STEPS TO CERTIFY A TGAAA APPLICATION IN IWDS AND 

DIRECTIONS FOR ENROLLMENT-IEP, Career Counseling, and Waiver
1.  BEFORE CERTIFYING A FILE, REVIEW THE APPLICATION TO ENSURE ALL REQUIRED QUESTIONS HAVE BEEN ANSWERED AND APPROPRIATE DOCUMENTATION TO MEET ELIGIBILITY IS IN THE FILE.

2.  IMPORTANT!!  BE VERY CAREFUL TO CHECK THE “LAST DAY OF WORK” ON ALL FORMS!  THE CUSTOMER’S “LAST DAY OF WORK” DATE SHOULD BE VERIFIED BY THE TRA BASIC INQUIRY CLAIM PRINTOUT. LOOK AT WHAT IDES REPORTS TO BE THE “LAST DAY OF WORK” AT THE TRADE-IMPACTED COMPANY AND USE THIS DATE.  IN ADDITION, CHECK “LAST DAY OF WORK” DATES ON THE HARD 4 FORMS, THE WORK HISTORY SCREEN IN IWDS, AND THE TAA ADDITIONAL SCREEN IN IWDS TO ENSURE ALL “LAST DAY OF WORK” DATES MATCH! IT IS VERY IMPORTANT THAT YOU TAKE THE TIME TO MAKE SURE ALL DATES MATCH BEFORE CERTIFYING THE FILE.
3.  GIVE THE FILE TO THE TAA COORDINATOR TO REVIEW BEFORE YOU CERTIFY. ONCE YOU RECEIVE THE FILE BACK FROM THE TAA COORDINATOR AND THE FILE HAS BEEN INITIALED BY THE TAA COORDINATOR AS APPROVED FOR CERTIFICATION, PROCEED TO THE FOLLOWING STEPS:
Step by Step Instructions for Certification of TAA/TGAAA file
1. Once you have reviewed the paper file and IWDS entries and made corrections as needed, you are now ready to certify.
2. Go to the customer’s Application Menu and click on “Eligibility Determination”. 
3. The Application Date should already be in the first box.  Check this date to make sure that this date reflects the day the TGAAA Benefit Rights and Obligations and TAA Standard Application were signed at Rapid Response.  If this date is correct, click in the next box “Eligibility Determination Date” and fill in the date with the same date as the Application Date in the first box.
4. Click “Determine Eligibility” box
5. If the customer has been laid off from a company with substantial layoffs (more than 50 people at one location) you will  go down to the 3rd box (1D - 1N - 1S - 1E - Dislocated Worker Core Registered - Plant Closure or Substantial Layoff) and  click on “Documentation”.  If it is a small layoff, you will choose the box with (1D-1N-1S-1E-Unlikely to Return.)  If you are unsure which to choose, ask a supervisor or TAA Coordinator.
6.  Answer all questions by using drop down boxes and viewing selections.  Important! Be sure that you have all supporting documentation in the file when you answer these questions!
7. Click  “SAVE”
8.  Now you will put a checkmark in the “Certify” column of the box “1D - 1N - 1S - 1E - Dislocated Worker Core Registered - Plant Closure or Substantial Layoff.”
9.  You will also put a checkmark in the bottom box indicating “TAA” Trade Adjustment Assistance
10. Click “Certify”
11. Answer 1st question “Yes”
12. Fill in date with the date the customer signed the TAA Standard Application and BRO.
13. Click “Next”
You will now see a screen that reflects you have certified the customer for both WIA and TAA programs.  At this time, their status shows them as “Applicant”.

Now you are ready to move on with enrollment by issuing the waiver and entering the IEP and Career Counseling entries in IWDS

Step by step instructions for Enrollment and Waiver Issuance

1.   Click  “View” on the TAA/NAFTA application

2.  Click “List enrolled services”
3.  Click “Add Enrolled Service”
4.  Fill in “Title” box with “TAA” (this box only has one choice of TAA at this point)
5.  Click “Next”

6.  At “Service Level” line, click arrow for drop down bon and select “WAIVER”

7.  At “Start Date” line, enter in the date that is in Box 3 of the green TGAAA Waiver.
8.  Click “NEXT”

9.  “Activity” line will default to “Issued Waiver”

10. Click “NEXT”

11.  At “Planned End Date” line, fill in the 6 month projection date that you calculated from   

       the day the waiver was issued.

12. In comment section, type “Waiver issued from (start date ) to (6 month projected end 
       date.)

14. Click “SAVE”

15. Click “List Enrolled Services”

16. Click “Add Enrolled Service”

17. At “Title” line, drop down menu and choose “TAA”

18. Click NEXT

19. At “Service Level” line, this should default to “Employment and Case Management”

20. At “Start Date, enter in date customer signed the Individual Employment Plan

21. Click NEXT

22. At “Activity Line”, drop down menu and select “Individual Employment Plan”

23. Click “Additional Info” box.

24. At ONET Code” line, click “Search” and find the occupational code that supports the Employment Goal on the IEP.  For example, if the customer has the skills to find re-employment, use the ONET code that is indicated in his Work History screen.  If the customer does not have the skills needed to find employment and chooses to go into a training program, use the Occupational Code for the TRAINING program to support the Employment Goal on the IEP.  This code can change at any time and will need to be updated as circumstances change with the customer.

25. Click SAVE
26. Click “Add Enrolled Service”

27. At “Title” line, drop down menu and change to “TAA”

28. Click NEXT

29. At “Service Level” line, drop down menu and select “Employment and Case Management”

30. At “Start Date” line, enter in the same date you issued waiver and started IEP

31. Click NEXT

32. At “Activity” line, this should default to “Career Counseling”, which is correct selection.

33. Click NEXT

34. Click SAVE

35. Now click on “Application Menu”

36. Click “List TAA Status”

37. Click “Add TAA Status”

38. At “Status” line, click drop down box and choose “Waiver from Training Requirement”

39. At  “Status Start Date” line, enter the date the customer signed the waiver.

40. At “Status End Date” line, enter in 6 month projected date from start date of waiver.
41. At “Waiver Reason” line, select appropriate reason for waiver.  Special Note:  Do NOT choose Recall reason if you do not have documentation from the company to back it up!

42. At “Qualifies Under 45 Day Extension, Qualifies Under 60 Day extension, Qualifies Under State Good Cause Provision” lines, answer Yes or No as appropriate.  These answers are almost always NO unless customer has special circumstances for not meeting 26/26 deadline.

43. Click “SAVE”

44. Check your case notes to make sure you have entered in a note as to when the customer attended Rapid Response.  You will also need a case note entered when you completed the Intake process and a separate Case Note for the Individual Employment Plan and Career Counseling. See sample case notes below.
See Sample Case Notes below:
Attended TGAAA Rapid Response Meeting:

Customer received Meeting Notice in mail from this local workforce area that was generated from the trade-impacted company’s official layoff list.  Customer’s name appears on official company layoff list and has a qualifying separation date from a trade-impacted employer. Customer attended Rapid Response and completed TGAAA Standard Application and BRO.   A copy of these forms was provided to this customer.  An individual appointment was scheduled for customer to come in to complete the intake process, testing and assessment.  

IEP

Individual Employment Plan was started today with customer.  Discussed employment assistance needs and customer also options regarding job search and training.  Work History information was gathered and customer's transferable skills were identified and documented. Test scores were entered on form and IWDS and appear to be sufficient to support a training program if customer chooses to proceed with plans for school.
TGAAA Intake/Eligibility/Waiver/EEO:

Customer came in today to complete the Intake process and also complete Math, Reading, GOE, and Transferable Skills checklist.  Customer brought in all required documentation and signatures were obtained. Customer meets TGAAA eligibility requirements based on having a qualifying separation from a trade-impacted facility. TGAAA waiver was issued today after completion of testing and assessment.  Customer is not interested in training at this time and prefers to continue seeking FT employment.  Illinois Skills Match and Illinois WorkNet have been completed by customer. Customer also has resume completed.   EEO form was explained and a copy of this was given to the customer. Customer was reminded of 28 day contact requirements and given a Date Finder schedule as a reminder of dates to contact case manager. Also gave Waiver Review forms to attach to work search records before turning in to case manager.  Customer will call back once a decision is made on training.

TGAAA Career Counseling Case Note
Customer completed assessment and a review of the career counseling goals was completed.  Customer provided proof of registration with Illinois Skills Match.  It was also confirmed that the customer has a current swipe card and is registered with Illinois workNet.  GOE assessment and a Transferable Skills checklist were completed and the customer’s interests/skills were identified.  These interests/skills were compared to the Employment Goal and supports the stated goal on the IEP.  Also discussed resume development and the need to incorporate additional information into the resume to be more competitive in the job search market.  Customer was referred to Resource Room Specialist to access additional information regarding resume development.  Mock interview option was also offered at this time and customer was encouraged to participate in this beneficial service in order to receive feedback on interviewing techniques.  Training options were also discussed at this time.  

