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Getting Started - TrackOne Navigational Training

Getting Started

Welcome to TrackOne! There are a numerous ways to access the various menus, enter data, and
track information in TrackOne. This user guide is designed to introduce you to the program and to
explain the basic setup procedure.

First, in order for the program to work properly, please check the system requirements listed
below and make any necessary adjustments.

Use a computer with DSL or faster connection to the Internet
Make sure the computer you are using has a DSL or faster connection to the Internet before you
begin using TrackOne.

Use a computer with Internet Explorer 5.5 or higher

TrackOne is designed to run on Microsoft Internet Explorer version 5.5 and higher. Operation of
TrackOne depends on the browser, not the operating system installed on the computer. If the
system will run Internet Explorer 5.5 or higher, TrackOne should operate normally. The program
will not operate properly on other browsers, such as Netscape Navigator, Firefox, or Safari.

Set your video display to 1024 x 768
Certain pages in TrackOne will not display properly in resolutions less than 1024x768, although
higher resolution settings are fine.
To set your video display (Windows 2000 Pro)

1. Go to your Control Panel.

2. Open Display and click the Settings — BEASELUEES 2]
tab_ Background | Screen Sawer AppearanceIWeb IEffec:ts Settings |

3. Under Screen Area select 1024x768
pixels.

4. Click OK.

Dizplay:
[Multiple Moritors] on AT GE MOBILITY-M AGP [Englizh]

Colors Screenaea———————————————
|7 High Color [16 kit |7LBSS J More

1024 by ¥EE pixels

N 7.

Troubleshoot...l Advanced... |

(0] I Cancel | Apply |
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Getting Started - TrackOne Navigational Training

Turn pop-up blockers off

You may have Norton Internet Security or any of a number of pop-up blocking software installed
on your computer. TrackOne will not work with pop-up blockers in place, so you will need to
unblock pop-ups.

The following screenshots list several ways to turn off pop-up blockers. Depending on your
computer’s configuration, you may need to do one or more of these options.

To disable the pop-up blocker for common products that may be installed on your system:
To turn off pop-up blocking in Norton Internet Security:

1. Start Norton Internet Security

2. In the main window, click Norton Anti-Spam

Norton Internet Security. E”E|E|
Q Block Traffic (';‘:?)I:ivel_lpdate opfions - Help & _
- . Support

Horton Protection Center Nortoh Internet SECLIFIW
Norton Iiternet Securt = 7
v I ‘ f_¢ Security o Internet Security
| Status & Setftings
= Outhreak Alert on e U
OuthreakAlet | /o e security protecks your
) compuker from
Statistics Personal Firewal Oon Internet threats,
Subscription Status / Intrusion Prevention o) more info
| Norton AntiVirus A _ _L Marton Antivirus Attention
| Norton AntiSpam | ............................................................................................
@“ Security Inspector Ready
@ Privacy Cortrol (0g]
Tum Off
Check Security
b -
, symantec. Norton Internet Security 2006
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3. Click Ad Blocking
4. Click Turn Off

Morton Internet Security

Help &
Support ™

| Norton Protection Center ‘ MDH AntiS pam

| Norton Internet Security ‘ AntiSpa

Horton AntiVirus [ﬂ?‘l ) on Ad Blocking
NOITOII ﬁll‘[iSl}'ﬂlll H-_ ...................................................................................... Removes mosk

i ! @ Allovwed List 26 annoying, slow-loading
Status & Setftings DrosOURR . NS ads From Web pages.
o ) i
Statigs © dodedist N\ o0 To hange you Ad

~ Blocking settings, click,
" Outbourd Training 4 ?

Sl Zonfigure,
@ Ad Blocking g \ more info
@ Pop-up Blocking on

Subscription Service

- Configure
@ Days Rernaining 104

, symantec. Norton Internet Security 2006

To turn off pop-up blocking in Internet Explorer:

1. Inyour Internet Explorer window, open the Tools menu and click Internet Options. Click the
Privacy tab. At the bottom of that window,4ou’ll see a Block Pop-ups checkbox. Make sure
that box is not checked.

A Google - Microsoft Internet Explarer

File Edit ‘Wiew Fawvorites Tn:ﬂs Help
4 - — i - g |
- > |ﬂ ! __l\j ’,.JSearch ‘3'\'{’ Favarites E} =
Address | ikt f v, qoogle, comyf
GDEngEv| Vl |G| search -~ 2 h@ Popups u:uk,ay| S Check
ralvare
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Getting Started - TrackOne Navigational Training

Internet Options

[Feneral Securit_l,l| Privacy | Content | Connechions || Programs | Advanced Uncheck
Settingz Block
0 Move the slider to select a privacy setting for the [nternet POp-UpS
=& zone. L
Medium /

- Blocks third-party cookies that do not have a compact
privacy policy
- Blocks third-party cookies that uze perzonally idenj
infarmation without your implicit consent

- Restricts first-party cookies that use perso

information without implicit conzent

identifiable

[ Sites... ] [ Impurt.../]/[.-'l'«dvanced...
By

Pop-up Blocker
@ Prevent mget pop-up windows from appearing.

[] Block pop-ups

(] 4 ][ Cancel ][ Apply

2. In the Internet Explorer toolbar, click Tools, then Internet Options. On the Security tab, click
Trusted Sites to enable the Sites button. Click the Sites button.

=

Internet Options

General | Security |F'ri\.fa|:_l,l Content | Connections || Programs || Advanced

Select a'web content zone to sfeciiy s secunt) settings.

® B 90/

[nternet Local intranet ~Tiosted sies Restncted
sites /
Trusted zites l
Thiz zone containg Web sites that pou Sites
trust not to damage your computer or

data.

Security level for thiz zone

Custom
Cstorn gathng
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Getting Started - TrackOne Navigational Training

3. Inthe Trusted Sites window, type https://www.trackone-in.com in the Add this web site to

the zone text box, and click Add. Click OK when you've added TrackOne to your trusted
sites.

Trusted sites

2 You can add and remove Web sites from this zane. All Web sites
L in this zone will use the zone's security settings.

Add this Web site to the zone:
| https:/ftrackone-in.com/ | [ Add ]

Web sites:

Reqguire server verification (https:) for all sites in this zone

[ oK J [ Cancel ]

[ cusomlevel. | [ DefautLevel |

[ oK J[ Cancel ]

4. Inthe Internet Explorer toolbar, click Tools, and then scroll your mouse over Pop-up
Blocker and select Turn Off Pop-up Blocker.

2 http://wvw.trackone-in.com/indywia/ - Microsoft Internet Explorer

File Edit View Favorites JGHES Help

" Mail and News LY - =
. N ] = . = 3
e Bk J * Pop-up Blodker 3 Block Pop-ufs from This Site. .. liw J ﬁ '5
M, Add-ons...
Address 4] http:/fuww trackon 5::;grznize o Turn Off Pop-up Blocker

P Blocker Settings...
Windows Update e L

WX Data Systems International

Windows Messenger =
Sun Java Console I—Ogln

Please type your Customer ID, User Name, and Password, then click

e e Sign In to enter ClientTrack.NET.

Internet Options. ..

User Name

Frnack P
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Getting Started - TrackOne Navigational Training

If you don’t have this option in your Tools menu, most likely you do not have the latest update to
Internet Explorer. Itis recommended that you update your system by using Windows Update
located on the start menu.

D‘E{i" ] e OFfice Document

| f";r Open Office Document
i

Set Program Access and Defaults
Windows Catalog

Windows Update

Offers the lakest critical and security updates, device drivers,
Programs and okher features that are available For vour Windows
computer,

Documents
Setkings
Search
Help and Support:

Run...

@ Shut Down,,

2 E 32 < N =& Windows Live Messen. .. < C

Windows XP Professional

5. Proprietary toolbars (e.g., MSN, Google, and Yahoo) all have built-in pop-up blockers. For
each toolbar, you will want to allow pop-ups from the site running TrackOne.

MSN Toolbar
To turn off pop-up blocking on the MSN Toolbar
a. Make sure the Pop-up Guard button appears on the toolbar.

‘ M’vl j ICSearch ~ #Highlight | l‘\r? Options | Eﬁop—ups Blocked (13 = -/ Hotmail aMessenger ,aMy MSH I ‘

b. Ifitis notin view, click msn¥ - and select Toolbar Options. In Toolbar Options,
check the box next to Pop-ups Blocked. Click Save.

c. On the Pop-ups Blocked menu, click Allow Pop-ups from this Site. Note: You must
be on the TrackOne login page in order to allow pop-ups from that site.
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Yahoo Toolbar
To turn off pop-up blocking on the Yahoo Toolbar

a. Click the Pop-up blocker ifon. (-

‘! Y.r - c_i?'lt’:-“l:'e search here _"’_][Search Wieh !'ih' @- [~ Bookmarks €77 Mews = [ Mail = E’Sign ok ‘

Select Enable Pop-up Blocker to uncheck the item.

Google Toolbar
To turn off pop-up blocking on the Google Toolbar
1. Click the Pop-up Blocker button.

> 3
‘ Go glﬁ‘ - {35 Search Web - =1 49 Pop-ups blcked @ Mews 5| autoFill 4

2. The button text will change to read "Allow site pop-ups,"” indicating that the Popup
Blocker is disabled on the site in question.

A note on security

Any application is susceptible to hacking. We have taken every measure to secure TrackOne and
there are no known holes. Users should use standard desktop security measures, including virus
scanning, personal firewall, and malware scanner.
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Troubleshooting - Log-Ons - TrackOne Navigational Training

Logging in to TrackOne

1. When you have the appropriate URL, make sure you are connected to the Internet, then start
Internet Explorer by doing one of the following:
1. From the Start menu, select Programs - Internet Explorer.
2. Or click a shortcut to Internet Explorer on your desktop or system tray.

2. After the Internet Explorer window opens, type the TrackOne URL provided to you in the
address bar and click Go. You will then see the TrackOne Login page.

p:/fwww.trackone-in.com/indywia/ - Microsoft Internet Explorer

Edit View Favorites Tools Help

Back - (g \ﬂ @ ;j /:\J Search ‘:?/1'\'( Favorites ﬁ‘j{ [_:v :_\; v~ _J ﬁ :’i

55 @ http: ffwww. trackone-in. com findywia,

WX Data Systems International
Login

Please type your Customer ID, User Name, and Password, then click
Sign In to enter ClientTrack.NET.

User Name r1
o g'h.a.ch. , Me
[ 1]

Version 9.2.2

158 Copyright @© 1983-2006 Data Systems International - All Rights
Reserved.

You can also save TrackOne to your Internet Explorer Favorites or create a shortcut on your
desktop for quick access.

‘2 http://wvw.trackone-in.com/indywiz/ - Microsoft Internet Explorer

File Edit View RgElEuiEs HEIp

Add to Favarites...
e Back « |
]

QRS & [

Organize Favarites... Favorites 1

Address @hm:m[ﬁ Dell "

Fawvarites I Links 3

Add... 0% Drg@ M3, com

= Del #&] Radio Station Guide Login

3 Links @ Movo Solutions - Administrative Login Please type you
Sign In to ente

481 M5N.com @ Lceils
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Logging in
Log in to TrackOne by typing the User Name and case sensitive Password provided to you.
Click Sign In or hit Enter on the computer keyboard.

4 http://www.trackone-in.com/indywia/ - Microsoft Internet Explorer

Fie Edit View Favorites Tools Help

OBan:k - | |ﬂ @ ;\J /-“SEardﬂ ‘i_‘:/Favnrltes D R-dg & - _J i@ 3

aderess [{€] http: . trackone-n.comfindywia/ v B¢

)i Data Systems International
Login
Please type your Customer ID, User Name, and Password, then click
Sign In to enter ClientTrack.NET.

User Name
Password ’lach ne

Version 8.2.2

158 Copyright © 1982-2006 Data Systems International - All Rights
Reserved.
&] Done o

After logging in, a new window will open in the task bar at the bottom of the page. The new
window is TrackOne. When the application is fully loaded, the window will open.

NOTE: Keep the login window open while working with the application.
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Troubleshooting - Log-Ons - TrackOne Navigational Training

Login Errors
This section lists the common problems users may encounter while logging in.

Invalid login or password:

If you receive the error shown below when you try to sign in, double-check your login information.
Remember that your user name is NOT case sensitive, but the password IS. Also, ensure that
CAPS LOCK on the computer keyboard is turned off.

Error
Message

ywia/ - Microsoft Inte rnet Explorer

elp

- n
) = ike £ - i - =
P Search 1. Favorites €€ rg Jiﬂ .4“

Tywiaf

}i Data Systems International
ogin
Please type your Customer ID, User Name, and Password, then click
Sign In to enter ClientTrack.NET.

Invalid login id
or password.
Please try again.

LaIs:r Name r‘
pzsswd gh.a.ch. , e

Version 9,2,.2

158 Copyright © 1983-2006 Data Systems International - All Rights
Reserved.

No second window appears:

If you typed your User Name and Password, clicked Sign In and nothing happens, check the task
bar at the bottom of your computer screen to see if another Internet Explorer window is open and
minimized. If there is another window, click it, and you will see the TrackOne home page.

If there is no second Internet Explorer window open and minimized on the task bar, most likely a
pop-up blocker has prevented the TrackOne home page from opening. Verify that all pop-up
blockers are turned off as described above.
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Troubleshooting
Here are typical steps you may take to resolve some problems.

Internet Explorer "The page cannot be displayed" error

Troubleshooting steps:

e Verify Internet connection.
e Right click mouse in the page, and then click Refresh.

@M Cannot find server - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help ff
- ) = B
= \ ) = i w3 - ﬁ 2
G Back, > |ﬂ @ W - search 5 ¢ Favorites {f = .""
Address | ] http: /v, n. comy b a Go  Links &5”‘39“ S5
~

@ The page cannot be displayed

The page you are looking for is currently unavailable, The Web
site might be experiencing technical difficulties, or you may need
to adjust your browser settings.

Please try the following:

* Click the Refresh button, ar try again later,

e If vou typed the page address in the Address bar, make
sure that it is spelled correctly.

» To check your connection settings, click the Tools menu,
and then click Internet Options. Cn the Connections
tab, click Settings. The settings should match those
provided by yvour local area network (LAN) adrinistrator or
Internet service provider (ISP},

® See if your Internet connection settings are being detected,
wou can set Microsoft Windows to exarmine your network
and autornatically discover netwark connection settings (if
vour network adrministrator has enabled this setting).

1. Click the Tools rmenu, and then click Internet
Options.

2. 0Onthe Connections tab, click LAN Settings.

3. Select Automatically detect settings, and then
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Basic Navigation

As with any software program, the main ingredient to successful use is learning the features and
how to navigate through the program. TrackOne, as its name implies, is a tool for tracking the
work you are doing with clients. As with most tools, the more you know about how the system
operates and the more you practice using it, the more effective it becomes.

Typically, anything new can be a little disconcerting at first, but with time, you will become
proficient and comfortable with the tool. The goal of this class is to help you make the transition as
smoothly as possible.

First, access the Internet and enter the web address: http://www.trackone-in.com/indywia/. This
opens the website’s log-on screen (see screen shot below on left); enter your password and click
sign-in. This will open the next screen (screen shot below on the right) that asks you to choose
which work group you want to open. Open the work group by clicking to select Indiana Workforce
and then clicking “Sign—in.” This will open the TrackOne home page (see the screen shot on the
next page).

RETE - ot om mbpl oot it otrr 8
Mo B Ve feomm Txk e P o o Sk by
Lo Sem = 3 Jma e = 3

g || — e B R T e | Bl |

B Data Systerms mtemational
Login
Fhease type your Customer ID, User Wame, 32 Password, then chek
ithe CHTTTIck MET.

Sigm In 1o aniter Che

— Frachfne
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= htt ps:fhwww. trackone-in.com/?PagelD =1&PrimaryKey-KSD&ClientScreenWidth=1024&ClientScreenHeight= - Windows Internet Explorer

L r@Work Solutions
Frnach Lue
Ken Davidson - IndyWIA SP2 Test Help Topics About DSI Logout
[ User Home j Case Management
T H Indiana Dept. of Workforce Development TR ETTLEE T 275 T e

TrackOne Options

% User Home Page Welcome Ken Davidson
Bulletin Board
é — Global News
H [ Tasks

Indiana Dept. of Workforce Development News
# A Calendar

S5 Case Load
= 3 My User Configuration
|2) Paused Cperations

Mew Pick List WValues for Credentials in TrackOne:

Over the weekend we will be adding new values to the Credential Type pick list on the “Credentials” screen in

TrackOne. The new values include the Blue and Gold WarkKeys Certificates as well as Master's Degree and
PhD.

Please review the new TTGB posted on the DWD website.

Posted: 11/15/2007

If you have any questions about these changes or have any suggestions about future changes please contact
Jason at the Help Desk at 317-436-4060 or email him at suppor@atworksolutionsinc.com

Thanks,
@E‘; TrackOne

The @Work Solutions Inc. Team

[~ rReports & Documents

@E‘; Web Links

Priority Status Type Begin Date Description
82 workgroup Setup [Date - ]| Active Case Manager Assignments - I=

The home page has several key parts called “panes.”

The top pane is a narrow band across the top of the page. It shows the software’s name,
the name of the individual signed in, the company logo for the software owner, and hyperlinks
to “Help Topics,” “About DSI (Data Solutions International)” and the “Logout” link.

NOTE: DSI developed the base application upon which TrackOne has been built.

The left side panel is the navigational panel. This panel has two tabs — each tab contains
links to the various screens for operations and information in the system. The left hand tab
takes you to the User Home page and the right tab takes you to the case management
screens. We will be covering these links in detail on the following pages.

The center pane is the information and work screen for TrackOne. Let us start with the
User's Home tab first.
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Calendar
TrackOne has a calendar that is very similar to your Outlook calendar. The calendar has two
different views, “Monthly” and “Daily.”

Below is an example of the monthly version.

To add an appointment or important event to your calendar, click on the day that you need a
reminder, and a dialogue box will open.

Describe the reminder or task in the boxes and identify a date that it is to be completed. If it has
already been completed, fill in the completed date, any other appropriate information, and select
Save.

onWidth-10248CHentScreontloight~ - Windows Internet [xplorer

= htips: M. tra

ckone -in.comTPagelD - 1EPrimaryKoy -KSDAC llentScro

el

| Uner Home [ Case Mansgeent |

TrackOne Optons.

PN % | B tcien Dept. of Workfurce Development. =

Ken Davidson's Calendar

G

F sk Sututions
Ken Davidson - Indy WIA $P2 Test Help Topics About DS1 Logout

a Workforce

User Heme Fage
Bulletin Soard « 3007 « March

Monday Tugsday
] 1

May » 300G = T
Saturday
s

Aprll, 3008
Wednesday Thursday
2 ]

Friday
4

[0/ Task Fad

enWidth=10248C lenlSc Height= - Windows Internet Exg

[ Reports & Decumants |

[ web Links

are ilems that ave scheduled on the Calendar. To create 8 Task. first enter @ descrplon for the Task. The el
ask, Event, Goal or Act n) Enter a Begin Dote and End Dote. Select the Stotus. Fin nlly dun!ﬂylhu

i s - the Chents. Users, or olher people imobaed m the Task. Select the Status, Priority, a ole for
each Paticipant, Once sived. the Task wil appear on the Calendar for each Parcipant

Task:® | ]
Type:™ | Tosk L
Begin Date:™ 121072008 |7

End pate: | I3

Acknawledged =

Status:*

Schedule: [

Time: [4/10/2008 [5|[1130am 1o [1200pm |  Duration: [30 minuees ]

]
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The daily view can be used like a day timer to help with time management.

You can enter appointments, tasks, etc. It works similarly to an Outlook calendar. Instead of
clicking on the calendar as you did in the monthly view, you click into the text box under the label
Task Pad. Itis on the right side of the screen towards the top. If you enter a participant’s task, it
will appear as a reminder on your calendar, and it will show on the client’s file as well.

E https:/fwww. trackone-in.com/?PagelD-1&PrimaryKey-KSDiClientScreenWidth=1024&ClientScreenHeight= - Windows Internet Explorer

'- @Work Solutions
Trnackh Jue r
Ken Davidson - IndyWIA SP2 Test Help Topics About DSI Logout
[ User Home W Case Management
hS H Indiana Dept. of Workforce Development R
TrackOne Options =
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= & Tasks
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Qoo
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&l Day Planner 1400 7 8 ¥ 30
® 5§ Case Load
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Qoo
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Basic Navigation - TrackOne Navigational Training

RepOI‘tS

TrackOne has a multitude of reports that can be generated. There are many that are available
within the program on the User Home tab. These are referred to as “canned” reports.
Additionally, master users can access the raw data in order to create a variety of ad hoc reports.

Reports can be generated at the following levels:
e Statewide
e Region
e Site
e Case Manager

Details about the TrackOne reports are located on the DWD TrackOne website through the
following link:

http://www.in.gov/dwd/partners/TrackOne/to_TrackOneReportsDefined.pdf.

The manual, entitled “TrackOne Reports Defined,” gives specific information on the uses of the
canned reports and how to generate them.

The following screen shot shows the available “canned” caseload reports contained within
TrackOne. Specific details regarding the use of each of these reports are contained in the
“TrackOne Reports Defined” manual.

Please note that many of the canned reports in TrackOne are multi-functional.

{f https:ffwww. trackone-in.com/?PagelD=18&Primarykd

Track z«.c

|[ User Home ]| Case Managsment \|

h '\! Indiana Dept. of W

Reports & Documents Options Ken Davidson's

[==| Service List Uverview -

Service List Detail

[ Basic Flow goo
Track One Reporting
[2®] archived News I
= = Caseload Reports
Caseload Roster Report 1000
Last Service Caseload
Roster Report 1100
Planned Exit Caseload
Roster Report
pm
Exit w/Employment 12
Caseload Roster Repart
First Intensive Service by bjienn
Caseload
Service History Detsil by 200
Case Manager
= =5 Region/Site Reports
) 300
Client Roster Report
Last Service Client Roster
Report 400
(2] Planned Exit Client Roster
Report 500
Care Service Only by
Region/Site -
— GO0
[L-_: TrackOne
700
LE'; Reports & Documents
goo
LE'; Web Links
goo
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Basic Navigation - TrackOne Navigational Training

Web Links
The last section of the navigation pane that we will look at is called “Web Links.”
These are actual hyperlinks that take you to important resources needed for case management:

e DWD: This is the DWD website, which has valuable links for clients and staff.

e (CS3: This is the Internet version of DWD’s Job Search and Match system.

e Selective Service Registration: Even though there has not been a draft for many years,
males between the ages of 18 and 25 or males born after 12/31/1959 must register with the
Selective Service. The client can register online from this site.

e Selective Service Verification: This is a website for verifying that male participants between
the ages of 18-25 or males born after 12/31/1959 are registered with Selective Service.

e The U.S. Department of Labor’'s ETA: Contains helpful resources, updates and WIA
program information.

e DWD’s O*Net Database: Access to the O*Net system allows for looking up O*Net
Occupational Codes and is also an excellent labor market and career exploration link.

e TrackOne Tech Guidance/Resources: This is a web page within the DWD website. It
provides links to technical notices, policy and procedural notices, training materials and
more.

Several web links are posted on the User Home tab within TrackOne. These web links allow the
user to access information easily from within TrackOne.

Ie https:/fwww.trackone-in.com/?PagelD-1&P rimaryKey-KSD&ClientScreenWidth=1024&ClientScreenHeight= - Windows Internet Explorer

g. ;z‘g r@WurkSoluﬁDns

Ken Davidson - Indy WIA SP2 Test Help Topics About DSI Logout

I User Home 1 Case Management

t P;‘ Indiana Dept. of Workforce Development TeisEer:  Dimalnire

Web Links Options

~
) DWD Website 3
@
@cs3 O‘ / | |m O MN.gov  advanced
(&) selective Service Registration & DWD search
L]

O Selective Service Verification
ODEDT of Laber -ETA About Agriculture & Business & | Education& ; Family& | Law& : Public | Taxes& Tourism &

Indiana Environment Employment | Training Health i Justice | Safety | Finance | Transportation
@) DWD O*Net Database
&) Trackone Tech Find an Agency Fil
Guidance/Resources = = —

- = = India riment of
— Workforce elopment

DWD Home / !

About DWD f /| f : | learn more

lews - | ! f T

Forms & Downloads A J."

Frequently Asked Questions i B

Site Map FrEE

Contact Us

Job Seekers

Overview G

Jobk Matching

Tips or Job Search |oyment and
ViorkOne Portal Pe I I

Unemployment Info ncom

Veteran Services
Latest Headlines & Evenis
Custom Services bt

[ Trackone
Overview e el
EE:-’ Reports & Documents Job Postings JAG program prepares students for life after high school

Hoosiers by the Numbers Jobs for America’s Graduates, commaonly referred to as JAG, seeks to keep students in schoal
- through graduation and to ensure they make it inta meaningful employment or post-secondary

Grants & Credits M education. Indiana’s program Is known as JAG-Indiana.

ViorkOne Portal More —

4 |

[ web Links
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Find / Add Client - TrackOne Navigational Training

Finding a Client

The Find Client button is the second link you will see at the R R LR

top of the Case Management tab navigation pane. You will L)

want to attempt to find your client by Social Security g’“‘c""ﬁ‘“

number, last name, first name or birth date. A Social [ User Home || Case Management |
Security number should give you a unique result, but the |
other choices may generate a list of clients. You need to +'r Favorites i

verify that you are selecting the right person.
|

TIP: It is best to keep your search as broad as possible. TrackOne searches for a record that
exactly matches what you type in to the search window. Many people use different abbreviations,
spacing and punctuation which can impact your search.

When first meeting with a client, you want to determine if they already have a client record in
TrackOne.

Procedure @
Click the Case Management tab. Impact on
Common Measures

1. Atthe top of the TrackOne Navigation Panel, click the Find . L
A client’'s SSN is still run

Client link. '
against Ul to gather the
2. Type in any identifying information, such as Last Name, First wage information prior
Name, or Social Security number. to the common
participation date. A
client’'s SSN is run
against Ul to determine

a. Q Important! Searching by last name has led case “Entered Employment”

managers to select the wrong client file. Searching by wages post program to
social security number is the best way, but if you must calculate the average
search by last name, be sure you check the social earnings and to
security number to ensure it matches. determine employment

. . o retention. A client will
3. Click the Search button. If you do not enter any information in be in the common

th_e search screen and click on Search, you will get alistof all = aasures performance
clients. calculations (entered
employment,
Q employment retention,
Important! If you haven't searched for an existing client record, ~ and average earnings.)
you must do so before adding a new client. We are only skipping this
step for the purposes of our training exercises.

Q Important! With the client file located, review the participant’s information. If there is any
more information beyond what was initially captured (at a minimum, the required five fields will
have been filled in), you’ll want to collect it now.
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Find / Add Client - TrackOne Navigational Training

Add New Client

At the top of the Case Management tab are two links. The screen pictured below will open when
you click the Add New link. We will be getting in to applications in depth when we discuss the
Enrollment and Application link.

NOTE: Before inputting a participant as new, you need to make sure the participant is not already
in the system by double checking the social security number.

Once you have verified that your client is not in the system, click the Add New button.

/= hittps:fhananw . tracko ne-in.com/?P

Lser Home [ Case Management \l
1 ]
r-

Ll p—
i ;o

e | Find Client L
Case Management Options E
TIP: Notice the top of the screen. There is an indicator that shows the number of steps in this
process and the current step. These bubbles tell you where you are in a multi-step/screen

function.

Enter the Participant Identification information and click the Next button.

The step bar identifies where
you are in the continuum

= https:/fwww.trackone-in.com/?PagelD=18PrimaryKey-KSD&ClienfscreenWidth=1024&ClientScreenHeight= - Windows Internet Explorer

g. z._g " @Work Solutions

Ken Davidson - IndyWIA SP2 Test Help Topics About DSI Logout
I User Home [ Case Management \|
Sodial Security Number: 322-23-2233

Ll * |
P test oY o ofEirth:  11/23/1964 12:00:00 AM

<'¢ Favorites

[ Add New Client L 4 s 4
& Find Client Step 1 Step 2
Case Management Options Pal‘tICIpal'lt Identification
/¥ Client Home Page Fill in the information to identify your participant in the boxes below.
@ | Reminders,Tasks
= 3Edit Participant e [fyou are adding a new participant, complete the required fields before clicking Next.

3wurk Histary e |fyou want to check to make sure that your participant does not already exist in the system. type some identifying information
such as social security number. or the first few letters of the participant’s last name, and click Next.

[Z3Enroliment and Application

[C3Services

(&3 Goals Last Name:* | |
ls ] Case Notes First Name:* | |
([C3 Credentials

(O Test Resuits Social Security Number:* l:”:”:l

Print 155 Birth Date: [ |74

H 3 TAA Forms
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Find / Add Client - TrackOne Navigational Training

Most of the items are self-explanatory so now you will simply fill in the fields. The fields marked by
a red asterisk are required. We are going to look at fields with drop down boxes or search boxes
or a list to choose the appropriate data. When you reach Laid off from TAA Certified Employer,
click the magnifying glass. This will open a search dialogue box.

A ClientTrack 2007 - Microsoft Internet Explorer _
7] @Wi vk Solutions
Trach yu.a r

Jeff M. vphy - IndyW1iA SP2? Test Help Topics About . SI Logout
User Home | Case Management |

Soclal Security Nurmber: 322-23-2233
L] P‘ test, tony Date of Brth:  11/23(1964 12:00:00 Al

¢ Favorites

[ Add New Cliert : 4 *
[ Find Client e Steet N\ Step 2
/2¥ Client Home Page Fill in the participant's primary identifying information
© |3 RemindersTasks
cJ gEdit Participank Universal/Core Services Participants-The following information is required
Work History
Last Name:*
; st Mo
[)Enroliment and Application il sl LT lH
[ Services Middle Name: [ |
(C]Goals Suffix: l:| L
b Case Hotes Social Securit ber:*
y Number:™® 335 | oo 3903
er— i i
[ Test Results Employment Status: ‘ SELECT - .,.l
[ print 155 Employment Service Status:
& 7] TAA Forms Laid off from TAA Certified Employer: ‘ | of;
Location:

.-\Lookup
| TAA Certified Employer - Lookup
TAA Certified Employer - Lookup

TAA Petition #:

Migrant Seasonal Farm Worker and Food Processing-In the last 12 maonths has the particip

processing plant?
Farm or Food Processing: |.. SELECT - »

TAA Petitions-The list is sorted by Company Name/Location. To search by
Company, Location, and/or Petition Number, enter search text and click Search.

TAA Petition #:
Company: [ |
o

Veteran Information

Military Service:™® | . SE ECT - +
@.ﬂ Case Management VYeteran Spouse Benefit: | SELECT-- »

Hir Administration

1 records found.

TAA Petition # Company Location Cert. Date Begin Date End Date ATAA Region
60357 Adapto Indiana, Inc. South Bend 11/30/2006 11/1/2005 11/30/2008 Y 2

NOTE:

S
1
Kn) Impact on Common Measures

While it is always best to capture as much information about the client as early as possible,
you are only required to capture 10 basic demographic data (first name, last name, SSN,
veteran’s status, employment status, birth date, race, ethnicity, gender and disability
status) before entering a core service.

NOTE:
If you need to edit any information that you have entered on these screens at a later date, use the
Edit Participant link.
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Procedure Review
1. Click on Add New Client at the top of the TrackOne Navigation Panel.
2. Click Next.
3. Enter the following required fields (flagged with a * red asterisk )
= Last Name.
= First Name.
= Social Security Number.
= Date of Birth
4. Click the Next button. Enter the final two required fields:
= Employment Status

= Veteran Status (If your client is a veteran, TrackOne will apply conditional logic and
require additional information.)

5. Click Finished.

Think of adding a new client as
creating a new file folder for your
client, one where all the information
regarding him/her is stored. You
only need one!
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Work History — TrackOne Navigational Training

Work History

As with CS3, a complete and accurate work history is critical to successfully working with your
client. It allows you to get a glimpse of their skills and experience, and may yield insight into
potential barriers to future employment.

Completing the work history screens at this stage will allow information to carry over in to the
application screens should you need to complete them. Therefore, it is recommended that
case managers complete the work history screens prior to the application screens to save
time during the application stage.

Recording a work history has two parts:
1. Adding employer information, and
2. Recording job Information.

Work history records are located in the Work History folder. Click on the folder in the left-hand
menu to display the Client Work History screen. This client does not have any existing work
information. To add a work history, click on the Add New button.

= hit ps:/hwww.trackone-in.com/?PagelD=1&PrimaryKey-KSD&ClientScreenWidth=1024&ClientScreenHeight= - Windows Internet Explorer |:| |E| rg|

g. / z‘c r @Work Solutions
User Home [ Case Management 1

b Y r_l Sodial Security Mumber: 322-23-2333
test, tony Date of Birth:  11/23/1964 12:00:00 AM

Ken Davidson - Indy WIA SP2 Test Help Topics About DSI Logout

<7 Favorites

[ Add New Client Client Work History

(i Find Client The client's current and prior work histery information displays below. Te add a new work histery recerd. click Add New. To edit or view an
existing record, click Action on the left of the record you want to change, and then click Edit. To view the work history journal for a

Case Management Options ! ; i -
specific employment recaord, click Action, then View Journal.

/¥ Client Home Page

@ [ Reminders Tasks
= R EditParticpant

(ﬁ Ll ey 0 records found.

Interested Others Employer Start Date End Date Job Title Wage
[C3) Case Managers

W Notifications
Demographics Report

’ Add MNew o Cancel % ]

3 Work History (= hitps:#hwww.trackone -in.com/?PagelD=18PrimaryKey-KSDRClientScreenWidth=10248ClientScreenHeight= - Windows Internet Explorer ‘ZHEWX‘
(23 Enroliment and Application Z rGWork Solutions
| T Carvicae g’m’tﬂtﬁ R .
Ken Davidson - Indy WIA SP2 Test Help Topics About DSI Logout
User Home l Case Management W
Sodal Security Number: 322-23-2233
% Favorit ) B et tony D Y o 00,00 A
. Favorites
Step 1 of 2- Add New | Do . .
Em ployer Case Management Options Step 1 Step 2
{4y clent rone Page Work History - Employer Info 2 HR=10)
1. Enter the @ [ Reminders/Tasks RS AR
) =] 5Edit Participant Identify the current or prior employer for the client by typing in the employer information or selecting a local employer using the lookup.
em p|0yer name . il Acdress Histary . .
H H H [85] Interested Others Employer: l:l
This is a required {22 Cose Maagers Address: [ )
: W tthcators Zpcode: [ 14v
fleld 3 Demagraphics Repart City: l:l
Wark History .
2. Enter the [y Enroliment and Applicstion State: [ ]
. [ 5ervices
address if Cicoss

known.
3. Click the Next button.
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Work History — TrackOne Navigational Training

Step 2 of 2 —Job Information

Once the employer information has been entered, the next step is to record the specific job

information for the client. Complete as many of the fields as possible.

= https:/fwww.trackone-in.com/7PagelD-1&PrimaryKey-KSD&ClientScreenWidth-10248&ClientScreenHeight- - Windows Internet Explorer

| User Homs ][ Case Management |

<'r Favorites
[ Add Mew Client
[y Find Client
Case Management Options
/.\ Client Home Page
@ [ Reminders Tasks
= B it Participant
[ Address History
[83] Interested Others
=) Case Managers
W Notifications
Demographics Report

E" Case Management

IE' Administration

L3 r‘ test, tany

&=l

r @Work Solutions

Ken Davidson - IndyWIA SP2 Test Help Topics About DSI Logout

Sodial Security Number: 322-23-2233
Date of Birth: 11/23/1964 12:00:00 AM

Hourly Wage:~

Average Weekly Hours:~
Job Title:~

Description:

Duties/Responsibilities:

Job Start Date:™
Job End Date:

Reason Left:

MNon-Traditional Employment:
Job Related to Training:
verified Employment:

=]

— SELECT — B

,& Work History e

(Z3Enrolment and Application Commission: :l

(O3 Services Classification:~ @

(O Gosls Contact Name: l:l

] Cas= Notes Contact Phone: l:l

o Placement Type:™ | Unsubsidized Employi

(C3Test Results . ployment Vl

®print 155 Benefits Available: |_SELECT —

H (T3 TAA Forms Job Covered by UI: —- SELECT - |»
omETCode: [ |
O*Net Title:
Industry Group (NAICS): | — SELECT - 3

O
-~ SELECT -~ &
-~ SELECT - v

[ 4 Previous ][ Finishs* ][ Pause Il || Cancel % ]El

Quick procedures from start to finish

1. Enter the following required fields:
= Hourly wage the client is currently receiving or was making at the time they left this job.
= Average Weekly Hours
= Job Start Date.
= Classification
= Placement Type
Complete other, non-required fields, if the information is available.
Click Finish button.
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1* Core Service — TrackOne Navigational Training

Add 1% Core Service

Once you have entered your client's primary information, you need to record the fact that you have
provided, or the client received, a core service. To add and view a client’s service history go to
the services screen. On the navigation pane, click the Services folder. That will open the
Services pane. Click the Add New button to open the activities / services screen.

£ hit ps:fhww.trackone-in.com/?PagelD=1&PrimaryKey-KSD&Clie ntScreenWidth=10248ClientScreenHeight= - Windows Internet Explorer
r«

User Home [ Case Management T
B0 Py Test, setty

EBX

r @Work Solutions

Ken Davidson - Indy WIA SP2 Test Help Topics About DSI Logout

Sodial Security Number: 100-21-1470
. Date of Birth:
. Favorites

[ Add Mew Client
ve ] Find Client

The client’s activities/services are displayed below. The most recent items are listed first.
To add a new activity, click the Add Mew button. To edit an existing activity, click the Action icon next to the desired record and select

Case Management Qptions
/I‘ Client Home Page
H | Reminders/Tasks
=] 3 Edit Participant

3 Work History

(23 Enroliment and Application

Edit from the menu.

’ Add MNew @ Cancel % ]

0 records found.

Begin Date Title Funding Stream Service Type Line Code Planned End Date Actual End Date
) Services
[T Goals
AJ Case MNotes
[C3 Credentials

This will bring up the activity detail screen. Today’s date defaults in the Begin Date. (TrackOne
will only allow the general user to back date a service no more than 3 business days.)

Click on “Service Category” to narrow the search.

2} ClientTrack 2007 - Microsoft Intenet Explorer
".
FThack #ﬁa
| User Home | Case Management |
T+ H test, tony

(=)
P aswork solutions

Jeff Murphy - IndyWia SPZ Test Help Topics About DSI Logout

gocial Securiby Mumber: 322-23-2233
% F Birth: 11/23{1964 12:00:00 AM

¢ Favorites
[ Add New Client
[ Find Client

Activity

Case Management Options = =
,‘ To add an activity, enter the followiig information.
2% Client Hame Page

|2 Reminders/Tasks

@ 3 Edit participant
5 Work Hiskory
3 Military Histary

@ Case Management

EP} Administration

Begin Date:*

Service Category:™ | SE|ECT - v

Funding Stream:

Planned End Date:*
Actual End Date:
Record Created By:

TRETG |

[C3Enroliment and Application Line Code:
[0 Services Service Type:
[ Goals Provider:
| Case Motes Training Provider 1D: l:l
e O*NetCode: [ 49
[C] Test Results 5
O*Net Titie:

Print 155 e

Summary Description:

[E (2 TAA Forms
Status:* | Active - ‘

04/18/2008 =

Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring purposes. Pleage

use accordingly. Notes in this field will be viewable by all users

Service Notes:

[ Savey? ][ Pause [l || Cancel % IE‘
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1* Core Service — TrackOne Navigational Training

The “Service Category” choices are shown on the right.

Since this is the 1% Core Service select “1 Informational /
Self-Service.”

To add an activity, enter the following infarmation.

Begin Date:* [fF¥aE

Service Category:™ | cE| ECT-- v

Funding Stream:
Line Code:
Service Type:

o T

St SEIMSIEARN | Y

Service Category:* | cE ErCT -- v

1 Informational/Self-Service

2 Staft-Assisted
3 Training Services
4 TAA Specific Services

8 Partner Sewices

9 Follow Up

Senices

YWIRED Services

Once a selection is made the "Activity/Service Title” field will appear.

Activity

To add an activity, enter the following infarmation.

Begin Date:*

Service Category:*

Activity /Service Title:* |

Funding Stream:
tine Code:

Click on the Magnifying glass to open the Lookup window. The Lookup window will appear.

Three choices are available to
narrow the search:

. Lookup

e Service Type pick list is
driven by the previous

Click Search to display a list of available serices for the selected Category.
Funding Stream (only the ones for which this client is currently eligible are shown) to narrow the search.  The

Available Services for Selected Category (1 o X)) - §

Use the optional Service Type and

SerVice Cate ory. Service Title box can be used to match all titles containing the text in the bosx.
gory 9
° FU nd | ng Stl’eam f|e|d |S Click on an item in the list to place the client into the selected service.
dependent on the ! Service Type: [WPayets Info Self Service v
participant’s eligibility. Funding Stream: [[[=mm—"

Since this client does Service Title: |

not have a completed

25 records found.

H H H i 5 : S5e i 3 y

appllcatlon (WhICh Funding Stream Service Type :
. . Wagner-Peyser wP&vets Info Self Service
IdentIerS program Wagner-Peyser WwPaMets Info Self Service
R H H Wagner-Peyser wPavets Info Self Service
ellglblllty)’ the Cllent IS fagner-Peysear WwP&Vets Info Self Service
Only e||g|b|e for a few Wagner-Peyser wPEvets Info Self Service
. Wagner-Peyser wPahets Info Self Service
SeIeCted fu ndlng Wagner-Peyser WPaMets Info Self Service
StreamS Wagner-Peyser wPaAets Info Self Service
Wagner-Peyser WwPaNets Info Self Service
. . Wagner-Peyser WPaMets Info Self Service
e Service Title allows wannar.Cavear WDEA ate Trfn S alf Carvica

user to type in a specific
title if known.

Click the Search button at the bottom to return the results.

Service Title

Referred on a Job Order

Line Code

Referred on a Job Order-applicant Initiated

Call-in on a Job Order
ES Applicant Status-Partial Registration

Job Search Activity-Automated Labor Exchange
ES Applicant Status-Complete Registration

Self-Registration in CS3
Received Job Search Planning
Participated in Job Club

Resume Prep Assistance
Davticinatad in Tnh Sazrch iinrkchon

X

Search & |[ Cancel %

[—]
JI -t
| =3

Click on the desired service title once and this returns you to the service/activity detail screen.
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Activity / Service Detail screen.

A3 ClientTrack 2007 - Microsoft Internet Explorer El@lgl

g. lz(c r@Work Solutions

Jeff Murphy - IndyWIA SP2 Test Help Topics About DSI Logout
User Home [ Case Managemen11

Wl = S e o The Status field
defaults to Active. If
this is a one day

Ta add an activity, enter the fallowing information service, make sure
you change it to

<¥ Favorites
[ Add Hew Client
e ] Find Clisnt

Case Management Options
/h Client Home Page
H | Reminders/Tasks

Begin Date:* [fi clsG
B 3 Edi Participart ) egin Late:" [1p 2 Completed Once
B viork Hstory Service Gategory™* |1 nfarmational‘Self Senvice v| o
3M|I|tary History Activity /Service Title:* |Se|f—he|p ~ Utilized Tutorials (Typmg.-fOfﬁceﬂ Gf_' thIS IS done the ACtU al
[Z3Enraliment and Application Funding Stream: Core Senices End Date becomes a
(i Seifeices tine Code: (9 ] =
(3 Godls Service Type: InformationalfSel-Senice requ"ed fleld
] Case hokes Provider:  Indiana WorkOne System
(3 Credertials Training Provider 1D: l:l
[C Test Results i ) o=
il —
[ TAA Farms O*Net Title:

Summary Description: i i
status? aave | YOU May choose to enter a brief service

Planned End Date:* note; however, this is not required.
Actual End Date: l:lz‘

Record Created By:  Tony Sloderbec

Note: Service notes DO NOT replace the
Service Notes-A notes field is provided for any justification, rationale or detailed infan need to erte a deta'led case note.

uge accordingly. Motes in this field will be viewable by all users

Service Notes:

BE' Case Management |j
H-'Z.f Administration L Saves? || Pause ll || Cancel % =]

Once all fields with a red asterisk have been completed and actual end dates and services
have been completed, as appropriate, click Save.

Quick procedure from start to finish
1. Click Services on the TrackOne navigation panel.
2. Click Add New on the data entry screen.
3. Enter the begin date.
Note: Begin date, planned end date, and actual end date should all be the current date.
4. Select a Service Category.

T,
.

5. Search the available service/activity title by clicking on the o Magnifying Glass to launch
the search function.

Enter Service Type by using the drop-down menu.
Enter a Funding Stream.
Click Search to launch the search function.
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9. Select the service and provider from the generated list. This will auto-fill the service/activity
title, category, line code, service type and provider on the activity screen.

10. Enter service notes.
11.Click Save.

i)
~s“ Adding the Core Self Service:
= Establishes common participation date.
= Creates a period of participation/enroliment record, if it is the
first.
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Enrollments & Applications

Application Overview — How to Read the Enrollment and Application Summary
Screen

The following section will give a quick overview of how to read the Enrollment and Application
summary screen.

Every client that receives a service in TrackOne will have a period of participation. A period of
participation (POP) is the time that a client spends enrolled in TrackOne. A client’'s POP begins
when their first core service is entered and ends on the last date of service.

No Period of Participation

When a participant is first entered into TrackOne and no services have been recorded, then there
is no period of participation. The Enrollment and Application summary screen is blank.

Here is a screenshot of a participant without an enrollment/POP. Since there is no period of
participation, TrackOne is not giving you the option to record an application.

= hit ps:fhwww.trackone-in.com/?PagelD=1&PrimaryKey=KSD&Clie ntScreenWidth=1024&ClientScreenHeight= - Windows Internet Explorer |:| |E| rz|

g. Izl.a r @Work Solutions

Ken Davidson - Indy WIA SP2 Test Help Topics About DSI Logout

User Home [ Case Management T
Sodal Security Number: 100-21-1470
< L H TS, by Date of Birth:
.f Favorites

[ Add Hew Client Enroliment and Application

iy Find Client The list below displays the client’s enrollments/applications. An enroliment is automatically created when a Core Service is created for a
Case Management Options new client. To create an application for Intensive Senvices, select the Create Application option from the Action menu next to the

/3 Client Home Page Enrollment record. To edit an existing application. select Edit Application. Use the Accounts menu item to attach [TA or Supportive

L}

Services accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.
® [ Reminders,Tasks

& § Edit Participant

3 Work History

0 records found.

(T3 5ervices Participation Date Exit Date App. Date Interviewer Organization Region  Eligibility
[ Goals

__:J Case Motes

(23 Credentials

(23 Test Results

Print 155
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1%' Core Service Initiates Participation / Starts a Period of Participation

Enroliments are based on receiving services. Similar to the period of participation, the enrollment
begins when the first service is received and ends on the last date of service. Participants can be
enrolled in common measures only, or, if there is an application present and intensive or staff
assisted services, a program enroliment.

Here is an example of a participant who has a 1% core service recorded, but does not have an
application.

Note: The screen now has a participation date appearing, but no other information. To the left of
the enroliment is an action/gear icon. Note the choices on the gear icon. Since there is no
application “Create Application” is a choice.

= hit ps:fiwww.trackone-in.com/?PagelD=1&PrimaryKey-KSDHEClientScreenWidth=10248ClientScreenHeight= - Windows Internet Explorer |:| |E| rz|

g. / z._g "@Work Solutions

Ken Davidson - Indy WIA SP2 Test Help Topics About DSI Logout

Usger Home [ Case Management T
Sodal Security Mumber: 322-23-2233

L1} |
= test, tony Date of Birth:  11/23/1964 12:00:00 AM
. Favorites

[ Add Mew Client Enroliment and Application
'] Find Client

The list below displays the client's enrollments/applications. An enroliment is automatically created when a Core Service is created for a
Case Management Options new client. To create an application for Intensive Senices, select the Create Application option from the Action menu next to the
Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu itemn to attach [TA or Supportive
Services accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.

/l‘ Client Home Page
@ [ Reminders,Tasks

= ) it Particpant
3 Work History

[CEnroliment and Application 1 records found.

(Z75ervices Participation Date Exit Date App. Date Interviewer Organization Region Eligibility
[C1Gozls i\ 2/g9/2008

o | Case Notes ) e

P Participation Date Exit Da

{E?Edit Registration

{E?Create Application

S8 Monthly Contact

i Follow Ups

gExit Information

Print App/Enrollment
@Planned Gap in Service (Mew)

@ View Planned Gaps
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Enrollment with an Application
This participant now has an application.

Note: The other information which appears on the screen--application date, intake site,
interviewer, region, and eligibility.

Note: The programs listed under Eligibility are not necessarily the programs in which the client
is enrolled. This is simply a list of the programs for which the client is eligible based on what is
entered in the application. This will be explained in more detail in the application section.

s SN P TEST, JACKIEO oo ofBirth: 2211974 12:00:00 AM
. Favorites
[ Add New Client Enroliment and Application

[ Find Client

The list below displays the client's enrollments/applications. An enroliment is automatically created when a Core Senvice is created for a
Case Management Options new client. To create an application for Intensive Senices, select the Create Application option from the Action menu next to the
Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to attach ITA or Supportive
Semvices accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.

"h Client Home Page
@ [ Reminders Tasks
® 3 edit participant

3 Work History

[CJEnroliment and Application 1 records found.

[Z75ervices Participation Date Exit Date App.Date Interviewer Organization Region Eligibility

[Z1Goals ﬁ 2/2/2008 2/2/2008 Steve Nance Regional Operator - Region 11 11 Adult, WIRED
o

_‘J Case MNotes

[C3 Credentials

Exited Participant

Once 90 days have passed with no participation, the participant is then exited. If that is the case
then there will be an exit date on the Enrollment and Application screen. Note the difference on
the action icon list--there is no longer the option to edit the application or add monthly contacts.

W Favorites
[ Add New Client Enrollment and Application

[ Find Client

The list below displays the client's enrollments/applications. An enroliment is automatically created when a Core Senvice is created for a
Case Management Options new client. To create an application for Intensive Senices, select the Create Application aption from the Action menu next to the
Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to attach ITA or Supportive
Semvices accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.

"h Client Home Page
@ [ Reminders Tasks
® 3 edit participant

3 Work History

[CJEnroliment and Application 1 records found.

[Z75ervices Participation Date Exit Date App. Date Interviewer Organization Region Eligibility
[ Goals o M Follow Ups 10/29/2005  4/19/2005 Vincennes - Monroe 08 Adult, TAA
o | Case Notes ] =

(0] Credentials [gExit Information

[C]Test Results Print App/Enrallment

Print IS5

[ view Planned Gaps

@ [Z3TAA Forms
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Multiple Enrollments

Participants may have more than one period of participation; this occurs when a client has already
been exited from a program and later receives services. The screen shot below is an example of a
participant with two periods of participation.

1 [ & ] ’ Late oT mirm: AU Lf1ss s LAu0uU AM
%f Favorites

[ Add Mew Client Enroliment and Application (i A = )]
[a Find Client

The list below displays the client's enrollments/applications. An enrollment is automatically created when a Core Senvice is created for a
Case Management Options new client. To create an application for Intensive Services, select the Create Application option from the Action menu next to the
Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to attach ITA or Supportive
Semvices accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.

/I‘ Client Home Page
@ [ Reminders Tasks

& § edit participant
3 Work History

[CEnroliment and Application 2 records found.

[Z15ervices Participation Date Exit Date App. Date Interviewer Organization Region Eligibility

(£ Goals ﬂ' 3/7/2008 3/7/2008 Diane Evans Interlocal Association - Madison 03 Adult, Youth

e

Case MNotes

[—‘__:_IJ . I ?\ 2/23/2006 3/3/2006 2/23/2006 JobWorks - Grant WorkOne Express 03 Adult, Youth
Credentials o

[C3 Test Results

Print 155

In this example, the client had already received services from 2/23/2006 to 8/8/2006 and was soft-
exited. The client came back into the program in 2008 which requires a new enrollment and a
new application.
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Creating an Application

Once the 1* core service is present and a period of participation has been started, then an
application can be created. It is located off the gear icon.

Up to now we have entered the minimum required information about our participant to be able to
record a core service. The first core service has been entered and a period of participation has
been created. The participant could stay as a core services-only client and there would not be a
need for an application. However, if the participant needs further intensive services, then an
application must be created before further services can be recorded.

In order to enter this service record, we need to complete an application for the participant. Click
the Enrollment/Application link on the navigation pane. Click on the gear icon, which will open a
drop down menu. Read the selections carefully. Since our participant is new, select the Create
Application link.

¢ Favorites -_— — —____________________________
[ Add New Clent Enroliment and Application (Ia aXp=10);
o Find Client

The list below displays the client's enrollments/applications. An enroliment is automatically created when a Core Senvice is created for a
Case Management Options new client. To create an application for Intensive Senices, select the Create Application option from the Action menu next to the
Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to attach ITA or Supportive
Semvices accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.

/2 Client Home Page
@ [ Reminders Tasks

= ) it Particpant
3 Work History

[C1Enroliment and Application

1 records found.

[ 5ervices Participation Date Exit Date  App. Date Interviewer Organization Region Eligibility
(G Goals |E???Edit Registration

o | Case Notes ﬂ;; : :

[ Credentils L;_s_{’Create Application

[C]Test Results S8 Monthly Contact

Print 155

Foll U
H (T3 TAA Forms E ollow Lps

gExit Information

Print App/Enrollment
@F’Ianned Gap in Service (New)

%View Planned Gaps

There are five parts to the application process which we will outline step by step:
1.) Applicant Information

2.) Employment Information

3.) Other Client Information

4.) Barriers

5.) Eligibility determination
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Step 1 — Basic Client Info
The first thing you will notice on the applicant information screen is the information that carried
over from the Add New Client screens. You should complete as many of the fields as possible.
These screens are designed to provide a formal eligibility determination; therefore, we will need
our participants to provide documentation for some of the fields. Below the fields requiring
documentation, you will notice a Documented By field. Notice the drop down list arrow at the
right of the Documented By text box. Click on this arrow to see a list of acceptable documents
and select the one that represents the documentation provided by the participant.

TIP: To ensure that clients have the required documentation on hand during the eligibility
appointment, we suggest that the participant receive a handout describing the required
documentation prior to the appointment.

-
Applicant Information-ldentify the following basic information about the applicant. If these values are empty. you must return to the edit

client record to update

Name:

Address:*

Zip Code:*

City:*

State:™

County:™

Home Phone:*

Birthdate:*
Age:
Documented By:
Gender:
Social Security Number:
Documented By:

Citizenship:*
Documented By:
Hispanic/Latino Ethnicity:
American Indian/Alaskan Native:
Asian:
Black/ African American:
Hawaiian/Pacific Islander:
Did Not Self-Identify Race:
White/Caucasian:

Selective Service Registration:*

Documented By:

test, tony

test address

46234

Clermont

I

Idarion

317-343-2222

11/23/1964

43

— SELECT - -

322-23-2233

~ SELECT v
~ SELECT v

~ SELECT —

Mo v
L]
L]
L]
L]
O

Mot Required v

~ SELECT — -

[ N ][ Pause 0l " Cancel % ]v

The fields that require documentation are:

Date of Birth

Baptismal Record

Birth Certicate

0D-244, Report of Transfer or Discharge Paper
Ormvr’s License

Federal State or Local Govermment |0 Card
Haspita or Birth Record

Passpart

Public Assistance/Social Senice Records
School RecordsiD Card

Work Pemnt

@Work Solutions, inc.

Social Security Number

DD-214, Report of Transfer or Discharge
Unemployment Insurance Wage Records
Employment Records

IRS Form Letter 1722

Letter from Social Senvices Agency

Pay Stub

Social Security Benefits

Social Security Card

W-2 Form

Self-Verification

Citizenship

- SELECT -
Birth Certicate

Alien Registration Card

US Passpor

(Acceptable 9 Documentation

Public Assistance Records

DD-214, Report of Transfer or Disharge with Place of Birth ..
Food Stamp Records

e [|Foreign Passport Stamped Eligile to Wark

Selective Service

- SELECT
Acknowledgement Letter

Contact Selective Senice

0D-214, Report of Transfer or Discharge
_ocal/State Registration Process
Selective Senice Advisory Opinion Letter
Selective Senice Registration Card

ospial Record of Bith

Hative American Trbal Document
Naturalization Certfication
Baptismal Record with Place of Birth Shown
Depangmem of Corrections Recard indicating Citizenship

Selective Senvice Registration (Form 34)
Selective Senice Verification Form

Stamped Post Office Receipt of Registration
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Step 2 — Employment Information

The next section of the application is the Employment Information section. This section is for
completing the pertinent information about the participant’s most recent job. If you have already
completed the work history screens, the information will carry over.

m [+]
D'q_dd NPTW S Status at Participation-The Employrment Status and Unemployment Insurance status, as of the participation date, are required for ALL
mFII‘Id Client: applicants.

Caji Management Options Current Employment Status:* |Not employed v‘

4 T Client Home Page
weeks Unemployed:*
| Reminders|Tasks AL/
nﬂsEditParticipant uUnemployment Insurance:* |N0 "
3WorkHistory Employment Service Status:
3Military Histary REA Participant: [
[_Enralment and Application WPRS Participant: [
[T 5ervices
[ Goals
] Case Notes Dislocated Workern/ TAA-Click on the search icon to select the job held at dislocation. You can also use the pop-up search form to add a
) new Work History record. (If not applying for Dislocated Warker or TAA, the Employer selection is optional.)
[ Credentials
(0] Test Results Employer at Dislocation: | @F;
[®]print 155 Job Title:
# C]TAA Farms Job Start Date:
Job End Date:
Hourly Wage:
-For Dislocated Worker or TAA, you must also select the gualifying category from the list below.
The Job End Date, displayed above, will be reported as the Date of Qualifying Dislocation.
Dislocated Worker Category:™* & Nat Applicable (Mot Eligible for Dislocated Warker)
O Terminated/Laid Off, Unlikely ta Retum to Previous Occupation
© Received Notice of Substantial LayofffiPlant Closure
O Was SelfEmployed; Lost Work Due to Economic Conditions/Disaster
O Displaced Hamemaker
~—

TIP: It is important to keep the work history screens up to date. If you started the application
without entering the work history you can add it by clicking on the magnifying glass. Client Work
History window will open and the Add New button can be clicked.

Employer at Dislocation: |

Client Work History

The client's current and prior waork history information displays below. Click on the desired record to_sabes

Add Mew 0 ][ ,ancelx ]

0 records found,
Employer Start Date End Date Job Title Wage

I M Add New

¢

Step 1 Step 2
Work History - Employer Info L = 0

{1dentify the current or prior employer for the client by typing in the employer information or selecting a local employer using the lookup.

Employer: [ ]

e — i
§ . Add Now %
3 * 4=
Step 1 Step
Work History - Job Information - TR0
N mrin Mlaclrae Uaiim vimin nmvlemad v bnveminm ;v bmmdd vvmmmm ;i e dlm Tamd 17 Fill in the indeemation below regarding the chent’s job. The wage indzematian 18 bagad on the wage the chent was recenng at the tme

they started the job

Hourly Wage:t [
Average Weekly Hours:® [ 40
JobTile: [ ]
Deserption: [ |

[ustins /Responsibilities: J

Jub Start Date:* | r-'-
Job End Data: | ]
Reason Laft: [ SFIFCT -
commission: [
classification:* | Sp|FrT. o

Contact Nama:
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Dislocated Worker Category

If a Dislocated Worker Category is selected, than the application will require that certain fields
must be filled out before you can continue with the application:

No Dislocated Worker Category Selected:

Status at Participation-The Employment Status and Unemployment Insurance status, as of the participation date, are required for ALL
applicants.

s

Current Employment Status:* | gt employed v
weeks Unemployed:*
Unemployment Insurance:* |pg v
Employment Service Status:
REA Participant: [
WPRS Participant: [

. Dislocated Worker/TAA-Click on the search icon to select the job held at dislocation. You can also use the pop-up search form to add a
Note the f|e|ds that new Work History record. {If not applying for Dislocated YWorker or TAA, the Employer selection is optional.)

are Orlglna”y Employer at Disluc:tiuln: |
Job Title:

required Job Start Date:

Job End Date:
Hourly Wage:

&

-For Dislocated Waorker or ™A, you must also select the gualifying category from the list below.
The Job End Date, displayed attexg, will be reported as the Date of Qualifying Dislocation

Dislocated Worker Category:™ @& Mot Applicable (Mot Eligible for Dislocated Worker)
O Terminated/Laid Off, Unlikely to Retum to Previous Occupation
2 Received MNatice of Substantial LayaffPlant Closure
O Was SelfEmployed; Lost ¥Wark Due to Ecanomic Canditions/Disaster
O Displaced Homemaker

Dislocated Worker Category Selected:

Status at Participation-The Employment Status and Unemployment Insurance status, as of the participation date, are required for ALL
applicants.

Current Employment Status:* | employed v

weeks Unemployed:*

Unemployment Insurance:*® |, v

Employment Service Status:

REA Participant: [
WPRS Participant:
Note that Employer =
at DISIOcatI on . ted Wesker TAA-Click on the search icon to select the job held at dislocation. You can also use the pop-up search form to add a
becomes a reqU|red rk Histary reCerd (If not applying for Dislocated Warker ar TAA, the Employer selection is optional )
f|e|d Employer at Dislocation:* é_,
Job Title:

Job Start Date:
Job End Date:
Hourly Wage:

-For Dislocated Worker or TAA, you must also select the qualifying category from the list below.
The Job End Date, displayed above, will be reported as the Date of Qualifying Dislocation.

Dislocated Worker Category:®* (O Not Applicable (Not Eligible for Dislocated Worker)
@ Terminated/Laid Off, Unlikely ta Retum to Previous Occupation
O Received Natice of Substantial LayoftfPlant Closure
O Was Self-Employed; Last Work Due to Economic Conditions/Disaster
O Displaced Homemaker
If Dislocated, Describe the Circumstances:* ‘ ‘

Also, now that a Dislocated Worker Category has been selected, there is a new field that
appears that must be completed before continuing on with the application.
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TAA Certified Employer & Farming Work

If the participant was recently laid-off from a TAA Certified Employer, then find the correct
employer by using the magnifying glass.

The next section is the
Farm Worker or Food
Processing. If “Yes” is
selected for the “Farming
Last 12 Months” field,
then additional questions
appear.

@Work Solutions, inc.

TAA-For TAA, a certified employer must be selected below. This should match the Employer at Dislocation above

Laid off from TAA Certified Employer: l:l O’-’

Company Location:
TAA Petition Number:

Farm Worker-Have you waorked in farming or food processing in the last 12 months?

Farming Last 12 Months:*

Primarily Employed in Farm Work: O During the last 12-months, received at least 50% of total eamed
incorne from gualifying farm work
© During the last 12-months, was employed at least 50% of total
wark time in gqualifying farm work.
() Met bath of the conditions described abave.
' Does not meet any one of the conditions described above.
O Participant does not disclose the necessary infarmation.
Minimum Threshold of Farm Work Performed: O During the last 12-maonths, worked at least an aggregate of 25
or more days or parts of days in qualifying farm work.
) During the last 12 months, eamed at least $800 in qualifying
farm work.
O Met hath of the conditions described above
© Does not meet any one of the conditions described above.
O Parlicipant does not disclose necessary information.
Migrant Status: (O Had to travel to a job site that is far enough away fram his

or her permanent residence that they cannot return to
their residence within the same day.

O Does not meet the condition described above.
O Participant does not disclose necessary information.

[ PR Y £ S T TR 1 - -
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Step 3 — Other Client Information

The next section of the application is Other Client Information. The concept of “no wrong door” is
important in achieving premier customer service. While some of this information is not required by
a particular program, it is information critical to our clients receiving all of the services they need to
succeed. Our clients do not care about funding sources, nor should they. Therefore, it is
expected that all staff make a concerted effort to capture information on behalf of other workforce
development programs.

Low Income Status

The fields related to family status and income are necessary for those programs that require an
income eligibility determination. It is important that this information is captured at the time of
application.

Please cornplete the following information

Family Status: | Single v

The system automatically

Dependent-Are you primarily responsible for a dependent child under the age of 187

annualizes the family income; Responsible for Dependent:

Yes v|
therefore, it is important to only e vt [sree ]
record the SIX (6) month Income Grandparent with custody of grand child(ren); .l

as required on the screen.
Family/Income-Income information is reguired only for Youth seeking to qualify based on income. Fill in the information below, and the

. H H system will determine eligibility for Low Income status. Family income is a mandatory item for WP.
NOTE: The Low Income field is

Number In Family:

CaICU|ated a-nd can nOt be entered Family Income for previous 6 Months:
by the user. Homeless: [
Foster Child: [
Township Trustee Assistance: [

Food Stamps: f'ggggwing |

TANF: [

TANF Exhaustee: [
General Assistance:
Refugee Cash Assistance: |:|
SSI-8VA Title X¥I: [

Low Income:

l H Previous H Mext P ]l Pause 00 ][ Cance| % ]:

Education Status for Youth

The next section of Other Information is the education section. The Education Status field is for
WIA youth. The Highest Grade Completed field is a mandatory item. Click the drop down list
arrow and select the highest grade completed, not attended.

Education Information-Please identify the level of the client's education. NOTE: For Youth Reading and Math assessment, go to Test
Results on the Case Management menu to enter test scores.

Education Status (Required for Youth Only): | SELECT -- w

Highest Grade Completed:* | Completed 12th Grade and Attained HS Diploma +
In School (Required for WP): |vyas w
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Military Service Information

The last section of Other Client Information is Military Service. Veterans preference is
mandated for both the Wagner-Peyser and WIA programs. Collecting data on the veterans we
serve is required and important. If the answer to Military Service is Yes, then additional fields are
displayed.

Military Service Information-Indicate the applicant’s military service status by completing the following. If Yes then add a military

service record using the Add New button.
Military Service:* | SELECT --
Veteran-Spouse Benefit: | SR ECT-- »

If Yes, then...

Military Service Information-Indicate the applicant's military service status by completing the following. If Yes then add a military
senice record using the Add Mew button.

Military Service:* |gi

Most Recent Military Service {Select):

Branch:

Start Date:

End Date:

Discharge Type:
Disabled Yeteran: |__ SELECT -- vl

vYeteran-Spouse Benefit: | SELECT-- »

[ 4 Pravious ” Mext bp ] Pause 00

Cancel 3% |

A Military service record must be created and attached to the application. Click on the magnifying
glass to select an existing record or to add a new one. Once window appears click “Add New.”

Military Service Information-Indicate the applicant's military service status by completing the following. If Yes then add a militar

serice record using the Add Mew button.
Military Service:*

Most Recent Military Service {(Select): |

Select Latest Military Service

Add Mew &R “ Cancel ¥ l

0 records found.
Start Date Release Date Component Discharge Type

g&u&h?ﬂc

| Uszer Home “ Case Management W
NOTE: The Military History records can s e L
be entered from the left-hand menu. A link g:dddgjwf'm
is present below the Work History. PR T

‘ﬁ Client Home Page

® | Reminders/ Tasks
® B Edit Participant
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Military History Screen

The Military History screen will appear. Enter all information available. The screen allows the
user to enter an current military service record if the participant is still active. It also allows the
user to record past military service records.

: M Add New X
Military History (1 b= - |
Military History

Are you still active?:* | yaq |

Branch of Service:* M
Component: | Ajr National Guard |+
Title 10 Activation: | yes |
Date Entered the Service:* [g1,01,2002 |5
Release Type:* ’Wl
Date of Discharge:* [15,01/2006 |75
Type of Discharge: ’m i

Recent Separated:

Service Connected Disability: | yes v|

VA Disability Rating-Select the most appropriate percentage rate. 0% to 20% is Disabled Wet. 30%+ is Special Disabled Wet .
Disability Rating: | EANNNNE
Disabled vet: []
Special Disabled Vet: [
Campaign Badge: l:l
Military Occupational Speciality: l:l
pay Grade: [ ]
Rank: [

Once complete click on the Save button. This will return the application and with the military
service information displayed.

Military Service Information-Indicate the applicant's military serice status by completing the following. If Yes then add a military

service record using the Add MNew button.
Military Service:*

Most Recent Military Service (Select): [T é’:‘,

Branch: Air Force
Start Date: 1/1/2002
End Date: 8/1./2006
Discharge Type: Honorable
Disabled Veteran: |ves Special disabled V|

Veteran-Spouse Benefit: “

l 4 Previous ][ Mext b ][ Pause Ol ” Cancel 3% ]

NOTE: A disabled veteran has a VA (Veterans Administration) rated disability. Disabilities are
rated in percent ages ranging from 0% to 100% and are granted in increments of 10%. A special
disabled veteran has a rating of 30% or higher. Select the appropriate item from the list.
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Step 4 — Barriers

The Barriers to Employment screen is a formal barriers assessment. By completing this screen,
you are providing the participant’s first intensive service, which must be recorded by adding an
additional service. This assessment is very important for the other programs that may provide
services to the participant.

Enroliment and Application-General

: 4 : 4 : 4 L 4

Application - Barriers

Please indicate any barriers the client may have.

Note: Poor Work History, Disability, and Locally Defined Barriers do not qualify applicants for WA Youth services (except under the 5%
provision).

Disabled:* |ND v|

Poor Work History: [
Locally Defined Barrier: [

Local Barrier Description: | |

WIA Youth Barriers-Any of the barriers listed below will qualify low-income youth for WIA Youth. (Basic Skills Deficiency is calculated
from reading and math scores entered in Test Results )

Basic Skill Deficient:

Limited English:

Substance Abuse:

Offender:

Pregnant/Parent Youth:

Youth-Needs Assistance:

Runaway:

OooOooooao

High School Dropout:

’ 4 Previous ” Mext b ” Pause Il ” Cancel % ]
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Step 5 — Eligibility

Once all of the required and optional fields are completed to the best of your ability, click the
Calculate Eligibility button and the system will auto-fill the checks in the boxes next to the
programs for which the participant is eligible. Check the boxes closely to see if the participant is
showing eligibility for what you thought. If not, then you need to review the application carefully to
locate erroneous or missing information.

Application - Eligibility =),

[ calculate Eligibilty |
A - Adult:
B - Low Income Adult:
D - Dislocated Worker:
F - Youth (14 - 18):
G - Youth (19 - 21):
I - Youth {14 - 18) 5 Percent Window:
J - Youth {19 - 21) 5 Percent Window:
L - LVER:
T -TAA:
¥ - DYOP:
W - WP:
¥ - WOTC:
7 - WIRED:
Integrated Eligibility Code:

Reviewer Information-FPlease select the interviewer and reviewer

Interviewer: [Kon Davidsan |¢<;
Interview Date: |na/17/2008 7]
Reviewer:

Here is what the Enrollment and Application screen will look like once you complete the
application, calculate the eligiblity, and click Finish:

< Favarites e
[ Ade New Client Enroliment and Application 2]
a

iy Find Client The list below displays the client's enrollments/applications. An enrollment is automatically created when a Core Senvice is created for
Case Management Options new client. To create an application for Intensive Services. select the Create Application option from the Action menu next to the
Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to attach ITA or Supportive
Senices accounts to the enrollment. Use Monthly Contacts and Follow-Up to record regular contacts with the client.

/l‘ Client Home Page
B [ Reminders Tasks

& § edit participant
5 Work History

[CJEnroliment and Application 1 records found.
[ 5ervices Participation Date Exit Date App. Date Interviewer Organization Region Eligibility
[C1Goals ﬁ 2/9/2008 2/9/2008 Ken Davidson At Work Solutions Adult
T
o | Case Notes

[Z3 Credentials
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Edit Registration

Once the application is created, the
next step is the Edit Registration

<'¢ Favorites
[ Add New Client

screen. Itis located off the enrollment 3 Find Clent
action gear icon. Click on it and the Case Management Options
TrackOne registration screen will J?C"e”_‘”m Fese

H | Jj Reminders Tasks
appear. ® B Edit particpant

3 Work History

" Enroliment and Application
[C Services

[ Goals

:.J Case Motes
[C1 Credentials
[CTest Results

Print 155

= [C3TAA Forms

[ A | ' : L'aTE OT birm: IBNFERTNL

Enroliment and Application

The list below displays the client’s enrollm
new client. To create an application for I
Enroliment recerd. To edit an existing apy
Services accounts to the enrollment. Use

1 records found.
Participation Date Exit

'?(’ Edit Registration

':’;_?Edit Application
"2 Accounts

4 Monthly Contact

i callam 1 ime

The registration screen displays program participation information in the top two sections and the
lower sections gather additional TAA information. The first two sections are milestone dates
which are read-only. These are determined by the participant’s service history.

TrackOne Registration

Participation Dates-The first and last service dates are displayed below. If no services/activities occur for 90 days, the participant will be
automatically exited as of the Last Service Date. If a Planned Gap in Service is in effect, no exit will occur before the ‘Hold Open Until'

date shown below.

Participation Date: 2/9/2003
First Training Service:

Last Service Date: 2/82/2008
Hold Open tntif:
Actual Exit Date:

Program Participation-The date of the first funded service for each grant program for this participant is shown below. Paricipants are

counted in performance measures for each program from which services are received.

First Funded Service - WIA Adult:
First WIA Dislocated Worker:

First WIA Youth:

First Rapid Response:

First National Emergency Grant:
First Trade Adjustment Act (TAA):
First DYOP:

First LYER:

First Wagner-Peyser (WP):

First WOTC:

Participation Dates: These are auto-filled and show the first and last dates of
services. Remember, if 90 days pass without a service, the participant will be exited
from the program unless they have been given a planned gap in service.

The next sections are for TAA (Trade Adjustment Act) programmatic tracking.
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TAA Tr aC kl n g TAA Tracking-This section far TAA program use ONLY
TAA Petition Number:

TAA Application Date: l:l-_n|
B L —

Eligible for ATAA: [
Training Waiver/Reason: | SELECT -- b

Training Program ID: I:l
Training Contract Review Date: l:l-_ul
Total Cost of Training: I:l
Total Expenses Paid by TAA: I:l
Total Travel Expenses Paid: I:l
Total Subsistence Expenses Paid: l:l
Total Other Expenses Paid: I:l

TAA Deregistration Notice: I:l

Other Federal Enrollment code:

TAA - Employment at Dislocation

Separation Date: l:l__nl
L —
# of s Employed: [ ]

Recalled by Former Employer: []

TAA Application Date: Check to ensure that the TAA Application Date is accurate. If the
participant is dually enrolled in WIA and TAA, the WIA and TAA application dates will be the
same.

TAA Petition Number: Company name and location will auto-fill from the Edit Participant
screen.

TAA Participant ID: A unique identifier. (No longer needed and is only present for historical data.)

Eligible for ATAA: This field will be completed by the central office upon approval. Central
office staff will also enter the Estimated Weekly Payment amount. If not eligible, then the
reason will appear.
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TAA Training Contract/Waiver: If a Training Sultable training not available =

Waiver is to be issued, the reason will be chosen -h]SELECT =
o

from a list box. Click the drop down arrow and Subject to recall within six months
select the reason. Already has marketable skills
Retirement within two years

Health reasons
Suitable training not available
Training dees not begin for more than 60 days

Other Tracking Information included on the screen:

Training Program ID: Assigned by State TAA Coordinator.

Training Contract Review Date: Assigned by State TAA Coordinator.
Total Cost of Training: Enter value from training plan.

Total Expenses Paid by TAA: Enter value from training plan.

Total Subsistence Expenses Paid: Enter value.

TAA Deregistration: Check this box if a deregistration form has been sent to the State
TAA Coordinator.

TAA Employment at Dislocation:
Enter the date of separation from the affected employer.
Enter the participant’s annual salary from this employer.
Enter the number of months the participant worked for this employer.

Recalled by Former Employer: Check this box if participant is recalled to work by the
affected employer.
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Interested Others

It is important to gather contact information for at least one other person associated with the participant.
This is sound case management to have an alternate contact for the participant. It is also important for
follow-up customer satisfaction surveys conducted statewide for WIA participants.

The Interested Others screen is the place to capture this information. Link is located on the left-hand menu.

23 ClientTrack 2007 - Microsoft Internet Explorer,

g. lz._g r@WorkSculuﬁ.olls

Jeff Murphy - IndyWIA SPZ Test Help Topics About DSI Logout

I User Hame [ Case Managemenl\|

b Y H Social Security Mumber: 322-23-2233
WSt OV e cFEthe  11/23/1964 12:00:00 AM

¢ Favarites
[ Add New Client Interested Others

[ Find Cient Others who might have an interest in the client's situation display below. To view or edit a record displaying in the list, click Edit on the
record you want to change. To add a new interested other for the client, click the Add New. To add or edit multiple Interested Others,

Case Management Options ! "
click Quick Interested Others.

/hclient Home Page
3 |3 Reminders(Tasks

2R Edit participant Add Mew O ] Cluick Interested Cthers ® ][ Cancel ¥ ]
— J
|85 Interested Others 0 records found.
[2) Case Managers Name Office Phone Home Phone
W Motifications
Demographics Report

2 ClientTrack 2007 - Microsoft Internet Explorer,

g. ) z‘a r@Work Solutions

Jeff Murphy - fndyWIA SP? Fest Help Topics About DSI | ogout

Case Management

b Y H Social Security Mumber: 322-23-2233
test, tony Date of Birth:  11/23{1964 12:00:00 AM

<7 Favorites
[ Add Hew Clisnt
[+ ] Find Client

Interested Others

Interested Others & Emergency Contacts

Case Management Options

/3 Cllent Home Pags An interested other and emergency contacts are individuals who has an interest or important association with the client. This infarmation
L}

can be used to contact those individuals, especially in case of emergency. Examples of interested others include, family members,
¥ [ Reminders|Tasks friends, doctors, employers, etc. Fill out the required information below. YWhen you've completed the form, click Save.
=] 3Ed|t Participant

(8] Interested Others Contact Type:*

@Casz: Managers Contact Name:* [Jge Smith

Motifications

hd Relationship to Client:*
Demographics Report
[ Address History

ok istory Address Information-Enter the address information below

3 Military History

[ Enroliment and Application Address: |:|
- LRl
Cyconk zipcode: [
| | Case Hotes City: l:l
[ Credentials State: l:l
[C Test Results
Print 155

H 2] TaAA Forms Contact Information-Enter contact information below:
Home Phone:*
Office Phone: l:l
Alt. Phone #: l:l

Alt Phone Type:

E-mail Address: l:l

|7 case Management

%Administration [ Savee? ][ Pause I |[ Cancel % |
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1% Intensive Service

Once the application and registration are completed and the client’s eligibility has been
determined, then further intensive services can be administered. One should remember that as
soon as the application and registration screens are completed, then an intensive service
must be entered into the client record that same day.

The process for entering an intensive service is identical to entering a core service. If you need to
review the process in detail, see the previous section titled 1°' Core Service.

The basic steps to enter an intensive service and requisite information are below:

1.
2.
3.

© ® N O

Click Services on the TrackOne navigation panel.

Click Add New on the data entry screen.

Enter the begin date.

Note: Begin date, planned end date, and actual end date should all be the current date.
Select a Service Category.

-

Search the available service/activity title by clicking on the o Magnifying Glass to launch
the search function.

Enter Service Type by using the drop-down menu.
Enter a Funding Stream.
Click Search to launch the search function.

Select the service and provider from the generated list. This will auto-fill the service/activity
title, category, line code, service type and provider on the activity screen.

10.Service Notes: This is a text box to enter justification, rationalization, or other detailed

information pertinent to the activity. NOTE: Service notes do not replace case notes.
Service notes are not required. Case notes are required.

11.Click Save.
12. Enter a Case Note.
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Case Manager Assignment
This screen allows you to assign yourself or others as the case manager for the client record.

It is required that you assign yourself as the case manager for all active cases on your caseload.
This will allow you to receive any alerts generated by the system for each of your assigned clients.
Additionally, it allows you to generate reports that accurately depict your workload and allows your

supervisor to monitor your progress.

NOTE: Supervisors can add themselves as a case manager to each of your client files in
order to obtain alerts. This is not required by state policy, but may be required

under local office policy.

{2 hitps:Hhwww.trackone-in.comf2PagelD=1@PrimaryKey-KSDRClientScreenWidth=10248ClientScreenHeight= - Windows Internet Explorer

. L]

To assign yourself or Frach Hne i . ’
Ken Davidson - Indy WIA SP2 Test Help Topics A

another staff to a [ iz ome | Cose Ronooemert 3 |

participant, you need ase ([

to open their TrackOne B Favorites 0 w

[ Add New Client g iy
folder and go to the [ Find Cent Case Manager Assignment

Case Management Options
/.\ Client Home Page
& [J Reminders/Tasks

Case Manager
Assignment screen.

Enter a Begin Date. Select the Case Manager assigned to the client. Select the related Location and Enrollment fc
Select the client's Language. To close the case. enter an End Date and select Status — Inactive.

The link to this screen jﬁg‘_zﬁcm?‘t Begin Date:* [j4/17/2005 |2
. ) ] Adcress Histary : -
is under the Edit = Endpate: [ |7
Participant item on S ce s Case Manager:” &
v HuLeatns Location: | Selected Option Not in the Current List ¥ | 2
the Ieft'hand menu 3 Demographics Report Enrollment: |_SE|ECT - &
Work History 5
Language: |English v
(C3Enroliment and Application . nghe
M services Status:™ | Active v

Procedure
1.

Click on the Add New button.

Select the Case Manager.

Click on the Save button.
Click on the User Home tab.

© 0 N o bk 0D

Add an End Date.
10. Click the Save button.

Click on the Case Load link on navigational panel.
Click on the paintbrush icon for your client record.

Click on the Case Manager link from the Edit Participant menu on the navigational panel.

Select the Location, Enrollment, Language and Status from the drop-down menus.

Note: The Case Manager field will automatically populate with the name of the signed-in user. If you
wish to add another user you must search for them using the search icon (magnifying glass)
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Alerts

Adding yourself as a case manager is essential for reporting purposes and for alerts. If you are

listed as a case manager for a client, you will receive all of the alerts for that client warning you of

a possible soft exit.

f’ @work Solutions

Jeff Murphy - IndyWiA SPZ Test Help Topics About DSI Logout

User Home || Case Management

‘Wark Group: Indiana Wworlkforce

L) g Interlocal Association - Hamilton
TrackOne Options

Welcome Jeff Murphy

Global News -

- %e Page
o Bulletin Board
W Recent

| ] Tasks

2 Calendar

(5 case Load

By User Canfiguration
| Paused Operations

Interlocal Association - Hamilton News -

Priority Status Type Begin Date Description
Mew/Pending Alert &/6/2007 MNewApp, Testz - SOFT-EXITED - Last Service with Actual End Date on 05/07/2007.

Medium  Mew/Pending alert 10/9/2006 BAILEY, STEYEN L - SOFT-EXITED - Last Service with Actual End Date on 07/10/2006.

Medium  Mew/Pending Alert 1/1/2008 ADAMS, ALBERT J - SOFT-EXITED - Last Service with Actual End Date on 10/02/2007.
Medium  Mew/Pending alert  10/8/1990 BLACK, DAVID W - SOFT-EXITED - Last Service with Actual End Date on 07/09/1220,
Medium  Mew/Pending alert  9/28/2007 DEADY, THOMAS M - SOFT-EXITED - Last Service with Actual End Date on 06/29/2007.

Active Case Manager Assignments -

2 ClientTrack 2007 - Microsoft Internet Explorer,

—

| UserHoms

r @Work Solutions

Jeff Murphy - vWIA SPZ Test Help Topics About DSI Logout

Case Management

© Social Security Mumber: 322-23-2233

g test, tony

- Date of Birth:  11/23(1964 12:00:00 A4
o Favorites
[ Add New Client tony test's Dashboard
a Find Clignt

Alerts & Tasks

Case Management Options
ﬂ‘ Client Home Page

2] RemindersiTasks
& Edit Participant

2 wiork History
[ nioliment and Applic atio

Priority Status

MNew/Pending

Type Begin Date
Alert 4/9/2008

Description
test, tony -- 60 Day Alert -- Last Service On 02/09/2008,

{tony test)'s Information

Name : test, tony S5 322-23-2233 DOB : 11/23/1964

Alerts appear on the
User Home Page
on the User Home
tab. (These are for

everyone on the
case manager’s
caseload.)

&

Client Home Page
on the Case
Management tab.
(These are the alerts
for the participant’s
file opened.)

[ Services Employment Status : Not employed Highest Degree Attained : Military Service : 2

[ Goas Home Phone : 317-343-2222 Address : test address City : Clerrmont

[ Case Motes Periods of Participation (Last 5 Only) 5

[ Credentials

Participation First Intensive First Training Last Service Exit e .

Tesk Resuls

P BIES Date Service Service Date Date Organization Region
in

P9 Ta Farme 2/9/2008 2/9/2008 Atorky

Alerts will warn the assigned case manager when the client has gone 30 and 60 days without a

soft exit, and will inform the case manager when the client has been soft exited after 90 days with

no services.
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Once an alert has been generated, it will remain on the users home page until it is deleted by the
user. To delete the alert:

Click on Remibders/Tasks.
This will bring up a list of all of the alerts for your case load.
Find the alert(s) that you wish to delete.

p wDdPE

Click on the delete icon to the left of the alert that you wish to delete.

57 Favorites =
[ Add New Client Client Tasks [ - R O]
[y Find Client All of the client's taskd display in the list below. To view or edit a task. click Edit to the left of the record you would like to change. If you
Case Management Options want to add a newifusk, click the Add New button at the top of the screen.
3 & Reminders Tasks [ Add New & ” Cancel % ]
P Day Fiare
[ Calendar Zrecor
‘33 ; Priority Status Type Begin Date Description
4 Edit Participant . ]
3\-‘J’DrkHismry E? Jﬁ High New/Pending Alert 4/2/2007 RANDOLPH, DOROTHY A -- SOFT EXITED -- Last service on 01,/02/2007.
(Z3Enroliment and Application W Jﬁ Medium  New/Pending Alert 3/3/2007 RANDOLPH, DOROTHY A hasn't received a service since 01/02/2007.
(3 Services
MGnak
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Goals

Goals and goal setting are recognized as being critical for success. While goals are only
a required service for WIA younger youth, you should work with all participants to
negotiate realistic and well defined goals. This is recommended as a case management
best practice and to encourage the participant to take ownership of the services he/she

receives.

Identify the information on the particpant’s individual goal.

Guoals can be set up for all participants. If recording an employment goal, select the Goal Type "Employment Goal”. All other goals for
WIA participants {Older Youth, Adult, Dislocated Worker) or TAA participants use the "Other. Non-younger youth”

WIA Youth Goals: The WIA Goal Type (Basic Skills, Occupational Skills. Work Readiness) must be selected for WIA Younger Youth
Youth goals must be attained within one year. if the youth does not attain the goal within one year of the date it was set. the Status must
be set to "NOT Aftained.” Younger Youth Skill Attainment rate is a performance measure which looks at the skills set and attained for

younger youth.

Status:”

Goal Type:™
Goal:
Goal Description:
Goal Date:*
Estimated Completion Date:
Date Attained:

Explanation:*

@ Open
O Attained
O MOT Attained

SGEPECT = v

- SELECT - v

04/17/2008 ['=

NOTE: The dropdown selection of Goal will vary depending on what is selected for Goal

Type.

The Basic Skills Goal returns one set of

results

Status:™

Goal Type:*
Goal:
Goal Description:
Goal Date: ™
sstimated Completion Date:
Date Attained:

Explanation:*

@Work Solutions, inc.

® Open
O Attained
O NOT Attained

| Basic Skills Goal

- SELECT - hd

Reading Comprehension
Math Computation

|

While the Occupational Skills Goal returns a
different set of results

Status:™ @ Open
O Attained

O NOT Attained

Occupational Skills |+

- SELECT - =

Goal Type:*

Goal:

Goal Description:

Perform Actual Tasks

Writing

Speaking

Listening

Problem Solving, Reasoning
ESL/Vocational Skills

Life Skills

Page 52 of 68

Goal Date:*
Estimated Completion Date:
Date Attained:

Explanation:

Familiarity w/ Procdures, Tools
Technology

Information Skills

Other Occupational Skills Goal

=
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leportant! Goals are required for WIA Youth. Additionally, it is good case
management to set goals for adults. Career planning should be recorded in adult’s goals.

Procedure
1. Select Goals on the TrackOne Navigation Panel.
Click Add New on the Data Entry Screen.
Click the applicable goal Status (Open, Attained, and Not Attained).
Enter the Goal Type by using the drop-down menu.
Enter the Goal by using the drop-down menu.
Enter the Goal Description detail information.
Enter the Goal Date.
Enter the Estimated Completion Date.

© N o g~ Wb

Note that the Date Attained is entered when the goal is completed.

9. Enter an Explanation.
10.Click the Save button.
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Services (on-going)

As clients receive services during their enrollment, it is important to capture these in
TrackOne. The process is the same as adding the original core service, except there are
more choices of services available once the application has been created and eligibility
has been established.

The funding stream that is selected when the service is added will indicate which program
the client will be enrolled.

Q Important! You will only get results for services for which the client is
eligible. For example, if the client does not show TAA eligible on the
Enrollment and Application screen that you will get No Results Found for
any TAA services. If this occurs you must update the application.

Available Services for Selected Category
Click Search to display a list of available sewices for the selected Category.  Use the optional Service Type and

Funding Stream (only the ones for which this client is currently eligible are shown) to narrow the search.  The
Service Title box can be used to match all titles containing the text in the box

Click on an item in the list to place the client into the selected service.

Service Type: Counseling and Career Planning

Funding Stream:

2 records found.

Funding Stream Service Type Service Title Line Code
WIA-Adult Counseling and Career Planning 1-on-1 Counseling - Customer Crisis/Issue

W TA-Adult Counseling and Career Flanning 1-on-1 Counseling and Career Planning
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Planned End Date vs. Actual End Date

= For an activity completed the same day it's given, change the status field to
complete and all date fields should show the same date.

= For an activity that spans multiple days, the planned end date is just that—the date
you have planned for the service to be complete. When the service actually ends,
update the service record with the actual end date (may or may not be the same)
and change the status to complete.

= Planned end date is used to determine the soft exit. If it's a future date, the system
recognizes that the client has an active service. If you do not change the planned
end date or enter an actual end date, the system will use this as the basis for soft-
exit calculations.

@ Reminders about Services

= The first intensive service is taking the application.

= Eligibility determination and conducting the barriers assessment as part of
the application are considered intensive services. An Intensive Service
MUST BE ADDED right after the application is created.

= The begin date for services can only go back 3 days—this reinforces the
need for documentation at point of service.

= Service notes are intended to be a summary description on the ISS—not
a substitution for case notes. These notes are limited to 255 characters.

Why bother to change the status field to complete? Because it makes it possible for you
to run real-time reports!
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Adding Accounts and Obligations

Adding Accounts

In order to add an obligation to a client’s file, you must first set up and account for that
client.

TO Set Up an aCCOUHt 1 records found.
Participation Date E
1. Select Enrollment and Application on the Y7 et registration

TrackOne Navigation Panel.

2. Click on the Gear icon to display the various actions <
associated with the enroliment.

i Fallow Ups

3. Click on Accounts. st nformation

Print App/Enroliment

Print 155

[ Planned Gap in Service

(g view Planned Gaps

4. Select the account that you wish to create by clicking the check box

Enrollment Accounts
View Date: A
B Source Max. Amount Begin Date End Date Acct Total Available O
WIA-Adult ITA - PY05-07 - Region 4 $3,000.00 [o7/01/2007 | =] [o6/30/2008 | 7H | $3.000.00] o
[] WIA-Adult Support - PY06-07 - Region 4 $500.00 [ == || | o
[] WiaA-Adult ITA - PYD7-08 - Region 4 $3,000.00 [ ]| || | o
[] WIA-Adult Support - PY07-08 - Region 4 $500.00 [ == | | c
Grand Total: 3000.00
1] ] ] .

5. Select the dates for that account and the account total. The account total can not
exceed the maximum amount as set by your region.

Note: Begin date defaults to the date that you are creating the account and
the end date defaults to the end of the program year. These dates can be
changed, but the account will be hidden after the end date has passed

6. Repeat the process for all accounts you want to set up and click Finish.

Note: The participant’s eligibility determines which program accounts are available. The
accounts are also limited to the region associated with the participant’s application.
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Obligations

Once the account is set up, you can add obligations from the acco
an obligation:

Select Services on the TrackOne Navigation Panel. #

Find the service to which you wish to add the
obligation. (Note: Not all services allow obligations.)

3. Click the service action icon and select Obligations.

Click the Add New button and enter in all required
information.

Indy WIA Obligations

unt to services. To add

7 Edit

M& Partipation Hours

“ Obligations

Print Service

select the client account that will be used to pay the vendor. Enter a Mot to Exceed
cxpense Category. Finally, enter the description of items/semvices to be purchased, as it

The account(s) that
you set up for the
client should appear in
the drop down box in

e the Account field.
Account:™ | __ gELECT -- w
Amount:* |- SELECT —

WIA-DisWrkr [TA - PY06-07 - Region 3 -2...

Expense Type:

Description:™

PO Number:

[Sa\te] [ Pause ] [ Cancel ]

5. Click Save.
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Account Summary

The running balance of the participant’s account can be view on the accounts screen.

To view account summary:

1. Select Enrollment and Application on the TrackOne

Navigation Panel.

2. Click on the Gear icon to display the various actions

associated with the enrollment.
3. Click on Accounts.

The Account Total column displays the starting balance. The

Available column is the remaining amount.

1 records found.
Participation Date E

EWEdit Registration

onthly Contact

i Fallow Ups

gExit Infarmation
Print App/Enroliment

Print 155

@F‘Ianned Gap in Service

@ Yiew Planned Gaps

P A EE————_m—m—m————

Enreliment Accounts
Enrollment Accounts

view Date: as|

Source Max. Amount

Begin Date

End Date

[1=

Acct Total Available

Obligations

Wia-adult ITA - PYOE-07 - Region § $3,500.00 ’M‘E WE 42 500 00l 41,175,000 Qbligations
] wIA-Adult Support - PYDE-07 - Regian § $1,200.00 [ =R ] Obligations
[] wIa-Adult ITA - PYD7-D8 - Region 5 $3,500.00 [ = | Obligations
[] wIA-Adult Support - PYD7-08 - Region § $1,200.00 [ = iz obligations
[ Wia-Adult Short Term Training - FYD6-07 - Region § $3,500.00 [ = | 1 Obligations
[ wia-adult Short Term Training - PY07-08 - Region 5 $3,500.00 o~ | 1 obligations
Grand Total: 2500.00

Clicking on the word Obligations will display the individual obligations against the
account.

Obligations

Displayed below are the obligations referencing the selected account.

4 records found.

Description

[ Add Mew @8 ][ Cancel 3%

Tuition

Gas Allowance
Gas allowance

Gas Allowance

NRYNN
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Obligation Amount
$575.00

$150.00
$150.00

$150.00

Amount Paid Provider

0.0000 Indiana WorkOne Systern
0.0000 Indiana Workone Systern
0.0000 Indiana WorkCne System

0.0000 Indiana Workone Systern
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Case Notes — TrackOne Navigational Training

Adding Case Notes

Case notation is essential to case management. It is essential that case notes be
focused on the services provided, contain detailed information documenting service
delivery and record the flow of the case management process. Case notes are NOT
intended for case managers to write their personal feelings, frustrations or opinions about
the participant and his/her progress. Case notes should be factual and concise.

NOTE: Case notes cannot be deleted in TrackOne. They can be amended through
the addition of another case note if necessary, but cannot be edited once
they are saved.

Procedure

1. Select Case Notes on the TrackOne Navigation Panel.

a s b

@ Notes

Click Add New on the Data Entry Screen.

Enter Regarding Information.

Enter the Case Note.

Click Save. Note that saved case notes cannot be modified.

While creating a case note, you are given a toolbar similar to MS Word

» This is where all the details of your work are to be recorded. All case

notes print on the ISS.

= DO NOT complete a separate case note for each service provided during

the same visit. Create one case note for the VISIT and document all
services in that visit.
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Credentials — TrackOne Navigational Training

Add

ing Credentials

Credentials are standards of achievement that verify a level of skill attainment. When a

client
intoT

Proce
1.

6.
7.

finishes a training program, a record of the credential attained needs to be entered

rackOne.

dure
Click Sredentials on the _
TrackOne Navigation —
Panel.

. Gredential Type:* | aa/a5 Diploma/Degree v
CI'Ck Add NeW on the Description of Credential:* |AS- Cormputers |
Data Entry Screen_ Name of School/Training Institution: |Ivy Tech |

' Planned Attain Date:*
Select the Credential Type Actual Attain Date: [o1/0172007 ™%
by US|ng the drOp-dOWI‘l Comments:
menu.
.. Record Created By:
Enter the Description. organization:
Enter the Planned Attain

Date. Actual Attain Date
will be entered upon completion of the Credential.

Enter any Comments.
Click the Save button.

NOTE: Credentials are important for performance. The Exit Information screen and the
Follow-up Contact screen provide the user a magnifying glass to find an existing
credential for a participant or to add a new one.

ON

Credential-If 3 degree or other credential was attained during or after participation in the program, fill in the info below. You can use the
pop-up search form to add a new Credential record and select it

Was a Degree Attained:

Type of Credential: | 6%

Description:
Institution:
Date Attained:

otes

It is important to note anything beyond a high school diploma as a credential at the time
of application.

If the client achieves another credential, you will come back and add that on these
screens.

This is where you record the performance outcome.

This is information that is also helpful as you work with the client to create a resume.
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Test Results — TrackOne Navigational Training

Assessment/Test results

Conducting formal assessments are a large part of the case management process.
Formal assessments are essential to determining the participant’s skills and abilities prior
to entering him/her in to training programs. Assessments, and their results, need to be
entered in TrackOne.

Si¢ Favorites

D Add Mew Client Indy WIA Test Results

Test Results

e ] Find Client

Case Management Options

43 Clent Home Page Identify the test the client took along with the results of that test.
L]

# ] Reminders/Tasks WIA Youth Literacy and Numeracy Gains Measures:
] 3Edit Participant Test names marked with (Y) can be used to assess literacy and numeracy skills for the WIA Youth performance measures.
3'\-".I'Drk Histary Test names marked with (Y-ESL) can be used to assess English literacy skills for English as a Second Language (ESL) youth for the WA

DEI‘\[U"mEI‘Il and Application performance measures.

(23 5ervices For the performance measures, youth must be given a pre-assessment within 60 days of enrolling in WIA, and a post-assessment within
[C3Geals one year, and once a year thereafter while they are paricipating in VWA
o | Case Notes X X
o IMPORTANT: In order to be counted in perfformance measures, the numeric scale score must be entered in the Score field. (For
| example, a TABE score value might be something like 350, but NOT 8.5 or 21/25.
[C)Test Results
Print 155 Test Name:™ | TABE - Math (Y) v
[ (CJTAA Forms -
Test Type:™ | Qral v
Grade Level: l:l
Passing/Competent: []

Description/Comments:

E.’ Case Management

[/ Administration [ sawey |[ Pauselll ][ Cancel X |

Procedure

1. Click Test Results on the TrackOne Navigation Panel.

2. Click Add New on the Data Entry Screen.

3. Enter the Test Name by using the drop-down menu.

4. Enter the Test Type by using the drop-down menu.

5. Enter the Date (mmddyyyy).

6. Enter the test score.

7. Enter the grade level achieved based on the test score.

8. Click the Passing/Competent box based on the test results.

9. Enter the Description/Comments.

10. Click the Save button.

@Work Solutions, inc. Page 61 of 68 April 2008



ISS/IEP — TrackOne Navigational Training

ISS (Individual Service Strategy / Individual Employment Plan)
A written case management plan is essential to the case management process.

TrackOne simplifies this greatly by creating an Individual Service Strategy/Individual
Employment Plan automatically. TrackOne “mines” data from all of the participant
transaction records the case manager has created in the system. The system then
populates the fields in the ISS/IEP form with the data previously entered.

To print an ISS:

1 records found.
Participation Date E

1. Select Enrollment and Application on the TrackOne W co rogotrotion |
. . |14 it Registration
Navigation Panel.

IE::";_(‘.Edit Application

2. Click on the Gear icon to display the various actions © accounts
associated with the enrollment. & Monthly Contact
Click on Print ISS. & Follaw ups

'[__'_:jExit Information
The ISS will generate and be displayed on the screen p/ENTollment
in a Report Viewer window. (In order to print an ISS, it
must first be exported into a printable format.
TrackOne can convert the file into .pdf format that you 5 view Planned Gaps
can save to your pc or print.)

Gap in Service

Click the .pdf Icon n at the top of the ISS.
Click OPEN.

The ISS will then be converted into a .pdf file through Adobe Reader.

© N oo

Use the print option in Adobe Reader to print the file.

7 7‘ Ed Report Viewer
mach G LI — -V
User Home | Case Management | 1.5.5.for Test JeffSat12 Report Date 04/17/2008 ~
Z L)
e B INDIVIDUAL SERVICE STRATEGY /
¢ Favorites
[ Add New Client £l Report PDF Export - 0OX
[y Find Client
Case Management Options Beginning Download
/:}Chanl Home Page P[)F ICOn
=] Reminders/Tasks —
2 ! File Download X
| 5 Edit Participant
& vork sty Do you want ta open or save this file?
(C3Enroliment and Application
(£ Services S Name: £334403317168413750. pof
[ Goals || Type: Adabe Acrobat Document, 42.2KE
|| Caee Motes From: v, trackone-in.com
(O] Credentals
(C3Test Results [ Open ] [ Save ] [ Cancal
Print 1S5
@ (TTAA Forms
i e “while files from the Intemet can be useful, some files can patentially
\a harm pour computer. If you do not tust the source, do not open or
save this file. What's the risk?
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Exiting a Client — “Planned Exit” — TrackOne Navigational Training

Exit Information Screen

When a participant has completed all training, case management goals and no other
significant staff involved/intensive/training services are necessary for the participant to be
successful, the case manager must exit the participant from the program.

NOTE: Under common measures, the participant is exited from all programs he/
she are enrolled on the same date. In other words, if a participant is co-
enrolled in WIA and TAA, the patrticipant is not exited from either
program until the participant meets the exit criteria for both programs.
Please refer to the information on common exit dates in the Common
Measures information located on the DWD TrackOne Technical
Guidance & Resources website.

i Favaorites R RRRRRRRRRRRRRDRDII=R
[ Add New Client Enrollment and Application

(i Find Clent The list below displays the client's enrollments/applications. A
Case Management Options new client. To create an application for Intensive Senices, sele
Enrollment record. To edit an existing application, select Edit.

7 Client Home Page Senvices accounts to the enrollment. Use Monthly Contacts z

(34 Reminders/Tasks
@ ) dit Participant

3 Work History

" Enroliment and Application 1 records found.
PV [T 5ervices Participation Date Exit Date App. Date

[Goals '?;_{’Edit Registration
| | Case Notes .’l;l; _ ) )

[ Credentials L:_;_{’ Edit Application
[ Test Results o Accounts

Print 155

5 Monthly Contact
& ] TAA Forms e
& rollow Ups

ri;!Exit Information

= T oiment

% Planned Gap in Service (New)

@ View Planned Gaps
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Exiting a Client — “Planned Exit” — TrackOne Navigational Training
Under common measures participants are officially soft-exited after 90 days of no
serwces For purposes of planning and tracking it is good practice to record a planned-

Case Closure Information

If all planned services for the participant have been completed. please complete the following information concerning the participant's
status at the time of exit. The information recorded here is used for performance measures. so it is important to make sure it is accurate

Participation Date: 4/3/2008
Last Service Date: 4/4/2008

Planned Exit Date: l:lll
Date Completed All Goals: |:|1|

Exit Code: | SELECT - A
Actual Exit Date:
Reason:

Educational Status at Exit-Please complete the following information

Srhnnl Statuc at Fwitr | cocicer —]

Post S : : : T : z :
' Credentialdf a degree or other credential was attained during or after participation in the program, fill in the info below. You can use the

pop-up search form to add a new Credential record and select it

Enrolled in Educ. Program | Was a Degree Attained: | SELECT - ~|

Type of Credential: | | 6:‘

Description:
Institution:
Date Attained:

Exit - Employment-If the participant was employed at exit, please select the Employer at Exit from the participant's Work History by
clicking on the search icon. You can also add a new Work History record from the pop-up search screen.

Employer at Exit: | |0-’

Job Title:

Job Start Date:
End Date:
Hourly Wage:

Reviewer Information-Please complete the following information to identify the Interviewer and reviewer

tnterviewer: &
Interview Date:™ |04/17/2008 [7=
Reviewer:
Date File was Archived: l:bl
Procedure [ Savey® “ Pause [l “ Cancel % }v

1. Click Enrollment and Application on the TrackOne Navigation Panel.

%
Click the *  Gear icon left of the application and select Exit Information.
Complete the Case Closure Information screen with all applicable information.
Click the Save button.

Important! A client is not officially exited until 90 days after the end date of
the last service. Completing the Exit Information screen is important for reporting
and data integrity, but an exit date will not appear for the client until the 90 soft exit
has occurred.
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Follow-up Contacts — TrackOne Navigational Training

Follow-up Services

Funding Stream
WIA-Dizlocated Worker
WIA-Dislocated Worker
WIA-Dislocated Worker
WIA-Dislocated Worker
WIA-Dislocated Worker
WIA-Dislocated Worker
WIA-Dislocated Worker

WIA-Dislocated Worker

WIA-Dislocated Worker

2 https://www.trackone-in.com - ClientTrack.NET Search - Microsoft Internet Explorer

Service Type
Follow-Up Services
{Adult)
Follow-Up Services
(Adult)

Follow-Up Services
{Adult)
Follow-Up Services
{Adult)

Follow-Up Services
{Adult)

Follow-Up Services
{(Adult)

Follow-Up Services
{Adult)
Follow-Up Services
{Adult)
Follow-Up Services

(Adult)
Follow-Up Services

Service Title
Follow-up - Generic
Follow-up - Resource Room - Generic

Follow-up - Supportive Services

Follow-up - Office Visit - Ind. Counsel/Career
Pla

Follow-up - Job Clubs

Follow-up - Job Referrals/Contacts
Follow-up - Job Search Assistance
Follow-up - Local Area Information

Follow-up - Labor Market Information

(=1E3
_CEncel |

WIA-Dislocated Worker (Adult) Follow-up - Assessment Services - Generic Cc4
. WIA-Adult Follow-Up Services Follow-up - Generic c4
{Adult)
WIA-Adult Follow-Up Services Follow-up - Resource Room - Generic c4
{Adult) E
I@ Done S & nternet

= Follow-up services are those that do not “restart the clock” if you use them.
* You add a follow-up service the same way that you add any other service in

TrackOne.

= These contacts and services do not count toward participation or performance

calculations.

Q Important! Follow-up services are different from follow-up contacts and are
entered in the service screen. Follow-up contacts, which are used in performance
calculations, are entered under the Enrollment and Application screen (this is
explained in detail in the next section).

A list of these services are available on the DWD website.
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Follow-up Contacts — TrackOne Navigational Training

Follow-up Contacts

Follow-up contacts to the client are entered under the Enroliment and Application
screen.

L Favurnies
[ Add New Cient Enroliment and Application

(g Find Client The list below displays the client’s enrollments/applications. An enroll

Case Managsment Options new client. To create an application for Intensive Services. select the
4% Cient Home Fage Enrollment record. To edit an existing application, select Edit Applici
> = Senvices accounts to the enrollment. Use Monthly Contacts and Fol
@ [ Reminders/Tasks

@ B Editarticpant
3'\-'-iork History

(3 Enroliment and Application 1 records found.

(Ca5ervices Participation Date Exit Date App. Date Inte
DEDE‘SN t I”?fEdit Registration 4/3/2008

h ase Noles

éCredentials "l?zf’Edit Application

[ Test Results % Accounts

Print IS5 -

_—y
ol

e [C3TAA Forms )
‘E Follow Ups

[ =xicaonmation

Print App/Enroliment

@Pli Name: Test, JeffSat12
& vi Home Phone: 539-9999
T— Work Phone: 317-750-3352

Follow-Up Contact

Follow Up Date:* [g4/17/2008 |75
Follow Up Type:™ |1st Quarter +

Contact Type:™ | Mgeting/Office Visit v

Result:™ | Completed all questions 3

Employment-f the participant is employed. use the Employer search icon to select the Work Histary record for the current job. You can
also add a new job record from the popup search screen. You can update the information shown here for the job record: any changes you
make will be reflected in the Work History record when you save this screen

Employment Status:™ | Unemployed “

Credential-f a new degree or credential was attained, use the seach icon to create a Credential record and link it to the follow-up

Type of Credential: | @ﬁ;

Description:
Institution:
Date Attained:

Advanced Training-If the client participated in college, advanced training or military serice during the quarter, indicate here.

Type of Training:* |pope N

Procedure

1. Click Enrollment and Application on the TrackOne Navigation Panel.

Click the ﬂ‘ Gear icon left of the application.

. Click Follow Ups on the menu.

Click Add New.

Complete the Follow up contact screen with all applicable information.
Click Save.

. Enter a case note.

N o U A W N
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Paused Operations — TrackOne Navigational Training

Paused Operations

For security purposes, TrackOne will time out after 30 minutes of inactivity. Interruptions are a
normal part of our work lives. The paused operations function allows case managers to
temporarily “freeze” their work before it is written to the database. Your work is stored in a special
location under the User Home tab. When you are ready to finish and save your work to the
database, click on the User Home tab, then click the Paused Operations icon on the navigation

pane. Your paused work item will open and you can proceed.

The following are some scenarios where Paused Operations are helpful:

e A fire alarm goes off.

e Client shows up for an appointment, but forgot an important piece of documentation
necessary for the eligibility determination process.

e Client leaves in the middle of an eligibility determination appointment to visit the restroom
and doesn’t return.

Most all screens have a Pause button at the bottom of the screen next to the Save button.

WL FAvUILILES
[ Add Mew Client
re ] Find Client

Case Management Options
".‘ Client Home Page

@ [ Reminders/Tasks

H 3Edit Participant
3 ‘Work History
[C3Enrollment and Application
[T 5ervices
[0 Goals
| | Case Motes
[ Credentials
[C]Test Results

Print 155

@ T3 TAA Forms

E{':i Case Management

E’: Administration

Entry Date:™ [{WERIFEINE [5

-

Entered By: L
Regarding: * |
Domestic Violence Case Note-If checked, Case Mote will be set to Organization Restricted
Domestic Violence Case Note: [
S % o« B ] U = Fonts v ||Sie v | <f.

Case Note

Client Name: JeffSatlz Test

Note-Additional changes to this case note will not be possible after it is saved

[ Savey ][ Pause Ol ” Cancel % ]v

Pause Button

A pop-up window will appear verifying the operation is paused.

@Work Solutions, inc.
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Paused Operations — TrackOne Navigational Training

E https:fiwww.trackone-in.com/?PagelD=1&PrimaryKey-KSD&ClientScreenWidth=10248ClientScreenHeight= - Windows Internet Explorer |Z||E|FZ|
" @Work Solutions
Trackh ﬂlﬁ r
Ken Davidson - IndyWIA Help Topics About DSI Logout
[ User Home 1 Case Management
b Y r‘ At Work Solutions Work Group: Indiana Workforce

TrackOne Options
/h User Home Page
| | Bulletin Board

Paused Forms

Identification o Diocorinting Step Time Paused

W Recent - = T
) I 17 . .
B [ Tosks & Indy Edit Case Note 1 4/17/2008 1:04:00 PM

= [ calendar
H S Case Load
E=] 3r~‘1y User Configuration

Paused Workflows
[J5how Completed Workflows

) Paused Operations —_—
|‘ Description Workflow Closed

Cancel

All paused operations will appear under the Paused Operations icon on the User Home tab.
When you get to this screen, you will see all of your paused operations and you will have the
choice of resuming the record (this will pick up where you left off) or deleting the paused
operation. The Form Description field tells you which screen you were on when you paused the
operation. This is where you will be taken back to if you choose to resume the data entry.

NOTE: Since the Paused Operations icon is located on the User Home tab, you will be
able to view all of the operations that you have paused for all of your clients. This is
not associated with the client’s folder, so the user who paused it will be the only one
who can see and resume/delete the operation.

Procedures
To Pause an Operation
Click the Pause button. Note that if you do nothing with the application for a certain period of time,
it will time out (pause) automatically, but choosing to pause is safer.
To Resume an Operation
1. To find your Paused Operations, go to the User Home tab.
Click Paused Operations on the TrackOne section of the navigation panel.
Select the operation you want to resume by clicking it.
Complete the information.
Click Save.

a s b

@Work Solutions, inc. Page 68 of 68 April 2008



