Desk Aid —TANF Youth Initiative

WorkInTexas
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Desk Aid —TANF Youth Initiative

1.From menu, select Manage Individuals (*please note you
must have an active, complete Wagner-Peyser application in
WorkInTexas.com for the participant):

&< O ] 5 https:/fwww.worl

Close Menu or Close X‘
\Jse Escape Key

[ Sign Out

Search menu... Q = |

~ Quick Assist

Enter Search... Q ﬂ

~ Other Staff Services
Labor Market Services >
Assistance Center >
Staff Online Resources
Staff Online Courseware >

Geographic Solutions Community
Site

Reports Catalog

v My Staff Workspace
My Staff Dashboard
My Staff Resources >
My Staff Account

Directory of Services

~ Services for Workforce Staff

Manage Individuals >

2. Select Assist an Individual:

] ] 51 https://www.worki

Manage Individuals

Create an Individual
Commoaon Intake

One Case Note to Multiple Individuals

> Assist an Individual

TAA Eligible Worker Layoff List
Upload Rapid Response Individuals

Manage Qutreach Pool
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Desk Aid —TANF Youth Initiative

3. You can find recently assisted customers in Quick Assist, or you
may search for a new customer by entering information in the
General Criteria section and click Search.

W WORK TEXAS 0 0 E E 9

Quick Assist

Search

General Criteria

4. The next screen is the customer’s General Information, and
here is where you will find the Client Indicator for the Statewide
Initiatives. Click on Client Indicator:

Staff Information
Registration Date: 04/10/2024  (mm/dd/yyyy) [@ Change Registration Date (MM/DD/YYYY)
Registration Source: Progressive and Informed Registration
* pssi :
Assigned LWIA: | Gulf Coast WF Board - |
* peei o:
Assigned Office: | 455 WF Solutions East End v |
gi ion Office: 455 WF Solutions East End
Registration IP Conroe, Texas US
Location:
Registration IP Address:
Account Reset: Reset account
Unlock User's Login: Unlock User's Login

Last Successful Login:

Most Recent IP Austin, Texas US
Location:

Most Recent IP

Address:
TWIST ID: Check for TWIST ID
Social Security View / Edit SSN [5
Number:
Indicators: WP - Enrolled 4/10/2024
I Foster Youth
Client Indicator
Individual Audit View individual history
History:
Date of Birth: View / Edit DOB [5
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5. Click on the Indicator Category drop-down menu:

()  hitpsy//www.workintexas.com/vosnet/Ind/indc

c+R+BzywSC

Category Name Category Description Create Date Status Action

Mo records found

Indicstor Cotegory: lf‘iane Selected - _
o

6. Select Youth Initiative and click Save:

WorkinTexas - Client Indicators - Work - Microsoft Edge = [m]

o

[ https://www.workintexas.com/vosnet/Ind/indcustomindicator.aspx?enc=c+R+ Bzyw5(

Category Description Create Date Status Action

No records found

Indicator Category: || 1. Selected - I
— G .

2020 HRWY Attendee - red
Verify Address - blue

2027 HRWY Attendee - red
2022 HAWY Attendee - red

sl albal DIACK
Youth Initiative - orange |

7. Click Close:

15 - Client tor A (|

(3]  httpsy//review-app-vos48000000-interfaces.geosolinc.com/vasnet/Ind/indcustomindic..

Category Category Color Create Date Status
Name Description

6/5/2024 10:46:13  Active Delete |

Youth Initiative  Youth Initiative orange
AN Inacti

[ Add New Client Indicator ]

@—
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Desk Aid —TANF Youth Initiative

8. Navigate to the top of the page and click Programs:

& Staff Profiles
& General Profile
iSummar'ﬁ
§ Case Notes
‘Activities
‘ Documents (Staff)

‘ Identity Issues

& Case Management Profile

i_Ca_se Summary
1l
I . Programs
i Flan
i Assessments
& Report Profile
B Tracking
i Statistics

Combined
Assessment

i Labor Exchange

9. Navigate to the Wagner-Peyser ribbon and click the + (plus):

I Title Ill - Wagner-Peyser (WP)

Create Title lll - Wagner-Peyser (WP) Application

WP #10003846 - Complete

€ G—

Onestop:

Total Activities:

imem Dt

Apps: 2

10. Click the + (plus) on Activities/Enrollments/Services:

Case Information

Wagner-Peyser Eligibility Date: 04/01/2024
MSFW Eligibility Date: N/A
Entry Type: Staff Assisted

Location and Staff
LWDE:

Create Staff:
Case Manager:

Participation

@ Activities / Enroliments / Services

BSS 6/6/24
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11. Click on Create Activity/Enrollment/Services:

@ Activities / Enrollments / Services

Create Activity / Enrollment / Service _

12. Choose Wagner-Peyser as the Customer Group, and Service
262 for the Service/Activity Code:

Case Management - Add a

Currently Manag

Please provide intormaucn ror me 10110t

« indicates required fields.

Service Plan

Youth Initiative

button when you are finished. Otherw

Indicator will
appear next to
the customer's
name

* Customer Group:

* Service/Activity Code:

Program Application
Association:

Scheduled Date:

Actual Service Date:

Wagner-Peyser

262 - Job Readiness / Employment Skills - "

170 - Child Care (CC) Services - Program Closed - Continue Care -
171 - Child Care (CC) Services - Program Closed - Employed

200 - Individual Counseling

189 - Career Guidance Services

201 - Group Counseling

203 - Comprehensive Objective Assessment

205 - Individual Employment Plan (IEP/EDP)

*Service Provided: 207 - Referred To Job Corps
210 - Referred To Educational Services
* Completion Code: 241 - Group Workshops/Activities
242 - Stress Management Group Activity
243 - ONET Assessment
i | 245 - Labor Market Information
- 257 - Ul Eligibility Assessment
LWDB / Region: 258 - Job Search Assessment
260 - Assistance Establishing Eligibility for Financial Aid
* Office Locati 261 b Candens tog i
26. ob Readiness / Employment Skills
* Position: - -

Staff User ID - Created:

Staff User ID - Last
Edited:

| 880 - (WTW) Went to Work v
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13. Under Service Provided, choose No Virtual/Online, In-
Person Only:

Service Plan

* Customer Group: Wagner-Peyse - .

*Service/Activity Code: | 565 job Readiness / Employment Skills

Program Application

Association:
Scheduled Date: §/3/2024 12:00 AM B2 ©| Today (MM/DD/YYYY)
Actual Service Date: 6/3/2024 £3 YODAYYY)

| *Service Provided: | | No Virtual/Onling, In-person Only = l

" Office Location:

None Selected

* Completion Code: . ] -
No Virtual/Online, In-person Only
Virtual/Online (Yes)
RR Event: | Mix of In-person and Virtual/Onling gns in 3 new window) |
* T—.
LWDE / Region: Mone Selected -

None Selected

14. Under Completion Code, choose Successful Completion:

* Service/Activity Code:

Program Application
Association:

Scheduled Date:
Actual Service Date:

*Service Provided:

Currently Managing:

262 - Job Readiness / Employment Skills

[sgs;zeza 12:00 AM & ©| Today (MM/DD/YYYY)
| 67312024 & oy

‘ Mo Virtual/Online, In-person Only v‘

* Completion Code:

‘ Successful Completion -J

RR Event:
*LWDB / Region:
* Office Location:
* Position:

Staff User ID - Created:
Staff User ID - Last

Mone Selected
Successful Completion
Unsuccessful Completion - Failed to Report
‘ Unsuccessful Completion - Dropped Out
Reported for Profiling Services - Did Not Complete
Reported for Profiling Services - Completed
Profiled Position Requirements Completed
Voided
Successful - Intelligent Alert
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15.

16.

17.

18.

LWDB/Region: Choose your LWDB/Region from the drop-down
menu.

Office Location: Choose your Office Location from the drop-
down menu.

Position: Choose Staff.

Select Add New Case Note.

Attach Case Note

=3

19.

20.

21.

LWDB/Region: Choose your LWDB/Region from the drop-down
menu.

Office Location: Choose your Office Location from the drop-
down menu.

Choose Title III - Wagner-Peyser (WP) from Program drop-
down menu.

Case Note Details

|:| Please check to suppress this Case Note

*Contact Date: | 05035024 | Taday (MM/DD/YYYY)

* LWDB/Region: |

MNone Selected -

* Office
Location:

* - I .
| Program,l J Title Il - Wagner-Peyser (WP) "

None Selected

Choices (TANF)

SNAP Employment and Training

Title | - Workforce Development (WIOA)

Partner Title IIl - Wagner-Peyser (WP) —

None Selected -

App ID:

Program: Trade Adjustment Assistance (TAA)
* Subject:
Contact Type:

MNone Selected
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22. Select Active App ID.

Case Note Details

] Please check to suppress this Case Note

*Contact Date: | 05032024 | Today (MM/DD/YYYY)

* LWDB/Region: | None Selected i

* Office None Selected s
Location:

* Program: | Titte 101 - Wagner-Peyser (WP) -

App ID: | Active »
Partner None Selected & "
Program:

* Subject: [

Contact Type: | none Selected +

23. Enter in the Subject line: Statewide Initiatives (TANF
Summer Youth Initiatives)

Case Note Details

D Please check to suppress this Case Note

" Contact Date: | 05/03/2024 | 1 Today (MM/DD/YYYY)

*LWDB/Region: | .. <oiecreq -

* Office cted -
Location:

. ] - .
Program: Title IIl - Wagner-Peyser (WF) -
App ID: Active »

Partner None Selected -
Program: -

- e 1 T

Subject: Statewide Initiatives (TANF Summer Youth Initiatives)

Contact TYpe: | none Selected

* Case Note Description:
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24. Choose Contact Type - for example Face-to-Face.

Case Note Details

[[] Piease check to suppress this Case Note

. . [ |
Contact Date: | 0g/03/2024 | [ Today (MM/DD/YYYY)

* LWDB/Region: | o o -
* Office ne Selected -
Location: g
* Program: [ Mone Selected T cer (WP -
Face-to-Face
Telephone
App ID: Other C
Form Ingent |
Fax |~
Partner Mail -
Program: E-mail -
* Subject: Group Session | (TANF Summer Youth Initiatives)
Ul Reportable

| Virtual Meeting

Contact Type: ||l rocoto.Face = —

* Case Note Description:

25. Enter Case Note Description. See **NOTE** at the end of
this Desk Aid for Case Note Description information.

l'Cm Note Description: I*

|

Message Options

[ create Message From Case Note on Save

Case Note Attachment(s)

26. Click Save or Save and Print.

Case Note Attachment(s)
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27. After saving, you will see a case note table that is created in the
Service Plan.

E i WoRK TEXAS @ A Q a &8 o L (s Q

App D Subject Contact  Create | Staff User LWDS Office Program Source/ID Message Actien Select |
Date Date Craated -

0033459 Ratewide intiatives TANF 632024 6372024 WP Case Note-

...,“'I_.'..-a

28. Select Save Changes at the bottom of the page.

§rgpaeas 0AO0EEORD

1 Recsrds Fonmad

L o -

29. The service displays in the Wagner-Peyser
Activities/Enrollments/Services ribbon.

PpReTDes BAOEEQRD

**NOTE** Service 262 for Wagner-Peyser is currently configured as a 1
day service, staff will need to reenter the service every 30 days to track and
document the initiative activity until completion of the initiative. A
comprehensive case note will need to be entered each that service 262 is
entered in WIT.

1 BSS 6/6/24



	WorkInTexas
	TANF Youth Initiative
	Desk Aid



