Directions for Entering NEW TGAAA Training customers into Part-Time and Distance Learning(On-line) classes into IWDS in 
their 1st semester of training
AND

Directions for entering Part-Time and Distance Learning Status changes EACH SEMESTER for CONTINUING  TGAAA Training Customers 
NOTE:  If you only need to complete entries for CONTINUING Students, drop down to the second set of instructions on these directions

After enrolling a TGAAA customer in training, it is necessary to reflect the status of the customer EACH SEMESTER in IWDS in the TAA Status screen.  This is required in order to keep track of customers’ FT/PT status as well as identifying whether they are enrolled in On-line classes. Please complete the following steps:
Steps to entering Part-Time/Distance Learning status records for  NEW TGAAA  Training customers starting a training program :

1. Click “Search Applications” button on Staff Menu and type customer’s Social Security Number.  Click “Search”

2. Click  “View” on TAA/NAFTA application
3. Click “List Enrolled Services” and view the Start Date you have entered for “Occupational Skills Training” line.  NOTE:  If your NEW training customer has enrolled in Full Time training and has no Distance Learning (on-line) classes for his/her 1st semester, you do not need to add any other entries into the TAA Status screen.  The IWDS system has already Auto-Generated defaults to both of these questions (Part-Time status and Distance Learning status) to answer “NO” when you entered in the customer’s training record. But if your customer has only enrolled in Part-Time classes and/or Distance Learning classes for his/her 1st semester, you must continue with the following steps:
4. Return to the Application Menu and Click on “List TAA Status” button
5. Click “VIEW” button on the “In Training” line.  This screen reflects your customer’s current status  in school.  To change the status, continue these steps:
6. Click “Part-Time/Distance” button at the bottom of the screen. You can now view the Auto-Generated entries for Part-Time Training and Distance Learning.  Both of these answers defaulted to “NO”.  Important!  If your customer is actually enrolled in Part- Time training and/or Distance Learning (on-line) classes for their 1st semester, it is necessary to ADD an entry to reflect the status change since the system has already defaulted to “NO”. Please continue with the following steps if you need to change the Status to reflect Part-Time or Distance Learning for your customer in their 1st semester of school:
7. Click “Add Part-Time/Distance” button
8. At “Type” line, drop down arrow and select either Part-Time Training or Distance Learning.
9.  At “Start Date” line, put in the SAME date that you viewed in the “Occupational Skills Training” entry in the “List Enrolled Services” screen to reflect the customers 1st day of school.  Make sure these dates match!
10.   At “Flag” line, answer “YES”
11.  Click “SAVE”
IMPORTANT!  If your customer is in Part Time training AND Distance Learning classes in their 1st semester, you will need to repeat STEPS 8-12 to identify changes in both categories in the Status records.
Directions for entering Part-Time/Distance Learning Status Changes for CONTINUING Students EACH SEMESTER
1. Click “Search Applications” button on Staff Menu and type customer’s Social Security Number.  Click “Search”

2. Click  “View” on TAA/NAFTA application
3. Click on “List TAA Status” button on Application Menu
4. Click “VIEW” button on the “In Training” line.  

5. Click “Part-Time/Distance” button at the bottom of the screen.
6. Click “Add Part-Time/Distance” button

7. At “Type” line, drop down arrow and select “Part-Time Training”.
8.  At “Start Date” line, type in the date that the NEXT semester starts.  
9.  At “Flag” line, answer “YES” or “NO”, whichever status is correct for that particular semester. Answer “YES” if they continue in Part-Time training, or “NO” if they switched to Full-Time training for the new semester.
10.  Click “SAVE”
11. Click “Add Part-Time/Distance” button

12. At “Type” line, drop down arrow and select “Distance Learning”.
13.  At “Start Date” line, type in the date that the NEXT semester starts.  
14.  At “Flag” line, answer “YES” or “NO”, whichever status is correct for that particular semester. Answer “YES” if they continue in Distance Learning, or “NO” if they do not have any Distance Learning (online) classes for the new semester.
15.  Click “SAVE”
DONE!
