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With a Training Acceleration Grant, employers can advance the  skills of
their existing workforce in various educational and training methods. The
program established by the Indiana General Assembly is a primary
workforce training program in the state operated by the Indiana Economic
Development Corporation and Indiana Department of Workforce
Development.




Table of Contents

Registering on the Portal ...... ..o 3

Modifying Personal Information ..., 6

Changing Your Username and Password ..........ccooeviiviveiiiieninnnnes 9

Retrieving LOSt PaSSWOIAS.....oivi i ceie et e e e ee e aennenaas 11
Printing Out Applications ..........cccoiiiii i e 0013
Creating a Pre-application..........cc.coiiiiiiiiii e 15
Saving an Application for Later Completion ................................. 16
Submitting a Pre-application/Application ...................coceveeveeen 19
Checking the Status of an Application...........c.coveiiiiiiiiic i, 22
Receiving Feedback on Application ..........cccovviiiii i, 23
Adding Additional Degrees and Customized Certificates ................ 24
Creating an AppPliCation ........c.oiiiii i e e e 25
Understanding Required Fields ..o e 26
FUIther SUPPOIt . e 27




Regqistering on the Portal

Login Page - Training Acceleration Grant

Please enter your username and password and click Login.

If you do not have a login, please create 5 username and passwaord,

Usemame ** VOFE: Your user name will be your email address.

Password

Forget your passwaord?

If you would like to change your password, click here.

Login I

i3 HOME, | CONLACE LIAD —

=>» Click on the “create a username and password” link and you will be redirected
to the User Registration page




User Registration - Training Acceleration Grant

Establish Username and Password

Enter a username and password in the fields provided, Your email address will be used as your username when you log in.

First Name

Last Mame

Email - Username (name@email.com)

Retype Email

Passvrord
i
Retype Password
i
Phone Number
.
Phone Extension

I—
Register I

a5 HOME 0 CONTACE DD ——————————————————————

= Enter the registration information and click the “Submit” button. Your
information will be registered in the system. You will then be redirected back to
the login page. Enter the e-mail address and password that was submitted on the
User Registration Page.

Your login information is case-sensitive.

e Your password cannot contain all upper-case or
all lower-case letters.

e You must enter your login information exactly
as it was entered during the registration for web
portal.

=» Once you have logged in, you will see your home page.
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Training Acceleration Grant Home Page

Account

w Edit Account Information

Create a new...
» Pre-application

View my...
# Pre-dpplications
#+ Applications

# Approwved Pre-Applications

» Approved Applications

# Grant Participants

TAG Home ;i Contact DWD. — |




Modifying Personal Information

When you Iogln to your account, you will see your home page. Located at the top
of the home page is your [Account] section. Under this section you have the
option to “edit account information.”

INDIANA

WORKFORCE

Welcome, service@kjaklive.com

Log out

Training Acceleration Grant Home Page

I Account |

» Edit Account Information

Create a new...

# Pre-application

View my...
# Pre-bpplications
#* Applications

# Approwed Pre-Applications

» Approved Applications

# Grant Participants

-l Home. .: Cantact DWD e —

=>» Click on the link and you will be redirected to the Account Information page




Welcorme, ser

Log out

Account Information

Training Acceleration Grant - DWD

Please enter the following information. When you have entered all of the required information select Sawve.

I Required field

Account Information

1 Iser\rice (Ehjaklive com
1 |Kernr
] Ihﬂeagher

1 ||:31?)233-4012

bl 50 02 e e OEALL DA - —

=>» You will see your current information.

NOTE:

e You cannot edit your e-mail address or password this way. See pages
9 -10 for information on what options are available for this.

=» Once you have edited the information, click the “Save” button and your
information will be updated to the system. You will then be redirected to the
Home page. The “Save” button will not appear until after information has been
edited.




Before Change:

unt Infarmation

Training Acceleration Grant - DWD
Please enter the following information. When yvou have entered all of the required information select fave,

I Required field

1 service [Ejaklive.com
1 IKerry
fzagher

(565) £56-6665

Training Acceleration Grant - DWD

Please enter the following information. When vou have entered all of the required information select Sawve,

I Required field

Account Information

ddress = | Isér\rice i@kjaklive.com

ame » lIKernr

Marne » 1 |Meagher

(317) 233-4012




Changing Your Username and Password

If you are logged into the system, you will need to click the Log out link located in
the top right corner of the page to return to the login screen
—

INDIANA

WORKFORCE

Login Page - Training Acceleration Grant

Please enter your username and password and click Login.

If you do not have a login, please create a username and password.

Usemame ** NOTE: Your user pame will be your email address.

Password

Forget your password?

IIf you would like to change vour password, click here, I
Login I
fel2G Homne 11 Contack DD — ]

=>» Near the bottom of the login page you will see a link that says, “If you would
like to change your password, click here”. Click the link to be directed to the

Change Password page




Change Password - Training Acceleration Grant

Change Password

Flease type in the new password that you would like to use and retype it to confirm the change and select Change Password,

Username

Old Password

New Password

Retype New Password

Change Pazsmword I

Contact DD

b &5 Home |

1. Complete the fields
2. Click on the [Change Password] button.

NOTE:

A temporary page will open informing you that you will be
redirected in a few seconds. At this time the system is updating
your information. When it has finished it will redirect you back to the
login page at which time you will then be required to enter your new
password in order to access the system.
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Retrieving Lost Passwords

To retrieve a lost password, go to the TAG web portal login page.

Login Page - Training Acceleration Grant

Please enter your username and password and click fogin.

If vou do not have a login, please create a usernarne and password.

Username ** NOTE: Your user name will be pouremail address.

Passvrord

Forget your password?

If vou would like to change vour password, click here,

Lagin I

f 85 Home 11 Contack DD

Find “Forgot your password” and click on the link. The Forgot Password page
will appear.

Password Reset - Training Acceleration Grant

Please enter your username click Submit.

Usemname ** NOTE: Your user name will be pour emazil address.

Submit |

- O, LA DR, —_—

Enter your username into the textbox and click on the [Forgot Password]
button. Another page will appear informing you that a new password has
been sent to your e-mail address.
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accessindiana

Your new password has been sent to your email address.
When you receive your email, you may return to the login page by clicking here.

DWD Home 5 CONACt DWD e

The message you find in your e-mail will read (with a different password):

B New Password - Message (Plain Text) |Z||E||Z|
! Hle Edt View Insert Format Tools Actions Help
} (aReply | Reply oAl | BForward | 2| A ¥ |G X2~ A0

From: webmaster @www. IN.gov Sent:  Fri 03/03/06 11:50 AM

To:
[
Subject: MNew Password

Your new password is sg3GUSCK
Passwords are case-sensitive.

(THIE IS5 & COMPUTER-GENERATED MESSAGE. FPLEASE DO NOT REPLY TO THIS MESSAGE.)

R R R R R R R R R N R R R A R R R A R R A R A R R R R A R R A R A R AR R R R AR R A R AR R AR AR R AR AR AR R AR AR R AR

CCHFIDENTIALITY HOTICE:

This E-mail and any attachments are confidential. If you are not the intended recipient,
you do not have permission to disclose, copy, distribute, or open any attachments. If
you have received this E-mail in error, please notify us immediately by returning it to
the sender and delete this copy from your system.

Thank you.

accessIndiana, MyLocal.IN.gowv, CiwvicNet
R R R R R R R R R R R R R R R R R R R R AR R R AR R R R AR AR R AR AR R AR AR R AR AR R AR AR R AR AR R AR

Now that you have your new password, click on the link to return to the Training
Acceleration Grant portal login page. Enter your e-mail address, making sure that
you are entering it correctly with all upper-case and lower-case letters in the
appropriate places. Next, you must enter the password that was sent to you in
the e-mail. The easiest way to do this is to copy and paste the new password, as
these are not easy passwords to remember and you want to assure that you
have them entered correctly.

Click on the login button. You should now be logged into the system.
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Printing out Applications

Printing a pre-application is exactly the same as printing an application. There
are two methods you may use to print your pre-application or application.

The first method is from within the pre-application/application. Open a pre-
application/application. Locate the “Printable Version” link at the top, right corner
of the page.

Welcomne, sparnme@kjaklive.com

Log out
Training Acceleration Grant - DWD

MNeed Help? Contact vour business consultant,
Seneral Help? Internet Explorer Users Please Read

I Required field Complete Section % Incomplete Section Printable Yersion

General Information

Cornpany Infarmation

Budget Narratives I
Consortium Information Help?

Attachments

JaeJA6 Home ;. Cortact DWD. e ——————————————————————————

Click on the link to view the printable version of the pre-application/application. At
this point, you will need to use your web browser’s print options to print the page.

NOTE: Most web browsers will work very similar to Internet Explorer. Therefore
Internet Explorer 6 has been used for this example.

From the file menu, select [File]->[Print]
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2 DWD :: Training Acceleration Grant - Microsoft Internet Explorer [_ [l

Edi  Wiew Favorites Took Help | &

B <f Favorites {?| i (=] Eg :i j‘%

=

> A
oot T
Edit wiap srintableApp. htmlzpraj Eprint=print B | inks

Chrl+5

Chrl+P

Print Preview... :
INDIANA

Send ’ WORKFORCE

Import and Expart... DEVELOPMENT

R Training Acceleration Grant submitted by SpamMail
whork OFfling

Close

Grant Summary T

Total Humber To Be Trained |
Total Gredentials To Be Issued |

Auerage Cost Per Student | $0.00

Total Match Amount | $0

Total Requested Amount | $0.00

General Information

Company Name | SpamMail

Street Address | 553 Five Drive

city | Lameton

state | Indiana
zip | 55555
County | LaPorte
FEIN | 123456789

323 (Printing and Related Support
Activities)

Please provide 2 brief description about the corpany and produdyservices performed,

Industry (HAICS) Code |

Emnployrmant Lavel 12 Months Aga

Current Employment Level | 100 | 100

Has your company experienced any non-seasanal layoffs in the past 12 manths? | No

Prints this page.

NlE

A dialog will display. Select the printer you would like to print the document to.
Then click the [Print] button. Your document should be available at the
designated printer location.

T 1]

eneral I Options |

_ ice Docurment Image
iz Micrasoft ¥PS Document Writer

[

StatLis: Feady [ Printtofile  Preferences |

Loz ation:

Comment: Find Frinter... |

— Page Range

Lo Murnber of copies: i1 3:

£ Selection € Curent Page

i Pages: [1 [T Callate e
1 2 3
Enter either a zingle page number ar a zingle \Iltl \jtl H—l

page range. For example, 512

Brint I Cancel | Spply |
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Creating a Pre-Application

When you log into your account you will see your Account Home page

Welcome, service@kjaklive.com

Log out

Training Acceleration Grant Home Page

Account

# Edit Account Information

Create a new...
# Pre-application

View my...
# Pre-applications
* Applications
# Approved Pre-Applications
#« Approved Applications
# Grant Participants

-l Home ;. Cantact DWD ————————————————————————————————————————————

Under the “Create a new...” section, select the “Pre-application” link. This will
open a new pre-application.
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Saving an Application for Later Completion

The Appllcatlon allows for you to save and exit at any time with the ability to
return at a later time for completion. When you open an Application, whether it be
for revision or for the first time, you will see “Edit” buttons along the right-hand
side of the page. The information from your Pre-Application has been transferred
to your Application, so even if you are just beginning an Application, you will see
the “edit” buttons and information pre-populated in some of the fields.

Welcorme, sparmme@kjaklive.com

Log out
Training Acceleration Grant - DWD
Need Help? Contact your business consultant,
General Help? Internet Explorer Users Please Read
I Required field complete Section * Incomplete Section Erintable Yersion

SparnMail

555 Five Drive

Larmetan

Indiana

55555

LaFParte

12-3455789 '
323 (Printing and Rerated,‘.‘i“gﬂi’p

Mo

es without fringe benefits

£0.00
£0,00

=2 When you select the “Edit” button next to a section of the Application, the
fields in that section become editable fields. That “edit” button disappears and a
“Save” button appears in its place.
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B [spamhti

I [555 Five Drive

| ILameton
| | Indiana
I |ss55s

1 | =Parte
B [12-3456720

||323 (Printing and Related Support Activities]) -I_
Blah blah blah blah bBlah bBlah blah Blah blah
blah blahblab blah blah blah Blah Blah blah
blah blah blahblah blah blah blah blah blah

g blah blah blah blah

Employment Information

=» Enter your desired changes and then select the “Save” button. You may now
return to your home page to see the status of your Application under the
“Recently worked on...” section. At this time the status of the application is likely
“Draft.”
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Log out

Training Acceleration Grant Home Page

Account

# Edit Account Information

Create a new...
% Pre-application

Recently worked on...
# SpamMail Type: Formal Application
Actions

Submit
Printable Yersion

View my...
# Pre-fpplications
# Applications

# Approved Pre-Applications

#w Approved Applications

# Grant Participants
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Submitting a Pre-Application or Application

There are a few options for how to submit a pre-application or application. The
first option is from within the pre-application/application itself. Once the pre-
application/application has been completed a [Submit for Review] button will
appear at the bottom of the screen. Click on the [Submit for Review] button to
submit the application to the local business consultant.

Welcome, spamme@kjaklive.com

Log aut

Training Acceleration Grant - DWD

NWeed Help? Contact your business consultant,
General Help? Internet Explorer Users Please Read

I Required field Erintable Wersion

Complete Section x Incomplete Section

General Information

Cornpany Information

Budget Marratives
Consortium Information
Attachments

Submit for Rewview I

i35 HOME 3 CONEACT DIYD) eeee———

The second option applies to your most recent project. If your pre-
application/application is the last item you made changes to within to TAG web
portal, it will be listed on the home page under the “Recently worked on...”
section. In the [Actions] area of this section you will see a “Submit” link. Click on
the link to submit the pre-application/application.
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INDIANA

Training Acceleration Grant Home Page

Account

# Edit Account Information

Create a new...

# Pre-application

Recenty worked on...

# SpamMail  Type: Formal Application  Status: Draft

Actions

Printable Wersion

View my...
# Pre-Applications
# Applications
# Approved Pre-Applications

# Approved Applications

# GSrant Participants

le TG Hore .2 Cortact DD

The third and final option for submitting a pre-application/application is accessed
from the “View my...” section of the home page. Although there are separate
pages for the pre-applications and applications, the process for submitting is the
same. We will use applications for this example.

On the home page under the “View my...” section, click on the “Applications” link.
This will display all of the applications that have not been approved by DWD.

On the applications page there will be a column called “Actions.” Under the
“Actions” column, there will be a “Submit” link for each application listed. Click on
the “Submit” link located in the same row as the application that you would like to
submit.

-20 -




ofre

STATUS COLUMMN LEGEND

Training Acceleration Grant Home Page

Draft Subritted
To see what each status means, place your rmouse over the status name above,

In Review Approved

Denied

ACTIONS COLUMM LEGEND

Submit Apply
To see what each action means, place your mouse over the action name above,

Miew Comments

Applications:

#  Application

1 SpamMail
z SparmMail

3 SpamMail

Sep 11, 2008 Draft

Sep 11, 2008 Draft

Sep 11, 2008 Draft

T&0G .I—.|Dme ':. :I l..C.'.D ntal:tDWD
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Checking the Status of an Application

You may check the status of your project under the “Recently work on...” section
of the home page. If you would like to see the status of a project that is not in
your “Recently worked on...” section, you may select the “Pre-applications” or
“Applications” link in the “View my...” section of the home page. Both of these
page will display similar information, which includes the status of the pre-
application/application.

There are four columns to look at: #, Pre-Application/Application, Status, and
Action.

ﬁ.— Pre-Application S{a-tus Ac;:m

EEY  Aapplication Status  Action.

The “Status” column allows you to track any of your Pre-
applications/Applications.

The following are labels that appear in the “Status” column:
e Draft
- Pre-Application/Application has been created and data has been
saved. These items are editable
e Submitted
- Pre-Application/Application has been submitted and are now
available for the Regional Business Consultant to view. These
items are editable.
e In Review
- Pre-Application/Application has been viewed by the Regional
Business Consultant. These items are not editable.
e Approved
- Pre-Application/Application has been approved by the Regional
Business Consultant. If a pre-application is in the Approved status,
an Application can now be made using the “Apply” link in the
Actions column.
e Denied
- Pre-Application/Application has been denied by the Regional
Business Consultant. Contact the consultant for detailed
information on the denial.
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Receiving Feedback on an Application

On your “Approved Applications” or “Approved Pre-applications” page you will
see the four columns. One of which is entitled “Action.” If there are any
comments left by your Regional Business Consultant, there will be a “view
comments” link next to the respective Pre-application/Application.

Welcomne, sparmme@kjaklive.com

Log out

BLIGEN Pre-Applications

Training Acceleration Grant Home Page

STATUS COLUMHN LEGEND

Craft Submitted In Review Approved Denied
To see what each status means, place your mouse over the status name above,

ACTIONS COLUMN LEGEND

Submit Apply Wiew Comments Print
To see what each action means, place your mouse over the action name above.

Pre-Applications:

# Pre-application Created | Status
1 SpamMail Sep 11, 2005 Approved
[TETERE
Click here to create a new pre-application.
- TAG Home @ Contact DWD — ]

Click on the link to view the comments.
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Adding Additional Degrees and Customized
Certificates

This process is done only on the Application under the “Credentials” section.
Once you open the Application, click on the “Edit” button next to the Credentials
to enter edit mode.

0 -

1 - CNA Supervisor Certification
751 - CNC Certification
| Add Qther Degree | | Add Cther Customized Ceificate

Budget Narratives el
Consortium Information

Attachments elp?

=» You can now “Add other Degree” or “Add other Customized Certificate” using
the buttons that now appear at the bottom of the “Credentials” section. Clicking
one of the buttons will add a checkbox to the page. Check the box next to the
credential you wish to enter and fill in the information. You may add as many
credentials applicable.
Cred

tials L

[ | iﬂssocia‘tes in Science
115

[ ] |Elar.:heiors in Science
115

B
njo

1 [CMNA Supervisor Certificat]
| B

1 [CNA Certification

{ Bl

1 [CNC Certification

1751

Attachments

=» You can add both degrees and customized certificates as you wish.
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Creating an Application

You CANNOT create an Application until you have a Pre-application that has
approved by the regional Business Consultant. In the “View my...” section of the
home page, select the “Approved Pre-applications” link to view all of the pre-
applications that have been approved.

A link item that titled “Apply” will appear under the “Actions” column on the
Approved Pre-applications page. Click on “Apply” and an application will open
with information from your pre-application. After the page has loaded, fill in the
required fields. Then save and/or submit your application.

INDIANA

WORKFORCE

Welcome, sparmme@kiaklive,com

Log out

LIl Pre-Applications

Training Acceleration Grant Home Page

Craft Submitted In Review Approved Cenied

To see what each status means, place your mouse over the status name above.

ALCTIONS COLUMN LEGEND

Submit apply Miew Comrments Print
To see what each action means, place your mouse over the action name abave.

Pre-Applications:

#  Pre-application : Cfﬁfi@téﬁ’ : ﬁa\@&
il SparnMail Sep 11, 2008 Approyed

Click here to create a new pre-application,

peliG.HOME [ Contact DD e —
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Understanding Required Fields

All fields that have the | sign next to them indicate a required field. They must be

filled in order to proceed with the rest of the application.
General Information

Spambhil

555 Five Drive

Lameton

Indiana

S5555

LaPorte

12-2456729

223 (Printing and Related Support Activities)

Blah blah blah blah blah blah blah blab blab
blah blah Blah Blah Blah blah blah blah blah
blah blah Blah Blah Blah blah blah blah blah
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Further Support

There are several ways to find more answers.

1. The regional Business Consultants are available to answer your
guestions. To find the contact information for the Business Consultant in
your area go to http://www.in.gov/dwd/2721.htm.

2. The Training Acceleration Grant web portal contains Help? links

throughout the entire site. To view the help text, place your mouse pointer
over the link and the help text will appear.
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