ENROLLMENT /CO-ENROLLMENT INTO TRAINING FOR A TAA CUSTOMER
PLEASE READ MESSAGE BELOW
 Before training service records can be entered into IWDS, all Revocation steps must be completed before IWDS will accept training entries. Please refer to Revocation instructions in your training manual as necessary.
Step-By-Step Instructions

1.  Search customer’s name.  Click  “View” on TAA application
2. Click “List Enrolled Services” in Application Menu

3. Click “Add Enrolled Service”
4. Click drop down arrow next to  “Title” and select  “TAA”
5. Click NEXT

6. Click drop down arrow next to “Service Level” and choose “Job Training”

7. In “Start Date” box, fill in date of the FIRST day of school (use date on 006)

8. Click NEXT

9. Click drop down menu next to “Activity” and select “Occupational Skills Training”

10. Click NEXT

11. Click drop down arrow next to “ITA Funded Training” and select “Yes” (By selecting “Yes”, you are verifying that the training program has been WIA approved and has been placed on the WIA approved training list in IWDS.  If the training program is NOT WIA approved, the answer to “ITA Funded Training” will be “No”

12. Click NEXT

13. Click drop down arrow next to “Grant”.  If there is more than one grant number to choose from, please confirm which one to use before proceeding. This information can be obtained from a supervisor or TAA Coordinator.
14. At the “Provider” line, click on “Search Providers” box

15. At “Provider Relationship line, type in the name of the training institution that the customer will be attending (i.e. Lake Land College, Olney Central, etc.)

16. Click “Search”

17. Click “Pick” on the correct training institution name. (The system will automatically insert the program for you)
18. At the “Certified Program” line, click on “Search Certified Programs” Exception to this step:  If you answered “No” to “ ITA Funded Training “, you will not be choosing a certified program, but will be adding CIP and ONET codes in place of a training program. This will be reflected on the screen and you will see the CIP and ONET boxes that you will click to “Search” for the occupation codes of the training program the customer has entered into.
19. At the “Certified Program Name” line, type in a few letters of the type of training program the customer has enrolled in (i.e. Accounting, Medical Assistant, HVAC, etc)

20. Click “Search”

21. Click “Pick” on the correct program name. (The system will automatically insert the program for you)

22. At the O’NET line, click Search

23. At the “Occupation” box, type in a few letters of the type of occupation the customer is in training for (i.e. accounting, truck driver, medical assistant, computer applications, etc.)  Click “Search”

24. Click “Pick” on the occupation line that most closely describes the occupation the customer is in training for. (The system will automatically insert the code for you)
25. At the “Planned End Date line, type the date of when you project the training will end. (Make sure the date you put in here matches the Training End date you have projected on your 005 and 007)
26. At the “Weekly Hours” line, type the number “12”

27. Click “SAVE”

If the TAA customer is eligible for TAA Transportation reimbursement, please complete the following steps:
1. Click “List Enrolled Services” in customer’s Application Menu

2. Click “Add Enrolled Service”
3. Click drop down arrow next to  “Title” and select  “TAA”

4. Click “NEXT”

5. Click drop down arrow next to “Service Level” and choose “Job Training”

6. In “Start Date” box, fill in date of the FIRST day of school (use date on 006)

7. Click drop down menu next to “Activity” and select “Travel in Training”

8. Click “NEXT”

9. Click drop down arrow next to “Grant”.  If there is more than one grant number to choose from, please confirm which one to use before proceeding. This information can be obtained from a supervisor or TAA Coordinator.

10. Click “SAVE”    

CO-ENROLLMENT INTO WIA

If the TAA customer is eligible for WIA Transportation and/or Child Care reimbursement, please complete the following steps:

1.  Click “Customer Menu” on far left of the customer’s Application menu
2. Click “List Applications”

3. Click “View” on WIA Application

4. Click “List Enrolled Services”

5. Click “Add Enrolled Service”

6. At the “Title” line, click drop down arrow and select appropriate WIA Grant (If in doubt of which Grant to select, contact a supervisor or the TAA Coordinator)

7. Click “Next”

8. On “Start Date” line, enter in the date of the FIRST day of school. (use date on 006)

9. Click “Next”

10. At the “Activity” line, click drop down arrow and select “Training in Other Title”

11. At “Other Fund Source” line, select “TAA” from drop down arrow

12. Click drop down arrow next to “Grant”.  If there is more than one grant number to choose from, please confirm which one to use before proceeding. This information can be obtained from a supervisor or TAA Coordinator.

13. At the “Weekly Hours” line, type the number “12”

14. In “Comments” box, type name of the training institution and name of training program enrolled in (i.e.  Lake Land-Accounting)

15. Click “SAVE”

16. Click “Add Enrolled Service” once more 

17. At the “Title” line, click drop down arrow and select appropriate WIA Grant (If in doubt of which Grant to select, contact a supervisor or the TAA Coordinator)

18. Click “Next”

19. On “Start Date” line, enter in the date of the FIRST day of school. (use date on 006)

20. Click “Next”

21. At the “Activity” line, click drop down arrow and select “Transportation” if customer will receive WIA mileage reimbursement.

22. Click “Next”

23. At the “Grant” line, drop down the arrow and see if there is more than one grant listed.  If there is more than one selection and you are unsure of which to choose, contact a supervisor or TAA Coordinator.
24. Click “SAVE”

25. If the customer receives Child Care, repeat Steps 16 through 20 but when you select an Activity, this time you will drop down the arrow and select “Child/Dependent Care”.  Once you have selected Child/Dependent Care” repeat Steps 22 through 24.
