Attachment 3

Ul Pilot Project: WFC Procedures

Instructions for Workforce Center staff on locating and using Ul pilot project applicants
that were provided by the Ul pilot project team via the Connecting Colorado report.

1. On the Connecting Colorado Agent Menu screen, click on the Reports button.
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2. On the Reports Selection Menu Screen, click on the (DX) Ul Pilot (*Test) button.

Click next to the report desired.

ES WIA Other
(5J) Summer Job Hunt (WY) PY03+ WIA Performance (IV) IVR
(MP) Migrant Performance (CS) Caseload (CT) Contact List
(V2) VETS 200 (PY05) (SU) Supplemental (SV) Surveys
(92) 9002 (PY05) (AS) Activity Summary (WV) Workforce Velume
(UA) Ul Appointments (CH) Characteristics (A7) PY07 Agent Perform
(WE) Web Employers (CO) Common Measures (BC) Barcode Summary
(WJ) Web Jobs ARRA (EE) eStop Events
SEB (AA) ARRA Adult Client Query
EUC (AY) ARRA Youth Job and Employer Query
(N2) 200 TEST (PY12) (AE) ARRA ES/Reemployment Other Queries
(N9) 9002 TEST (PY12) Ul Pilot (CL) Class/Services List
(HE) H1E Errors (DX) UI Pilot (*TEST*) Handouts
(H1) H1B Performance Service Follow-Up

MIS Meeting Minutes
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3. Enter the Region, City or Zip depending on what the search criteria is needed for the desired
area. Enter the date range of the search. This should be for the most recent 4 weeks prior to
the current date. Hit Submit.
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4. Connecting Colorado will generate a list of candidates that have been through the DW
eligibility selection and verification process. REMINDER — ALL other basic WIA eligibility
criteria will need to be collected, verified and documented by the case manager.
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Ul Pilot List for Region:RR Dates:05/01/2013 to 05/24/2013

1 Total

ame Phone Mask Ci Zip Vet
RUTIGLIANO JAN 303-437-7245 DYZYPZYZD BASALT 81621 N

5. Contact the DW eligible candidate directly to come into the WFC or Virtual Workforce
Center for an appointment or orientation if you are interested in possibly enrolling this person.
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6. Collect the remaining eligibility information and documents from the candidate for the basic
program eligibility requirements.

7. If the candidate is fully determined eligible and is selected for enrollment into a DW program
(DX-RE should be the first program consideration), copy the DX-RE electronic application AND

the scanned documentation from the list to the applicable region.

8. Using the applicant’s MSK from the list, go to the Agent Menu screen and enter the MSK.
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9. Click Go To Applicant.

10. Once you get to the Applicant Information screen, click on the Scanning Menu button under
General. Then check the box next to the program, and hit view.
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Scanning Menu
Pamela J Johnson (Y83430717)

Program | ___sub | Reg |agent | Start
= DX WIA Discret Targeted Dislocate RE OT STATE_SXR {06/19/2013) {Applicant)

DOCUMENTATION BY PROGRAM

11. Click on the DX-RE eligibility documentation to open the document.
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Applicant Documentation

Pamela J Johnson (Y83430717)
DX WIA Discret Targeted Dislocate Sub:RE

Documentation
Expand All

APPLICATION / ELIGIBILITY D:g;!].;;gﬁiUllUnlikelv Return-........... 1 06/19/13 STATE_SXR |
CORE SERVICES No documents available
INTENSIVE SERVICES No documents available
SUPPORTIVE SERVICES No documents available
TRAINING SERVICES No documents available |
:\?;d:;:ﬁ?“;ﬁfﬁ only No documents available
OTHER OR LOCAL No documents available
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12. You will need to save that documentation into a file on your computer so that you can upload
it into the new record later in the process.

13. Once you have done that, click on the Applicant Menu button.

14. Click on View/Add Registration under Program Registration.

Copy
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15. Select the Copy box for the OT-DX RE DX subprogram for pilot project.
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Display Programs
JAN RUTIGLIANO - 121588158

e ‘ogram

Current Programs

T 1
RR-ES
Registrations and Applications
Copy Program Agent Start Exit Term Record #
[Vl OT-DXRE DX subprogram for pilot project STATE_SXR Application 2846
Tt 1
I Copy |
B T
I !gﬁﬂerm | Applicant Menu

16. Click to get the registration screen to appear in the correct region.
Complete the registration and WIA application.

17. And finally, follow your usual process to upload the documentation you saved earlier into
the new applicant record.

18. If you contact an applicant and they do not wish to receive any services from the workforce
center or come in for an appointment (perhaps because they got a job), send me those names and
I will manually remove them from your list.



