ENTERING A TAA/TGAAA APPLICATION INTO IWDS
STEP BY STEP INSTRUCTIONS

The documentation needed to successfully enter a TAA/TGAAA application into IWDS can be found on the customer’s PINK TAA/TGAAA Standard Application! Follow this form to ensure information is entered accurately!

1.  Go to Staff Menu in IWDS

2. Click on “Search Customers”.  (Customer should already be in IWDS because when customer attended Rapid Response, customer was issued a Swipe card and enrolled in Illinois WorkNet.)  If customer is not in system, you must add basic information.  Follow guided screens in IWDS to enter “Add Customer” information.
3. Search by Social Security number-this is the most accurate way to search!
4. Click “Search”

5. On “List Customers” screen, click “View” by customer’s name
6. Go to “Customer Menu”

7. Click “List Applications”

8. Click “Add Application”

9. At “Statutory Program” line, drop down menu and choose “WIA-TAA” Note:  If customer is already enrolled in WIA, simply choose TAA-NAFTA instead.
10. Fill in “Petition Number” accurately. Check TAA/TGAAA Standard Application for correct number. NOTE:  Some petitions have letters behind them.  If the customer has written a letter behind the petition number, this letter must go into the box at the right of the “Petition Number”.

11. At “Illinois WorkNet Center” choose appropriate location of office.

12. At “Contact Date”, use the date the customer signed the Pink TAA/TGAAA Standard Application.

13. At “Case Manager” line, select appropriate case manager name.

14. Click NEXT

15. Click on “Guided Application”

16. Choose appropriate WIA and TAA programs.  If the customer is part of a substantial layoff of more than 50 employees, add a checkmark next to the “Dislocated Worker Core Registered-Plant Closure/Substantial Layoff” line.  If the customer is part of a layoff that is less than 50 employees, add a checkmark to the “Dislocated Worker Core Registered-Unlikely to Return” line.  In addition, add a checkmark on the “TAA-Trade Adjustment Assistance” box at bottom of this screen.
17. Click NEXT

18. At the TAA Training Criteria Screen, answer all questions “NO” at this time

19. Click NEXT

20. For TAA applications only: at “ATAA certified” line, drop down box and select “YES”. Note: Check your DOL Petition Certification printout to verify that the company is ATAA approved, but most generally this answer is always “YES”. NOTE: TGAAA application does not ask you this question as it is no longer required.
21. Fill in “Certification/Decision date” line from DOL Petition Certification printout in file or by looking at the TAA Standard Application. Confirm Certification date and type date in this line.

22. Fill in “Impact date” line from looking at DOL Petition printout or by looking at TAA Standard Application.  Confirm Impact date and type date in this line.

23. On “Was Rapid Response provided” line, choose “YES”

24. Fill in “Petition Expiration date” line from DOL Petition Certification printout in file or by looking at the TAA Standard Application. Confirm Expiration date and type date in this line.

25. Fill in “Date BRO was signed” line with the date the customer signed the BLUE Benefit Rights and Obligations form.

26. Fill in “Separation Date” line with the customer’s LAST DAY OF WORK that is listed on the TRA BASIC CLAIM INQUIRY SCREEN.  Note:  If for some reason this date does not match the required colored forms, have customer initial corrections on Last day of Work date so that it will match the TRA Basic Claim printout.

27. For TAA customers only, on “Meets TRA 8/16” line, answer “YES” as long as the customer has met this criteria.  If customer has missed the 8/16, answer this question “NO”.  For TGAAA customers, this line will read “Meets TRA 26/26 Requirement.”You can confirm this answer by looking at the customer’s personalized Date Finder.  This will tell you if the deadlines have been met or missed.

28. For TAA customers only, at “Meets 210 Day Requirement” line answer “YES”.  Confirm this on the customer’s personalized Date Finder. Note: TGAAA customers are no longer required to meet this so you will not see this question on the screen.
29. At “State Funding TAA Training” line, drop down box to choose Illinois. Note: There may be an occasion when the customer is receiving training from another State.  In this case, simply choose “Training from another State” selection if you know this up front.

30. At “Is Illinois responsible for UI/TRA payment” line, answer “YES”.  Note:  On occasion we have customers come in from out of State and are actually receiving benefits from another state.  You should know this information from the start and if this is the case, answer appropriately from the drop down menu.

31. Click NEXT

32. At “Contact Information” screen, some of this information may already be there.  If information is missing, obtain additional information from the Pink TAA/TGAAA Standard Application in the Contact Information section of this form to ensure accuracy.
33. Click NEXT

34. Click “Add Contact”.  Look at the customer’s Pink TAA/TGAAA Standard Application form and fill in this screen with the two additional contacts the customer has listed on his/her form.

35. Click “Save and Return”

36. Click NEXT

37. On the “Private Information” screen, some information may be there already.  However, if entries are missing, they must be filled in.  You can obtain all of this information from the Pink TAA/TGAAA Standard Application. On this screen, fill in: Social Security Number, Hispanic or Latino, Race/Ethnicity, Gender, Birth Date, Mother’s Maiden Name, Alien Verification/Immigration Status, Selective Service Compliance(click “Verify Compliance” button next to this line to get a printout for the file), Disability, and Category of Disability(only if applicable). NOTE!  On most occasions, you will be answering the Alien Verification/Immigration Status question with the choice of “Yes, citizen” from the drop down menu.  However, if your customer has a Green Card, you MUST enter in the date on the line “Expiration Date for Authorization” and the line “Re-verification Date for Authorization”.  If the customer cannot provide a current Green Card with a valid date to be working in the United States, DO NOT certify the file!!
38. Click NEXT
39. At “Veteran’s Information screen, look at customer’s Pink Standard Application to see what they have written regarding Veteran’s Information.  Fill in “Veteran, Qualified Spouse of a Veteran, Transitioning Service Member” line with the appropriate response from the drop down menu.  If the answer is “No”, you do not need to fill anything else out on this screen.  If the customer indicates he/she is a Veteran, look at the Pink Standard Application for additional Veteran information to complete this screen.

40. Click NEXT

41. At “Concurrent Programs” page, these programs are almost always answered NO.  Ask the customer if he/she is participating in any of the listed programs. If so, answer YES to those the customer indicates.
42. Click NEXT

43. At the “Education Status” screen, look at the customer’s Pink Standard Application and find the Education Status section.  Answer all questions on this screen according to how the customer answered the questions on his pink Standard Application. If customer indicates he/she has obtained a credential, click on the “Credential” button and add this information. Click SAVE, the RETURN.
44. Click NEXT

45. At “Employment Characteristics” screen, answer ALL questions as the customer has answered them on the Pink Standard Application under the Employment Characteristics section of the pink form.

46. Click NEXT

47. At the “Dislocated Worker Characteristics” screen, answer ALL questions as the customer has answered them on the Pink Standard Application under the Dislocated Worker Characteristics section of the pink form.

48. Click NEXT

49. At the “List Work History” screen, click “ADD JOB”. Answer ALL questions as the customer has answered them on the Pink Standard Application.  On the Standard Application, look for the “Certified Job Information” section of the form.  This form should have all required information in this section to be able to complete the “List Work History screen”. When you get to the “DETS ID” line, click the “Search” button.  At the “Company Name line, type in the name of the trade-impacted company the customer was laid off or threatened with layoff from.  Click “Search”.  Once you have identified the appropriate selection, click “PICK” next to your choice.  The system will automatically insert the DETS number in the screen for you.
At the “NAICS Code” line, click “Search”.  At “Industry” line, type in the type of industry the customer was laid off from that was trade-impacted.  For example, if the customer worked at Chrysler, you may try searching for “Motor Vehicle Parts Manufacturing”.  Once you find the appropriate industry, click “PICK” next to your choice.  At the ONET (SOC) line, you now have to identify the type of work the customer did at the trade-impacted facility.  Click “Search” button.  At the “Occupation” line, type in the job that sounds most closely related to what your customer performed.  For example, if the customer was an Assembler, search this word and then click “Pick” next to the appropriate job. NOTE:  When you are selecting Industry and Occupation codes, it is important to try to reflect these areas as “LOW GROWTH”, especially if the customer is considering a training program.  If you have difficulty selecting one of these codes, ask your TAA Coordinator or supervisor for assistance.

50.  Click SAVE
51. Click NEXT

52. At the “Characteristics and Barriers” screen, look at the Pink Standard Application and find the Characteristics and Barriers section on this form.  Answer all questions in this screen exactly as the customer has answered on the Pink Standard Application form.

53. Click NEXT

54. At the “Family Characteristics” screen, look at the Pink Standard Application and find the Family Characteristics section on this form.  Fill in the family information exactly as you see it on the Pink Standard Application.  Click “List Family” and then click “Add Member” and fill in all boxes exactly as you see it reflected on the Pink Standard Application form.  Include the customer as the Applicant in this screen.  If there are additional family members, click “Save, Add Another” and continue adding all family members listed on the Pink Standard Application.  On the last family member entry, click “Save and Return”.

55. Click “Return” again to take you back to the “Family Characteristics” screen

56. Click NEXT

57. At the “Custom Eligibility Data” screen, answer “Dislocated Job” YES from the drop down menu. For the question, “Displaced by Hurricane Katrina”, answer as appropriate.  Almost always, this answer is NO.

58. Click NEXT

59. Before completing this screen, go back and click “Application Menu” (you will need to enter in the “Public Assistance” screen before you move forward with certifying.  This screen does not come up automatically in the Guided Application so you will have to add it separately.)
60. Click “Public Assistance” Answer each of these questions as the customer verbally answers them.  No documentation is required for the file, self-attestation is acceptable.  Some of these questions are also addressed on the TGAAA Standard Application, Section #39.  You can use this to obtain some of these answers. 

61. Click “SAVE”

62. Click “Eligibility Determination”

63. At “Application Date” line, put in the date in which the customer signed the PINK TAA/TGAAA Standard Application.  At the “Eligibility Determination Date” line, put in the SAME date as you entered the “Application Date”

64. Click “Determine Eligibility” button.

65. Review the “Eligibility Determination” screen.  Do you see the Dislocated Worker Core Registered Title selection you made earlier in this application listed? Do you see the Trade Adjustment Assistance Title listed?  If you see these, you are successful in entering in the application!

66. Click “Printable Application”.  Print out the application and have the customer sign.  The case manager is also required to sign the application.

67. STOP!!!  After the Application/Intake/Assessment has been completed with your customer, organize the file according to the TAA/TGAAA checklist and give it to the TAA Coordinator for review.  The TAA Coordinator will review the documentation and initial the file and give back to you if the file has been approved to move toward Certification process.  If there is an issue with the file, the TAA Coordinator will not certify until all issues have been resolved.  The TAA Coordinator will notify case managers of status of file and return file to appropriate case manager.
