“PAYABLE TRAINING INTERRUPTION” PROCEDURE FOR CUSTOMERS 
IN BETWEEN SEMESTERS
An entry must be made for each TAA customer that is in training and is on a break between semesters.  Please follow the steps below for all TAA students who are currently in training.

Step by Step Instructions
1. Go to customer’s Application Menu

2. Click “List Enrolled Services”

3. Click “Add Enrolled Services”

4. At “Title” line, drop down box and choose “TAA”

5. Click “NEXT”

6. At “Service Level” line, drop down box to “Job Training”

7. At “Start Date” line, fill in with the 1st day of the break between semesters.

8. Click “Next”

9. At “Activity” line, drop down box and choose “Payable Training Interruption”.

10. Click “NEXT”

11.  At “Planned End Date” line, fill in date with the day BEFORE the 1st day of the next semester.

12. Click “SAVE”

When the NEW semester starts:

13. Go back into customer’s Application Menu
14. Click “List Enrolled Services”

15. Click “Payable Training Interruption”

16. At “End Date” line, put in the LAST day of the semester break (the day 
      before the 1st day of class of the NEW semester).
17. At “Current Status” line, drop down box and choose “Successful 
      Completion”
18.  Click “SAVE”

