IBIS  PROCEDURE TO OBTAIN DOCUMENTATION FOR 
WIA AND TRADE FILES
IBIS Basic Inquiry Screen

1.  Follow procedures to sign into the Citrix system. 

2. On home page, click on “Home” menu at top of page on left
3. Click “Basic Inquiry”

4. Type in customer’s SSN

5. Click “Display”

6. Scroll down to “View Certification History” and click this button (located on right side of your screen)

7. Click “Show Detail” on top right of your screen

8. Control/P to print this screen

9. Once printed out, highlight the customer’s name, business name customer was laid off from, and Last Day of Work “LDW” on this page.

Continue on for TRA claim:
1.  Go back to top of screen

2. Click on “Claims” menu

3. Click “Maintain Claim”

4. Click to highlight TRA claim listed below in claims section

5. Click “Select”

6. Click “Claim Details” to the left of the screen

7. Click “Show Detail” at top right of screen

8. Control/P to print this screen

9. Once printed out, highlight the customer’s name, business name customer was laid off from, Last Day of Work (LDW), and Benefit Period Ending date (BPE)
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