REVOCATION OF A WAIVER FOR CUSTOMERS IN TRAINING
Reminder:

Do not revoke a waiver unless you have all 28 day waiver review entries 
up-to-date and all work search records accounted for!

Step-by-Step Instructions

1.  Search customer’s name.  Click  “View” on TAA application

2. Click “List Enrolled Services” in Application Menu

3. Click on “Issued Waiver” line

4. Fill in the Box that reads “End Date” with the date of the FIRST day of school. (DO NOT change the Planned End date line above this.  Leave this date as is.

5. Go down to the “Current Status” line that reads “Open” and drop down your menu.  Change this line to now read “Successful Completion”

6. Go down to the “Comment” line and start a new line by typing the Date of the first day of school and then typing “Waiver revoked. Customer started training.”

7. SAVE

8. Click on  “Application Menu”

9. Click on “List TAA Status”

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

11. Go to “Status End Date” line and CHANGE this date to the FIRST day of school.

12. SAVE

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

14. Click on “28 Day Review” Button

15. Click on “Add 28 day Review” button

16. Fill in “Review Date” with the date of the FIRST day of school

17. Fill in “Method of Contact” line with “Other” from drop down menu

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

19. In Comment section, type “Waiver was revoked.  Customer started training”

20. SAVE

21. Click on “Application Menu”

22. Click on “List TAA Status”

23. Click “Add TAA Status” button

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

25. Fill in “Status Start Date” line with the date of the FIRST day of school.

26. Go down to “Revocation Reason” line and use drop down menu to choose  “Training is now Appropriate for client”

27. SAVE

28. Click on “Add Case Note”

29. Fill in Contact Date line with date of FIRST day of school.

30. Fill in Program line with TAA/NAFT from drop down menu

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

32. Fill in Note Subject line with the words “Waiver revoked today.  Customer started training program”

33. In Case Note section, type a summary stating that waiver was revoked due to customer starting training.  Also include the name of the program and school in which the customer has started training.

34. SAVE

35. Click on “Application Menu” again

36. Click on “TAA Training Criteria” button.  You will see several questions that are answered “NO” in this section.  Now it is time to change all of these to “YES” EXCEPT for the last question which reads “Participated in ATAA?” .  Leave this question as “NO”
37. SAVE

38. Pull out customer’s TAA file (green folder) and find “Revocation” section on the green paper waiver.  In this section, write the reason for revocation as “Customer started training.”  Sign your name in this section and then date this section with the date of the First day of school. 
39. For older files that have the Form #15, enter in the final line on this form with the Start date of school.  Circle “No” on the first question and “Yes” on the second question.  Write “Waiver revoked. Customer started training” and then put your initials on the last line.
