REVOCATION OF A WAIVER AND ENROLLMENT INSTRUCTIONS FOR ATAA/RTAA
 Before you revoke the waiver and enroll, check the following:
****Do not revoke a waiver unless you have all 28 day waiver review entries, case notes, and Form #015 up-to-date
**** Have customer get verification from NEW employer as to when their first day of work is and what their hourly rate or salary will be.   The letter also needs to indicate the customer will be working full-time as defined by the employer. Provide this letter and a copy of the customer’s birth certificate to IDES along with Form #011 ATAA Application.  IDES will also need a check stub from the OLD trade-impacted employer that reflects FT employment

****Complete Form #011 and get this form signed by an IDES Representative to validate approval before revocation and enrollment into ATAA/RTAA.  When IDES returns the signed form, place signed form  in Section 3 of the TAA file.

****Check work search records to make sure they are accounted for and documented in Status screen, case notes, and Form 15.
Step-by-Step Instructions

1. Click  “Application Menu”
2. Click “List Enrolled Services” in Application Menu

3. Click on “Issued Waiver” line
4. DO NOT change the Planned End date line.  Leave this date as is.

5. Fill in the next Box that reads “End Date” with the date IDES approved the application
6. Go down to the “Current Status” line that reads “Open” and drop down your menu.  Change this line to now read “Successful Completion” 
7. Go down to the “Comment” line and start a new line. Use the same date IDES approved and type “Waiver revoked. Customer is now enrolled in ATAA (or RTAA)
8. SAVE

9. Click on  “Application Menu”

10. Click on “List TAA Status”

11. Click “View” on “Waiver from Training Requirement” line

12. Go to “Status End Date” line and CHANGE this date to the same date IDES approved

13. SAVE

14. 14.  Click “View” on “Waiver from Training Requirement” line again.

15. Click on “28 Day Review” Button

16. Click on “Add 28 day Review” button

17. Fill in “Review Date” with the same date you chose to exit file
18. Fill in “Method of Contact” line with “Other” from drop down menu

19. Fill in “Outcome” line with “Waiver revocation initiated” from drop down menu

20. In Comment section, type “Waiver revoked. Customer is now enrolled in ATAA” (or RTAA)
21. SAVE
22. Click on “Application Menu”

23. Click on “List TAA Status”

24. Click “Add TAA Status” button

25. In “Status” box, use drop down menu and choose “Waiver Revoked”

26. Fill in “Status Start Date” line with the date IDES approved the application
27. Go down to “Revocation Reason” line and use drop down menu to choose  “Other”
28. In Comment Section, type “Customer is now enrolled in ATAA” (or RTAA)
29. SAVE

30. Click on “Add Case Note”

31. Fill in Contact Date line with the  date IDES approved the application
32. Fill in Program line with TAA/NAFTA from drop down menu

33. Fill in Note Category line with “General” from drop down menu

34. Fill in Note Subject line with the words “Waiver revoked today.  ATAA (or RTAA) approval received by IDES”

35. In Case Note section, type a summary stating that waiver was revoked due to customer being eligible for ATAA (or RTAA)
36. SAVE

37. Find “Revocation” section on the green paper waiver.  In this section write “Customer is now enrolled in ATAA” (or RTAA). Sign your name in this section and then date this section with the date IDES approved the application.
38. For older files that have the TAA Form #015, enter in a line on this form with the same date in which IDES approved, circle “No” on the first question and “Yes” on the second question.  Write “Waiver revoked. Customer was approved for ATAA (or RTAA)  
39. Click on “Application Menu”

40. Click on “TAA Training Criteria”
41. Go to the last question “Has participated in ATAA?” and change to “YES”
42. SAVE

43. Click on “Customer Menu”
44. Click “Employment History”
45. Click “Add Job”

46. Fill in information pertaining to the customer’s new ATAA employment.  When you get to the question “ATAA/RTAA Employment?” drop down box and choose “YES”. Also fill in NAICS code and ONET code as it pertains to the NEW employment
47. SAVE

48. Click “List Enrolled Services”
49. Click “Add Enrolled Service”

50. For “Title”, choose “TAA” from drop down menu. Click NEXT

51. At “Service Level” line, choose “ATAA” from drop down menu

52. At “Start Date” line, enter in the same date that IDES approved the application.  Click NEXT

53. At “Planned End Date” line, enter in date 2 years from the Start Date (see Start Date listed right above this line). For example, if IDES approved the application on 10-05-09, then the Planned End Date would be 10-05-11.

54. SAVE

55. Each month, make sure you are receiving copies of check stubs from the customer or receiving them from IDES.  Place copies of check stubs in Section 3 of the TAA file.  Separate this Section with a white tab divider and label it ATAA (or RTAA)
56.  It is no longer necessary to enter in 28 day Status entries once enrollment  into ATAA (or RTAA) has started!  The only requirement is that a case note is entered monthly to reflect that check stubs have been received.

