: Enter “Yes” and the date for those youth participants who enter into a
qualified apprenticeship.

TEGL 17-05 Qualified Apprenticeship: A program approved and recorded by the ETA Bureau of
Apprenticeship and Training or by a recognized state apprenticeship agency or council. Approval is by
certified registration or other appropriate written credential.

Entered Unsubsidized Employment: Enter “Yes” and the date for those youth participants who entered
employment.

Before exiting the screen, all data must be saved.
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Outcomes — Youth Common Measures:

Youth (14 — 21) Attainment of a Credential
Common Measure Definition:
Of those enrolled in education (at the date of participation or at any point during the program):

It’s important to record those youth who’ve attained a diploma, GED, or certificate by the end of the third
quarter after exit quarter.

This information should be entered in the WIA Youth (14-21) Pop-up Window

gency nio Y Achevement Objecives | Servces Y servc istory [enotiments Jo e JComments

r —Employed in Quarter after ExX
O*Net Title | | [oeniet Tites | Employed after Exi\ Determination Method
Recalled By Layoff Employer | 1st Quarter | Yes NI wage record data
Employment Training Related | 2nd Quarter | I \
Employment Mon-Traditional | 3rd Quarter | [ \
Employed in Federal ContractorJobI— 4th Quar‘[erl | \
5th Quarter| [ \
— Education & Training ~Youth Outcomes |
Education Level at Exit| 12 Grade - HS Graduate School Status at Exit e |
Entered Advanced Training| No | Mot attending school; H.5. Graduate

School Status in Quarter after Exit \
Entered Post-Secondary | No i

| Mot attending school; H.5. Graduate

Attained Credential | No training services provided
Type of Credential |

Date Attained| '

Program Type Enr. Date Enroliment Office Exit Date Exit Office SA

A 061712005 | ZZNBS HEMDER:! JOBCOMMECT (It D6 006 | ZZMEVADA BUSIN SERVICES INC [Yes
[ |Common Measures |08/01/2008 |MARYLAND PKWY JOBCONNECT (ES) |08M2/2008 |MARYLAND PKWY JOBCONNECT (ES)(Yes
[T |Common Measures |08M7/2005 |ZZNBS HENDERSON JOBCONNECT (1 06/12/2006 |ZZMEVADA BUSINESS SERVICES INC.|Yes
-

Labor Exchange 08/01/2008 |MARYLAND PEWY JOBCONNECT (ES) |08/12/2008 |MARYLAND PKWY JOBCOMMECT (ES)|Yes

Prrt List |  Lit/Num Testing

Save | Customer Detail | Comp Assess I Commerts | Check Labor Market Information

WIA Data and Performance 83
Desk Reference
WISS Updated 09/17/2015



Entering Attainment of a Credential (Continued)

2 WIA Youth Follow Up -- Webpage Dialog x|

WIA Youth Follow Up

Date Active in 3rd Quarter?

Yes | Aftained a GED or HS equiv. 037062014

- | Aftained a HS diploma
[ =] Attained Cert. of TechnicaliOce. Skills
I_;l Entered Advanced Training
[ =1 Entered Military Senvice
I_;l Entered Post-Secondary ed.
I_;l Entered Qualified Apprenticeship
I_;l Entered Unsubsidized Employment

Cancel I

i

Lol fhofle floflo]

Select Yes, enter the Date on the form, click Submit and Save for any/all of the following items:

e Attained a Certificate Of Technical Occupational Skills
e Attained a GED or HS Equivalent
e Attained a High School diploma

If the youth was Active in 3" Quarter after exit enter “Yes”.
Note: For those Youth who were enrolled in education and attained a post-secondary degree including

Associate (AA and AS) and Bachelor Degrees (BA and BS), the attainment information is to be entered in
the Outcomes Screen, Education & Training Section.
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Youth Common Measures:

Entering Attainment of a Credential (Continued)

ﬂgem:_v Info | Achievement Objectives @ Service History m Outcomes m@

Employment — Employed in Quarter after Exit
O*Net Title | | | 0Nt Titles | Employed after Exit Determination Method
1stQuarter | Yes | Ul wage record data
Recalled By Layoff Employer | =
Employment Training Related| LI 2nd0uaner|‘r&= IUIwage record data
Employment Non-Traditional | = 3rd Quarter| =l |
Employed in Federal Contractor.]obl 'I 4th Qu ader] ;” ;I
5th Quarter | = =
— Education & Training — Youth Outcomes
Education Level at Exit| 12 Grade - H5 Graduate |~} | School S@US at Exit WIA Youth
Entered Advanced Training| No LI I Mot attending school; H.5. Graduate ;I 1421
School Status in Quarter after Exit
Entered Post-Secondary| s -
- =I I Inschoal, Post-H.5. =1
Attained Credential | Yes -
=] Last Youth Service Date | 06/20/2011
Type of Credenﬁall High school diploma/equivalency/GE = |
Date Attained | 06/22/2011 Ad
Program Type Enr. Date Enrollment Office Exit Date Exit Office SA
[T |Common Measures |06/04/2013 | THE HOUSING AUTHORITY OF LAS VE Yes |~
[ WA 06/04/2013 | THE HOUSING AUTHORITY OF LAS VE Yes
[” |Labar Exchange 1212212011 WSS 1202212011 |\WISS Yes
[T |Common Measures |12/22/2011 |WISS 1202212011 |WISS Yes
[/ | Common Measures |05/02/2007 | GNJ FAMILY LIFE CENTER 2011 |NEVADA PARTNERS INC.
Prit List | Lit/Num Testing |
Save | Customer Detail | Comp Assess | Commerﬂsl Check Labor Market Information I
lSlaﬁ Dickinsen, DeAnn | office: wiss | | security: Delete | 03/06/2014 '

Make the appropriate selection from the drop-down and SAVE for the following data elements:

e Enter Attained Credential
e Enter Type of Credential

e Enter Date on the Credential, Diploma or the document utilized to enter the credential.
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Youth (14 — 21) Placement in Employment or Education (Required for ALL WIA Youth):

Common Measure Definition:

Of those not in post-secondary education or employment (including the military) at the date of participation:

Record those youth who are in employment (including military) or enrolled in post-secondary education and /or
advanced training/occupational skills training in the first quarter after exit quarter. In addition to completing this
field, if the participant enters post-secondary education, select yes, at the Enrolled In Education drop down/

Enrollments Tab.

This information must be entered in the WIA Youth (14-21) Pop-up Window.

(Required for ALL WIA Youth)

[Agency info [ Achievement Objectives | Services | Service History | Enroliments Jel L] Comments | Audit |
— Employment — Employed in Quarter after Exit
O*Net Title | [ | orMet Tites | Employed after Exit Determination Method
Recalled By Layoff Employer| ;I 1st Quarter| Yes I Ul wage record data
Employment Training Related| LI 2nd Quarter| Yes IUI wage record data
Employment Mon-Traditional | = 3rd Quarter| =l [~
Employed in Federal ContractorJobl - I 4th Quarter| ;” ;I
5th Quarter | =] =]
— Education & Training — Youth Qutcomes
Education Level at Exit[ 12 Grade - HS Graduate L] =4 & chool Status at Ext WIA Youth
e Training] o ;I | Mot attending school; H.5. Graduate ;I (14-21)
School Status in Quarter after Exit
Entered Post-Secondary| Yes = choot =talus In uarter afer =
Atiained Credential[¥ - | Inschool, Post-H.5. =
ained Credential -]
e Last Youth Service Date | 06/30/2011
Type ofCredentlaI| High school diploma/equivalency/GE ;I
Date Attained| 06/22/2011 ;l
Program Type Enr. Date Enroliment Office Exit Date Exit Office SA |
[~ |Common Measures |06/04/2013 |[THE HOUSING AUTHORITY OF LAS VE Yes [~
T (wia 06/04/2013 | THE HOUSING AUTHORITY OF LAS VE Yes
[ |Labor Exchange 12022120711 |WISS 1202212011 |WISS Yes
[” |Common Measures |12/22/2011 |WISS 1212212011 |WISS Yes
B [Common Measures [05/02/2007 |GNJ FAMILY LIFE CENTER 06/30/2011 |INEVADA PARTNERS INC.
Print List |  Lit/Num Testing |
Save I Customer Detail I Comp Assess I Commerﬂsl Check Labor Market Information I

lSlaﬁ Dickinson, DeAnn |0ﬁ‘|ce:WISS

| | security: Delete | 03/06/2014 '
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PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess | Services |
Mouse, Mickey S5SN: 456-45-6456 0S50S ID: NV000427988

ﬂumw Info | Achievement Objectives | Services | Service History | Enroliments [t ] Comments | Audit |

Employed in Quarter after Exit————————
D*NetTltIel I 0Nt Titles | | |_ Employed after Exit Determination Method
OIS o Fom o cbpepeDiioa SR | -
Employment T WIA Youth Follow Up =]
Employment Date  Active in 3rd Quarter? —;'
Employedin Federa | ™1 apained Cert of Technicalioce Skils | | =] —;‘
- | -[ Aftained a GED or HS equiv. | -
— Education & Trainin ;I Ataipada e dinloms m .
e ﬁ Entered Advanced Training I_— m WI1A4‘—(2°1mh Enterlng data
Entered Ad | 17 Eered wiltary Senvice T = regarding Active
S vl Entered Post-Secondary ed. I_ | - < |n Srd Quarter |S
ﬁ_:a ﬁ Entered Qualified Apprenticeship I_— m
o | EnteredlUnsunsmuzed Employment [ | [ = not appllcable
A
Program Type P i] cancel I = fOI’ the )
™ Wi — — No |= Placement in
T~ [wia 01/07/2010 |V o1o72010 [iss
|l |Common Measures |01/25/2006 |WISS 08/01/2006 MEVADAWORKS Yes Employment Or
[~ [Common Measures |06/20/2007 [V 06/20/2007 |AZGNJ SOUTHERN RURAL JOBCONN|Yes :
I~ [common Measures |06/12/2008 [wiss [o6r12r2008 [Wiss o |=] Education
Print Uit | Lit/Num Testing | measure.
Save I Customer [Jetai I Comp Assess I Cnmmen‘lsl Check Labor Market Information I
lstafr. NORTHROF, TAMMY | Office: WISS | | security: Delete | 06/22/2010 '
Enter Yes Enter Date
e Entered Military
e Entered post-secondary education
e Entered advanced training
e Entered Unsubsidized Employment. (Note wage records will be the primary data source for tracking

employment in the quarter after exit).
TEGL 17-05

Post-Secondary Education — A program at an accredited degree-granting institution that leads to an
academic degree (e.g., A.A., AS., B.A,, B.S.). Programs offered by degree-granting institutions that do not
lead to an academic degree (e.g., certificate programs) do not count as a placement in post-secondary
education, but may count as a placement in “advanced training/occupational skills training.”

Advanced Training/Occupational Skills Training — To count as a placement for the Youth Common
Measures, advanced training constitutes an organized program of study that provides specific vocational
skills that lead to proficiency in performing actual tasks and technical functions required by certain
occupational fields at entry, intermediate, or advanced levels. Such training should: (1) be outcome-
oriented and focused on a long-term goal as specified in the Individual Service Strategy, (2) be long- term
in nature and commence upon program exit rather than being short-term training that is part of services
received while enrolled in ETA-funded youth programs, and (3) result in attainment of a certificate (as
defined below under this attachment).

See TEGL 15-10 as a reference: http://wdr.doleta.gov/directives/

Literacy/Numeracy (Youth Common Measures):

Not for new enrollemnts after July 1, 2015.
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http://wdr.doleta.gov/directives/

All Out of School Youth funded with Youth dollars must be Literacy Numeracy tested and the score recorded in
Pre-Test and Post-Test must occur within one year from First Youth Service Date if the youth is basic skill
deficient at Pre-Test.

The Literacy and Numeracy common measure focuses on providing “basic skills” training to out-of-school
youth who are determined to be Basic Skills Deficient. Note: Out-of-school youth determined basic skills
proficient at pre-test are excluded from this measure, therefore post-testing of these youth is not required.

All out-of-school youth must be pre-tested using a standardized test,” to determine the youth’s basic skills
levels, and their corresponding Educational Functioning Level (EFL). It is allowable to use pre-tests that are
administered up to six months prior to the date of the first WIA youth service, if such test scores are available.

Pre-test data for all out-of-school youth must be entered into NJCOS Qutcomes Tab, regardless of whether
or not the participant is basic skills deficient.

Out-of-school /Basic Skill deficient youth have one year from the first funded youth service to achieve an
increase of one Educational Functional Level based on the post test.

After the pre-test is completed, youth determined to be basic skills deficient must have a corresponding entry in
the Comprehensive Assessment module, Education tab (see graphic below).

EMPLOYER STAFF
Services

I’ROVIDER

Customer Detail

Customer Search

| | ssif___ Jososm[____|
[Employment |20 Financial | Famity | Heaith | Treatments | Legal | Housing | Transportation | comments |
— Math & Readi ¥ — Training Information
Is the customer basic skills deficient? [Yes = Training =]
Completed
Limited English E
No j
Training in ﬂ
. T ETTT Progress
Education| 11 grade | I
Current School Status| Not attending school or H.5. Dropout |
Job-Related d
Interests
Customer below appropriate grade level? [~ ﬂ
Pell Grant Recipient? | Not applicable =l Job-Related =]
Award Amountl HITLTEE
Any indication of learning disabilities? [ j
Training -
Meeds J
=
§a\re| Customer Detail | Seng'cesl Activity | Comespond WA Eligibility | Summary | Comments
i ¥ L L L L

Literacy/Numeracy Decision Path:

Outcomes for the Literacy/Numeracy measure are based on multiple criteria including technical definitions of
terminology such as “out-0f-school” and “basic skills deficient,” pre- and post-test timing and results, reporting
cohorts that are determined by the participant’s first youth service anniversary dates, and various exit
considerations. The Literacy/Numeracy Decision Path flowchart sequentially illustrates how these criteria are
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used to determine the Literacy/Numeracy outcome for each youth who is potentially eligible for this measure.
The following list explains each decision node along the path.

1. Is the individual an out-of-school youth according to the following ETA reporting definition of “out-of-
school”? Out-of-school youth: A youth who is not attending school (even if the youth has a H.S. diploma or its
equivalent) or is attending post-secondary school and is basic skills deficient. If yes, see item 2 below. If no, the
individual is not in the measure.

2. Is the youth’s Date of First Youth Service on or after the date on which the state began reporting
Literacy/Numeracy data? If yes, see item 3 below. If no, the youth is not in the measure. For most states, the
Literacy/Numeracy start date is 7/1/2006. However, some states implemented the Literacy/Numeracy reporting
requirements on 7/1/2005.

3. Is the youth Basic Skills Deficient (BSD)? Both WIASRD element 130 and the pre-test EFL scores determine
whether a youth is BSD. If WIASRD 130 = 1 (yes), the youth is initially considered to be BSD. However, if
when pre-tested, all pretest EFL scores are greater than 6, the youth is no longer considered to be BSD for
Literacy/Numeracy purposes and is excluded from the measure. If yes, see item 4 below. If no, the youth is not
in the measure.

4. Is there an anniversary of the youth’s Date of First Youth Service within the report period? If yes, see item 5
below. If no, the youth is not in the measure. Literacy/Numeracy outcomes are measured on a yearly basis and
are not determined until a full year has elapsed from the youth’s Date of First Youth Service. From that point
on, the youth’s Literacy/Numeracy outcomes continue to appear in the quarterly and annual reports until the
youth is excluded from or exits the measure based on the criteria described below.

5. Is the most recent anniversary of the Date of First Youth Service on or before the Date of First Youth Service
plus 3 years? If yes, see item 6 below. If no, the youth is not in the measure.

Youth are excluded from the measure after their third participation year, even if they are still BSD.

6. Did the youth exit within the current participation year (i.e., during the most recent full participation year that
the youth has completed)? If yes, see item 7 below. If no, see item 11.

Literacy/Numeracy outcomes for a particular participation year are not measured until the anniversary date for
that participation year falls within the reporting period. At that point, a determination is made as to whether the
youth completed the full year or exited before completing the full year.

7. If the youth exited during the current participation year, is the current participation year the youth’s first
participation year? If yes, see item 8 below? If no, the youth is excluded from the measure.

Youth are included in the measure for their first participation year whether or not they complete the full
participation year. For the second and third participation years, youth are excluded from the measure if they exit
before completing the full participation year.

8. If the youth exited during the first participation year, did he/she exit for an exclusion reason? If yes, the youth
is excluded from the measure. If no, see item 9 below.

9. If the youth exited during the first participation year without an exclusion reason, was the youth pre-tested
and then later post-tested with an EFL gain over the pre-test? If yes, see item 10 below. If no, the result is a
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negative outcome and the youth will be counted in the denominator only. In either case, the youth will not be
included in the measure for future participation years because the youth has exited the program.

10. If the youth exited without an exclusion reason during the first participation year but had a post-test EFL
gain, was the post-test date on or before the date of exit? If yes, the result is a positive outcome and the youth
will be counted in both the numerator and denominator. If no, the result is a negative outcome and the youth
will be counted in the denominator only. In either case, the youth will no longer be included in the measure for
future participation years.

11. If the youth did not exit during the current participation year, did the youth take a pre-test? If yes, see item
12 below. If no, the result is a negative outcome and the youth will be counted in the denominator only.

12. If the youth did not exit during the current participation year and took a pre-test, did the youth also take a
post-test? If yes, see item 13 below. If no, the result is a negative outcome and the youth will be counted in the
denominator only.

13. If the youth took both a pre-test and a post-test, was the post-test taken within the current participation year?
If yes, see items 13a-c below. If no, the result is a negative outcome and the youth will be counted in the
denominator only.

13a. If the youth took a post-test within the current participation year, did the youth have an EFL gain and were
the EFLs for the most recent post-tests greater than 6 for all functional areas ? If yes, the result is a positive
outcome and the youth will be counted in both the numerator and denominator. In addition, the youth will not
be included in the Literacy/Numeracy calculations for future participation years. If no, see items 13b-c below.
Please note that if the EFL scores for all functional areas are greater than 6, the youth is no longer BSD and
will not be included in future participation years.

13b. If the youth took a post-test within the current participation year, did the youth have an EFL gain and was
the EFL for the most recent post-test(s) less than or equal to 6 for at least one functional area? If yes, the result
is a positive outcome and the youth will be counted in both the numerator and denominator. If no, see item 13c
below.

13c. Did the youth post-test within the current participation year with no EFL gain? If yes, the result is a
negative outcome and the youth will be counted in the denominator only.

14. If the youth is still BSD after post-testing, he/she will continue to be included in the measure for future
participation years.

Youth with post-test EFL scores less than or equal to 6 for the most recent post-test for at least one of the
functional areas is still basic skills deficient and must be processed by the model for the next participation year
by returning to item 4 above for the next report period.

Youth with “No” for questions 11, 12, or 13 also remain basic skills deficient for the purposes of the
Literacy/Numeracy measure and must be processed by the model for the next participation year by returning to
item 4 above for the next report period.

See flow chart on next page.
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Literacy/Numeracy Decision Path
(Third and Subsequent Years After State Implements the Measure)

NO Legend:
Excluded from Measure 1. Out of School Youth? —
YES
Y
NO 2. Date of First Youth Yellow = ge:lomlnator
Excluded from Measure Service (DFYS) >= LitNum nly.
Start Date?
Blue = Exclude
YES
\4
NO
Excluded from Measure 3. Basic Skills Deficient?
YES Repeat Process in Next
NO Report Period
Excluded from Current Report 4. Anniversary Date w/in Report Period? |«&
YES
Y
NO .
Excluded from Measure 5. Anniversary Date <= DFYS + 3 Years?
YES
Y
Exhod fom 6. Exit within
Measure, No Longer | , NO 7. ExitinFirst |  YES Etrreni Paridoabion NO | 11. Didthe Youth | NO_ | Denominator | |
in Measure for Future | Participation Year? | Year? P B Pre-Test? il Only
Participation Years
YES YES
Y Y
Excluded from
Measure, No Longer | YES 8. Exit for Exclusion? 12. Didthe Youth | NO_ | Denominator | |
in Measure for Future | ’ Post-Test? = Only
Participation Years
NO YES
Denominator Onl L y
nominator Only, %
No Longer Ll 9. EFL Gain? 13'w|ifhtil:uec|:ﬁrs;r165t NO,,| Denominator | |
in Measure for Future | ’ 3 Part Year? =] Only
Participation Years
YES
YES
Y
Denominator Only, / y 4
No Longer __NO 10. Post-Test On or 13a. EFL Gain 13b. EFL Gain 13c. No EFL
in Measure for Future | Before Exit Date? EFL>6 EFL<=6 Gain
Participation Years +
YES Denominator
Only
o |

Accessing the Lit/Num pre-test and post-test information:
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The Literacy/Numeracy tab is accessed through the Services/Outcomes tab, highlighting the associated WIA
Enroliment, followed by the use of the Lit/Num Testing button.

Agency Info | Achievement Objectives | Services | Service History | Enroliments |20 5l U Comments | Audit

~ Employment —Employed in Quarter after Exit
o"NetTitie | | 0Nt Ties | Employed after Exit Determination Method
Recalled By Layofl Employer| e |
Employment Training Related| 2nd Quarter| |
Employment Non-Traditionai[ rd Quarter] |
Employed in Federal Contractor Job[ 4h Quarter] |
5th Quarter| [
~ Education & Training ~Youth Outcomes
Education Level at Exit] A1 | School Status at Exit WIA Youth
Entered Advanced Training| | (14-21}
Post-ascondsy| ISd'mnISla!uslnﬂuadﬂ'alﬂrEﬂ
Attained Credential [
Type of Credential |
Date Atained| =l
| ProgramType | Enr.Date | Enrollment Office | Extpate | Exit Office | sa|
[~ |Common Measures Yes !;

2013 | THE HOUSING AUTHORITY OF LAS VEL

" |Labar Exchange 122212011 |WISS 122212011 WSS Yes |
[T |Common Measures [12/22/2011 (WSS 1212212011 WSS Yes f—
[T |Common Measures (05022007 (G FAMILY LIFE CENTER 0602011 [NEVADA PARTHERS INC Yfas |;|

R wre|

_ _Save | _Customer Detai | Comp Assess | Comments | Check Labor Market Information | :
lmmudmn.nmn | Office: wiSS | | Security: Search |03/06/2014 I

Lit/Num testing pop-up window features:

The Enrollment section displays the client’s enrollments along with the corresponding Enrollment Dates,
Enroliment Offices, and Exit Dates, if applicable.

The Lit/Num testing section displays the testing category and area. The pop-up window is where assessment
tests and their results are recorded.
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How to enter Literacy/Numeracy Testing Information:

Literacy / Numeracy tests should be associated with a WIA enrollment only. The First Youth Service Date

is found in the General Information area of the Literacy/Numeracy Testing pop-up.

Highlight the applicable “WIA” enrollment from the Enrollment list at bottom of screen. Click the Lit/Num

Testing button. This will open the pop-up window for data entry.

Click the Add Test button which is at the bottom of the Lit/Num testing pop-up window.

Select the Category based on test provided, ABE, ESL or ABE/ESL combined. Enter the Test Name and The

Functional Area. Both Math and Reading must be tested at minimum.

.B Literacy/Numeracy Testing -- Webpage Dialog x|
Literacy/Numeracy Testing
—General Information — Pre-Test
Enrollment Date @Score [245 sDate [05/21/20113 GLE
First Youth Senvice Date SEFL [Low Adult Secondary Education/Exit ESL
Program Type | WIA
Basic Skills Deficient| Mo | — Post-Test Year 1
aCategory [ABE Score | Date | GLE |
@Test Name |CASAS =]
@Functional Area | Mathematics — Post.Test Year 2
Create Date | 07/18/2013 | Score | Date | GLE |
Create Admin | NiracApi, NVtracApi ErL |
Madify Date [ 07/18/2m3 |
Modify Admin | NiracApi, NtracApi — Post.Test Year 3
Score | Date | GLE |
EFL|
Category TestMName Functional Area
[ |ABE CASAS Mathematics ;I
™ |ABE CASAS Reading
=
Add Test | Deleie Test |
Savel Eancell
Select the Test Name from the drop down list. Test values are:
e TABE7-8,9-10
e CASAS
e ABLE
e Work Keys
e SPL
e BEST
e BEST Plus
e TABE CLAS-E
e Wonderlic
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e Other Approved Assessment Tool.

Note: The option above for “Other Approved Assessment Tool” is not to be used unless prior approval from
the Workforce Investment Support Services Office has been received.

Other Test Name is not a required field and would only be used in conjunction with Type of Test to provide the
name of an Other Approved Assessment Tool.

Select the Functional Area from the drop down list. Functional
Area values are:
e Reading.
e Writing
e Language
Mathematics
Speaking
Oral
Other Literacy Functional Area, and
Other Numeracy Functional Area.

The Enrollment Date is a read-only field displaying the WIA Enrollment Date.

The Pre-Test Information section is used to record Pre-Test results. The Pre-Test Information fields are as
follows:

Score — This field is used to record the test score as a numeric value. The Test Score must be greater than or
equal to 0 and less than or equal to 999.

Pre-Test Date - This field is used to record the pre-test date in (mm/dd/yyyy) format.

GLE - (Grade Level Equivalent) This field is used to record the grade level equivalent corresponding to the test
score.

EFL - (Educational Functioning Level) select the EFL from the drop down list. EFL values must correspond to
the Test Score. The eight EFL values are:

Basic Skill Deficient:

1) Beginning ESL (English as a Second Language) Literacy

2) Low Beginning ESL Literacy

3) Beginning ABE (Adult Basic Education) Literacy/High Beginning ESL Literacy
4) Beginning Basic Education/Low Intermediate ESL

5) Low Intermediate Basic Education/High Intermediate ESL

6) High Intermediate Basic Education/Advanced ESL
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Not Basic Skill Deficient:
7) Low Adult Secondary Education/Exit ESL
8) High Adult Secondary Education

The Post Test Information section is used to record Post Test results for years 1 through 3.

Score — This field is used to record the post-test score as a numeric value. The Test Score must be greater than
or equal to 0 and less than or equal to 999.

Date/Post Test Year 1 - This is a required field. This field is used to record post-test date in mm/dd/yyyy
format. Values in the Post -Test Date filed must be greater than or equal to the Pre-Test Date. This field also
has a cross-edit with the Post Test 1 Test Score field and the Post Test 1 EFL field. Date must not exceed one
year after the first funded youth service date.

Date/Post Test Year 2- This is required if the Youth remain Basic Skill Deficient in one or more areas after the
first year and has not exited.

Date/Post Test Year 3- This is required if the Youth remain Basic Skill Deficient in one or more areas after the
second year and has not exited.

EFL (Educational Functioning Level) — Select the appropriate EFL from the drop down list.

Click the Save button at bottom of the screen when data entry is completed to save the assessment test record.
The “Record Saved” message will appear in the screen’s upper right corner when an assessment test entry is
saved.

Editing assessment test information

To edit an assessment test, highlight the desired test record from the Lit/Num testing section on the customer’s
Lit/Num pop-up window. The entry fields in the top section of the window will be open. Correct the value by
changing the desired field and Click the “Save” button.

Recording to the Comments tab
The Comments tab is where additional information about a pre-tests and post-tests is recorded.
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Entering Outcomes For Adult and Dislocated Worker Participants:

For Youth, co-enrolled with the Adult and Dislocated Worker program, complete the Youth (14-21) outcomes
section. Also, complete the following, as appropriate:

e Education Level at Exit
e Entered Advance Training - yes or no
e Entered Post-Secondary - yes or no

Education & Training:
All credentials attained must be entered into the Attained Credential and Type of Credential fields.

PROVIDER EMPLOYER STAFF HELP
Customer Search Customer Detail Comp Assess | Services |
Mouse, Mickey SSN:«inimlle OS5S0S5 ID: NV0O00427988
[Agency info [ Achievement Objectives | Services | Service History | Enrollments |t sl Comments | Audit|
— Empls — Employed in Quarter after Exit 1
0*Net Title | [ | ONet Titles | Employed after Exit Determination Method
Recalled By Layoff Employer | 1st Quarter | JEa | =l
Employment Training Related| k4| 2nd Quarter| || =l
Employment Non-Traditional | | 3rd Quarter| =l =l
Employed in Federal Contractor Job| ~] 4th Quarter | = | =l
5th Quarter | )| |
— Education & Training — Youth Outcome:
Education Level at Exit| ~| School Status at Exit WIA Youth
Entered Advanced Training | | | | 14-21
School Status in Quarter after Exit
Entered Post-Secondary| | | =
Attained Credential ~|
Type of Credential |
Date Mtainedl
rogram [ype nr. Date nrollmen ce Exit Date Exit Office SA |
F WA 09/15/2008 |WISS 09/15/2008 |WISS Mo d
™ |wia 01/07/2010 WSS 01/07/2010 [WISS
& | Common Measures |01/25/2006 |WISS 08/01/2006 NEVADAWORKS
[~ Icommon Measures [06/12/2008 WSS [06112/2008 [Wiss [No =]
Prit st |  Lit/Num Testing |
Save I Customer Detail | Comp Assess I Comments I Check Labor Market Information I

'Staﬁ NORTHROP, TAMMY | Office: WISS | | security: Delete | 06/22/2010 '

Education Level at Exit — Select the correct Common Measure associated with the WIA enrollments. From
the associated dropdown list in the Education & Training section, select the educational level of the participant
at the time of exit.

Note: The educational level at exit must be an improvement or equal to the educational level at the time of
participation. Also, the school status at exit cannot be less than the educational level at exit.
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Credential information may be entered either during program enrollment Participation and/or after exit.

EMPLOYER

PROVIDER

Customer Search Customer Detail Comp Assess | Services |

Mouse, Mickey SSN: il (OSOS ID: NV000427988
[Agency info [ Achievement Objectives | Services | Service History | Enroliments et tll] Comments | Audit |
— Employment — Employed in Quarter after Exit
0*Net Title | [ | O°Net Titles | Employed after Exit Determination Method
Recalled By Layoff Employer| =l 1st Quarter]| =l =l
Employment Training Related| =l 2nd Quarter| || =
Employment Non-Traditional | =] 3rd Quarter| =l =
Employed in Federal ContractorJobl 'I 4th Quaner| L” LI
5th Quarter| =l =l
— Education & Training —Youth Outcomes
Education Level at Exit| | School Status at Exit WIA Youth
Entered Advanced Training | =l | =l (14-21)
School Status in Quarter after Exit
Entered Post-Secondary| =l | =]
Aftained Credential | x|
Type of Credential}
LEPLIEG e_n 12 Mo training services provided
Date Attained|No, credential pending
Mo, intended recognized credential =
Program Type Enr. Date | |MNo. not intended recognized credential Exit Date Exit Office SA |
Yes
™ [wia 09/M15/2008 |\WISS 09/15/2008 |WISS Mo ;I
™ [WiA 01/07/2010 |WISS 01/07/2010 WSS Mo

[ |Common Measures |01/25/2006 |WISS 08/01/2006 |NEVADAWORKS
[~ [Common Measures |06/20/2007
I~ [Common Measures [06M12/2008 [wiss l06r12/2008 [Wiss TAd

Prit List |  Lit/Num Testing |

Save I Customer Detail | Comp Assess I Commentsl Check Labor Market Information I

lStaﬁ NORTHROP, TAMMY | office: wiss | | security: Delete  [o6r22:2010 |

Attained Credential (Required for ALL WIA):

Click on Yes if a recognized credential is attained. If not, choose one of the others, as applies to the customer.
The choices are:

No training services provided

No, credential pending

No, intended recognized credential

No, not intended recognized credential

Yes

Type of Credential:

Clicking on Yes opens up additional fields, where the user can record what type of credential the customer
attained. The choices are:

High school diploma/equivalency/GED

AA or AS diploma/degree

BA or BS diploma/degree

Occupational skills license

Occupational skills cert. or credential

Other Recog. Diploma. Degr. Or Cert.

Post Graduate Degree

Note: Type of Credential must be an improvement over the Education Level at the time of participation.

Date Attained: Record the date on the /occupational certificate or credential. The date of credential is required
for Data Element Validation. Record to file must match.
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Note: The date must be after the WIA enrollment date, and must be before or equal to the current date.
Place a copy of the credential in the participant case file (DEV). Be sure to capture active partnering
credentials.

Employment Outcome Information (Required for ALL WIA):

Employment information can only be entered after the customer has exited from the enroliment. Before the
employment information can be reported, positive information must be entered in at least one of the Employed
in Quarter after Exit fields. If Supplemental Survey - Determination Method is used for guarters after exit,
wage info in the Employment section can be entered prior to exit.

[Agency Info | Achievement Objectives | Services | Service History | Enrollments [l Gl Comments | Audit |
M

en — Employed in Quarter after Exit
O*Net Title | | | oMt Titles | Employed after Exit Determination Method
Recalled By Layoff Emplo!.rer| ;I 1st Quarter| Yes I Ul wage record data ‘bl
Emplayment Training Related| ;I 2nd Quarterl Yes |UI wage record data
Employment Non-Traditional | | 3rd Quarter | =l |
Employed in Federal ContractorJobl 'I 4th Quarter| ;I I ;I
5th Quarter | =l =
— Education & Training — Youth Outcomes
Education Level at Exit| 12 Grade - HS Graduate =] =4 School Siats at Bt WIA Youth
Entered Adu'ancedTraining| No = IND’[ attending school; H.5. Graduate = | (14-21)
School Status in Quarter after Exit
Entered Post-Secondary| fes = clioo Steus In Suarer arer=d
I - I In-school, Post-H.S. =1
Attained Credential | Yes -
) Last Youth Service Date | 06/30/2011
Type of Credenti al| High school diploma/equivalency/GE ;I
Date Attained| 06/22/2011 LI
Program Type Enr. Date Enroliment Office Exit Date Exit Office SA |
[~ |Common Measures |06/04/2013 | THE HOUSING AUTHORITY OF LAS VE Yes [+
I (WA 06/04/2013 |THE HOUSING AUTHORITY OF LAS VE Yes
[ |Labor Exchange 1202212011 |WISS 1202212011 |WISS Yes
[T |Common Measures |12/22/2011 |WISS 12/22/2011 |WISS Yes
[® |Common Measures |05/02/2007 | GWJ FAMILY LIFE CENTER 06/30/2011 |NEVADA PARTNERS INC.

Prit List |  Lit/Num Testng |

Save I Customer Detail | Comp Assess | Ccrnmentsl Check Labor Market Information |

lStaﬁ Dickinson, DeAnn |01ﬁce: Wiss |Unsaved Changes |Securil],r: Search |03mar2014 '

O*Net Title: Record the O*Net code that best describes the individual's employment. This information can be
based on any job held after exit from the program. If the individual had multiple jobs, use the occupational code
for the most recent job held and is mandatory reporting requirement as of 2014. Required for AD, DW, NEG,
and Older Youth when receiving Training.

Recalled by with Layoff Employer: Record “Yes” if the participant is a Dislocated Worker and was
reemployed with the layoff employer in any given quarter after exit.

Employment Training Related: Record “Yes” if the employment in which the individual entered uses a
substantial portion of the skills taught in the training received by the individual. This information can be based
on any job held after exit and only applies to adults, dislocated workers and older youth who entered
employment in the quarter after the exit quarter; this is a mandatory reporting requirement, when applicable.
Leave blank if the individual did not receive training services. Record “No” if the individual does not meet the
condition described above. Reference TEN 5-13 (Required for AD, DW, NEG and Older Youth, when
applicable).

Employment Non-Traditional: Record “Yes” if the participant's employment is in an occupation or field of
work for which individuals of the participant's gender comprise less than 25% of the individuals employed in
such occupation or field of work. Non-traditional employment can be based on either local or national data, and
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both males and females can be in non-traditional employment. This information can be based on any job held
after exit and only applies to adults, dislocated workers and older youth who entered employment in the quarter
after the exit quarter. Record “No” if the individual does not meet the condition described above. Leave blank
if not known. (Required for AD, DW, NEG & Older Youth, when applicable)

Employed in Federal Contractors Job: Select Yes or No from the drop-down.

Employment in Quarter After Exit: These fields are automatically populated by Wage Data Interface and are

not completed by the case managers unless using Supplemental Survey wages.
[Anency info [ achievement Obiectives | Services | Service istory | Enroiiments |ttt Comments [ Audit

— Employment —Employed in Quarter after Exit
O*Net Title | [ | O*Net Titles | Employed after Exit Determination Method
Recalled By Layoff Emplnyer| ;I 1st Ouarter]Yes I Ul wage record data
Emplayment Training Related] = 2nd Quarter| Yes | Ul wage record data
Employment Non-Traditional | =l 3rd Quarter | =l =
Employed in Federal Contractor Job | -1 4n Quarter| = =l
5th Quarter | = 3|
 Education & Training —Youth Outcomes
Education Level at Exit[ 12 Grade - HS Graduate x|~} | SchoolStatus at Exit WIA Youth
Entered Advanced Training [No = !SN‘: aﬂle;tdu:g sc.hogl. Hr.ts. G':d”a;_t =l (1421
Entered Post-Secondary | Yes = =Euise st L E S
I — I In-school, Post-H.5. =
Attained Credential | Yes |
i Last Youth Service Date | 06/30/2011
Type of Credential I High school diploma/equivalency/GE ;I

Date Attained | 06/22/2011 LI
Program Type Enr. Date Enrollment Office Exit Date Exit Office SA |
™ |Common Measures |06/04/2013 |THE HOUSING AUTHORITY OF LAS VE Yes |~
™ [wia 06/04/2013 |THE HOUSING AUTHORITY OF LAS VE Yes
[~ |Labor Exchange 1212242011 [WISS 1212242011 |WISS Yes
[ |Common Measures |12/22/2011 | WISS 12/22/2011 |\ WISS Yes
[ |Common Measures |05/02/2007 |GMJ FAMILY LIFE CENTER 06/30/2011 NEVADA PARTNERS INC.

Print List I Lit/Num Testing |

Save | Customer Detail I Comp Assess I Ccmmemsl Check Labor Market Information I

lStaﬁ Dickinson, DeAnn |O1ﬁce:W\SS |Un5a\redChanges|Securi13r:Search |03mar2014 '

1% Quarter, 2" Quarter, 3" Quarter, 4th and 5™ Quarter — Employed After Exit. These fields will be in read-
only format when Ul wage record data is found. The individual will be considered employed if wage records
for the quarter after exit show earnings greater than zero. Wage records will be the primary data source for
tracking employment in the quarter after exit.

Note: Supplemental Survey only counts positively for the Entered Employment measure; Retention and
Average Earnings measures will not be achieved.

Comments:

The Services Comments tab is intended to be used to record detailed case notes about the services provided and
future plans. These comments will appear in customer detail/comments as well.

This tab must be used to record “justification(s)” for services to be provided.

For example, a justification must be provided to move a client from core to intensive and from
intensive to training.

Be sure to use discretion when entering comments. Information recorded here should be factual,
observable data. Sensitive information about a service that is pertinent to the customer can be entered

advising other staff to view the paper file. An appropriate note should then be entered into the

customer’s hard file.
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PROVIDER EMPLOYER

Customer Search Comp Assess . Sarvices |

Mouse, Ildnoy SSi: 0505 ID: NVD00472900
b b

| Creates | slnupn | | |
[0 [040272003 | ZZPESTONL DELENE (na{Mickey 15 a very special cient with lots of potential £

r 12142008 ‘ZIPESTOMI DELENE (na(Mickey is 3 e introveried but | beleve he has potential 1o do great things.
[ /0811872005 | 2ZPOLLOCK. SANDRA (ind GED Test on 08/18/05 Passed above Pigh school level

_r 03192008 .rmm JOHN = I have mat with Mickey on bao 0CCassions and he has never spoken a word
l' os.mooa .ZZANOERSU‘J CRISTY (In This was 3 Vakning exercise in e NJCOS Course

[ 08252008 |BROWN. ROY |REA-raschecuiod 826708 Minnie cion feel well

‘-. 1311”090 THURMAN. JOMN Enroling Mickey i e ACUR Drogran Ba3e¢ on low come

Stat HARRSS, AUDREY Tomce wiss [ TSecursy Detete Jos032010 )

Prior to adding any Comments it is imperative to review the existing Comments to avoid duplication of
services including partnering agencies by clicking on the Comments Tab. Comments can be sorted based on
Created, Staff Assigned or Comment by clicking on the gray box for each category. To add a comment Click
on the Comments button found on the menu bar at the bottom of the screen. A Comments box will appear to
enter the information. Once the comment is entered, click on Save.

A close out case note must be entered in the comments section and include reason for participant exit for example:

WIA: Mr. WIA will exit the program as of (date here) as he successfully completed his training for (type) at (name of
training provider) receiving a credential. Mr. WIA will be working full time for ($/hr.). Training credential new
employment, and items in the Outcome button have been captured appropriately. All Services have been closed
properly to initiate a system exit.

Audit :

The Audit tab allows users to review changes to a participant record made by staff.

WIA Data and Performance 100
Desk Reference
WISS Updated 09/17/2015



PROVIDER EMPLOYER STAFF HELP

Customer Search Customer Detail Comp AsSess ~ Services |
Mouse, Mickey SSN: S (S0S ID: NV000427988
Agency Info | Achievernent Objectives | Services | Service History | Enrollments | Outcomes | Comments
Field Name
101712006 |[Service Actual Start Date
[ 101772006  [Ach. Obj. Description
" EnvIce ACla d Uate o

[T [ST CLAIR, NANCY |WISS 101712006  |[Service Cancel Date 10/17/2006

[ |ZZPEARSONM, DEE|WISS 03/27/2007  |Ach. Obj. Actual Start Date |01/01/2007 01/01/2005

[T |ZZPEARSON, DEE|WISS 03/27/2007  |Semvice Actual Start Date | 01/01/2007 01/01/2005

[T |ST CLAIR, NANCY |WISS 06/20/2007  |Service Actual End Date 01/01/2006

[ |LAKE, DIANE SNWIB 07M1/2008 |Service Cancel Date 07M1/2008

[T |LAKE, DIANE SNWIB 07M11/2008 |Service Actual End Date 01/01/2008
_ Save I Customer Detail I Comp Assess ICmma'lsI Check Labor Market Information _
lStalf. NORTHROP, TAMMY | office: wiss | | security: Delete | 06/2212010 I

The data is sorted by Staff (the user) the Office with which the user is associated, the Date (when the change
took place), the Field Name that was changed, what the Old Value was and the New Value that was entered.

Note: Information on this tab will be used to identify any back-dating of client services, which affects exit
dates, reporting and possibly levels of performance.

WIA Data and Performance 101
Desk Reference
WISS Updated 09/17/2015



Glossary of WIA Title 1B Adult, Dislocated Worker and Youth Terms

Act, Workforce Investment Act: Workforce Investment Act of 1998 (WIA) [or Public Law (PL) 105-220].
Title | authorizes the new Workforce Investment System. Title 11 reauthorizes Adult Education and Literacy
Programs. Title 11l contains amendments to the Wagner-Peyser Act, provides for linkages with other programs,
and authorizes the Twenty-First Century Workforce Commission. Title IV contains amendments to the
Rehabilitation Act. Title V contains General Provisions relating to the Act; established programs to prepare
youth and unskilled adults for entry into the labor force and to give job training to those economically
disadvantaged individuals and other individuals including Dislocated Workers who face serious barriers to
employment and who are in need of such training to obtain prospective employment.

Active service: Full-time Federal service in the armed Forces, National Guard or a Reserve component. This
definition does not include full-time duty performed strictly for training purposes (i.e. “weekend” or “annual”
training, nor does it include full-time active duty performed by National Guard personnel who are mobilized by
State rather than Federal authorities.

Adult: An individual who is age 18 or older.

Adult Basic Education (ABE): Basic skills education for adults whose inability to read, write or speak English
or to effectively use mathematics is a barrier to their ability to get or keep employment.

Advanced Training/Occupational Skills Training: To count as a placement for the Youth Common
Measures, advanced training constitutes an organized program of study that provides specific vocational skills
that lead to proficiency in performing actual tasks and technical functions required by certain occupational
fields at entry, intermediate, or advanced levels. Such training should: (1) be outcome-oriented and focused on a
long-term goal as specified in the Individual Service Strategy, (2) be long- term in nature and commence upon
program exit rather than being short-term training that is part of services received while enrolled in ETA-funded
youth programs, and (3) result in attainment of a certificate (as defined below under this attachment).

Advanced Training/Youth: This is an occupational skills employment/training program, not funded under
Title I of the WIA, which does not duplicate training received under Title I. It includes only training outside of
the One-Stop, WIA, and partner system (i.e., training following exit). (Please note: this term applies to the
current WIA younger youth measures only, it does not apply to the common measures).

Average Earnings: Of those adult participants who are employed in the first, second, and third quarters after
the exit quarter: Total earnings in the second plus the total earnings in the third quarters after the exit quarter
divided by the number of adult participants who exit during the quarter.

Barriers to Employment: An individual who requires additional assistance to complete an educational
program, or to secure and hold employment, Limited English (A, DW), Runaway (under 18), Deficient Basic
Literacy Skills (Y,Y5%), Displaced Homemaker (A, DW), Pregnant or Parenting (Y,Y5%) School Dropout (Y,
Y5%), Single Parent (A, DW), Requires Additional Assistance (Y), Foster Child (), Offender (A,DW,Y),
Homeless (A,DW,Y).

Basic Literacy Skills: Reading, writing, and mathematics skills that enable adults to communicate in English,
use math, and become employed.

Basic Literacy Skills Deficient: Computes or solves problems, reads, writes, or speaks English at or below the
8" grade level necessary to function on the job, in the family or society. Reference 664.205.
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Basic Skills Deficient: Basic Skill Deficient is 6 or below (1-6) 7 or above is not Basic Skills Deficient. Only
youth who are basic skills deficient will be included in the literacy and numeracy gains measure. See the
Literacy/Numeracy Decision Path on page 86-89

Basic Skills Goal: A measurable increase in basic education skills including reading comprehension, math
computation, writing, speaking, listening, problem solving, reasoning, and the capacity to use these skills.
(Please note: this term applies to the current WIA statutory youth measures only, it does not apply to the
common measures).

Case Management: A client-centered approach in delivery of services, designed to:

> Prepare and coordinate comprehensive employment plans, identifying barriers to participation and
employment; devise service strategies for participants to ensure access to workforce investment
activities and supportive services, using, where feasible, computer-based technologies.

» Assist in the enrollment of participants into allowable activities designed to enhance employability (i.e.
motivation, assessment, job preparation workshops, educational classes and/or training, and/or
employment services), providing job development and placement services, and assisting individuals and
families in accessing community services, addressing emergency assistance and crisis intervention and
immediate needs (i.e. food, housing, clothing, and transportation).

» Provide job and career counseling during program participation and after job placement.

Certificate: A certificate is awarded in recognition of an individual’s attainment of measurable technical or
occupational skills necessary to gain employment or advance within an occupation. These technical or
occupational skills are based on standards developed or endorsed by employers. Certificates awarded by
workforce investment boards are not included in this definition. Work readiness certificates are also not
included in this definition. Reference TEGL 15-10.

Co-enrolled: Participation in multiple programs for which a customer is eligible.

Core Services: Services available to all customers of the One-Stop Center or affiliate partner agency as
described under Section 134(d)(2) of the Act. Core services include informational and self-service activities and
staff-assisted services and activities. List is not all inclusive, reference SCP 1.8 for a complete list:

» Self Service/ Informational Activities: Those services that are made available and accessible to the
general public, that are designed to inform and educate individuals about the labor market and their
employment strengths, weaknesses, and the range of services appropriate to their situation, and that do
not require significant staff involvement with the individual in terms of resources or time.

» Staff Assisted: Those services/ assistance provided by staff beyond the informational activities
described above regardless of the length of time involved in providing such assistance; includes a staff
member’s assessment of a participant’s skills, education, or career objectives.

» Initial Assessment: Provides preliminary information about the individual's skill levels,
aptitudes and interests to assist in identify supportive services needed.

» Job Search and Placement Assistance: Helps the individual determine whether he or she is
unable to obtain employment, and thus requires more services to obtain employment.
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» Counseling — Individual & Career Planning: The process of assisting participants in realistically
assessing their abilities, needs and providing guidance in the development of participants’ vocational
goals and the means to achieve them. Helping participants with the solutions of a variety of individual
problems occurring during their participation in the program.

» Counseling- Group Session: The process whereby a trained counselor, using the principles of group
dynamics in group discussion, assists selected applicants with similar employment problems (such as
inability to find or hold a job), through peer interaction, group members are aided in achieving a better
understanding of their problems and in clarifying or modifying feelings, attitudes, and behavior which
are barriers to successful employment. Group counseling is an extension of the overall counseling
process but does not replace the individual counseling interview.

> Follow-Up Services: see Follow-Up

Covered persons: see Veteran

Credential: A credential is a nationally recognized degree or certificate or state recognized credential.
Credentials include, but are not limited to, a high school diploma, GED, or other recognized equivalents, post-
secondary degrees/certificates, recognized skill standards, licensure or industry-recognized -certificates.
Reference TEGL 15-10

Customized Training: See Training.

Data Element Validation (DEV)/ Reporting: The accuracy and reliability of program reports submitted by
states and grantees using Federal funds are fundamental elements of good public administration, and are
necessary tools for maintaining and demonstrating system integrity.

Date of Exit: Represents the last day on which the individual received a service funded by the program or a
partner program (see definition of “exit”).

Date of Participation: Represents the first day, following a determination of eligibility (if required), that the
individual begins receiving a service funded by the program (see definition of participant).

Demand Occupation: Employment opportunities in the local area or area the participant is willing to relocate
and within the Industry Sectors the GWIB has approved. Reference SCP 1.11.

DETR: Department of Employment, Training and Rehabilitation.

Diploma: The term diploma means any credential that the state education agency accepts as equivalent to a
high school diploma. The term diploma also includes post-secondary degrees including Associate (AA and AS)
and Bachelor Degrees (BA and BS).

Dislocated Worker: The term “dislocated worker” means an individual who: (1) has been terminated or laid
off, or who has received a notice of termination or layoff, from employment; and is eligible for or has exhausted
entitlement to unemployment compensation; or has been employed for a duration sufficient to demonstrate, to
the appropriate entity at a one-stop center referred to in section 134(c), attachment to the workforce, but is not
eligible for unemployment compensation due to insufficient earnings or having performed services for an
employer that were not covered under a State unemployment compensation law; and is unlikely to return to a
previous industry or occupation; (2) has been terminated or laid off, or has received a notice of termination or
layoff, from employment as a result of any permanent closure of, or any substantial layoff at, a plant, facility, or
enterprise; or is employed at a facility at which the employer has made a general announcement that such
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facility will close within 180 days; or for purposes of eligibility to receive services other than training services
described in section 134(d)(4), intensive services described in section 134(d)(3), or supportive services, is
employed at a facility at which the employer has made a general announcement that such facility will close; (3)
was self-employed (including employment as a farmer, a rancher, or a fisherman) but is unemployed as a result
of general economic conditions in the community in which the individual resides or because of natural disasters;
or (4) is a displaced homemaker. Reference SCP 1.6. Special Note: Separating military service members (non-
retiree) and military spouses may be enrolled for services as dislocated workers if they meet the definitions set
forth in TEGL 22-04 Section 4. Recently separated veterans and transitioning service members are considered
to have received a notice of termination or layoff from their employer (DD-214) per part (A)(i) of this
definition:

» To determine a laid-off customer’s eligibility for dislocated worker-funded services, the participant’s
last date of employment is used and reported to the WIASRD as the Date of Actual Qualifying
Dislocation. This aligns with the timeframe described in the WIA definition of a “Recently Separated
Veteran.”

Dislocation Date: See Qualifying Dislocation Date

Displaced Homemaker: For Dislocated Worker Purposes, an individual who has been providing unpaid
services to family members in the home and who: Has been dependent on the income of another family member
but is no longer supported by that income; and is unemployed or underemployed and is experiencing difficulty
in obtaining or upgrading employment.

Educational Gain: At post-test, participant completes or advances one or more educational functioning levels
from the starting level measured on entry into the program (pre-test).

Eligible Covered Persons: See Veteran
Eligible Training Provider List (ETPL): A statewide collection of education and training providers that are

approved for Occupational Training services. For a current list, go to:
http://detr.state.nv.us/worforce investment pages/wia providers.htm

Eligibility, Basic; Requirements, Adult and Dislocated Workers: Refers to the specific criteria an Applicant
must meet. Reference SCP 1.6 for Basic and Program Eligibility criteria:
> At least 18 years old

> Right to Work requirements
» A male must be in compliance with the registration provisions of the Military Selective Service

Eligibility, Basic; Requirements, Youth: Refers to the specific criteria an Applicant must meet. Reference
SCP 2.1 for Basic and Program Eligibility:

> Be 14 through 21 years of age

» Right to Work requirements

» A male must be in compliance with the registration provisions of the Military Selective Service
Employed at the Date of Participation: An individual employed at the date of participation is one who:
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» Did any work at all as a paid employee on the date participation occurs (except the individual is not
considered employed if: a) he/she has received a notice of termination of employment or the employer
has issued a Worker Adjustment and Retraining Notification (WARN) or other notice that the facility or
enterprise will close, or b) he/she is a transitioning service member.

» Did any work at all in his/her own business, profession, or farm;
» Worked 15 hours or more as un-unpaid worker in an enterprise operated by a member of the family.

» Was not working, but has a job or business from which he/she was temporarily absent because of illness,
bad weather, vacation, labor-management dispute, or personal reasons, regardless of whether paid by the
employer for time off, and regardless of whether seeking another job.

Employed in the Quarter After the Exit Quarter: The individual is considered employed in a quarter after
the exit quarter if wage records for that quarter show earnings greater than zero. When supplemental data
sources are used, individuals should be counted as employed if, in the calendar quarter of measurement after the
exit quarter, they did any work at all as paid employees (i.e., received at least some earnings), worked in their
own business, profession, or worked on their own farm.

Employed in the Second or Third Quarter After the Exit Quarter: The individual is considered employed
if wage records for the second or third quarter after exit show earnings greater than zero. Wage records will be
the primary data source for tracking employment in the quarter after exit. When supplemental data sources are
used, individuals should be counted as employed if, in the second or third calendar quarter after exit, they did
any work at all as paid employees, worked in their own business, profession, or worked on their own farm.

Employment Retention, WIA: Based on those employed in the second and third quarters after program exit
divided by the number of participants who exit during the quarter.

Employment Service programs: Labor exchange and other services to employers, job seekers, and special
populations as defined by the Wagner-Peyser Act and federal regulations.

Enrollment: The period of participation in a specific program from receipt of first program-funded service
through exit.

Enrollment Date: Date of the receipt of first program-funded service.

Entered Employment: (Employed in the quarter after exit) The individual is considered employed in a quarter
after the exit quarter if wage records for that quarter show earnings greater than zero. When supplemental data
sources are used, individuals should be counted as employed if, in the calendar quarter of measurement after the
exit quarter, they did any work at all as paid employees (i.e., received at least some earnings), worked in their
own business, profession, or worked on their own farm.

Exclusions From Common Measures and follow-up services: When the status of the Youth and/or Adult is
not applicable to the rules and/or guidelines and therefore make the individual and/or data excluded from the
measure.

Exit: The point at which a participant stopped receiving services funded by a specific program or grant: DEV
point requirement.
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» Exit: occurs when a participant does not receive a service funded by the program or funded by a partner
program for ninety (90) consecutive calendar days and is not scheduled for future services; applies to all
programs and funding streams concurrently. (aka “Soft Exit”)

> Exit Date: The date of the program (or partner program) service received by a participant that results in
a Common EXxit.

» Program Exit: occurs when a participant does not receive a service funded by a program or grant for
(90) consecutive calendar days and is not scheduled for future services; applies to a single program or
funding stream.

Family Income: All income received by all members of the family during the six-month period prior to
application/registration, annualized by multiplying the six-month income by two (6 month income x 2). The
composition of the family is determined as of the date of the application/registration.

Family Size: Number of dependent children plus number of parents or guardians who reside together. Use
definitions in Family to arrive at the correct number. Note: An “individual with a disability” must, for purposes
of income eligibility determination, be considered to be an unrelated individual who is a family unit of one
consistent with the definition of Low Income Individual at WIA Section 101 (25)(f).

Follow-Up Services: The goal of follow-up services is to ensure job retention, wage gains and career progress
for participants who have been referred to unsubsidized employment. While follow-up services must be made
available, not all of the adults and dislocated workers who are placed into unsubsidized employment will need
or want such services. Follow-up services could include, but are not limited to: additional career planning and
counseling; contact with the participant's employer, including assistance with work-related problems that may
arise; peer support groups; information about additional educational opportunities, and referral to supportive
services available in the community. 20 CFR 662.240(11)

Follow-Up Services/Youth: All youth participants must receive some form of follow-up services for a
minimum duration of twelve (12) months. These services can be provided beyond twelve months at the state or
LWIB discretion. The types of services provided and the duration of services must be determined based on
needs of the individual. Reference SCP 2.2.Follow-Up Services may include:

e The leadership development and supportive service activities listed in §8664.420 and 664.440;

e Regular contact with a youth participant’s employer, including assistance in addressing work-related

problems that arise;

e Assistance in securing better paying jobs, career development, and further education;

e Work-related peer support groups;

e Adult mentoring; and

e Tracking the progress of youth placed in employment after training.

GED Credential (GED): General Equivalency Diploma, see High School Equivalency.

Governors Workforce Investment Board (GWIB): The Governors Workforce Investment Board established
under section 111 of the Act. The GWIB serves as an advisory to the Governor and develops the State plan and
oversees how it is carried out.
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Health/Medical or Family Care: Used when the participant is receiving medical treatment or providing care
for a family member that precludes entry into unsubsidized employment or continued participation in the
program, and is expected to last for more than 90 days.

Institutionalized - The participant is residing in an institution or facility providing 24-hour support such as a
prison or hospital and is expected to remain in that institution for at least 90 days.

High School Equivalency: In order to receive, the participant can pass any one of the following test; GED,
High School Equivalency Test (HISET), Test Assessing Secondary Completion (TASC). Tests that measures
skills and knowledge generally associated with four years of traditional high school instruction.

Job Search and Placement Assistance: Helps the individual determine whether he or she is unable to obtain
employment, and thus requires more services to obtain employment.

Income Eligibility Guideline: Issued through DOL yearly; lower Living Standard Income Level (LLSIL)
Guidelines includes income charts that are used by state and local workforce investment areas to determine
income eligibility for WIA programs for youth and certain adult services, in addition to the Work Opportunity
Tax Credit.

Incumbent Worker: Assisting in skill development of existing employees, increasing productivity and the
growth of the industry. Reference SCP 1.19.

Initial Assessment: See Core Services
Individual Service Plan (ISP): See Individual Employment Plan.

Individual Training Account (ITA): Defines services and associated costs to secure training from eligible
training providers. (Currently waived in Nevada)

Individual with a Disability:

> In general. An individual with any disability (as defined in section 3 of the Americans with Disabilities
Act of 1990 (42 U.S.C. 12°02).

Individuals with Disabilities: More than one individual with a disability.
Industry Sectors: See Sectors
Intake: The process by which a potential participant provides basic demographic and eligibility information.

Intensive Services: Services or activities that are designed to determine appropriate/ additional training or skill
development needs, or require that a payment is made on behalf of the customer. Intensive services are
available to adults and dislocated workers who have received (or completed) one or more Core Services and are
still unable to gain employment OR who are employed and have been determined in need of additional services
to get a better job in order to obtain or retain employment. List not all inclusive, reference SCP 1.8 for a
complete list:

» Assessment — Comprehensive and Specialized Skill: A specialized assessments of the skill levels and
service needs of adults and dislocated workers, which may include, (I) diagnostic testing and use of
other assessment tools; and (I1) in-depth interviewing and evaluation to identify employment barriers
and appropriate employment goals.
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> Basic Skills/Life Skills: Essential skills necessary for successful living. They fall into five main areas:
self, family, job, community and leisure. Basic/Life Skills include learning to set realistic and attainable
goals and problem-solving strategies.

» Case Management: The provision of a client-centered approach in the delivery of services, designed to:
Prepare and coordinate comprehensive employment plans, such as service strategies, for participants to
ensure access to necessary workforce investment activities and supportive services. To provide job and
career counseling during program participation and after job placement.

» Counseling — Group Session: The process whereby a trained counselor, using the principles of group
dynamics in group discussion, assists selected applicants with similar employment problems (such as
inability to find or hold a job), through peer interaction, group members are aided in achieving a better
understanding of their problems and in clarifying or modifying feelings, attitudes, and behavior which
are barriers to successful employment. Group counseling is an extension of the overall counseling
process but does not replace the individual counseling interview. Examples would include: JOB
CLUBS.

» Counseling — Individual & Career Planning: The process of assisting participants in realistically
assessing their abilities, needs and providing guidance in the development of participants’ vocational
goals and the means to achieve them. Helping participants with the solutions of a variety of individual
problems occurring during their participation in the program.

» English as a Second Language: Classes designed to assist individuals whose first language is not
English to become proficient in English as their second language.

» Individual Employment Plan (IEP): The individual employment plan is an ongoing strategy jointly
developed by the participant and the case manager that identifies the participant's employment goals, the
appropriate achievement objectives, and the appropriate combination of services for the participant to
achieve the employment goals assessment is to help individuals and program staff make decisions about
appropriate employment goals. (CFR 663.245)

» Literacy Training: Classes designed to improve an individual's reading and writing to a level adequate
for communication in a literate society. Individuals do not have a secondary school diploma or its
recognized equivalent, and have not achieved an equivalent level of education.

» Short-term Pre-Vocational Skills to Prepare for Employment: The development of learning skills,
communication skills, interviewing skills, punctuality, personal maintenance skills, and professional
conduct, to prepare individuals for unsubsidized employment or training. Examples would include:
Employment Preparation Workshops, Adult math upgrade.

» Work Experience (WEX): Planned, structured, work-based learning experience with documented goals
for a limited period of time. Paid or un-paid. Reference SCP 1.8.

Integrated Service Delivery: Nevada’s approach to providing services, whereby staff from various partner
programs come together to serve mutual participants.

Initial Assessment: Provides preliminary information about the individual's skill levels, aptitudes and interests
to assist in identifying supportive services needed.
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Job Search and Placement Assistance: See Core Services

Local Workforce Investment Area (LWIA): A local area designated by a Governor for delivery of WIA
services.

Local Workforce Investment Board (LWIB): The local board established in each LWIA of a State and
certified by the Governor.

Low Income: Is a person who; A)receives, or a member of a family which receives , cash payment under
Federal, State or local income-based programs; B)received an income, or is a member of a family that received
a total family income, for the past six- month period prior to program participation (exclusive of unemployment
compensation, child support payments, payments described above, old-age and survivors insurance benefits
under section 202 of the Social Security Act (42 U.S.C. 402), Strike benefits, Foster care payments, assets draw
down, sale of home, property or car, Non cash employer paid fringe benefits, Capital gains, Income earned
while on active military duty and certain other veterans benefits, Tax refunds, list may not be all inclusive,
consult LWIB) in relation to family size does not exceed the higher of (i) the poverty line, for an equivalent
period, or (ii) 70 percent of the lower living standard income level, for an equivalent period; or C) is a member
of a household that receives (or has been determined within the last 6-month period prior to program
participation) Food Stamps under the Food Stamp Act of 1977 (7 U.S.C. 2011et seq.) or D) qualifies as a
homeless individual, as defined in subsections (a) and (c) of section 103 of the Stewart B. McKinney Homeless
Assistance Act (42U.S.C. 11302); or EO is a foster child on behalf of whom the State or local government
payments are made; or FO is a person with a disability whose own income meets the income criteria established
in WIA section 101(25)(A) pr (B), but is a member of a family whose income does not meet the established
criteria.

Lower Living Standard Income Level (LLSIL): The income level (adjusted for regional, metropolitan, urban,
and rural differences and family size) determined annually by the Secretary of Labor based on the most recent
lower living family budget issued by the Secretary. Distributed by WISS annually to the LWIB’s.

Migrant and Seasonal Farm Worker (MSFW): A migrant farmworker, a migrant processing worker, or a
seasonal worker.

North American Free Trade Agreement (NAFTA): A regulation implemented January 1, 1994 in Mexico,
Canada and the United States to eliminate most tariffs on trade between these nations. The three countries
phased out numerous tariffs, (with a particular focus on those related to agriculture, textiles and automobiles),
between the agreement’s implementation and January 1, 2008. NAFTA’s purpose is to encourage economic
activity between the Unites States, Mexico and Canada.

National Emergency Grant (NEG): Awarded to provide employment and training assistance to workers
affected by major economic dislocations; (2) to provide assistance to the Governor of any state within the
boundaries of which is an area that has suffered an emergency or major disaster; and (3) to provide additional
assistance to a state or local board for eligible dislocated workers in a case in which the State or local board has
expended the funds provided for National Emergency Grants and can demonstrate the need for additional funds
to provide appropriate services for such workers.

Needing Additional Assistance: Is an individual (including youth with disability) who requires additional
assistance to complete an educational program, or to secure and hold employment. [WIA Sec. 101 (13)]
www.wia.doleta.gov
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Needs Related Payments: Provide financial assistance to participants for the purpose of enabling individuals to
participate in training activities. Reference SCP1.15 and 1.6.

Not Employed at the Date of Participation: An individual is also considered not employed at the date of

participation when he/she (a) did no work at all as a paid employee on the date participation occurs, (b) has

received a notice of termination of employment or the employer has issued a WARN or other notice that the
facility or enterprise will close, or (c) is a transitioning service member.

Objective Assessment: Objective (comprehensive) assessment is a client-centered diagnostic approach to
evaluating the needs of a participant without regard to services or training programs already available. It is an
independent, comprehensive evaluation of an individual designed to identify information vital to the design of
an individual service strategy or Individual Employment Plan. Objective assessment is an ongoing process and
should not be viewed as a onetime event. It should be a multi-faceted approach that includes a full array of
options including items such as structured interviews, paper and pencil tests, performance test, behavioral
observation, interest inventories career guidance instruments, aptitude tests, and basic skill tests. As an ongoing
process, it must be revisited regularly and amended, as appropriate, when additional needs are identified or
goals achieved.

Occupational Skills Goal: A measurable increase in primary occupational skills encompassing the proficiency
to perform actual tasks and technical functions required by certain occupational fields at entry, intermediate or
advanced levels. Secondary occupational skills entail familiarity with and use of set-up procedures, safety
measures, work-related terminology, record keeping and paperwork formats, tools, equipment and materials,
and breakdown and clean-up routines. (Please note: this term applies to the current WIA statutory youth
measures only, it does not apply to the common measures).

Occupational Skills Training/ Advanced Training: see Training.

Offender: Any adult or youth who has been involved, at any stage, in the criminal justice process that may
benefit from services under WIA Title IB programs and requires assistance in overcoming artificial barriers to
employment from an arrest or conviction. WIA Section 101 (27)

Older Individual: An individual age 55 or older.

O*NET: The Occupational Information Network for use matching the title of an occupation with its 5 or 6-
digit occupational code (http://online.onetcenter.org/).

On-the-job Training: See Training

Out of School: A youth who is not attending school (even if the youth has a H.S. diploma or its equivalent) or
is attending post-secondary school and is basic skills deficient. See the Literacy/Numeracy Decision Path on
page 86-89

Participant: An individual who has been determined eligible to participate in and who has received at least one
service funded by a WIA program in either a physical location or remotely.

Participation Quarter: Represents the calendar quarter in which the date of participation is recorded for the
individual.

Partner Agency: An entity that contributes to the delivery of services to a WIA participant.
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Performance, WIA: Current performance measures, methods of calculation, and information on determining
participation, exceptions, etc. are detailed in DOL/ETA Training and Employment Guidance Letter (TEGL) 17-
05.

Performance Exclusion: Located on the NJCOS Enrollment Tab and allows for other reasons for exit.

Poor work history: Is tied to the 6th Barrier and is to include youth who: 1) Are working less than full-time;
2) Have been fired from a job; 3) Have a sporadic work history (history of job hopping); 4) Are working in jobs
that are unskilled or dead-end; 5) Have no past work history.

Post-Secondary Education: A program at an accredited degree-granting institution that leads to an academic
degree (e.g., A.A., AS., B.A., B.S.). Programs offered by degree-granting institutions that do not lead to an
academic degree (e.g., certificate programs) do not count as a placement in post-secondary education, but may
count as a placement in “advanced training/occupational skills training.”

Post-test: A test administered to a participant at regular intervals during the program.

Poverty Line: The poverty line (as defined by the Office of Management and Budget, and revised annually in
accordance with section 673(2) of the Community Services Block Grant Act (42 U. S. C. 9902 (2)) applicable
to a family of the size involved.

Pregnant or Parenting Youth: An individual who is under 22 years of age and pregnant, or a youth (male or
female) who is providing custodial care for one or more dependents who are under 18 years of age. Individuals
do not qualify as a parent until the child is born.

Pre-test: A test used to assess a participant’s basic literacy skills, which is administered to a participant up to
six months prior to the date of participation, if such pre-test scores are available, or within 60 days following the
date of participation.

Priority of Service: The order, or sequence, in which participants may receive intensive services and training
services in the event that funds allocated to a local area for adult employment and training activities are limited.

Priority of Service: Veterans: See Veterans
Program Elements; Youth: See Youth

Program Eligibility; Reference SCP’s 2.1, 1.6 and Income Guidelines Lower Living Standard Income Level
(LLSIL) Memo.

Qualified Apprenticeship: A program approved and recorded by the ETA Bureau of Apprenticeship and
Training or by a recognized state apprenticeship agency or council. Approval is by certified registration or other
appropriate written credential.

Qualifying Dislocation Date: A term to describe an eligible Dislocated Worker last day of employment and is
captured in the State MIS system under the Work History Tab; Reason for Leaving; Category 1-4 DW, and
reported to the WIASRD.

Rapid Response Activity: Early intervention services provided by the state or by an agency chosen by the
state in case of a factory closing, a natural or other disaster that causes job loss for large numbers of workers, in
order to assist dislocated workers in obtaining reemployment as soon as possible.
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Registration (Intake): The process by which a potential participant provides basic demographic and eligibility
information.

Relocated to a Mandated Residential Program: For youth participants only, the participant is in the foster
care system or any other mandated residential program and has moved from the area as part of such a program.

Reporting, WIA: In and part of WIA Performance as reported to DOL through WIASRD reports using WIA
Provider data entry.

School Dropout: An individual who is no longer attending any school and who has not received a secondary
school diploma or a General Equivalency Diploma (GED).

Sectors: Sectors of Industry the GWIB has determined that are directly linked to employment opportunities.
Reference SCP 1.11, Governors Executive Order 2012-18.
http://detr.state.nv.us/GWIB SectorCouncils/gwib index.htm

Self-Attestation: An individual’s (physically or electronically) signed attestation that the information he/ she
submits to demonstrate eligibility for a program under Title | of WIA is true and accurate. Synonymous to “self-
certification”. The information being attested to, including dates when applicable, must be included on the
signed form.

Self-Sufficiency: The term “self-sufficiency” for WIA programs refers to the level of income a person or family
must be below in order to be eligible for certain WIA services. “Employment itself is not a guarantee of self-
sufficiency.

Support Services for Adult/Dislocated Workers: Supportive services for Adult/Dislocated Workers may only
be provided to individuals who are: Participating in core, intensive or training services; and Unable to obtain
supportive services through other programs providing such services. Services provided and duration must be
determined based on the needs of the individual, per LWIB policy, and documented in case notes. Support
Services can include; Child Care, Transportation, Dependent Care, Housing, Needs Related Payments per
LWIB policy. Reference SCP 1.15 and 1.6.

Support Services; Needs Related Payments: Provide financial assistance to participants for purposes of
enabling individuals to participate in training activities. Such payments must be one of the supportive services
detailed above as indicated in SCP 1.15 and 1.6.

Support Services/Youth: As defined in WIA Section 101(46) may include the following; Linkage to
community services, Assistance with transportation costs, childcare and dependent care costs, housing costs,
referrals to medical services and assistance with uniform or other appropriate work attire and work related tool
costs, including such items as eyeglasses and protective eye gear per SCP 2.2.

TEGL.: The United States Department of Labor (DOL), Employment & Training Administration (ETA)
Training & Employment Guidance Letters are used to transmit policy and operational guidance to the
Workforce Investment Act state and local workforce systems. Issued by Program Year (July 1 - June 30).

TEN: ETA Training & Employment Notice are used to communicate announcements of meetings, publications,
or general information. Issued by Program Year (July 1 - June 30).

Trade Adjustment Assistance (TAA): Program designed to assist U.S. workers who have lost their job or may
lose their jobs as a result of foreign trade. [optional: Assistance includes employment and case management
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services, re-training benefits, job search and relocation monetary allowances, additional wage subsidies in the
form of Unemployment Insurance Workers over the age of 50 may receive additional assistance in their
transition as well.

Trade Readjustment Allowance (TRA): Weekly allowance payable to an adversely affected worker with
respect to such worker's unemployment.

Training Related Employment: A requirement field in NJCOS on the Outcomes Tab for participant program
exiters that received training and entered employment. Reference TEN 5-13, NV TAG 13-1.

Training Services: These services include WIA-funded and non-WIA funded partner training services.
Training services may be made available to employed and unemployed adults and dislocated workers who:
Have received at least one intensive service and have been determined to be unable to obtain or retain
employment through such services. After an interview, evaluation, or assessment, and case management, have
been determined to be in need of training services and to have the skills and qualifications to successfully
complete the selected training program. Select a program of training services that is directly linked to the
employment opportunities either in the local area or in another area to which the individual is willing to
relocate. And unable to obtain grant assistance from other sources to pay the costs of such training, including
such sources as State-funded training funds, Trade Adjustment Assistance and Federal Pell Grants.

» Training Services include (all training services must result in a credential):

o Combined Workplace Learning with Related Instruction; Programs that combine workplace
training including: Skills upgrade and retraining. Entrepreneurial training or job readiness
training with related instruction, which may include cooperative education programs such as
adult education or literacy activities.

o Customized Training; Training that meets the following criteria: Training that is designed to
meet the special requirements of an employer (including a group of employers).

Training that is conducted with a commitment by the employer to employ an individual on
successful completion of the training. Training for which the employer pays for not less than 50
percent of the cost of the training.

o Entrepreneurial Training; Classroom training designed to prepare and assist participants in
starting their own business and to provide them with the on-going management skills necessary
to operate their own business. Participants may be taught how to develop business plans for
marketing.

o Occupational Skills Training; Training designed to prepare an individual with the skill and
knowledge to enter employment in a specific occupation or group of occupations. Providers of
Occupations Skills and the specific class to be taken must appear on the Nevada Eligible
Training Provider List (ETPL).

o On-The Job Training (OJT): Training by an employer that is provided to a paid participant, in
contract, while engaged in productive work in a job that: Provides knowledge or skills essential
to the full and adequate performance of the job; Provides reimbursement to the employer of up to
50 percent of the wage rate of the participant (check with your LWIB as to current waiver with
DOL as the allowable % may be different), for the extraordinary costs of providing the training
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and additional supervision related to the training; and Is limited in duration as appropriate to the
occupation for which the participant is being trained, taking into account the content of the
training, the prior work experience of the participant, and the service strategy of the participant,
as appropriate. Reference SCP 1.14

o Skills Upgrading and Retraining: Employee skills upgrading as demonstrated in incumbent
worker training including employer loan programs for employee skills upgrading.

o Training Programs Operated by the Private Sector: Training programs operated by the
private sector that are not considered post-secondary.

Transitioning Service Member: A service member in active duty status (including separation leave) who
participates in employment services and is within 24 months of retirement or 12 months of separation.

Unsubsidized Employment: A job for which wages are paid directly by the employer and that is not
subsidized through any government program.

Veteran: A person who served at least one day in the active military, naval, or air service, and who was
discharged or released under conditions other than dishonorable.

> Eligible spouse: means the spouse of any of the following:

o aveteran who died of a service-connected disability;

o a member of the Armed Forces serving on active duty who, at the time of application for the
priority, is listed in one or more of the following categories and has been listed for a total of
more than 90 days: missing in action; captured in the line of duty by a hostile force; or forcibly
detained or interned in the line of duty by a foreign government or power;

o aVveteran who has a total disability resulting from a service-connected disability, or
o aveteran who died while a disability was in existence.

> Note: A spouse whose eligibility is derived from a living veteran or service member would lose his or
her eligibility of the veteran or service member were to lose the status that is the basis for the eligibility
(e.g. if a veteran with a total service-connected disability were to receive a revised disability rating at a
lower level). Similarly, for a spouse whose eligibility is derived from a living veteran or service
member, that eligibility would be lost upon divorce from the veteran or service member.

Veteran Priority of Service: The “Jobs for Veterans Act”(JVA) (Public Law 107-288 section 2(a) of Title 38
USC 4215(a) created a priority of services for veterans and some spouses, who otherwise meet the eligibility
requirements for participation in Workforce Investment Act programs. The JVA calls for priority of service to
be implemented by all “qualified job training programs,” defined as “any workforce preparation, development
or delivery program or service that is directly funded, in whole or in part, by the Department of Labor.”
Reference SCP 1.18

Veteran (Recently separated): (WIA Law Section 101 (49)(B)) — means any veteran who applies for
participation under this title within 48 months after the discharge or release from active military, naval, or air
service.
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Wagner-Peyser Act (W-P): The Wagner-Peyser Act of 1933 established a nationwide system of public
employment offices known as the Employment Service. The Wagner-Peyser Act was amended in 1998 to make
the Employment Service part of the One-Stop services delivery system. (See Employment Service programs
above)

Waiver: The bill provides authority for the Secretary (DOL) (currently contained in appropriations law) to
waive statutory or regulatory requirements of the adult and youth training provisions of the Act and the
Wagner-Peyser Act, with exceptions for labor standards, nondiscrimination and related provisions. It clarifies
that waivers previously granted to states may continue to be in effect under this Act for the duration of the
waiver.

WARN (Worker Adjustment and Retraining Notification): Offers protection to workers, their families and
communities by requiring employers to provided notice 60 days in advance of covered plant closings and
covered mass layoffs.

Workforce Investment Support Services (WISS): The supporting department within the Nevada
Employment Security Division, Nevada Department of Employment, Training and Rehabilitation (DETR) that
implements and oversees the following programs: Automated Systems, Career Enhancement Program,
Complaint System, Displaced Homemaker Program, Employment Services, Foreign Labor Certification,
Migrant and Seasonal Farmworkers, Trade Act, Rapid Response, Silver State Works, Veteran’s Employment
and Training Services, Workforce Opportunity Tax Credit, Reemployment & Eligibility Assessments,
Reemployment Services, Worker Profiling & Reemployment Services, Wagner-Peyser and Workforce
Investment Act

Work Experience (WEX): see definition under Intensive Services.

Work Readiness Skills Goal: A measurable increase in work readiness skills including world-of-work
awareness, labor market knowledge, occupational information, values clarification and personal understanding,
career planning and decision making, and job search techniques (resumes, interviews, applications, and follow-
up letters). They also encompass survival/daily living skills such as using the phone, telling time, shopping,
renting an apartment, opening a bank account, and using public transportation. They also include positive work
habits, attitudes, and behaviors such as punctuality, regular attendance, presenting a neat appearance, getting
along and working well with others, exhibiting good conduct, following instructions and completing tasks,
accepting constructive criticism from supervisors and co-workers, showing initiative and reliability, and
assuming the responsibilities involved in maintaining a job. This category also entails developing motivation
and adaptability, obtaining effective coping and problem-solving skills, and acquiring an improved self-image.
(Please note: this term applies to the current WIA statutory youth measures only, it does not apply to the
common measures).

Workforce Investment Act (WIA) of 1998: see Act

Workforce Investment Act Standardized Record Data (WIASRD): Data collected from the State MIS
system through data entry from the WIA provider and reported to DOL.

Youth, Advanced Training: This is an occupational skills employment/training program, not funded under
Title I of the WIA, which does not duplicate training received under Title I. It includes only training outside of
the One-Stop, WIA, and partner system (i.e., training following exit). (Please note: this term applies to the
current WIA younger youth measures only, it does not apply to the common measures).

Youth at Risk or an at-risk youth: An individual between the ages of 14 - 21 (up to their 22nd
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birthday) who requires additional assistance to complete an educational program, or to secure and hold
employment and includes one of the following: 1) Aged out of foster care; 2) Child of incarcerated parent; 3)
migrant youth; 4) Chronic behavior problems in school; 5) Family illiteracy; 6) Victim/witness of domestic
violence; 7) Substance abuse; 8) Limited English proficiency; 9) Lacks occupational goals/skills; 10) Chronic
health problems including learning disabilities.

Youth; In School: Youth participants enrolled in school. Reference SCP 2.1 and 2.2

Youth; Out of School: An eligible Youth who is a school dropout or an eligible youth who has either
graduated from High School or holds a GED, but is basic skills deficient, unemployed or underemployed.
Reference SCP 2.1 and 2.2

Youth Who Need Additional Assistance: Requires additional assistance to complete an educational program
or to secure and hold employment.

Youth, Requires Additional Assistance: A youth, 14-21 years of age, who requires additional assistance to
complete an educational program, or to secure and hold employment and meets the SWIB definition of youth
who requires additional assistance.

Youth Who Requires Additional Assistance To Complete And Educational Program: A youth who is at
risk of dropping out of high school as documented by his/her school OR a youth who previously dropped out of
an educational program OR a youth with poor attendance patterns in an educational program during the last
twelve calendar months.

Youth Who Requires Additional Assistance To Secure and Hold Employment: A youth who is a high
school graduate (or equivalent) and has not held a full-time job with the same employer for more than three
consecutive months and lacks work readiness skills necessary to obtain and retain employment as documented
by the youth objective assessment and described in case notes.

Youth With A Disability: means the youth has a physical (motion, vision, hearing) or mental (learning or
developmental) impairment which substantially limits one or more of such person's major life activities and has
a record of such an impairment, or is regarded as having such an impairment. Major life activities include: Self-
care, Receptive and expressive language, Learning, Mobility, Self-direction, Capacity for independent living,
and Economic self-sufficiency.

Youth; Younger: Ages 14-18.

Youth/Ten Youth Program Elements: The following Ten (10) Youth Program Elements must be made
available to Youth participants. Reference SCP 2.2

» Adult Mentoring: A committed relationship between an adult and a youth focused on developing the
character and capabilities of the youth. This relationship must be for duration of at least 12 months that
may occur both during and after program participation.

> Alternative Secondary School Services: Services provided by an educational establishment with a
curriculum and methods that are non-traditional to assist an individual in completing their high school
education. This would include individuals attending GED preparedness courses in an approved test
center.
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» Comprehensive Guidance and Counseling: Guidance and counseling which may include drug and
alcohol abuse counseling , as well as referrals to counseling as appropriate to meet the needs of the
individual youth. This would include youth attending an approved post-secondary education
school.

> Follow-up Services: see Core Services

> Internship: An activity to provide hands-on learning for a youth to gain practical experience in an
occupation, which may be paid or unpaid.

» Job Shadowing: An opportunity for youth to connect with adults in career fields of their interest and
experience the workplace first hand, which will demonstrate the connection between academics and
careers.

» Leadership Development Opportunities: Activities that encourage responsibility, employability, and
other positive social behaviors. For example, community and service learning projects, training in
decision-making, team work training, etc.

» Occupational Skills Training: Courses or classes that, upon successful, leads to (1) a certificate, an
associate degree or baccalaureate degree, or (2) a competency or skill recognized by employers, or (3) a
training regimen that provides individuals with additional skills or competencies generally recognized
by employers.

» Summer - Related Employment Opportunities: Employment opportunities during the summer, which
are directly linked to academic and occupational learning as part of the year round service strategy.

» Support Services: Transportation, transportation assistance, work-related items, testing fees, training
fees, etc. Reference SCP 1.15

» Support Services/Youth: Reference SCP 2.2.

» Tutoring Study Skills Training, Drop Out Prevention: Tutoring, study skills training leading to
completion of secondary school, including dropout prevention strategies.

» Work Experience: Planned, structured, work-based learning experience with documented goals for a
limited period of time. Paid or un-paid. Reference SCP 2.2.
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