Initial Job Search Child Care-TWIST Desk Aid

1. To establish a Job Search Program Detail (PD), staff will update information on the Family Tab in The Workforce
Information System of Texas (TWIST) ‘Reason for Care’ as ‘1- Employment’ and by choosing ‘blank’ in the ‘Child
Care Referred by’ field:
ldentity l Contacts l Characteristics l Education l hdilitary ] Ermployment Histary ] Public: Azsistance come ] Enployment Status l |

Farily Status: |1 - Parent in Ore-Parent Family | | Head of Household [v Tatal Family Assets Do Mot Exceed $1 Millici
Maarital Status: |1 - Single =] [ Mon-Custodial Parent
Dependent Under 18 l'l_ MHumber in Family: |2_ Mumber in Family [Child Care]; |2
Fepayment Schedule Status: | -]

Primary Language Spoken at Home: |1 - English

[ Mon-Traditional Hours
Eligibility Start Diate: J00/00/0000

Reason for Care: |1 - Emplayment

Child Care Referred By: | Special Project:
Tdal Weekly Wark Hours ~ Eligibility End Drate: |00,/00/0000
- Lhoices -
Prefer@d Child Care Zip Codes: | _ vanF applicant
3 - Transitional
Household Dependents 4 - SNAP EAT v J
Add to Waitlist :

Delete | Relationship SSM Firzt Mame Lazt Mame DOE Age  Child Care | CCAA Child| Date Added
Reauired IHurnber to W aitlist

_Next, staff choose “12-Job Search’ from the ‘Special Projects’ drop-down menu:

[ R T L C I

|dentity l Contacts l Characteristics l E ducation l Filitary l Employment History l Public Assistance Family llncome l Employment Status
Farnily Status: |'| - Parent it One-Parent Family ﬂ [« Head of Houzehald W Tatal Family Assets Do Mot Exceed $1 Millio
Marital Status: |1 - Single =] I Mon-Custodial Parent
Dependent Under 18 I'I_ MHumber in Family: |2_ MHurmber in Family [Child Care]: |2_
Fiepayment Scheduls Status: | |
Frimary Language Spoken at Home: |1 - English -]
Reason for Care: |1 - Employment [ Mo Traditional Hours
Child Care Refered By: | _»| [Epecial Project: - Eligibility Start Drate: 004000000
Tatal'weekly Wark Hours: O Tatal School/Train Mours . 0 8 - NDWTX32 - Eligibility End Drate: |00/00/0000
Preferred Child Care Zip Codes: | | | ?JFS;[?;?'I‘EXM
11 - NDWGETX3S
Household Dependents L ' W v)
Add to Waitlist | Extend Purge Date |
Delete | Relationzhip S5M Firzt Mame k| Lazt Mame DOBE Age  Child C_are CCaA Child| Date Added

Squidward

Note: Staff will need to save their progress as they move along the process of creating the new program detail.
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Initial Job Search Child Care-TWIST Desk Aid

The screen will look like this when the correct options are selected:

Customer
55N - - Mame: Spongbob Squarepants
Birth Date: 01/09/1950 Phone: (512} 426-5555 Ext: TWIST ID: 18708664
Identity | Contact | Charactenistics l Education ] rilitary ] Employment Hiztory l Public Aszsistance Family llncome l Employment Status Dzl
Family Status: |1 - Parent in One-Parent Family j ¥ Head of Houzehaold [# Total Family Assets Do Not Exceed $1 Million
M arital Status: |1 - Single j ™ Mon-Custodial Parent
Dependent nder 18: |1_ Murnber in Farnily: |2_ Murnber in Family [Child Care): |2_
Fe al| - |
Primary nguage Spoken at Home: [1 - English i |
Fieaszon for Care: |1 - Employment ﬂ Mon-Traditional Hours
Child Care Feferred By: | _*| Special Project: [12 -Job Search | Ellbibility Start Date: 000070000
atal weekly wiork Hours: 0 Tatal Schoal/Train Hours : 0 Efaibility End D ate: m

Prefered Child Care Zip Codes: | | | | | | |

Household Dependents

Add to Waillisl| Extend Purge Date |

Delete | Felationship 55N First Marme Last Mame

3 - Child Squidward

Note: Staff should verifiy that zero income is located in the Income Tab before creating the PD.

2. To create the PD, staff navigate over to the Program Detail in Menu Selections and right click to add a new PD:

WDA: |15 - Rural Capital Area WDB jhd |

Customer Search Customer
SSN:| - - Z| SSN: - - MName: Spongbob Sguarepants
Last: Birth Date: 01/09/1930 Phone: (512) 426-5555 Ext: TWIST ID: 18708864
First: = = e
= | mitial Imitial Eligibility
WIST ID Application | Appaintment | Petition Exit Enralment | Stark D ate
Pragrarm [ ate [ ate I urnber [rate D ate

Advanced | Search Child Care

Menu Selections —¢

~ —
- Intake - Common
-4 Eligibiliy
—Wn EET
ﬁ i @ Child Care \
Q Agzezsment
Q Service Tracking
Q Counzelor Mates
4 Change 55N
4 TANF History Cut
4 SM&P ELT Histon Copy
Q Customer Calend:
# Peformance Date Paste
Q Cormrmon Meazure Select All
Q Delete Cuztomer
< Insert S
Add
< >
Delete

J
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Initial Job Search Child Care-TWIST Desk Aid

3. When the next screen appears, staff select “16-Child Care’ from the ‘Program Type Cd’ drop-down menu and

click ‘ok’:
Initial Initial Eligibility
Application | Appointment | Petition Exit Enrollment Start Date
Pradgram [ ate Date Mumber [ ate Date
ild Care 02415420
4ild Care 000040000 |00/00/0000 000040000 |00/00/0000 04411420
aild Care 00/00/0000  |00./00/0000 00/00/0000  |00/00./0000 04411420
4ild Care 000040000 |00/00/0000 000040000 |00/00/0000 04411420
4ild Care 00/00/0000  |00/00/0000 00/00/0000 | 00/00/0000 04411420
4ild Care 000040000 |00/00/0000 000040000 |00/00/0000 04411420
w Texas Workforce Commission - TWIST *
Program Type Cd: j Office 3: 19090 - Cedar Park CCS office
11-ES "~
12 -RID
€3 PRA

ron, Do

c 16 - Child Care l
M3

o]

Cancel

Next step is to select ‘Extended Year Exemption’ and choose ‘Yes’ from the drop-down menu and click ‘ok’:

E] Texas Workforce Commission - TWIST

Program Type Ed;l 16 - Child Care ﬂ Office 3 |9EISD - Cedar Park CCS office

x| Office 4]

[ffice & |

o

Dizability E=emption |
[Low Incame Childzare)

Ewtended v'ear Exemplion (88
[Low Inzome Childeare]

Cahcel

o]
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Initial Job Search Child Care-TWIST Desk Aid

This will create the PD. The system will automatically default to 12 months so staff must change the end date
manually. Staff must choose the correct eligibility end date based on the three months of child care allowed for
initial job search:

WUA: | 15 - Hural Captal Area WU x|
Customer Search Customer

SSN:| - - Z| SSN: - - Name: Spongbob  Sguarepants
Last: Birth Date: 01/08/1990 Phone: (512) 426-5555 Ext: TWIST ID: 18708664
First: A P . e .
— ,7 Program Summary l Eligibility Surnmary l Eligibility D etail l Characteristics Employment History
v

Advanced | Search Eligibiliy Start Date: [05/31/2021 Eligibilty End Date; [08/31/2021
10 - Low Income

Eligibility Characteristics:
Menu Selections

-4 Intake - Common . . . Termination Date Termination Reason

Q Eligibility . Terminate Eligibility Period |DD.-"DD.-"DDDD | j
-4 Program Detail
b J@ Child Carel Inactive Date:  |00/00/0000
A Assessment
-4 Service Tracking

’ Caunselor Mates Office 3: (9090 - Cedar Park CCS office Frogram Type: Child Care
D 4
Change S5 .
@ iy || ofee] star:
Q SHAP E&T Histon Office & | ‘WhaA: 15 Rural Capital Area 'WDE

4% Customer Calends
-4 Performance Date
4% Common Measure

.4 Delete Customer Address | City | State | Zip | Caunty
Mailing [1234 Main Street [Found Rock [T _x][78881 431" - fwILLIAMSON
Residence [Same] [ 1234 Main Street |Found Rock [T _=l|78681 [431 - fwILLIAMSON

< >
< >

Note: When saving a PD for less than 12 months, a warning edit will appear notifying staff and staff will choose
‘Ignore and Save’ to proceed.

4. Staff enter the child care referral information on the ‘Referral’ tab based on child care provider selection.

5. Staff navigate to ‘Share of Cost’ tab and verify that authorized Parent Share of Cost (PSOC) amount displayed is
zero. The amount that was initially assessed based on the Board’s Income table (highest amount for family size
and children in care) should be clearly explained in a TWIST Counselor Note and also communicated to the
family:

Program Summary } Eligibiity Summary } Eligibilty Detail } Characteristics ] Emplayment History Education Family Income Referral Share of Cost
Parent Share of Cost

Copy System Calculations Syste
Authoriz

Provider Name WDA May 21 Jun21 Jul21  Aug 21
System|Found Rock Montessori Schoa [ 5 - Fual Capital Area W1 ’—s;n |—$n m ’—w
Authotized [Flound Rock Montessori Schoo 15 - Fiural Capital Area Wi Wl—w W ’—$

< >

Subsidy
Provider Subsidy Amount Start Date End Date
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