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PROCESSING AND RECORDING
CUSTOMER INFORMATION

TWIST is another of the components of the Workforce Solutions Management
Information System. It’s used to record and track information on customers
who have chosen to receive a series of continuing and expanded services from
Workforce Solutions and:

® Are required to work with Workforce Solutions to receive TANF (identified
in TWIST as Choices)

® Are required to work with Workforce Solutions to receive Supplemental
Nutrition Assistance

® Are not required to work with Workforce Solutions (identified in TWIST as
WIOA)

While the Program Tracking Specialist (PTS) and the Call Center staff are
responsible for entering most of the customer data in TWIST, it is your
responsibility to:

® Provide an orientation for job ready customers who are required to work
with Workforce Solutions to receive TANF or Supplemental Nutrition
Assistance, and customers responding to worker profiling outreach.

® Record or copy/paste the information gathered from the Workforce Solutions
Job Search Map into counselor notes in the customer's record in TWIST.

® (reate a record and add services in TWIST for job ready customers who have
chosen to receive a series of continuing and expanded services but are not
required to work with Workforce Solutions.

Before creating a record in TWIST, the customer should be registered in
WorkInTexas.com, if you will be using funds other than TANF or SNAP, and
have a Work Application Addendum on file (if they are looking for work).
Workforce Solutions has several sets of funds to pay for staff-assisted services

to all our customers. Workforce Investment and Opportunity Act (WIOA),
Wagner-Peyser (ES), Supplemental Nutrition Assistance Program (SNAP), and
Temporary Assistance to Needy Families dollars all pay for staff-assisted services
to our customers.
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Tagging Customers WIOA - Adult or Dislocated Worker

The Work Application Addendum serves as supporting documentation for
tagging customers as WIOA - Adults or Dislocated Workers and/or eligibility
for the Veterans’ preference. Use the Addendum as supporting documentation
when:

® You deliver an expanded service to a customer who is not required to work
with us (customers who have applied to receive, or are tagged as TANF/
Choices and customers tagged as SNAP E&T are required to work with us).

® You provide less than $200 in financial aid within a 12 month period to any
customer other than those required to work with us.

® A customer identifies him/herself as a veteran or veteran’s eligible spouse.

® You want to tag a customer as a WIOA - Adult or Dislocated Worker for any
other reason.

Use the following guidelines with the customer’s completed Work Application
Addendum to determine if you can tag her as WIOA - Adult, and/or Dislocated
Worker.

You must have a copy of the customer’s driver’s license or government-issued ID
and a completed Addendum to tag her WIOA.
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WIOA - Adults

® The customer must sign the addendum and check one or the other of the
boxes: |:| US Citizen or I:l Authorized to work in the U.S.

® The customer must check the box “18 years or older” [ X| Yes, and allow
you to make a copy of her driver’s license or other government-issued
photo ID.The photo ID must show the customer’s age as 18 years or older.
Staff must keep a copy of the customer’s driver’s license attached to the
addendum.

® If the customer is a male born after January 1, 1960, verify the customer has
registered with Selective Services (www.sss.gov) check, sign and date the
staff box at the bottom of the Addendum. You may not tag a male customer

required to register for the draft as “WIOA” until the customer has registered (before

his 26th birthday )or the staff person has determined that the customer did not
“knowingly or willfully” fail to register.

® The customer must answer “No” to the question “Are you presently
employed” OR

® She must answer, “Yes” to the question “If you are employed, do you believe
that you need services from Workforce Solutions to help you get a better job

or keep a job to support yourself and your family?”

All customers who answer the questions as noted above should be tagged

WIOA- Adults. Remember, you may also tag some of them as WIOA- Dislocated

Workers.
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WIOA Dislocated Worker - unemployed customers

Tag the customer as a WIOA - Dislocated Worker if she checks the following on
the Addendum - and you can document her eligibility:

® Are you presently employed? 1 No

® “Have you been unable to find work in your most recent occupation or
industry?” 1 Yes

® Do you believe that you have been unsuccessful in your job search to date,
because of any one of the following?

A need for more basic education I:l Yes
A need for additional job skills |:| Yes
A need for improved job search skills I:l Yes

You must attach - to the Addendum - documentation of the customer’s eligibility i.e.,
WIT screen (dollar sign in red background) or other TWC information showing the
RRES participation, exemption or orientation, TWC Ul screen, employer letter, or
public notice of a lay-off. You may use any of the documents listed in the Dislocated
Worker Desk Aid under category 1.

WIOA Dislocated Worker - employed customers

The Addendum for an employed Dislocated Worker will have “Yes” marked
to the question “Are you presently employed?” The customer must also check
“yes’ to all three questions:

® “Have you received notice of a lay-off from your present job?” [ X| Yes

® “If you are employed do you believe that you need services from Workforce
Solutions to help you to get a better job, or keep a job to support yourself and

your family?” | X| Yes

® “Have you been unable to find work in your most recent occupation or

industry?” [X] Yes

You may use the Addendum as the customer’s self-attestation to her/his impending lay
off to provide expanded service or no more than $200 in financial aid during a 12 month
period. If the customer has an employer letter, or public notice indicating an anticipated
lay off, copy the document and attach it to the Addendum for file. You may need it later if
the customer requests additional aid.
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When a customer wants to change an answer to a question on the Addendum,
ask the customer to:

® Strike through the incorrect answer
® Enter the correct answer, and

® Initial the change.
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The Workforce Solutions Orientation Process

Customers who come to the career office for the first time are offered an
orientation that informs them of Workforce Solutions services. All orientations
emphasize how to make the most of career office resources/services to get a job,
keep a job, or get a better job. Information provided in the orientation includes:

® An introduction to Workforce Solutions

® The number and locations of Workforce Solutions offices
® Services available in the offices

® Workshop calendar

The focus of all orientations is to familiarize the customer with resources
available at Workforce Solutions and start her on her job search.

Customers who have a responsibility to look for work to receive government
benefits are provided with additional information during orientation. The
nature of this information depends on the funds used to pay for services. If you
are conducting the orientation, you need to understand the differences so you
can provide the correct information and process the appropriate forms for your
customer.

Use the orientation checklist to guide you through the different types of
orientations.
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Additional Orientation Information for Customers
Who Have Applied for TANF or who are Tagged as
TANF/Choices

The Texas Health and Human Services Commission requires certain customers --
who have applied for or are receiving Temporary Assistance for Needy Families
-- receive job search services provided through Workforce Solutions. They must
participate in job search-related activities for a pre-determined number of hours
per week to maintain their benefits. The number of hours varies depending on
their individual circumstances. If you are providing an orientation for customers
who have applied for or are receiving TANF:

® Give them the Workforce Solutions brochure with the Facts on TANF
Family Employment Plan. The Workforce Solutions brochure and Family
Employment Plan are kept in stock in your office.

® Determine the number of hours the customer must participate, and write this
on the customer’s brochure. See pages 7-14 to 7-16 for assistance.

® Use the TANF Orientation and Assessment Checklist, and the PowerPoint
slides, if desired, to ensure you properly complete the orientation. The
TANF Orientation and Assessment Checklist is in the Appendix of this
manual. An e-version can be downloaded from the Staff Resources section at
www.wrksolutions.com. The PowerPoint slides are also located in the Staff
Resources section at www.wrksolutions.com.

® Complete a Job Search Map and copy/paste it into Counselor Notes in
TWIST.

Discuss with the customer:

- The type of employment the customer is seeking and the responsibilities
to which she is agreeing.

- If this is a 2-parent family, both adults must attend the orientation and
sign the Two-parent Family Employment Plan.

- A family can receive TANF for a total of 5 years (60 months)

- Texas limits how long a family can receive TANF based on the customer’s
education and work experience. Once the Texas time limit is met, the
family has to wait five years before it can reapply for TANF.

- Customers must look for work or participate in activities arranged by
Workforce Solutions staff.

- They must accept job referrals from staff, and report any changes in
circumstances immediately.

5-7

Workforce Solutions © 2005.
Version 6-gc BLENDED (24), 6/28/16




©Q® O © Working With Job Ready Customers — Workforce Solutions

- They must report participation hours every Monday, and let us know if there is a
reason they can’t participate or report hours. This is like calling in sick for work.

- They must do their best to keep a job once they get one.

- We may be able to help with some support services, such as child care,
transportation, and clothing.

- If the customer doesn’t meet these requirements and doesn’t have a good reason
for not meeting them, we let HHSC know and they will stop TANF cash benefits
and Medicaid for one month. All support services Workforce Solutions provides
will be stopped. Customers will have an opportunity to restart benefits by
reporting cooperation for the following month. If they don’t they will have to
reapply for benefits with HHSC.

- Be sure to review the Job Search Log and Counting Your Time for Job Search
with the customer and give them a copy of each. (In this Appendix and available
on www.wrksolutions.com).

- If the customer is job searching, she must document the contacts on the job
search log.

- If the customer is not working after three weeks she will be asked to come
in and have a discussion with a PSR about her next step. Depending on her
circumstance a community service spot may be arranged to help develop or
sharpen her job skills.

- If, at any time, you feel the customer is not job ready, escort her to a PSR. The
PSR will finish the orientation and stamp her referral form. You may also set an
appointment for the customer with the PSR to develop the appropriate plan.

For more information on the TANF/Choices rules refer to www.wrksolutions.com.

The customer should leave the orientation with:

- Stamped HHSC referral form (2588) (Only stamp it after you've helped her with
her job search)

- Copy of the Family Employment Plan

- Copy of the Job Search Map

- Copy of any referrals you were able to give

- Copy of the Orientation to Complaint form

- Any tip sheets relevant to the customer’s circumstances

- A copy of the Job Search Log and How to Count Your Hours for Job Search,
Verification of Hours form, if necessary, Supervised Job Search sheet, and Self-
Employment Enterprise Verification form.
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If the customer is job ready, you may provide job search assistance at this

time. Start with a discussion about the type of work the customer is seeking.
Remember to use the tools discussed in Module Two. At the conclusion of your
conversation, stamp the HHSC form. The stamped form notifies HHSC the
customer attended the orientation at Workforce Solutions. Give the customer a
contact number and schedule a follow-up appointment to bring in the completed
job search log. Provide specific instructions on when, how, and to whom she is
to return the job search log. Record this information on the Job Search Map and
give it to her. Thank the customer for coming in, tell her you look forward to
working with her, and wish her success on her first week of job search.

Give the following paperwork to the Program Tracking Specialist:

® Signed paper Work Application (if applicable)

® Signed Orientation to Complaint form

® Copy of the signed Family Employment Plan

® Copy of the Workforce Solutions Job Search Map (in Counselor Notes)
® Copy of a stamped HHSC referral form

Copy and paste the Workforce Solutions Job Search Map into the counselor notes
in the customer's record in TWIST.
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Additional Orientation Information for Customers
Tagged as SNAP E&T

The Texas Health and Human Services Commission requires certain customers
- who have applied for or are receiving Supplemental Nutrition Assistance -
receive job search services provided through Workforce Solutions. They must
participate in job search-related activities for a certain number of hours per
week to maintain their benefits. The number of hours varies depending on their

individual circumstances. Customers required to participate are categorized by
HHSC as:

® General population, or
® Able-Bodied Adults without Dependents (ABAWDs)

If you are providing an orientation for customers who have applied for or are
receiving Supplemental Nutrition Assistance:

® Give them the Workforce Solutions brochure with the Facts on SNAP
Family Employment Plan. The Workforce Solutions brochure and Family
Employment Plan are kept in stock in your office.

® Use the information on page 7-14 to 7-16 of this manual to determine the
number of hours the customer must participate.

® Use the SNAP Orientation and Assessment Checklist, and the PowerPoint
slides, if desired, to ensure you properly complete the orientation. The
SNAP Orientation and Assessment Checklist is in the Appendix of this
manual. An e-version can be downloaded from the Staff Resources section at
www.wrksolutions.com. The PowerPoint slides are also located in the Staff
Resources section at www.wrksolutions.com.

® Complete the Job Search Map and paste into TWIST Counselor Notes.
Discuss with the customer:

® The type of employment the customer is seeking and the responsibilities to
which she is agreeing,.

® Customers must look for work or participate in activities arranged by
Workforce Solutions staff.

® They must accept job referrals from staff, and report any changes in
circumstances immediately.
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They must report participation hours every Monday, and let us know if
there is a reason they can’t participate or report hours. Think of it like calling
in sick for work.

They must do their best to keep a job, once they get one.

We may be able to help with some support services, such as child care,
transportation, and clothing,.

If the customer is single and childless and has not found a job after four
weeks we will arrange a community service job to develop or sharpen job
skills.

If the customer doesn’t meet these requirements and doesn’t have a good
reason for not meeting them, we let HHSC know and they will stop SNAP
benefits, and all support services Workforce Solutions provides will be
stopped.

If the customer is job searching, she will need to provide documentation

of the contacts she makes. Review the Job Search Log and Counting Your
Time for Job Search with the customer and give them a copy of each. (In this
Appendix and available on www.wrksolutions.com).

If, at any time, you feel the customer is not job ready, escort her to a PSR.
The PSR will finish the orientation and stamp her referral form. You may
also set an appointment for the customer with the PSR to develop the
appropriate plan.

Let the customer know that when she returns her documentation of
cooperation she will have to speak with someone.

The customer should leave the orientation with:

- Copy of the Family Employment Plan

- Copy of the Job Search Map

- Copy of any referrals you were able to give

- Copy of the Orientation to Complaint form

- Any tip sheets relevant to the customer’s circumstances

- A copy of the Job Search Log and How to Count you Hours for Job
Search, Verification of Hours form, if necessary, and Supervised Job
Search sheet.
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Give the following paperwork to the Program Tracking Specialist:
® Copy of the signed Employment Plan
® Copy of the Workforce Solutions Job Search Map

® Signed Orientation to Complaint form
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Cooperation Requirements

Some customers of Workforce Solutions are required to participate in countable,
allowable services a specified number of hours per week. These customers
include Temporary Assistance for Needy Families (TANF) and SNAP recipients.
The number of hours required to cooperate depends on the individual or family
situation.

The two charts below show the allowable activities for customers receiving TANF
or SNAP.

TANF Activities Classified for Cooperation
Job Search and Job Readiness
e Supervised and self-directed job search
* Job search and job readiness seminars, classes, etc.
e Job development and job placement
* Substance abuse or mental health counseling
Work
* Unsubsidized employment, including self-employment
e Subsidized employment
* Volunteer work (community service, unpaid work experience, workfare)

Education and Training
* Vocational training
* Basic skills

SNAP E&T Activities Classified for Cooperation
Job Search and Job Readiness
e Supervised and self-directed job search
e Job search and job readiness seminars, classes, etc.
e Job development and job placement

Non-vocational and Vocational Education & Training

e Basic education (literacy, ABE/GED, ESOL)

e Post-secondary occupational training

e Other non-vocational education

Work

*  Workfare (allowed for ABAWD only)

e Work Experience - paid or unpaid (allowed for General Population only)

NOTE: Unsubsidized employment does not count for cooperation unless it is
combined with one of the other activities. You may, however, subtract the hours of
unsubsidized employment from the number of required hours of cooperation.

The following chart displays customer situations and the corresponding cooperation
requirements. 5.13
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Additional Orientation Information for Customers
Responding to Worker Profiling Outreach

The Worker Profiling System assigns a score to most Unemployment Insurance
(UI) benefit recipients when the customer receives her first Ul payment. It is
believed that the higher the score, the more likely the customer is to exhaust her
UI benefits before finding work. Workforce Solutions sends a letter to each of
these customers inviting them to contact the career office for services. Workforce
Solutions staff should offer every customer responding to these letters help in
finding work. These customers may respond in person, by telephone, or email to
letters sent to them through the Worker Profiling system.

Note: If a customer fails to respond to the Worker Profiling recruitment letter

or if the response is not noted the customer may lose her Ul benefits. When the
customer responds, you must document the response in WorkInTexas adding the
service: RRES Orientation. If this information is not entered, it will negatively
affect the customer’s Ul benefits.

Other Orientation Information

For more information on orientations and for practicing conducting orientations,
sign up for the Conducting Customer Orientations practicum.

You may be expected to review the customer’s completed Job Search Log. For
information, refer to WFS Cooperation Rules and Procedures and sign up for the
Reviewing Customer Job Search practicum.
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Entering Customer Information in TWIST

Some customers may ask for a continuing series of services that go beyond just
the basics. For example, a customer that comes to Workforce Solutions and asks
to see you on a regular basis seeking job search advice, specific labor market
information, or detailed career counseling may be a good candidate for expanded
services. For these customers and customers whom you provide short-term
support services, a record in TWIST must be established. In this instance, make
sure you have an addendum to the work application on file. The addendum

is required to create a WIOA-funded Program Detail in TWIST. You may be
responsible for performing the following functions in TWIST:

® C(reate a WIOA record (Program Detail) if none exists*
® Add services

® Enter short-term support services

® Enter subsequent services including employment

® Record counselor notes

® C(Close records

*

A Program Detail is established by the Program Tracking Specialist for:
- TANF Applicant/Choices/Choices Plus
- SNAP

The only Program Detail you may create is for customers whose expanded services
will be paid for with WIOA funds.

5-18

Workforce Solutions © 2005.
Version 6-gc BLENDED (24), 6/28/16



Processing and Recording Customer Information @ @ ©

TWIST Basics

The
Workforce
Information
system of
exas

Use TWIST to record information on customers who need more than basic
services.
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Login to TWIST

Enter a Uszer ID and pazzword to log onto Texas Workforce
Commission - TWIST .

User ID:f Remember User 1d [

Password:

Region: |@ Training j

The data existing in thiz syztem containg confidential data and can only be uzed for the administration and
delivery of TW0C funded progranz. Uzers are required to maintain the confidentiality.

ExEEERRR

Failure to maintain confidentiality of data iz a violation of the access agreement between TWEC and the user
and may result in the cancellation of the agreement and the denial of future access to information from THAC.

By continuing this connection user agrees to comply with the confidentiality provisions of the access
agreement between TWC and the uzer,

[].4 | Cancel |

To login to TWIST, double click on the TWIST icon on the desktop. The logon
window displays.

Alternatively, you can go to Start (on the bottom left of the desktop). Select
Programs - Twist 32 - TWIST Phase IV.

In the User ID field, type in your assigned user ID. Your user ID is provided by
H-GAC.

When logging into TWIST for the first time, type in the default password,
“onestop.” Use this default password if your password is ever reset. The
password is good for 60 days. Your new password must be at least six
characters and contain at least one letter and one number. Passwords are case
sensitive.

Make sure the Region field is set at “Production.”

When you click the OK button, you are agreeing to treat the information in
TWIST as confidential.
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Navigating in TWIST

DA EFTRe =T I

You use icons to navigate in TWIST and access all the menus and tabs.

Exit
TWIST Web (search)

Workforce Center Customer Tracking

TWIST Web Reports
WorkInTexas.com
Staff Tools

Reference Tables
WDA Administration
Group Actions
Customer Information
Search

Save

Print

Close
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Ilcon Toolbar

The icon launches screens with menus and tabs used to navigate. When you
choose one of the icons, you will find a list of menu items at the left side of the
screen. Tabs are folders within each menu item.

[‘J Twist - Current User: tra

T File Edit View Tools Window Help

lousceRoDE? |0 |~ a0
WDA: [28 - Gulf Coast WDA JE3|

— Customer Search Customer
S5 - - hd SSN: - - Name:
Last: Birth Date: 00/00/0000 Phone: ( } - Ext: TWIST ID: 0
First: (" Enhanced Service (v Specialized Service

TWIST ID . s ) . .

Diglocated Worker | DizabilityMedical | Optional Questions | Card Holder |

Advanced | Search |

Identity |E0ntacts | Characteristics | E ducation | Military | Employment History | Public Assistance | Family | Income | Er

[

B

— Menu Selections

£-- Intake - Commaon
-4 Eligibility
-4 Program Detail
Azzezsment
Q Service Tracking
-4 Counzelor Motes
4@ Change 55N
.4 TANF History
4 SNAP ELT Histon
-4 Customer Calendz

Q Performance Dat:
Q Common Measure

S5M: I - - Update Date: 01/10/2012  Updated By: DHS Update Date:  00,/00/0000
Fist: | M Last | Sufiv [
Birth D ate: IUU.-"DD.-"DDUU Age: Phaone: I[ ] = Ext: | Email:l

Address | City | State | Zip | County |
Mailing I I [ [ [ - [ [
Fesidence | | | =l I_I_ - I—l_
DHS Mailine I [ I =l [ [ [
DHS Reside I =i r=r r r.r——— [

4 [

| Aliazes: I Last |First | 1l | Suffixl Changed Datel
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Icon - Staff Tools

File Edit View Tools Window Help
LUMEDESSEF |+ H o @

T staff Tools

Menu Selections

Xk Staff Prefile General Defaults Intake Defaults

Q Change Pazsworc

4 Data Integily et WwDa: |28 - GuF Coast W’D‘A ] ccun_ty Code: 201 - [HARRIS
Q Unlack Customer Diefault Staff: | 2531 - 10 (210), trainee _»|  Ciy Code: [35000 - HOUSTON |
Dffice 3:|2 - Test Office #2wWDA 28 SDA 1*] Intake Level |3 - Specialized Service Ea|
Mffice 4:[2802 - Test Two |55 ListLimit 25~
Office 5| -]
ES Office Mo: |
WT Userid: |
Shate: | T TEXAS 3|

Service Tracking Defaults
County Cade: 201 -|H&RRIS
City Code;  [35000 - HOUSTON B3|

4 (L1 2

The Staff Tools icon provides four menu items. The menu selections are on the
left side of the screen. Set your staff profile before entering data into TWIST.

® [Establishing a Staff Profile sets the defaults displayed in TWIST, including

city, county, state, office type, and staff member information. It also allows
you to set defaults for commonly used data. For example, if the majority of
your customers reside in the same city and county, this data can be populated
automatically into TWIST.

Data Integrity: The TWIST data integrity process monitors performance-
related data updates and/or changes. A notification occurs when data is not
entered timely. The notification initiates a process to request approval of the
newly entered data. Check here for the status of the approval.

Change Password is used to change your password. TWIST requires you
to change your password every 60 days. Use this feature to change your
password if you feel it has been compromised.

Unlock Customer is used to release the records that are locked. Only one
person has the capability to change a record at one time. The system will
automatically lock a customer’s record when more than one user attempts to
make changes.

5-23

Workforce Solutions © 2005.
Version 6-gc BLENDED (24), 6/28/16




©Q® O © Working With Job Ready Customers — Workforce Solutions

lcon = WDA Administration

[] Twist - Current User: trainee
File Edit View Tools Window Help

augsgRe = | k|s | Hle ®

B| Wha AY/DA Administration =
- Select WDA: == =
[28-Guif CoastwDA  =|| [ SelectOffics
I =

Menu Select) -
—W——_“E"u T Office | aiaf | warksite | Needs | Optiondl Quections |

st

: G,Zup Sk TWIST Office 1D | Office No: | Fhone Type | Phone Number

"4 Rapid Response Office Name: [

LA Income Amounts Office Level: | =

4 County/Zip Address: |

L4 Employer Services Gy e I B P

4 Survey Optional Questior
L4 Office Data Intagrity
4 LWDE Data Integity

Contact: [
E-mail: |

4 Child Care Admiristration Office Type: | =l
€ Child Care Provider ES Office: No Cortract End Dete: [10/00/0000

Requires Certification: [

Ready |1 /1012 1209 F)

The menu items that you might use under this icon include:

1. Rapid Response (Out-Placement) — includes a list of all of the employers

identified as possibly meeting the requirements for Outplacement/Rapid
Response in the Gulf Coast region.

Income Amounts - provides income guidelines that are used for determining
Workforce Investment Act (WIOA) Youth income eligibility ONLY.

County\ Zip Codes - Zip codes are assigned to offices to eliminate confusion
as to which office is to provide services to a customer receiving benefits with
a work requirement. This screen shows the zip codes assigned to each office.
Note: Although the zip codes are assigned to an office, the customer is not
limited to the office her zip code is assigned. She may go to any office she
desires.
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Icon — Reference Tables

[§] Twist - Current User: trainee 10 (210) (2]~ Training: 32
File Edit View Tools Window Help

AUMETELEEP |+ H o P

| Reference Tables (&=
Menu Selections CIP Code: "7
CIP Codes
L Couny Coces DPNawe [
14 FICE Codes
L@ NAICS Codes
L@ New Employet Inquiry EP G CIP Name
i@ O°NET Codes
i@ OES-DNET Href
@ SICNAICS Xref

{4 CodeValues
- Program/Fund/Service Xief
- bssessment Test Xief

L ErorList

The Reference Tables provide information used for tracking services to
customers. The items found here include:

1.
2.

11.
12.
13.
14.

CIP Codes - Classification of Instructional Programs
County Codes - Three digit code used for county identification

FICE Codes - Federal Interagency Commission on Education. It is primarily
used by the government to identify educational institutions.

NAICS Codes - North American Industry Classification System replaced
the U.S. Standard Industrial Classification (SIC) system as the primary
method to classify and group businesses by industry.

New Employer Inquiry - listing of employers receiving tax identifications
the previous month

O*Net Codes - The Occupational Informational Network replaced the
Dictionary of Occupational Titles (DOT) codes as the primary source of
occupational information.

OES - O*Net X-ref - Occupational Employment Statistics (OES)

SIC - NAIC X-ref - A cross reference of the NAICS that replaced the
Standard Industrial Classification (SIC) system

Code Values - Descriptions of TWIST listed by types
Assessment Test X-ref

Educational Functional Level
Program/Fund/Service X-ref listing

Error List - Listing or error descriptions
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Icon — Customer Information

[§] Twist - Current User traine= 10 5
File Edit View Tools Window Help

|ruato@eE? ®ls 0 o ¥

# Customer Information ==
WOA: |28 - Gulf Coast WDA -
- Customer Search Customer
ssn - - = SSN: - - Name:
Last: Birth Date: 00/00/0000 Phone: ([ ) - Ext: TWIST ID: 0
First: | ¢ Enhanced Service  (* Specialized Service
TWIST ID/| = e - = =
Dislocated Worker | Disability/Medical | Optional Questions | Card Holder |
Advanced | Search | Identity IContacls | Characteristics | Education I Military | Ermployment Histary | Public: Assistance I Farmnily I Income I Ernplayrent 5tatus
SEM:| - - Update Date: 01/10/2012  Updated By DHS Update Date: 00400/0000
—Menu Selections
e T Fist M Last Sufix. |
A Eligibilty Bith Date: [0/00/A0000  Age Phone: [ 1 - B[ Emai|
Q Program Detail
: ?sse.ssm.rent k' Addiess | City | state | Zip | County | City Code
ervice Trackin . —
g Mailing I [ I = o] |
-4 Counselor Notes
-4 Change 55N Residence I I | e | - |
-4 TANF History DHS Mailinc [ =l T =l - |
- SNAPERT Histan | DHS Reside [ =1 =i - I
-4 Customer Calends
-4 Peormance Datz| | ¢ | " ¢
Q Comman Mzzsurg Aliazes: | Last |F\rst | Ml | 5ulf\x| Changed Daﬁl
< ([} | »
Ready Idem 1675 5 MEM A0A7 1054 Al

The Customer Information icon displays the screen where you find and enter
almost all information about customers. A menu of options is on the left side of
the screen. Clicking on a menu item displays a screen with multiple tabs. Menu
options include:

Change SSN
TANF History
SNAP History

Customer Calendar

Intake-Common
Eligibility
Program Detail
Assessment

Service Tracking Performance Data

Counselor Notes Common Measures
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Menu Item = Intake Common

[ Twist - Current User: trainee 10 (210) (2

File Edit View Tools Window Help
B I TR A IR
¥ Customer Information =nEcR(=]
WDA: |28 - Gulf Coast WDA =
- Customer Search Customer
SSN:| - - - SSN Mame:
Last Birth Date: 00/00/0000  Phone: ( ) - Ext TWIST ID: 0
First | ¢ Enhanced Service ' Specialized Service
TWIST ID
Dislocated Worker | Disabiliy/Medical | Optional Questions | Cand Holder |

Advanced | Search | |dE"liW|Enntants | Craracterisics | Edusstion | Miltary | Employment History

S5M. | - - Update Date: 011052012 Updated By: DHS Update Date:  00/00/0000
First M Last suffix [
Bith Date: [00/00/0000 Age: Prone [ 1 - Est Emait |

| Public Assistance | Family | Income | Emplopment Status

- Menu Selections.
E-R b Intake - Common

4 Elghiity

+ Q Program Detail
z :ssessm:nl k' Address | City | state | Zip | County | City Cade
ervice Tracking . = —
i Counselor Notes plala I I I =1l I I
-4 Change 55N Residence [ [ | =l I [ I
-4 TANF Histary DHS Mailine | =il || I | |
{4 GNAP ELT Histon | |DHS Reside | =l =0 [ | [
.- Customer Calendz
i 4y Peromance Date| |« | w :
"4 Common Measure
Aliazes: ILast IFust I MI I Sulflxl Changed Daﬁl

4 . ]

[Ready Ibd e 1910 4 BEN1 1012 1100 &1

The initial screen shows the Intake-Common menu item where the customer’s
identifying information is displayed. If Specialized Services is checked, thirteen
tabs display on this screen containing demographic information about the
customer.

To search for a particular customer, enter a SSN or Last and/or First Name and
click on the Search button. If you get a match, the customer’s demographic
information will populate fields in the Identity tab.
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Menu Item - Program Detail

MTwist—Current User: trainee 10 |
File Edit View Tools Window Help

evacomeciz? || H o ¥

v] Customer Information

WDA: |28 - Gulf Coast WDA. JE |
Customer Search Customer
ssn: - - = SEN: - Name:
Last: Birth Date: Phone: Ext: ~wisT 0: [ G
First: — — —
i S Initial Eligibility
TWISTID i Errollment | Start Diate
P

Advanced | Search |

Applicant/

—Menu Selections

- Intake - Cammon
Q Eligibility
a0

Lo @ Applicant/
Q Azzessment
Q Service Tracking
Q Courselor Mates
’ Change SSM
4 TANF History
4 SNAP E&T Histan
Q Custarer Calends:

Performance Date

Q Carrmon bMeaszure

4 m._ | b

The Program Detail menu item identifies the different funding sources used to
fund services for a particular customer. These funding sources include:

® ES - Employment Services (a record of a customer receiving basic services)
® WIA/WIOA - Workforce Investment and Opportunity Act

® Applicant\ Choices\ Choices Plus - Individual receiving TANF (Temporary
Aid to Needy Families)

® SNAP E&T- Supplemental Nutrition Assistance Program Employment and
Training

® TAA - Trade Adjustment Act

® Rapid Response (out-placements from the labor force)
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Each program detail contains information about the customer that relates to that
funding source.

[8] Twist - Currant User: trainee
File Edit View Tools Window Help

AUAELTESDEPF ||| H ol W

vl Customer Infermation EI[
WDA. | 28 - Gulf Coast WDA 52
Customer Search Customer
ssuf - =] SSN: Name:
Last Birth Date: Phone: Ext: TWIST \D.-
First: T - T E 7
TW\S?ID’i Emp. Status I Disloc Worker I Dizability/Medical 1 Eremptions I Documentation 1 WA Adult 1 ‘il Disloc. Worker 1 WA Youth I Wila YOG \
Program Summary l E ligibility Surmary 1 Characteristics l Certification l Education 1 Military I Public: &sst. 1 Family l Income I Income Redetel
Advanced | Search
Eligibility Determine Date: [12/20/2011 Application Date:|12/20/2011
Wenu Selections Eligibility Expiration Date: 2/2/2012 Outof School []  Age:27
@ Ircske - Comman Assessed b Appraved [00/00/0000 Esit Date:[0/00/0000
4 Eligibiliy for Intensive Services: ExitR
Frogram Detail SRR :l'
Assessed & Approved
L} Applicant/ o Traiing Services: 070070000 Labor Force: -
i oF & WA 1272
A Bssessment
4 Sewvice Tracking
4 Counselor Notes
Qr Change 55M Dffice 3|2 - Test Office #2 WD 28 © Program Type: Wia
Qr TAMF Higtory
Office 4:[2802 - Test Twa Staff :[2631 - 10[210)
-4 SNAP EET Histon - Il L
-4 Customer Calend: Office & WDA 28 Gulf Coast WhA
& Perfomance Dat:
-4 Common Measure
A gl *

® A “+” signin front of the menu item “Program Detail” indicates that
program details for one or more funds have been established.

® (lick on the “+” to identify which funds have been or are being used to pay
for services to a customer.

® A red check mark in front of a specific program detail indicates the customer
is currently receiving services in that funding stream.

® The absence of a red check mark indicates services are no longer being
provided.
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Menu Item - Assessment

[ Twist - Current User: trainee 10 ~Training: 3
Filem Edfitrifiews e ToolksmWindowms Help

AEMEDVEMTE? S H S W

vl Customer Information [

WDA: |28 - Gulf Coast WDA =
Customer Search Customer -

SN ﬁj SSN: Hame]

Last: Birth Date| Phonej Ext: st o [N

Testing ] SewiceFlan | Employabily Status Meeds |  Bamers | Opiional Questiors | woTC |

oL ‘ EFL | Test Date
1

Pre/Post ‘ Category | Test ‘ Functional 4rea

Advanced | Search

Menu Selections.

-4 Intake - Common
4 Eligibiity

-4 Progiam Detai

i - @ dpplicant/
A Wb 12/
Assessment

& Sevice Tracking
4 Counselor Notes
4 Change S5N
4 TANF History
4@ SNAP EAT Histon
4 Customer Calendz
4y Performance Datz
.4y Common Measure

q | v

Ready I 1907 5 RANT 012 11-08 &1

The Assessment menu item contains testing and assessment information about
the customer. There are seven tabs for entering information on:

1.

N e

Testing - Category, description, assessment type, date, test score, grade level,
test type and description. Testing and Assessment Specialists use this panel.

Service Plan - The Service Plan is completed by PSRs for customers receiving
financial aid over $200 in a 12-month period and for customers tagged as
WIOA Youth.

Employability Status - This tab populates information from TWIST or
WorkInTexas.com to show the customer’s previous employers and related
information. Most of this information may be automatically populated from
information in WorkinTexas.com.

Needs
Barriers
Optional Questions

WOTC - Work Opportunity Tax Credit
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Menu Item - Service Tracking

m et Cimr T ee 10 (210) (2) - Training: 32 I
File Edit View Tools Window Help

|evsacomaE? k| H | W

v] Customer Information E

WDA: |28 - Gulf Coast WDA
— Customer Search - Customer

=
ssh[-- || SSM: Name:

Last: Birth Date: Phone: Ext wisT o: [
First:

| TWIST ID Services ]Daily Time Tracking 1 Support Services ] ITAFinancial Asst 1 Youth Goals ] Refenal Data Optional Questions

M_ﬂ] |A\I Twist Services L]

—Menu Selections
=] Intake - Comman CM Service Description 1 Fund Start Date J Fund End Date J Fund Description

@ Eigbiy 30 Senvioes Orert: 01/01/2012_|01/01/2012 [0 - TANF Applcant (WDAGuf Caast WDA)
£ 4 Program Detall 12 - Job Search Assistance 01/02/2012 00/00/0000 89 - Choices (WDA.GuUIf Coast WDA)

L of € Applicant/ |

F @ WA 1202
A Bssessment

X} Service Tracking
4 Counselor Notes
4 Change 55H

’Qr TAMF Histary

AP SNAP EET Histon
4 Customer Calend: |
-4 Performance Date |
4 Common Measure

€ [, »

The Service Tracking menu item contains information about all of the expanded
and financial aid services that a customer receives: The tabs include:

1. Service - The Services Detail Panel provides additional information about
a particular service. Access this panel by double clicking on any service on
the Services tab. To open a new service, right click in the grey area under the
Services tab and select Add.

2. Participation

3. Support Services

4. ITA/Financial Assistance
5. Youth Goals

6. Referral Data

7. Optional Questions
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Menu Item - Counselor Notes

_@] Twist - Current User:
File Edit View Toals §

AMHAELFTMR

?l Customer Informatiol

Customer Search 2
SSN:| - - >

Texas Workforce Commission

Last:
First:
TWIST ID

Advanced‘ Search |

IST ID: 5598422 -- BELL, DONNA

Mate Group: |2 - Applicant/Chaices x| License Mo

st 0

Provider: |

Dffice 3 [2- Test Offics HZWDA 28 SDAT0 =]

Subject: |\mt\aIAssessmenl

Creation Date: |01,/10/2012

Office 4: [2802 - Test Two a| Mote Date: |01/10/2012
Office 5 | =] Progiess: [
Staff. [2531 - 10 [210), raines 1 Feminder O ate: |00/00/0000

Unresolved lssue: [

Menu Selections.
-4 Irtake - Common

 Description

M- o the office today for & workforoe Orientatian. She apphed ta receive TANF | -

4 Eligibility

A Assessment
4 Senvice Tracking
-} Counsslor Notes
4 Change 55N

Q TANF History
4 SNAP E&T Higton
"' Customer Calends
-4 Performance Datz
4 Common Measure

Data cannot be changed 10 calendar days after the creation date'{ )
Except for Reminder Date and Unresolved lssue.

The Counselor Notes menu item provides a space for notes to supplement
information about the customer that is already recorded in the Workforce
Solutions MIS. Vital information that is not tracked or documented in the MIS
can be recorded in this section, e.g., factors which may have an impact on
employment efforts, support services terminated, credential achieved, etc.

Under the Freedom of Information Act, a customer can request information
recorded in this section. Information in this area should include statements
of fact, not opinions. Statements should be clear, concise, and grammatically
correct. Avoid offering opinions, judgments, or values based on what you
believe. A good rule of thumb is to stick to information that tells how, what,
who, where, and when.

All staff can enter Counselor Notes when appropriate. Once a note is saved, it
can’t be deleted.
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Menu Item —=TANF History

@] Twist - Current User: trainee 10 (210) (2) - Training: 32
File Edit View Tools Window Help

2B AEFTReDE P 0| &

H s ¥

¥ Customer Information (=N
‘WDA: |28 - Gulf Coast WDA =
Customer Search Customer
ssu-- =] ssh: Name
Last: Birth Date: Phone Ext st o: [
First: =
msﬁu!i TANF History \ Time Linited Benefls | GoodCause | Penaly | TANF Chidien | Fom 18364/ |
e e TANF Ineligibity Date: 00/00/0000
vanced | Seard
Curtent EID Amount $.00 EID End Date: 00/00/0000
Menu Selections Service | Benefits | Bensfils PRA  |Wanant|  DHS Typs Work Code | Pattal Month Partial MontH] Primary | Secondary | WPS | Calulated
[ ® Intake - Commen | | Monih_ Issue Date | Amount | Vidlion | Fie Proaiam BeginDate | EndDate | SIG siG Code | Date |
@ Eigtiy 01/2012|00/00/0000 |$.00 O 01 - TANF cash ass|M - Mandatery 00/00/0000 004000000 & - Caret, - 00/00/0000 | =
-4 Program Datall | [12/2011/00/00/0000 |$.00 [m] 01 - TANF cash ass M - Mandatary 00/00/0000 |00/00/0000 & - Caref, - 00/00/0000 |
v’g Applicart/ | 11142011 0040040000 |5.00 O 01 - TANF cash ass M - Mandatory 00/00/0000 |00/00/0000 & - Care, - 00/00/0000
Wb 120
1042011 |00/00/0000 |$.00 O 01 - TANF cash ass M - Mandatory 00/00/0000 |00/00/0000 & - Care, - 00/00/0000
A ¢
: Sj\jf:f:ming 09/201/00/00/0000 |$.00 ] 01 - TANF cash a5 M - Mandatory 00/00/0000 | 00/00/0000 |8 - Caret - 00/00/0000
@ Counselor Notes | |08/2011/00/00/0000 [$.00 & 01 - TANF cash ass M - Mandatory 00/00/0000 |00/00/0000 & - Care, - 00/00/0000
@ Changz 350 07/2011|00/00/0000 |$.00 [m] 01 - TANF cash ass M - Mandatory 00/00/0000 |00/00/0000 & - Caret, - 00/00/0000
. 06/201100/00/0000 |3.00 (] 01 - TANF cash ass M - Mandatary 00/00/0000 |00/00/0000 & - Care, - 00/00/0000
L4 ENAPE&TEHI‘ST 05,2011 /00000000 | .00 =] (11 - TANF cash ass M - Mandatory 01/00,/0000 | 0040040000 & - Caret| - 00/00/0000
g P:;E’””‘Z'”E:ED!; 04/201/00/00/0000 .00 (] 01 - TANF sash assM - Mandatary 00/00/0000 | 00/00/0000 |8 - Carel - 00/00/0000
@ Common Messuae | |03/207100/00/0000 |3.00 O 01 - TANF cash ass M - Mandatory 00/00/0000 |00/00/0000 & - Care, - 00/00/0000
02/2011|00/00/0000 |$.00 O 01 - TANF cash ass M - Mandatory 00/00/0000 |00/00/0000 & - Caret, - 00/00/0000
01/201100/00/0000 |3.00 ] 01 - TANF cash ass M - Mandatary 00/00/0000 |00/00/0000 & - Care, - 00/00/0000
 lmlll * | |12/201000/00/0000 |$.00 5] 01 - TANF cash ass M - Mandatory 00/00/0000 | 00/00/0000 % - Caret - 00/00/0000

The TANF History menu item displays information about the TANF benefits a
customer received or is receiving. The tabs on this menu item include:

Time Limited Benefits — displays the length of time a customer may receive
benefits and the time remaining. The length of time is established by the
State.

Good Cause — a waiver, called Good Cause, may be granted to customers
not meeting their work requirement for an acceptable reason. Good Cause
can only be granted for certain reasons. The Good Cause tab provides an
area to track this action. PSRs are responsible for granting Good Cause and
entering the action into TWIST.

Penalty — is used to view and record penalty requests to HHSC to stop
benefits. A penalty is requested when a customer does not comply with
work requirements and does not have Good Cause for not meeting the work
requirements. Trackers are responsible for tracking cooperation hours and
requesting penalties.

TANF Children — displays information about the family member(s) of
the TANF recipient on whose behalf benefits are being provided. This
information is automatically updated in this component by HHSC.

Form 1836A /B — indicates when a TANF/Choices customer has an
approved “Reduced Work Requirement” (approved to meet requirements to
work less than the normal 30 hours per week) due to a temporary disability
or caring for someone with a disability.
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o
Menu Item - SNAP E&T

] Twist - Current User, traines 10 (210] (2) - Training: 32
File Edit View Tools Window Help

AEALDPRoE? B+ H oW

¥ Customer Information e fa]==
WDA. |28 - Gulf Coast WDA =

Customer Search Customer

ssnf - - = 55N Hame:
Last Birth Date: Fhone: Ext st o: [
= SNAP E&T History 1

TWIST D

Advanced | Search SMAPEET Ineligibility Date: 00/00,/0000 Action Code: Action Date: 00/00/0000

Clock Date

Good Cause } Penalty }

Senvice wioik Code Secondary
Menu Selections Month 51 Cod

Intake - Common | [0/0000 00/00/000¢
4 Eligibiity
@ Progiam Detal
Applicant/
o @ WA 1272
oA Assessment
4 Service Tracking
-4 Counselor Notes
.4 Change SN
LG TANF History
IR AYSHAP ERT Histor
-4 Customer Calend:
4@ Performance Date
* 4@ Common Measure

DHS | DHS
ClientMo | Case No

Staff | Zip County ‘ Office 3 Office 4 Office 5

FT| b

Ready Ibdern 1 B4R 1019 1125 &)

The SNAP E&T menu item provides information about customers who receive
Supplemental Nutrition Assistance and qualify to receive services paid for with
SNAP Employment & Training funds. This screen displays the customer’s SNAP
E&T benefits.

The Good Cause tab and Penalty tabs in SNAP E&T work the same way as Good
Cause and Penalty in TANF.
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Menu Item - Customer Calendar

vy P T T

File Edit View Tools Window Help
P HAEFTEH S

v] Customer Information

WDA: [28 - Guif Coast WDA =~
Customer Search Customer
ssh - - =] SSN Name:
Last Birth Data:- Phene: m wist o: ([N
First:
TwisT ID’i Select the Date Range for the Customer Calendar and click Search

Start:[08/01/2012  End: [02/01/2019]

Advanced | Search

Menu Selections

[]__3 Intake - Common Customer Calendar |ﬁ;‘1.|’2012 to 21/2013
-4 Eligibilty Name.
@ Piogiam Detal =8 ]
Q’ Assessment Event Description | Start Date | Start Time | End Date | End Time Fund Source
Q Service Tracking i - - - )
Q’ Counselor Notes Noncooperation Letter contact 09/25/2012  08:00AM 09252012 05:00PM B89 - Choices
ontact:
0 Change 55N Contact Phone: Ext:
- TANF H‘Stm-'v'_ Address: Workforce Solutions-Southwest
’ SMAP E&T Histon 12710 Bis=onnet St.
A} Customer Calend: Houston . TX 77099
’ Performance Dat: || CHOICES Next Step Letter 09/27/2012  08:00AM  08/27/2012 05:00PM 89 - Choices
Q Carnmon M easure Contact:

Contact Phone: Ext:
Address: Workforce Solutions-Southwest
12710 Bissonnet St
Houston , TX 77089

P m » MNoncooperation Letter 10/09/2012  02:00AM  10/09/2012  05:00 PM 89 - Choices

Contact:
Contact Phone: Ext:

Address: Workforce Solutions-Southwest
12710 Bissonnet St
Houston , TX 77089

MNon- Cooperation- Employed-HS 011572013 02:00AM  01/15/2013 0500 PM 89 - Choices

Contact Phone: Ext:

Address: Workforce Solutions-Southwest
12710 Bissonnet St
Houston , TX 77089

Ready

The Customer Calendar menu option lists all events the customer has been
scheduled for on the Scheduler. Events may include outreach and non-
cooperation.
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Menu Item - Performance Data

File Edit View Tools Window Help
REMAETREeER |~ H o B

v] Customer Information

[E=8 Ecl =)
WDA: |28 - Gulf Coast WDA B3|
Customer Search Customer
ssn: - - = SSN: Name:
Last: Birth Date: Phone: Ext: st i0: ||
First:

Performance Outcomes Employment Outcomes lTax ‘Wages ] Last Grade ] Excluzions ]
TWIST ID

Employer Name Hourly Wage Eamings Year| Eamings Gir
i) AN Wil The Ubors School 05/16/2012 4

Menu Selections

- Intake - Commar
-4 Eligitlty

(-4 Program Detail
-4 Aszessment
-4 Service Tracking
-4 Counselor Notes
.4 Change $5N < n
-4 TANF History
A SNAP E&T Histon
-4 Customer Calend: | | WorkInTexas Employment Outcomes

N} Performance Datz Employer Name Start Dt O°NET
4 Comman Measure

NAICS

< [ ] »

Ready Ibdera 1414 4 BHAN2/04/13 1030 A1

The Performance Outcomes tab displays the outcomes or results of any training

or school completions, e.g., certificates of completion, diploma, degrees, etc.,
achieved by the customer.

The Wage Detail tab displays customer employment wage information
reported to the State. Employment data from an employer who does not pay
unemployment insurance taxes can be added.
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Menu Item — Common Measures

mTwist - C_urrent User: W=l
File Edit View Tools Window Help
AUBAETRME? | | H o @
vl Customer Information EI@
WDA: |28 - Gulf Coast WDA 4|
Customer Search Customer
Last: Birth Date: phone: NN Ext: wisT 0: || N
First:
TWIST ID Participation Effective Date: 07/26/2012 Revised By: WorkInTexas Revised Dt: 07/26/2012
Start Exit First Program: ES
Advanced | Search 07/26/2012] Self Service
44 Idertity Wilitary
Residence Zip: W Military Service: |2 - Mo
Menu Selections " .
Disabled Vet:
- Intake - Common e Operation Iragi Freedom and.for
-4 Eligibilty Employ Status: |3 - Not Employed El Operation Enduring Freedom:
(-4 Program Detail UlComp Status:] =] |[ Uisabled/Medical
Q Aszessment Disabled: |2 - No
-4 Service Tracking i Staff Assisted
-4 Counselor Notes &amhctenTtlcs. Edueation & Pﬁ{gﬁg};{gnﬁlde 18 - Bachelors Deg
’ Lhangs 55N B School Status: ]
-4 TANF Histary Runaway Youth: hd E
-4 SNAPE&T Histon Pregnant Youth: |y
-4 Customer Calend: Limited English: - Famity Status:
erformance Diate Offende:| || Dislocated Worker
Common Measur T S T a—— WPRS: |2-No
: Displ Homemaker:
. -
Foster Youth Dislocation Date: [30/00/0000

4 I 3

Exclusion Reason Exclusion Start Date Exclusion End Date |

Ready

Ibdere 1441 5 MEHIN204417 1033 A1

The Common Measures menu item displays the Participation Summary screen.
This screen lists all participation periods for the customer and provides access to

all participation period characteristics.

The data displayed on this screen is a snapshot of the characteristics entered
when the customer received her first qualifying services for the applicable
participation period. This information must not be changed unless there is

documentation showing that the original information was entered incorrectly.
Corrections must be documented in TWIST counselor notes and will be closely

monitored.
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o
Program Detail

A customer service record in TWIST is called a Program Detail. A Program
Detail is necessary for the purpose of:

® C(reating a record for the customer

® Recording services

® Tracking for revenue source requirements
® Reporting performance

Services for customers who are receiving a series of expanded services and who
want to continue working closely with Workforce Solutions counselors must

be entered into TWIST /Program Detail /Service Tracking. Funding for these
expanded services comes from a number of sources. Many funding streams
have requirements attached to them that must be met before money can be spent.
These requirements usually have to do with a customer’s situation such as:

® s she working?

® Has she been laid off?

® [s she receiving TANF cash assistance and/or Supplemental Nutrition
Assistance?

® Are Support Services needed?

When a customer meets one or more of these requirements, we can spend

those funds to provide the service(s) she need. There are also cooperation and
performance measures associated with funds. TWIST captures these eligibility,
cooperation, and performance factors for customers who receive services paid for
with the funds. The Program Type must be entered in TWIST to indicate which
fund is being used to pay for services. At least one service must be data entered
to one of the funds tracked in TWIST (Choices, SNAP E&T, WIOA).

To avoid dual data entry, the first step in creating Program Detail is to perform
a customer search in TWIST. This prevents unnecessary duplication of effort
by using customer information that already resides in one or more of the MIS
components. For example, nearly every customer already has an application
in WorkInTexas.com. Using a unique identifier from WIT (WIT ID or SSN)

in TWIST pulls the data from that application and automatically populates
designated fields used to create the customer record.

Caution: If an open Program Detail for the fund source already exists,
indicated by a red check mark next to the program detail type, do not create
another Program Detail - go directly to Service Tracking.

Caution: Review all Tabs for complete information.
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Creating a WIOA Program Detail

You create a WIOA Program Detail for customers receiving expanded services
who are not required to participate to keep their benefits. Log onto TWIST. The

Main Menu Screen displays.

File Edit View Tools Window Help

leovgegReaizd ¥

Iy 2072 4 MIN141012 1224 P

esdy

5-39

Workforce Solutions © 2005.
Version 6-gc BLENDED (24), 6/28/16




©Q® O © Working With Job Ready Customers — Workforce Solutions

Click on the Customer Information icon on the top menu bar.

[] Twist - Current User: trainee 10 (210) (2)  Training: 22 { )

File Edit View Tools Window Help
2USAETRSIE? k|# H o I

-w Customer Information

WDA: |28 - GuIf Coast WDA 52

Customer Search Customer
ssnf - =l SSN Name:
Last Birth Date: Prons: Ext st o: [
FEd {" Enhanced Service (s Specialized Service
TWIST ID = T 3 =z
Dislocated “warker I Disability/Medical 1 Optional Guestions 1 Card Holder I

Advanced Identity lEDntaEts | Charscteistios | Edusation | Mitary | Empicment History | Public Assistance

| Famity | income | Emplogment Status

Menu Selections

Intake - Comman Firs: | I e | Sulfis [

s [N roate Date: 00/00/0000  Updated By: DHS Update Date: 09/23/2004

{4 Customer Calend:

'Qf Eligibility Birth Date: - Age 27 Phonerl 1 - Ext: Enmai |

-4 Program Detsil

z ?sse.ssmfnt % Address | City | State | Zip | City Code
@ Comedor Hote | [Melina T ™ Iz R0 - [HARRIS I

-4 Changs 55N Residence = - [

- TANF History DHS Mailinc —%KUSTIN Tw xi[24023 201 - [RARRIS [

-4 SNAPEAT Historn | | DHS Reside < T = -] [

*Qr Performance Dat: 4| I,

-4 Camman Masaure || Frr [ Last [First | M1 [ Sufis| Changed Date|

Read

It ere 20144 & BAET 021206 P

Perform a Customer Search

To avoid dual data entry, the first step in creating a customer record is to perform a
customer search in TWIST. This prevents unnecessary duplication of effort by using
customer information that already resides in one or more of the MIS components. For
example, many customers already have an application in WorkInTexas.com. If the Social
Security Number (SSN) matches, the data from that application automatically populates

designated fields used to create the customer record in TWIST.
You can search for customers using:

® SSN

® Name or partial name

® TWISTID

® WITID

® Health and Human Services (HHSC) Case — or Client number

® Household member’s SSN

® Household member’s name or partial name
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To perform a search in TWIST:

1. Select the Customer Information icon. The Intake Common screen displays.

] Twist - Current User: trainee 10
File Edit View Tools Window Help

2UHMETRHeZER B H o | ¥
@ Customer Information o e ==
WDA: [26 - Gulf Coast WDA 3
Customer Search Customer
ssn - - =l SSN Name:
Last Birth Date Phone: TWIST \D:-
First: (" Enhanced Service (¢ Specialized Service
TWIST D|

Advanced

Menu Selections.

Dislocated Worker } Disability/Medical } Opfional Questions } Card Holder ]

Identity }Eumam } Characteristics \ Education ] Militany ] Enmployment Histary } Public Assistance } Family } Income \ Employment Status

ssN: BB U pdte Date 00/00/0000  Updated By:

DHS Update Date: 09/23/2004

Fist: [ N e | Sufi [

B Intake - Comman
4 Eligbiity gith Date: [N 20 7 Phone ] - Ext: Email|
4 Program Detal
P4 ’éz:zm;";w Address | City | State | zp | County | City Cade
$ Sl | i D G s |
-4 Change 55N Residence =1[ -1 [
-~ TANF History DHS Mailing - BUSUN >< ~[24028 207 - [HARRIS [
4 SNAPELT Histon | | DHS Reside = =1 | [
& Customer Calend: ) )
-4 Performance Date| | ¢ | I, 3
Fommon Massue | e [Lat [First [ w1 [ suftix | Changed Date |

Read Ibd e 20144 B M0 A10/19 1926 P

2. Choose the method you will use to search for the customer.

® To search by SSN:
- Type the customer’s SSN, without dashes, in the SSN field, and either
press Enter or click the Search button.
® To search by customer name:

- Type the customer’s last and first name in the Customer Search
section, and either press Enter or click the Search button.

Note: You may type a partial name, and the system displays names with that
string of letters. The more letters you enter, the narrower your search.

If no records exist in TWIST, the No Results popup screen displays with three
options.
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Texas Workforce Commission - TWIST [ x |

Mo Customer with the Name/SSN entered [[|INNIEIGING:G
was found in the Twist database

Search ather Databaze | Add az New Customer Cancel

You can choose to:

® Search other Databases (such as TANF, SNAP, or Ul), or
® Add as New Customer, or

® Cancel to use the Advance Search.

Note: Before you do any of the above, you might be able to find the customer
record in WorkInTexas.com. This will keep you from having to perform
duplicate data entry. Log into your WorkInTexas staff account and search for the
customer by name or WIT ID. If you find it, write down the WIT ID number -
you’ll need it for the Advance Search in TWIST.

Advanced Search

® To search by TWIST or WIT ID, HHSC EDG or Client number, click on the
Cancel button. The Customer Information screen redisplays.

® C(lick on the Advanced button to the left of Search. The Advanced Search
screen displays.
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TWIST

The Workforce Information System of Texas Logout
Search | Identity

L —— Recently Viewed 0

e 1
Customer SSN: st ame: Wiliam Lestiore (D [ ]
Housenai ember SSH FirstHame: Last Hame: —
wro HHSE £0G (Casert HHSC Clenth |

Add lew Customer | search | Reset | L) E—— »

Customer Search Result

Address (Residence)

f— “ e st astioms s
i > I
s
i
i

® Input as much information as desired. If you enter a SSN, a TWIST ID, a
Household member’s SSN, and a WIT ID, the system will return up to 50 records
that match any of those criteria.

)

R RN

Total Rows §

® Select a customer by clicking on the magnifying glass in the Customer column.
The Customer Detail window displays, and the customer name is placed in
the Recently Viewed list allowing you to access the record from the SSN list
dropdown on the Customer Information search area.

) Qéb http://localhost:3080/ Twist/customer/customer.seam?cid=25

‘ ’ WIS ’ The Workforce Information System of Texas

me | >>*Customer lim

Search | ldentity

SEN TWIST ID: NEW

Name: First Middle Last Suffix
Date of Birth:

Phene: Extension:

Email:

[ dd ew Customer ] Save | Cance |

| Privacy & Security | Disclaimer | Accessibility | Equal Opf

® Return to the TWIST Customer Information screen and retrieve your customer
from the SSN dropdown list.
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The Intake-Common window displays with the Identity tab in front. The Identity
tab captures demographic information about the customer. It also provides the
customer’s contact information.

Verify or update the information as necessary. The customer’s name, birth date,
phone number, mailing and residence addresses are required fields.

If the customer’s residence address is the same as her mailing address type the
word “same” in the residence address field and hit the Enter or Tab key on your
keyboard. The mailing address will be copied into the residence address fields. Any

names the customer has previously used are listed as aliases at the bottom of the
screen.

8] Twist - Current User: trainee 10 (210) (2) - Training: 32
File Edit View Tools Window Help
AUBMCDRMeBEF | H O
@ Customer Information

WDA: [23 - Gulf Coast WDA -

Customer Search Customer

First:
TWIST D'

sshef - - = SSM Name:
Last Birth Date: Phone Ext

TWIST ID; -

Dishoeated Worker | Disshiiy/Medicl | Optional Questions | Card Holder |

(" Enhanced Service (< Specialized Service

Advar\ced Identity ‘Euntacts | Chsracterisics | Edusstion | Mitany | Emplopment Histoy | Publis ssistance | Famiy | Income | Erplayment Status
55N [N !/pdste D ate: 00000000 Updated By: DHS Update Date: 09/23/2004
Menu Selections
[EK) Intake - Comman. First: [ I N | suffis [
-4 Elighilty gith Dote: [ o= 27 Prone [ 1 B[ Emat]
€ Program Detail
@ hssessment Address [ Gy | swte | Zn | County [ Ciy Code
: iimii.;’ﬁ:f Maiing T [T% G4z 207 - [RARRIS I
| Changs 55H Residence [ I = - [
@ TANF Histary DHS Maiinc — ~BUSTIH [T =Rz [201 - [RARAIS I
o SNAPET Histon| | DHS Reside =l =l [ - | I
{4 Customer Calende
{4 Peomance Datz| | ¢ . r
4 Cammen Measre | [Last [First [ W1 [ Suffis]| Changed Date |
P F———
Read I, 084 R MHN1 02 1226 P
Click on the Contacts tab. The Contacts screen displays
AUAEQROE B & H
P\ Customer Information =
WDA: |20 - Alamo WDA *l
Customer Search Customer
sshf - - Ra| SSi; Name:
Last: Birth Date: Phone: ( ) - Ext wist o: [N
First " Enhanced Service (¢ Specialized Service
TWIST D:[
Dislocated Worker | Disability/Medical | Optional Questions I
Search |dentiy ~ Contacts |Chalactelislics | Education | Milkary IEmponmenl History | Public Assistance IFamin I Income lEmploymenlStalus
FiistName | MI| Last Name |Su"m| Phone | Ext |Conlacl Ordeq_Relationship | Commenls
Ienu Selections
Intake - Common
€ Eigbiiy
4 Progiam Detall
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Use the Contacts tab to record additional people to contact when you cannot
reach the customer by phone, mail, or email. Regardless of the number of
contacts you list here, you must include the Contact Order. Use the comment
field to include other information about the contact, such as where she works
and her work phone number.

Note: This tab is optional.
Verify or update the information as needed.

Click on the Characteristics tab. Make sure the Specialized Services radio button

is selected. The TWIST Specialized Service level includes additional customer
information and characteristics that must be collected for determining eligibility
for a specific fund code such as WIOA. Review the information. Complete
and/or update the information if applicable. Be sure the following fields are

completed:

® Gender
Citizenship

(]
® Race
o

Selective Service and registration number (see note below)

- Before using WIOA funds to pay for services provided to a customer,
Selective Service registration must be documented for all males born on
or after January 1, 1960, and who are 18 years of age or older. Locate the
customer’s registration number on the internet at www.sss.gov. If you
can’t find a match, contact the Selective Service System at (847) 688-6888
to request the customer’s Selective Service registration number.

Save.
(s = e =
WDA: |28 - GuIf Coast WDA B3|
Customer Search Customer
SSN] - - =] SSN: Name:
Last Birth Date Phone: Ext rwisT 10: [
First: {~ Enhanced Service ¥ Specialized Service
TWISTID Dislocated Warker I Disability/Medical ] Optional Questions I Card Holder 1

| Famity | Income: | Employment Status

Qf Program Dretail
Assessment

Qf Service Tracking |

Q Courselor Notes
4 Change 55N
Q TAMNF Histary

Offender

Homeless

Advanced | Search denliy | Conlants ~ Characteristics | Education | Mitay | Employment Histary | Public Assistance
Hispanic/Lating
Wenu Selections -
B Intake - Common Migrant S eazonal Farm ‘wirker Rare Pregnant/Parenting ‘v outh
4 Elgibiiy =1 White

M Black or African American
[ American Indian or Mlaskan Native
[ Asian

[ Hawaian Native or Pacific lslander

Delicient in Basic Literacy

Runaway Youth 2

- Lo

Foster Child

Received Parent Training
—
Case Status{Child Care)

-4 SNAP EAT Histon Ciizenship

Q Customer Calends [ =l
4 Perfomance Date INS Expiration

-4 Cammon Measure [oo/o0/0000

Selective Service

[ JE3}
Limited English

Difficulty Paying Child Suppart

[ =1
Registration Mao:

il

I =1
Personal Responsibility Contract

I =
TANF Recipient
[~ Anw 36 of the Preceding 60 Months
[ &ny 30 Preceding Manths
I~ ‘within 12 Manths of Time Limit
[ Reached Time Limit
[ Predictive Characteristics
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Enter Selective Service eligibility information as follows:

Eligible Males Selective Selective
Service Field | Service
Registration
No.
Between 14 and 17 years of age 4 -No - Not required
Under 18
Between 18 and 26 years of age 1-Yes Required
Over 26 years of age with a valid Selective 1-Yes Required
Service registration
Over 26 years of age, but born before 1960 5 -No - Born | Not required
Before 1960
Over 26 years of age, born after 1960, and 6 - No - Not required
without a valid Selective Service registration2 Document in
File

1 Male customer has up to 30 days after his 18th birthday to register for Selective Service. After this
time, a Selective Service registration number is required to remain eligible for service tracked with
WIOA fund code.

2 Enter a justification in TWIST Counselor Notes explaining why the customer is not in compliance
with Selective Service registration requirements. This is required before the customer may receive
services.

Only numbers can be saved in the Registration No: field.
Selective Service entry is not allowed if the customer is female.

WIOA funded services cannot be added under Service Tracking unless the
status of the Selective Service registration has been properly recorded.

The Eligibility Determination Date will not be saved in WIOA Program
Detail unless the status of the Selective Service registration has been properly
recorded.

IMPORTANT NOTE

When a male customer who is nearing his 18th birthday has registered for
Selective Service, update his Selective Service eligibility information on both
the Intake - Common screen and on the WIA/WIOA Program Detail screen.
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Click on the Education tab.

File Edit View Tools Window Help
2UAEPReDE? K|+ H o ¥
@ Customer Information EI@

WDA: | 28 - Gulf Coast WDA =2
Customer Search Customer

88N - - = 88N MName:
Last Birth Date: Phone: Ext: rwisT 10: [
First " Enhanced Service % Specialized Service

TWIST ID Dislocated Worker } DisabiltyMedical | Optional Questions } Card Holder }

Advanced | Search Identity I Contacts 1 Characteristics Education WMM\lary I Employment History I Public Assistance 1 Farnily 1 Income 1 Employment Status
Menu Selections Highsst Grade Completed: | x| Class Schedule: |

Intake - Common School Status: | JEa | Maijor: |

.4 Eligiility

-4 Pragram Detsi [ Uob Cops

B fssessment
-4 Service Tracking
4 Counselor Notes

i@ Change S5N

@ TANF History School Name ‘ Address City State | County | Zip | TotalHrsin

4 SNAPEBT Histon SchooTion
| I =l J& | I

Q Custarmer Calendz
4y Pefomance Date| [ o | i | i
L4 Common Measure

List Special Courses Taken [Military. Vocational, Technical]
Courses

Ready S |1 /1012 116 PW

Review the information. Complete and/or update the information if applicable.
Highest grade competed must be selected. School information and hours
attended are required if the customer is requesting financial aid for child care to
attend school. Save.
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o
Click on the Military tab.

[ Twist - Current User: trainee 10 (210) (2) - Training: 32
File Edit View Tools Window Help

REAETRBEER || H = P
v] Customer Information E"E

WDA: |28 Gulf Coast WDA
Customer Search Customer

SSN ” SSN: Name:
Lastli Birth Date: -F’hnne'- Ext rwisT io: [
First ,7 " Enhanced Service (% Specialized Service
TWISTID Dislocated Worker ] Disability/Medical 1 Optional Questions 1 Card Halder 1
Advanced | Search |dentity ] Contacts ] Characteristics ] Education Military IEmponmEanlslury 1 Public Assistance 1 Family I Income ] Employment Status
Military Service: [1 - Ves

Menu Selections. L eta TS e e ]—_| DisabledVeteran:| =]
3 Kl‘r Intake - Comman

: R Homeless Veterar: | Recently Separated: B Campaign Veteran: B Transitioning: [ ]
-4 Eligbiity Operation lraqi Freedom and/or Operation Enduring Freedom: [ =
[ @ Program Detail
& Assessment Military History
" Service Tracking Branch ‘ Start Date | Release Date‘ Discharge Type | Release/Retire | Campaign Badge ‘ Reserves ‘
., Counselor Motes [1- Ammy =1i01/01/1976 [12/24/2009 |4 - Honorable >l|2-Retire x| v [

.4 Change S5M
4y TANF History
) SMAF EAT Histon
& Customer Calend:
4 Performance Dat:
‘! Comman Measure

Review the information. Complete and/or update the information if applicable.
If you select Yes under Military Service, additional fields display.

Complete the applicable fields including;:
® Vietnam Service

® Disabled Veteran

® Homeless Veteran

® Recently Separated

® Campaign Veteran

® Transitioning

If necessary, right click to add additional details under Military History.
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Click on the Employment Status tab.

] Twist - Current User: trainee 10 (210) (2) - Training: 32

File Edit View Tools Window Help
ABEMAETESEP | H e W
@ Customer Information [=a =R

WDA: |28 - GuIf Coast WDA
Customer Search T Custumer

SSN — - SEN: Name:
Last; Birih Date Phone: Ext rwisT i0: [
First (" Enhanced Service (v Specialized Service

TWISTID Dislocated \worker 1 Disability/Medical 1 Optional Questions ] Card Holder I

dvanced | Search ety | Contacts | Characterisics | Education | Mitary | Employment History ] Fublic Assistance | Family | Income  Emplayment Status
~Menu Selections Available for wWork: [ Uremployment Commp Status:
Intake - Comrman Employment Status: [ =1 Ul Claimant:

# Elgiiity ekl Sufficient [ =] Last Job Start Date: [i0700/0000

& Program Detail

B Sssessment Lack Significant Work Histow
@ Service Tracking

End Date: [00,/00/0000

Hourly wage: |$.00

@ Counsslor Notes rorkediersthon S outofi Zinats HowsPerweeks [
4 Change 55N IS | Wwesks Worked Last 26 Wesks: [0
@ TANF Histoyy wiorked less than 3 out of 24 moriths # of Months Worked out of last 24: 00/00/0000

4 SNAP ELT Histon |
& Customer Calend:
& Performance Date
@ Common Measuie

Review the information. Complete and/or update the information if applicable.
Make sure the Available for Work, Employment Status, and # of Months Worked
out of last 24 fields are completed. Save.

IMPORTANT NOTE:

A customer is employed at date of participation if, in the seven days before
application, she:

® Did any work at all as paid employment unless she received a notice
of termination of employment, or the employer has issued a WARN or
other notice that the facility or enterprise will close, or she is currently
on active military duty and has been provided with a date of separation
from military service

® Did any work at all in her own business, profession or farm

® Worked 15 hours or more as an unpaid worker in an enterprise operated
by a member of the family

® Was not working but has a job or business from which she is temporarily
absent because of illness, bad weather, vacation, labor management
dispute, or personal reasons, regardless of whether paid by the employer
for time off and regardless of whether seeking another job

Note: Recently Separated Veteran - is an individual who applies for service within
36 months after discharge or release from active duty in military service Save.
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Click on the Disability/Medical tab.

@ Twist - Current User: trainee 10 (210) (2) - Training: 32
File Edit View Tools Window Help

AR MCVESIET | H S| F

] Customer Information = =
WDA: [28 - GuIf Coast WDA -
Customer Search Customer
ssnf - - =1 SSN Name:
Last Birth Date: Phone Ext rwisT i0: |
First " Enhanced Service  {+ Specialized Service
TWIST ID derty | Contacts | Charecteristics | Education | Mitay | Emplogment History | Public &ssistance | Famiby | Income | Emplopment Status

Advanced | Search Dislocated Warker Disahililymedical]umiunamuesnuns | Cand Holder |

. Disabied: |ANNGGNEIIR. _~
TR CoTTon Disabilty Barier. B3
& Elighiliy Substance Abuse: -
4 Frogiam Detal
€ Assessment
& Service Tracking
& Counselor Notes
4 Change SSN
& TANF History
4 SNAP ELT Histon
4 Customer Calends
@ Perfomance Date
4 Common Measuie

Ready T |11 /101412 1172 P

Review the information. Complete and/or update the information if applicable.
If Yes is selected from the Disabled dropdown menu, indicate whether the
disability is a barrier to work or school in the Disability Barrier dropdown.
Indicate whether the Disability Barrier is related to substance abuse in the
Substance Abuse dropdown. Save.
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Processing and Recording Customer Information

Click the Program Detail option on the left menu. The Program Detail screen
displays.

] Twist - Current User: trainee 10 (210) (2) - Training: 32
File Edit View Tools Window Help

AUACDPRSDER |+~ E o

(s =
WDA: |28 - Gulf Coast WDA hd
Customer Search Customer
SSN| - - 52 SSN. Name:
Last: Birth Date: Phone: Ext: TWIST ID: -
First: = = =
st |nitial Initial E ligibility
TWIST I Application | Appointment | Petition Exit Enrcliment | Start Date
Program Date

Date Number Date Date
Adwanced | Search

Menu Selections
[ Intake - Common
4 Eligiility
X} Program Detail
‘ Assessment
Q Service Tracking
-4 Counselor Motes
-4 Change 55N
4@ TANF Histary
4@ SNAP EAT History
-4 Customer Calend:
& Peiformance Date
Q Cormman Measure

Ready
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Right click in the grey area and select Add. The Program Type pop-up window
displays.

[ Twist - Current User: trainee 10 (210] (2) - Training:

File Edit View Tocls Window Help
|lesacTReaEf | W@ ol
¥ Customer Information = f&@=)
‘WDA: | 28 - Gulf Coast WDA vi

B Texas Workforce Commi

Customer Search Customer
[TH = ’7 35N

Birth Date:

Frogram Type Ct [N | Office 3:[2 - Test Oifice B2 WDA 28 5DZ

Application Date:  [00/00/0000 Office 4: 2802 - Test Twa

Office 5

Eligibility Date: IDD/DD!DDDD Staff |2531 10 (210), hainee

Advanced | Search

—Menu Selections.
Q Intake - Common
Q Eligibility

0 Program Detail
Lo Assessment
L4y Service Tracking
4 Counselor Notes
-4 Change S5N
4 TANF History
4 SNAP ELT Histon
4 Customer Calend:
@ Paformance Date
* 4 Common Measure

Cancel

[Ready IR | 1 11112 125 £
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Processing and Recording Customer Information

Complete the information in the pop-up window according to the funding
sources used to pay for services delivered to the customer. For example:

Program Type: WIOA

Application Date: Date customer agreed to a series of continuing
basic and expanded services

Eligibility Date: Same

Enter Office 3, 4 & Staff: This information will default if your staff profile is
updated.

Click OK. The Program Detail displays with the new WIOA record. Save.

[ Twist - Current User: trainee 10 (210 (2) - Training: 32
File Edit View Tools Window Help

laovsdcomoDiE? Mo H |l

?l Customer Information [

WDA: 28 - GuIf Coast WDA
— Customer Search - Customer -

san| - - [=]| SSN: Name:
Last: | Birth Date: Phone: Ext: TWIST ID'-

First: = I T = e
e Initial Initial |Eligibility
TWISTID Application | Appointment | Petition Exit Ervollment  |Start Date

Date | Number Date
Advanced | Search 0

—Menu Selections

& Intake - Common
-4 Elgibility
=R} Program Detail
-4 Assessment
-4 Service Tracking
Q Courselor Notes
4% Change 55N
Q TANF History
A% SNAP E&T Histon
Q Cusztomer Calend: |
& Perfomance Dat: |
& Common Measure |
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Click the “+” to the left of the Program Detail menu option. Click the WIA/
WIOA Program Detail with the red checkmark. The Program Summary screen
displays.

9] Twist - Current User: trainee 10 ) - Training: 32

File Edit View Tools Window Help

ABEAETESDEP |+ H o W

v] Customer Information E@
WA [28 - Gul Coast WDA =
Customer Search Customer
ssnf - - =l SSN Name.
Last: Birth Date: Phone Ext wisto: [
Fst] : ;
= — Documertaion | wiAsdd | Wl Disloc, Worker | wievewn | wavos | Wit Other |
Faiy | Income | IncomeRedeteminaion | Emp Staws | Disocwoker | DissbiiwMedcal | Exemplions |

Advanced | Search Program Summary ] Eligibility Surnmary I Characteristics ] Certification ] Education 1 Military ] Public Azt I

Menu Selections Elgibility D etermine Diate: [01,/01/2012 Application Date:|01/01/2012
® b4 ‘E”ht;';fm'y&m’“m Eligibilty Expiration Date: 2/14/2012 Oul of Schoot: [] Age: 34
54 Program Detsil Assessed & Approved [00/00/0000 Exit D ate:[00/00/0000
Y for Intensive Services:
= RO wia 0170 Ewit Reasan; =
Q Asgsmenl Azsessed & Approved
far Training Services: 00/00/0000 Labor Farce: -

4 Service Tracking
Q Coungelor Notes
4 Change 55N

4 TANF History
: EN"\P E&TEH|i8|T Dffics %[ - Test Oifice HZ'WDA 28 ¢ Frogram Type WA
ustomer Calend:
4 Feriomance Date Office 4:[2802 - Test Two Staff :[2831 - 10[210) hainee
Q Comman Measure Office & WDA 28 Gulf Coast wDa
] 1 r
Ready 01 10101 27 Pl
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Enter the “Assessed and Approved for Intensive Service” date and Save.
Click on the Exemptions tab. The Exemptions screen displays.

[ Twist - Current User: tra (210) (2) - Training: 2 - [Customer Information] i _
¥ File Edit View Tools Window Help _[&ax

AURMAETMa 227 |5 H o B

WDA: |28 - Gulf Coast WDA JE |
Customer Search Customer
ssn:f - - =1 SSN: Name:
Last: Birth Date: Phone: Ext: TWIST ID:-
First: . I . - "
TWIS:SIDli Program Summary l Eligibility Surnrary l Characteristics l Certification l Education l Military l Public Asst. l
Documentation | WikAdut | WiADisoc woker | WiAYouth | WIAYDG | wiAOther |

Advanced | Search F arnily l Income] Income R edetermination l Emp. Status l Dizloc ‘Worker l Dizability/t edical Exemptions

Menu Selections
- Intake - Common i

Q Eligibility [ 5% Window- ¥outh Income Exempt
’ Pragram Detail [ Local WDa Yauth Barrier

A Assessment
-4 Service Tracking
-4 Counzelor Motes
-4 Change 55N
-4 TANF History
4% SNAP ELT Histan
4% Customer Calends
-4 Performance Date
4% Common Measure

Ready Ibdsre 1473 9 MIN2/0417 1037 Al

Click on Adult Income Exempt and Save.
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Click on the Documentation Tab to enter the eligibility criteria for one or more
funds as applicable. Select the appropriate documentation source used to
document each eligibility criteria. Right click in the grey area to Add. The
Documentation Criteria and Documentation Source screen displays.

rv] Twist - Current User: trainee 10
® File Edit View Tools Window Help

- |5 =%

ANAETRODES k|| H & T

WDA: |28 - Gulf Coast WDA |

Customer Search Customer

ssn:f - - 2| SSN: Name:

Last: Birth Date: Phone: Ext: mwist o: |

First: . L . L " .

e Farmily l Incomel Income Redetermination l Emp. Status l Disloc Worker l Dizability/Medical l Exemptions
TWIST ID

Program S ummary ] Eligibility Summary l Characteristics l Certific:ation l Education l Milit ary l Public Asst.
Advanced | Search Documentation ] Wikadit | WIADisboWoker | wiaYouh | wiavos | wiaOther

Criteria | Documertation 5 ource
Menu Selections |2Age ﬂ| 41 Driver's License -
- Intake - Common — |
-4 Elibilty |3 Authorized ta Waork in the LS. j| 178 Self-Cetification -
E" ;D%fm Detail |4 Selective Service j| 206 Selective Service Internet Yerification / Registratior «
e Wi 01/0 —
A Assessment |14 Income < or = Poverty / 70%ll: ﬂ| 153 Other =

Q Service Tracking
-4 Counselor Motes
-4 Change 55N

-4 TANF Histary

4 SNAP E&T Histon
-4 Customer Calends
-4 Performance Dat:
4 Common Measure

4 I

Complete the following dropdowns as indicated. Use whatever the customer
provides as the Documentation Source.

Criteria Documentation Source
2-Age 41-Driver’s License
3 -Authorization to Work in the U.S. 178-Self Certification

4 -Selective Service (male born after 1/1/1960) 206-Selective Service
Internet Verification/

Registration

14 -Income < or = Poverty 170% 153-Other (Board doesn’t
require
income test for expanded service)
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Processing and Recording Customer Information

Using Dislocated Worker Funds

If you have decided to tag the customer as WIOA-Dislocated Worker ensure
the Workshop Application Addendum has been completed properly and
documentation is attached.

On the Employment Status Tab in TWIST, ensure the following fields are
completed:

Unemployment Comp Status
UI Claimant

Last Job Start/End Date
Hourly Wage

Hours Per Week
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On the WIOA Program Detail screen, click on the Dislocated Worker tab. Using
the information from the addendum, complete the applicable fields.

] Twist - Current Use
File Edit View Tools Window Help
2B HEFTE D

@] Customer Information E@
WDA. |28 - Gulf Coast WDA
Customer Search Customer
ssn| - - = SSN Hame:
Last Birth Date: Phone: Ext st o: [
First
WS?ID’— PogamSummayy | EigibiipSumnmay | Chawacteridios | Cotffeafion | Ecuealion | Mikay | Publcdsst |
Dacumentation | Wl Adult | Wl Dislos, Worker | Wi Youth WIA DR | Wl ther |
Advanced | Search Family ] Income } Income Redetermination ] Emp. Status Disloc Worker Disability/Medical ] Exemptions }
Planned Closure/Public Natice Mabural Disaster Local Economic Conditions
Menu Selections T [ K| ~
-4 Intakes - Common || [m e ‘warker Profiled and Refered MAFTA/TAA
-4 Elighility
g [ = I =l [ =l
(=4 Frogram Detail
f@ Wi 0/ Uniikely ta Aetur Previous Self-Employment Trade Adjustment Assistance
A Assessment [ - ] =l [ =
Service Tracki
: o o, | || Pemanen Closure/Substantial Layof |~ Displaced Homemaker Job of Dislocation Information
& Change 55N [ =1 [ =l Beain Date: [00/00/0000
A TANF Histow Dislocated Job Hourly Wage End Date: [00/00/0000
4@ SNAP EST Histon 0 Length of Time \Worked
Q Customer Calendz
Q Performance Dats
4 Common Measure
‘ [ 3
Ready RS 11 111210
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Processing and Recording Customer Information

Click on the WIOA Dislocated Worker tab to verify eligibility. See example below.

[ Twist - Current User: trainee 10 (210) (2) - Training: 3:
File Edit View Tools Window

Help

AR MAETEBIEP K|, H & W
| Customer Information (=R
WDA: | 28 - Gulf Coast WDA fod
Cuslomer Search Customer
ssN - - =l SSN: Hame:
Last Birth Date: Phone Ext TwisT o: [
First
mwsismi Famiy | Income | Incoms Redstermination | Emp Status | Disoworker | Disabilty/Medical | Evemptions |
PogamSummay | Elgbliy Surmay | Chaacleisics | Ceficalon | Education | Mitay | PubicAst |
Advanced | Search Documentation | Wb Adult WIA Disloc. Worker ] Wk Youth | WA YOG | WA Other |
Critsria | Documented | [
Menu Selections e Tl
5. X
Intake - Commen | |71 4ND Selective S emvice Registration
£ Q Eligibility 54 aND
-4 Program Detail [<] Category 1
LN WA 01 [X] Worker Prafiled O
& Assossment L] OR TAA-2D / TAA Master Record o
4 Service Tracki O or
: E:::Z:Iol[ilcol:sg [[] Ul Eligible / Attachment ta Warkforce [
[ #nd Teminated / Laid OFf O -
-4 Changs 55N [ And Unlikely ta Retum 0 1
-4 TANF History [] OR Category 2
-4 SNAP ELT Histon Pamanent Closure ]
L4 Customer Calend: [ OR Substantial Layoff i
i 4 Paformancs Date ] OR Category3
. Common Measure E Eﬁslous Self-Emplaoyment O
[] Local Ecanomic Candiions O
[] Or Matural Disaster 5]
[ O Category 4 Determined Patenialy Eligble [ i
< i v [] Planned Closure / Public Natice [m]
L 08 Catzgoy 5 = E
Ready S 11 /1017 135 P

The customer is only required to meet the eligibility criteria for one of the five
eligibility categories to pay for services with Dislocated Worker funds.

Click on the Documentation tab. Make sure the following standard eligibility criteria
and accompanying documentation source are entered:

Criteria

Documentation Source

2-Age

41-Driver’s License

3 -Authorization to Work in the U.S.

178-Self Certification

4 -Selective Service (male born after 1/1/1960)

206-Selective Service
Internet Verification/Registration
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Next, enter the eligibility criteria and accompanying documentation source
used to determine eligibility for Dislocated Worker funds. The criteria and
accompanying documentation source you enter here depends on the answers
and data entered on the Dislocated Worker tab.

For example, if the customer answered yes to “Permanent Closure/
Substantial Layoff”; then the criteria and accompanying source would be:

198 - Notice of Layoff

139 - TWC Verification (or whatever the applicable documentation
source is)

A list of appropriate documentation for all five categories is in the Appendix.

®l
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Processing and Recording Customer Information

Adding Services

To add a service, click on Service Tracking from the left menu. The Services Tab

displays.

mT\mﬂ: - Current User:

File Edit View Tools

Window Help

|aeaseRoRDE? | b|s | EH|a|
w Customer Information E@
WDA: |28 - Gulf Coast WDA =
- Customer Search 1 Customer
ssh[ - - = 55N Name:
Last: Birth Date: Phone: Ext: TWIST ID:
First:
TWIST D! Services |Da\|y Time Tracking | Support Services | ITA/Financial Asst | Youth Goaks | AeferalData | Optional Questions
| e [ Twist Servicss =]
- Menu Selections
Iniake - Common | |CM Service Desciption Fund Start Dete | Fund End Date Fund Descrption
@ Eigbilty 112 - Job Search Assistance /01/ /00

Qf Program Detail
& Assessment

0 Service Tracking
L4 Counselor Motes
L4 Change 55N
L4 TANF History
4 SNAPERT Histon
~ 4 Customer Calends
4 Pertormance Dat:
"4 Common Measue

/0000

96 - WIA Dislocated Worker (WDAGuff Coast WD

T

[Ready
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Right click in the grey area and select Add. The service information pop-up
window displays.

MTwist - Current Usep
File Edit View T|

—
@] Texas Workforce Commission - TWIST ¢} =23

~ Service Ink
Service Categor: i - i >
r Dgﬂj: |93 Job Search Services 3| Service: [12 - Job Search Assistance 3| E@
2 Start Date IW Referral Detail Special Categon: | 3|
Customer Search ] Planned End Date: 03/30./‘2012 Public - Private: | JES |
i Planned Hours [ Concunen: | =
I::: Planned Training & [ .00 Trairing Work Site: | -
TWIST ID. ONET: | | Hourly " age: I—UU Subsidy (hriy]: I—UU
op: | - County: 21 - [R&RAIS
Advanced State: | =] FICE: | - Cit: [®00OHOUSTON =]
Subsidized: [

—~Menu Selections
4 Intake - Cor

Q Eligibility

C on Inf

Actual End Date: | 004000000 Completion Reasor: | 3|
Training Cost o
Actual Hours:

Comments: |

Fund Detail

Fund | Start | End | Sub Fund | Amount
R R EN N = m/m/2mz | o0/00/0000 | Il .0f2-Te

|
‘ Fist | Back Nexll Last Hew Deletel

106 1

Select the appropriate service category, for example 2-Assessment & Planning
from the Service Category dropdown menu. Select the appropriate service, for
example 62-Initial Assessment from the Service dropdown menu. Enter the Start

Date and press Tab. The Planned End Date will default to the maximum length

of service. Enter the County Code and City.

Go to the grey area under Fund Detail and right click to Add.
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Processing and Recording Customer Information

Select Fund 95-WIOA Adult (or whatever fund, such as TANF, is paying for
that particular service). Enter start date. Click OK and Save. The Services Tab
displays with the added service listed.

MTwiét— Current User: t (2 =
File Edit View Tools Window Help

leuscome=E? ¥ H ol ¥

vl Customer Information : --EI :
WDA: |28 - Gulf Coast WDA -

— Customer Search

Customer
ssnf - - = S5N: Hame:
Last Birth Date: Phone: Ext st o: [

First:

mwisto| | Sewvices |Dai\y Time Tracking | Suppon Sewvices | ITA/Financial dsst | Youth Gosls | Refenal Data | Optional Qusstions
Advanced| Gy | [AI T wist Services -
[~ Menu Selections
@ Intake -Common | |CM Senvice Description Fund Start Date | Fund End Date Fund Description Servi

4 Eligibiity 12 - Job Search Assistance /017 96 - WIA Dislocated Worker (WDA.Guf Coast WCJ D1/01.
4 Program Detal
Q Aggessment
ﬂ Service Tracking
-4 Counselor Notes
4 Changs 55N
4 TANF History
4 SMAPEST Histon
Q Cugtomner Calend:
Q Performance Date
4@ Common Msasure

|Ready
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           01-Occupational Training,
           03-OJT 
           50-Work Experience, etc.
Support Services information, as appropriate.
Counselor Notes to support services provided to the customer.   
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Requirement to Enter a New Service

Customers who are required to receive services to maintain their benefits may
be offered another service such as Workfare or Community Services if they have
been unable to find work after a certain number of weeks of job search. These
customers will be notified and referred to a Personal Services Representative if
that occurs.

Immediate Short Term Supportive Services

Sometimes only a minor barrier, such as gas money to get to work, stands
between your customer and employment. You may authorize short-term
support up to $200.00 one-time only to ensure such minor obstacles do not get
in the way of helping your customer find and keep a job. Expenses must be
necessary and reasonable for continued participation in services being provided
by Workforce Solutions and not otherwise available through other resources.
Examples include:

® Transportation and transportation-related expenses, such as bus tokens,
or gas money to get to an interview. Customers required to participate
with Workforce Solutions qualify for substantial support and may receive
additional assistance to look for work.

® Work-related expenses such as hard hat, tools, uniforms, interview clothing
® Vocational exams such as GED
Refer to the Appendix for more details on short-term support services.

To provide immediate short-term financial aid for a customer, follow the
guidelines below:

® The customer must complete a Work Application Addendum and provide I-9
documentation , or otherwise qualify for Workforce Solutions financial aid.

® If the customer is looking for a job, she must have an active work application
in WorkInTexas.com.
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Processing and Recording Customer Information

You must also enter TWIST counselor notes on the day you approve the aid
under $200. The note should state (1) what kind of aid you approved, (2)
how much, and (3) the purpose of the aid.

It is not necessary to complete a Job Search Map for customers who receive
only one gas card or bus pass unless the map is already required for the
customer (i.e., TANF/Choices, SNAP E&T).

Check TWIST Support Service tab to make sure that the customer hasn’t
already received a one-time short term service.

Create a TWIST record for the fund stream that will pay for the short-term
financial aid.

Ensure the customer has a current service in TWIST
Enter the support service under the Support Service tab in TWIST

Enter the commitment of financial aid into the Financial Aid Management
System (FAMS) no later than the end of the day the aid is approved.

IMPORTANT NOTE:

Disallowed costs may result if payment of financial aid is not correctly
documented in TWIST. The process for obtaining support service monies
varies from contractor to contractor. The required documentation also varies.
Check with your supervisor for clarification.
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From the Service Tracking menu option, click on the Support Services tab. The
Support Services screen displays.

[$] Twist - Current User: trainee 10 (210) (2] - Training: 2:
File Edit View Tools Window Help

2UMAETEeE9 K| H oI
¥ Customer Information [E=x EeR ™

WDA: | 28 - Gulf Coast WDA
Customer Search Customer

ssh[ - - =l SSN: Name:
Last Birth Date; Phone. Ext wisto: [
First

st | Semvices | Daly Time Tracking Support Services MTA/Fmamamsst | YouthGosls | ReferalDats | Optionsl Questions |

Advanced|  Search T ————

Menu Selections Service Provided ‘ Start Date

Fund Source | Sub Fund | Planned |
Amourt;
-4 Intake - Commaon ou
—4 Eligibiity
-4 Program Detail

K} Service Tracking
i Counselor Motes
L4 Change SSN

@ TANF History

i~ SNAP E&T Histon
4@ Customer Calend:
& Perfomance Date

Ready
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Right click in the grey area to Add a row.

MTwisthurrem User: trainee 10 (21 B
File Edit View Teols Window Help

levsacomeaiE? | k| Wl ol k|

¥ Customer Infermation

WDA: | 28 - Gulf Coast WDA =
- Customer Search — Customer ‘

55N-r,_,““_'!z[ SN Hame:
Last: Birth Date: Phone: Ext: TWIST ID:
First.

Advanced || Search [ =l

wsto[ | Semices i Daily Time Tracking Suppoit Services !ITA/Flnan:\alAsst |Ynulh Goals | Referral Data i Optional Questions i

Senvice Provided | Start Date

- Menu Selections Fund Source I

Sub Fund

Flanned I
Amount

Intake - Camman T ————————————"
4 Eligibilty PIER i £

4 Progiam Detal

Assessment

K} Semvice Tracking
& Counsslor Notes
@ Change 55N
& TANF History
@ SNAP ET Histon
& Customer Calend:
€ Performance Date
& Common Measure

96 - WIA Dislocated Worker (1/1/2012) [ ~]

0/01/202

) r—r—

Ready

SRS |11 /10117 1-4F, Pbd

Select from each of the dropdown menus in the row:
Service Provided

Start Date - start date of supportive service
Fund Source

End Date

Actual Amount, if known

Comments - Field limited to 225 characters
Save.

To add a duplicate support service:

® Right click in the grey area and select Add Duplicate.

® Another row appears that duplicates all of the information in the previous

row except Fund Source and Sub Fund.

® Make changes as necessary
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IMPORTANT NOTE:

If it’s been 90 days since a service was entered, a new period of participation
begins in common measures. A pop-window displays reminding you to
update the customer characteristics as of the date of the new service.

| Twist - Current User: traine
File Edit View Tools Wi

|2 8 # £ ) Characteritics Ver

v] Customer Infor There is a 90 day gap in service. The characteristics listed below must be verified to continue with the save process. EI@
WDA: |28 - Gulf C There is 1 record in need of verification
e Hfective Date-[01/01/2012 .
SSN:| - - - Service s
i Identity Miltary = Statu
First Residence Zip 5: E-MJZB Miitary Service =] Employment Status: | E
TWIST ID. Ul Comp Status: I hd Wi iy |
Dperstion Irsqi Freedom =1 Evemptions |
and/or P
Advarcod | Sean Operation Enduring Freedom Pubiofost |
Disabled/Medical
~Menu Selections r Disabled: =
[ Intakte -Comill |~ Giaff Assisted i
-4 Elighilly [} Education 3
=9 :;”%’f’w;‘ Homeless: =1 Highest Grade Completed: [ =
o Runzway Youth: 52 School Status: [ =l
B Assessment PregantYouth: | <]
4 Sewvice Tra :ged o
imit; glish: >
# Counsela N ~ Dislocated Worker
-4 Changs 55 Offender: | =1 || Wotker Profied and Refersd -
A TANF Histon Migrart Sessonal Famworker [ =] Displaced Homemaker: [ =]
@ SNaPELT Foster Care Youth: | | Gualfying Dislocation Date: [00/00/0000
4 Customer Cal :
4 Perlormance Family |
-4 Common Me o | =1 .
4| . *
Werity and Continue with Savel Cancel and Abort Save
] I
[Save NS 11 /10/12 1:49 P

Complete and/or update the information and continue with the Save.
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Entering Employment Information

When your customer secures employment, it is critical you record detailed
information about the job. The first step (if the customer is no longer seeking
employment) is to close all open services.

[§] Twist - Cumrent User: trainee 10,
File Edit View Tools Window Help

|russgReoE? (ks @le &

?I Customer Information E@

WDA: | 28 - GuIf Coast WDA 52

— Customer Search Customer
sshf - - =1 s8N Name:
Last Birth Date: Phane: Ext TWIST D
First

twetp[ | Services |Daily Time Tracking | Suppot Services | ITA/Financial st | Youth Gosks | Refenial Data | Optional Questions

Advanced | Search [AN T st Services =]

—Menu Selections.

Intake - Common CM Service Description Fund Start Date Fund End Date Fund Description Servic
4 Eigisiy 12 - Job Search Assistance /017 96 - WIA Dislocated Waorker (WDA-Gulf Coast W0

E 4 Program Detal

A Ly

L4 hssessment

; rice Tracking|

4 Counselor Noles
-4} Changs 55N
L TANF Histary
-4 SNAP EAT Histor
4 Customer Calend:
o4 Performance Date
4 Common Measure

[Ready S 11 /10112 152P
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From the Service Tracking menu selection, double click on Open Services. The
Service Information screen displays. Complete the “Completion Information”
including;:

® Enter the Actual End Date
® Select a Completion Reason from the dropdown menu

® Use the same end date for Fund Detail

m’T\mst Current Usey

fie Edit View TI | Texas Workforce Commission = TWIST | i |

~ Service

Service Categary: [3 -Job Search Services =] Service: [12 - Job Search Assistance
Max Days: 90

Start Dale Ewnwzmz Referal Detail Special Categony: |
Flanned End Date: 03./‘30/2012 i

Public - Private: |

Flanned Hours: l— Cancurrent: |
Planned Training %: [ .00 Training *ork Site: | -
OMET: | | Houl\yWage:l—DU Subsidy [hrly) l—U
e | - County: [207 - [HeRAIS

Stater | =] FICE: [ - City: [35000 HOUSTON |
Subsidized: [~

[ ion Inf
Actual End Date: | 00/00/0000 Completion Reason: |
Training Cost (il
Actusl Hours:

Comments: |

Fund Detail
Fund | Start | End | 5ub Fund | Amount |
[86 WA Dislocated Worker (171/2012]  w| O1/01/2012 | 00/00/0000 | I 02 Te

|
‘ First Back | Mest Last New | Delste 0K Cam:ell

o1

On the customer information screen, select Performance Data from the Menu
Selections on the left. The Performance Outcomes screen displays.
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Click the Employment Outcomes Tab. The Employment Outcomes screen
displays.

[#] Twist - Current User: trainee 10
File Edit View Tools Window Help

AU SMETHMeoE? |+ EH o P

¥ Customer Information o[
WDA: [28-Gulf CoastwDA =]

Customer Search Custumer

ssh[ - - =l SSH Name:

Last Bith Date Phone: st o: [
First

e Performance Outcomes Emplnymenlﬂulcﬂmes TaxWages | LastGrade | Exclusions |

TWIST ID

Adwanced | Search

Menu Selections.
Intake - Comman
..... Q Eligibilty

534 Program Detai

; oF @ Wb 010

Employer Name Stat Dt | HoudyWage | Hours |Eamings Year| Eamings Gir | Gir Wage Ami | Wage Source | Verfication Dt Verfie

Assessment

----- i Service Tracking
@ Counselor Notes | | * | I v
4 Changs 55N

4 TANF History

| €% SNAPELT Histon | | WorkinTexas Employment Outcomes

@ Customer Calende Employer Name Start Dt O"NET MAICS
: i‘,‘l Performance Dat:

Ready SN 1 /1017 1R P

The Employment Outcome screen contains two sections:

The top section will display the employment/supplemental wage
information entered in TWIST.

The bottom section displays employment outcomes from WorkInTexas.com.
If these employment outcomes should be tracked for common measures,

they must be copied to TWIST. Select the row containing the employment
outcome information that is to be copied to TWIST, and click on the “Copy
selected row to TWIST’ button. The WorkInTexas.com employment outcome
information will then display in the top of the screen as well. Completion of
any required fields that are missing information must then be completed.
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In the top section, right click and select Add. The Employment Outcome Detail
window displays.

[] Twist - Current User: trainee 10
File Edit View Tools

lavdgewm
w Customer Information — Wage Detail
winTE el Source of Wage Deta: [2- Pay Stubs ~] Wage Source Desc
Customer Search Quartery Eamings: 00 Quarter Applied m Year Applied:
SN & S Hourty Wage: 27.00 Hours: 40
Lrz| I [~ Verfication
frst] Date of Verfication: [ 01/08/2012

TWISTID Verfed By (Frs. W1, Lost) [N | N S

Advancedl Search | — Employer
i Employer Name: Start Dt: [01/07/2012
Employer Street Address: |123 Providence Ave

—Menu Selections

-4 Intake - Common Employer Ciy: [Frovidence State: [TX =] Zp: [T7878 -
-4 Eligitiliy Employer Cortact: [[[ [ [ [ Fhore: I =

£ Program Detal

— Program Related

— @ Wit D1/C Courty: [201 - [HARRIS Recalled By Former Employer: [~
-4 Assessment Ciy: [35000 HOUSTON = Ul Covered: [~
‘ Service Tracking "

& Courselor Heles ONET[89%59 - OTHER Employer Benefits: |~
4% Change 55N NAICS: [ - Relocate: [
-4 TANF History Training Related: [ERMTRRETRTRENEYE: I Job Order: [~

A SNAP ERT Histon Worksite

4 Customer Calende
R} Pertormance Date
4 Common Measure

‘ First Back | Mest Last Mew | Delete OK | Cancel

10f 1

[Ready

The Employment Outcome Detail screen serves two purposes:

® To record employment information when any customer obtains employment
while receiving Workforce Solutions services (multiple employment records
may be entered).

® To record supplemental wages when a customer obtains employment and
wages will not be reported through any wage record system.

5-72

Workforce Solutions © 2005.
Version 6-gc BLENDED (24), 6/28/16



Processing and Recording Customer Information @ @ ©

o
o
The Employment Outcome tab contains several fields listed below. An asterisk
(*) indicates a required field.
® Source of Wage Data
® Wage Source Desc
- - - — — — —/ —/ /"
® Quarterly Earnings (estimate if necessary)
| Needed only if the

® Quarter Applied (required). Enter the quarter employer doesn’t

in which the customer became employed. | report Ul wages to

) | the state of Texas.

® Year Applied
|
® Hourly Wage *
® Hours ™
® Date of Verification *
® Verified By (First Name, MI, Last) *
® Start Date *
® Employer Name *
® Employer Street Address *
® Employer City, State, Zip *
® Employer Contact, Phone *
® County City
® O'Net* NAICS *
® Training Related * Worksite
® Recalled by Former Employer UI Covered
® Employer Benefits Relocate
® Job Order
Employment information from non-Ul-contributing employers will not be
viewed as Supplement Wage information or counted for Common Measures
Outcome unless the Quarterly Earnings and Quarter Applied are entered.
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Referral Detail

The Referral Detail button is on the Service Detail screen. Clicking this button
displays a screen for entering employer information which also populates the
‘Referral’ tab.

P Texas Workforce Commission - TWIST |

P Twist - Current Ug r

File Edit View T Y
|2 89 Fsovios i
Service Categos: [3-Job Search Scrvipuuu— Service: 12 Job Search Assitance |
9] CustomerInforn] e g elEl=]
WA [28 - Guir Cod| Start Date: [ 0170172012 RefaualDatai Special Catsgory

Customer Search—|
SSN:| - -

Last.

First [ Referral
e Start Date: [01/01/2012 Wage/Hr:| 00 Hrs/Wk:
Employer: [
Advanced | Seard| Bt
Address |
LT SE‘E“"D"S*I oy.stzp: [ | = -] |TrinRelated:| —a
Intake - Ci T
tisty | Phane () - Worksie: Recalled By Former Emplyr [ N Caost WoJ G101
Program Detf) Ul Covered: [~ Employer Benefits: [~ Relocate: [ Job Order: [~
W wia ||
& Assessment
X} Sewvice Trad Fisl | Back | New | Last New | Delete OK | Cancel
@ Counselor N
€ Change 55 10f 1
@ TANF Histon|
-4 SNAP ERT H|
Customer Call|
4@ Petomance])
4@ Common Mefll | ¢ | i | :

OK | Cancel,

‘ Fist | Back | Mext Last New | Delete
1 1

ar

3

= — =
Desktop o 202PM

The Referral Detail screen is used with the following service codes:

- 12 Job Search - Enhanced

- 40 Community Services*

- 42 Subsidized Work* (previously named Job Creation/Subsidized Work)
- 46 Other Post-Employment Service

- 51 Job Development

- 59 Workfare*

- 74 Summer Employment*

An asterisk (*) indicates the Referral Detail must be completed for these services.
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IMPORTANT NOTE:

The use of the referral detail screen is optional. Whether data should be
entered using this screen is based on whether the service is a job referral,
one in which the customer will only be working as required participation
(i.e. community service), or the job is 100% subsidized, etc.

If the employer/employment information should be entered as reportable
employment, go to the Employment Outcome Detail screen to enter this
information.
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Recording Employment for TANF and SNAP-Funded
Customers

Record employment for TANF and SNAP-funded customers differently than
for other customers. All services must be closed first, then open a new service
“Unsubsidized Employment.”

® For SNAP-funded customers, close “Unsubsidized Employment” the same
day it’s opened.

® For TANF-funded customers, the service remains open until HHSC closes the
case. Then the PTS closes the record in TWIST.

On the customer information screen, select Service Tracking. The Services tab
displays.

DEEMSETE

%] Customer Information =R
Customer
ssn Narme:
Bith Date: Phone: ext wost o [
Services | Doiy Tine Tracking | SupportServices | ITa/Fnanciadsst | Youth Gods | ReferalData | Dptionai Gucsions
(AT wist Services ~
5 M Service Desciption | Fund Start Date_ | Fund End Date_| Fund Desoription Servic
@ Elgiy - [01/01/2012 [36 - WA Dislocated Worker (WDA Guff Coast W] 01/01.
=14 Frogram Detail
o @ Wia 0170
4 dsessment
N} Service Tracking
9 Counselor Notes
4 Change 55N
4 TANF History
4 SNAP ELT Histon
4 Customer Calendc
4 Perfomancs Date
-4 Common Measure
e || [ i v
Rezd) o

[®

File Edit View Tools Window Help
RUMLTMDE? |+ H oW

%] CustomerInformstion B E=R =
WDA: [26_ Gulf Coast WDA ~
Customer Search Customer
sste[ - - =l El Name:
Last Birth Date: Pone: Ext st o: [
Fist
TWIST D! Services \Dm\mme Tracking | Suppon Services | ITA/Financisl sst | Youth Gosls | Referral Data | Optional Guestions
| GeEh [ATTvist Services -
Menu Selections
[ @ Intcke - Common | |CM. Service Description |_Fund Start Date | _Fund End Date | Fund Desciption Servic
4 Eligbiity - i lo1/01/2012 96 - WIA Dislocated Worker (WDAGuff Coast WD| 01/01}
=4 Progiam Detail
o G Wlh 010

A Assessment

K} Service Tracking
4 Counselor Notes
@ Change SSN

4 TANF Historp
4 SNAP ELT Histon
4 Customer Calend:
4 Perfomance Date
& Common Measue

Ready
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The first step (if the customer is no longer seeking employment) is to close all
open services.

Unsubsidized employment may include:
® Full-time or part-time employment: wages paid in full by the employer,
® Internship: wages or stipend paid in full by the employer, or

® Self-employment: an income-producing enterprise that is established or
prospective.

Self-employment must be verified and documented using documents
provided by the customer to verify the existence of the customer’s self-
employment enterprise before cooperation can be tracked. The form
“Verification of a Self-Employment Enterprise - List of Acceptable
Documents” is given to all customers in the initial orientation. Documents
may include:

- Federal income tax forms or quarterly income reports, such as Form 1040,

Schedule C, F, or SE federal income tax returns for the most recent tax
year

- Property titles, deeds, or rental agreement for the place of business; recent

business bank, phone, utility, or insurance bill; or recent state sales tax
return

- Business records that provide proof of income and expenditures, such
as copies of money orders or checks received, with lists of individuals/

customers served (if available); or personal wage records with third-party

signed verification; or business plans

- Other evidence indicating the customer is preparing to open a business,
such as advertising, state tax registration, assumed name certificate,
business plan, or bank account information. We cannot accept a receipt
as documentation for self-employment income.
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Document the initial verification in TWIST Counseling Notes and keep a copy of
the verification documents (electronic or paper) in the customer’s file.

Counseling Note Example:

Subject: Self-Employment Initial Verification

Mary Jones is self-employed as a house cleaner. She currently has 2 clients
who pay her $50 each week. Mary provided a copy of a recent check
received from one of her clients in payment of her cleaning service. She also
provided names and contact information for her clients. She has no business
expenses as her customers provide their own supplies. Copies of the check
and client list are filed in the customer’s e-doc file.

For education, volunteer work and employment, customers report their time
and activity using the Workforce Solutions Verification of Hours form, paycheck
stub(s) other payroll documentation, attendance records from the service
provider, a letter or email directly from the employer, or self-employment
invoices, copies of checks, or receipts.

® A customer may fax, mail or hand-deliver Verification of Hours forms to her
career office on or by the day office staff have specified to her that the forms
or other documentation is due.

® For ongoing monthly verification of a self-employment enterprise, a customer
must submit:

® Documentation providing information about the amount of income
generated and the associated business expenses, which must include:

- Invoices signed by his or her clients/customers with at least the following
information:

e (Client/customer names and contact information;
* Dates and locations of services provided; and
e Amounts received; and

- Business expense receipts that substantiate the expenses to be deducted
from the gross income, when applicable.
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From the Service Tracking menu selection, double click on the open service
you want to close. The Service Information screen displays. Complete the
“Completion Information” including;:

® Enter the Actual End Date

® Select a Completion Reason from the dropdown menu

® Use the same end date for Fund Detail

— Service Inf

Service Catey B ° x
Cet Dg:;_: |93D Job Gearch Services -] Service: [12 - Job Search Assistance e | E@
Start Date: m Referal Detail Special Category: [ e |
Planned End Date: 03/30.’2012 Public - Private: | JEa |
Planned Hours: l— Concurent: | JEa |
Flanned Traning & [ 00 Training otk Site: | -
ONET: | - Houlywiage: [ 00 Subsidy () [ 00
oF: | - County: [201 - [F&RRIS
State:[ ] FICE: | - Cit: [38000HOUSTON =]
Subsidized: [~
s .
Achual End Date: [ 0170772012 Completion Reason: [T HEe

Training Cost: oo
Actual Hours:

Comments: |

Fund Detail
Fund | Stait | End | 5ub Fund | Amount |
[36-WIA Didlocated Worker (1/7172012) =] 01/01/2012 | 01/07/2012 | = [z Te

4 [

J
‘ First Back || Mest Last | Mew Delelel

1 0F 1

LRI
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The second step is to open the service, Unsubsidized Employment. From the
Service Tracking menu, right click and select Add. The Service Information
screen displays. Notice there is not an Employer Detail button displayed.

‘ Fist | Back | Mext Last Mew | Delete 0K | Cancel|

2o 2

FService i
Service Category: [ Service: | |
Max Daps: 0
Start Date: [ 00/00/0000 Special Categoy: | a|
Planned End Date: | 00/00/0000 Public - Private: | JE3 |
Planned Hours Concurent: | =
Flanned Training $ o0 Training Work Site: | -
ONET: | - Houly Wage ] Subisidy [hily): il
olp: | - County: [237 - [R&FRE
State:| | FICE: | o] City: [35000 HOUSTON -
Subsidized: [
== oo
Aetual End Date: [ 00/00/0000 Completion Fieason; | 3|
Training Cast ]
Aetual Howrs: [
R} Service Trad Comments: [
@ Counsslor N
4 Change 55 Fund Detal
€ TANF Histor Fund | Start | End | Sub Fund | |
A SNAP ERT
& Customer C.
& Perfomanc
@ Common M ]

I 102 254 P
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Select 6 - Employment Services from the Service Category dropdown menu.

Select 39 - Unsubsidized Employment from the Services dropdown menu. The
Employment Outcome button displays.

[B] Twist - Current Useputeminanin Teainina: = e[ x
Fle fdit view T{ ¥ Texas Workforce Commission - TWIST |
Jlﬁ B @ £ 9| Fservice nt i
Service Category: |6 - Emplapment Erperience =l
P Customer Infon Mox Doy [= @] =]
WDA: [28 - Culf Ca Start Date: | 00/00/0000 Employment Dutcome Special Category: |
Customer Search — Planned End Date: | 00/00/0000 Public - Private: |
ssn| - - —
- Planned Hours: Concurrent: |
F“{' Planned Training $: i} Training Work Site: | -
irs
e ONET: | - Hourly Wage: o Subsidy (hely]: | i}
cp: | - County: [201 - [HARRIS
Advanced | Searc State:[ ] FICE: | - City: [35000 HOUSTON 3
Subsidized |
— Menu Selections r Ci i i
> , Servic
b4 ‘E”EEUE” Actual End Date: [ 00/00/0000 Completion Fieasar: | TS ETTEN
E & Frogiam Del Trairing Cost o0 00/00)
[y T Actual Hours
N} Service Trac Camments: |
4 Counselor N
4@ Change 55 Fund Detail
4 TANF Histon Fund | Start | End | Sub Fund | Amount
4 SNAPERT
4 Customer Ca
4 Perfomance
“-4 Common Me il |
‘ First Back Mext Last New DeleteI DK | Cancel
P
200 2 b
Ready o B

Unsubsidized employment may include:
® Full-time or part-time employment: wages paid in full by the employer,
® Internship: wages or stipend paid in full by the employer, or

® Self-employment: an income-producing enterprise that is established or
prospective.
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For education, volunteer work and employment, customers report their time
and activity using the Workforce Solutions Verification of Hours form, paycheck
stub(s) other payroll documentation, attendance records from the service
provider, a letter or email directly from the employer, or self-employment
invoices, copies of checks, or receipts.

® A customer may fax, mail or hand-deliver Verification of Hours forms to her
career office on or by the day office staff have specified to her that the forms
or other documentation is due.

® For ongoing monthly verification of a self-employment enterprise, a customer
must submit:

- Documentation providing information about the amount of income
generated and the associated business expenses, which must include:

* Invoices signed by his or her clients/customers with at least the
following information:

- client/customer names and contact information;
- dates and locations of services provided; and
- amounts received; and

* Business expense receipts that substantiate the expenses to be
deducted from the gross income, when applicable.
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Click on the Employment Outcome button. The Employment Outcome window

displays.

MTwist - Current U.

File Edit View T T -
leu é e 9|
¥ Customer Inforny | [~ Wage Detail
WDA: [28 - Gulf Cod| Source of Wage Data: x| Wage Source Desc:
Customer Search —| Quartery Eamings: .00 Quarter Applied: ~| Year Applied:
S8 - - Hourly Wage: 0o Hours:
Last ~Verfeation
e Date of Vetfication: [ 00/00/0000
iiinils Verfied By (First, MI, Last): | T Suff:
tavanced | Searcfl | sff |~ Employer
g Employer Name: | Start Dt: [00/00/0000
: Employer Street Address: |
—Menu Selections —|
@ Intake - Com| Employer City: State ~1 Zp: =
A Eligbiity Employer Contact: | Phane: () - Bd:
14 Piogram Detf| = Prgraan Felated
’"’Q wia |f Courty: | - Recalled By Former Employer: [~
Assessment ) =
L) Service Trag| ‘C’w'l = e L
4 Counselor N | O°NET | - Employer Benefta: [
@ Change 55 NAICS: [ - Relocate: [
A TANF Histor Training Related: | ] Job Order: [
B SHAPEAT | Wokste [
i 4 Customer Ca|
& Performance||
4 CommonMel| | ¢
| Back | Nest | Last | ‘ New | Delete ‘ 0K | Cancel
« m
il Al
Ready

=E=E

| Servic
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Complete the fields on the Employment Outcome screen

Information screen re-displays.

m Twist - Current Use

|9 Texas Workforce Comission - TWEST |

—Menu Selections

Click OK. The Service

 Service Inf

Service Catsgory: [B - Emplopment Experience |
Max Days:

Service: [EERNNETTART TN R AT =

Start Date: | 00/00/0000 Employment Outcom: Special Category: |

=l

Planned End Date: | 00/00/0000

Fublic - Frivate: |

|

Planned Hours: Caoncurent: |

3|

Planned Training $: .0

Training Work Site: |
ONET: [ T

Hourly ‘wWage: .o

Subgidy (hrly): [a[i}

op: | s County: 201 -
State: ¥ ] FICE: | -

Subsidized: [~

City: | 35000 HOUSTON hd

[HARRIS

C

& Intake - Co

A Elgibilty

Actual End Date: | 00/00/0000
Training Cost: )
Actual Hours:

Completion Fleason: |

Comments: |

Fund Detail

Fund Start | End Sub Fund

| Ammgunt I

1}

J
‘ F\rstI Eackl Hest Last
2

‘ New I DeleteI
P2

o]
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Enter the start date. Right click in the Fund Detail and select either the Choices
or SNAP fund and the Start Date.

[®| Twist - Current Usep =l
File Edit View Texas Workforce Commissio
Jlﬁ B E | Foervice ink
Service Categony: |B Employment Experience Service: |33—Unsubs|d\zed Employment/Emplayme _» |
¥ Customer Infor M Doy (= =] =]
WDA: | 28 - Gulf Cog Start Date: EI‘HUWZEHZ Employment 0utcome | Special Category: | =l
Planned End Date: UBJU1 L Public - Private: | JEa |
Planned Hours: Concurrent: | =l
Planned Training $: il Training Work Site: | -
I OMET: 13102200 - fwholesale and Fetail Buyers, E: Hourly \Wage: il Subsidy i} [ .00
op: | - County: [207 - [H&FRRIS
Advanced | Searg State: [T x| FICE: | - City: [ 35000 HOUSTOM -
Subsidized: [~
—Menu Selections r Ci Ink
. Servic
b4 'E’:Ei';ﬁiw& Actusl End Date: [ 00/00/0000 Completion Fesson: [ | T
@ Frogram Def Training Cost 0
& fssessment Actual Hours
-R} Sewvice Trag
& Counselor N Comments: |
Qf Change 55|
@ TANF Histor Fund Detai
-4 SNAPERT Fund Start | End | Sub Fund | Amourt |
@ Cuslomer C3 x| oiovsemz | oososooo0 [ onfz-Te
-4 Parfamanca 29 - Choices (1/1/2012)
Q Cormman Med "
90 - TANF Applicart (1/1/2012)
91-Choices Plus (1/1/2012) - L
J Nest || Last | New | Delete ‘ 0K | Cancel
< m 4 m 3 2
10f 1
m1n P
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TWIST Data Integrity

The TWIST data integrity process monitors performance-related data updates
and/or changes. A notification occurs when data is not entered in a timely
manner. The notification initiates a process to request approval of the newly
entered data.

IMPORTANT NOTE:

Data integrity notifications do not relieve you from the responsibility of
entering data the day it is received.

Process

The data integrity process specifically limits data integrity edits to the fields that
impact performance reporting including adding, modifying, and deleting data
regarding:

Actual End Date and Start Date
Assessment

Education Outcomes
Employment Outcomes

Fund Codes

Performance Exclusion
Program Detail

Services

Supplemental Records
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The following data integrity edit notification displays when you attempt to save
data past the entry deadline:

“Data Integrity Change Request is required in order to save data. Select
Submit and Save to initiate a Data Integrity Change Request.”

u Texas Workforce Commission - TWIST @

Double-Click on a row for addtional information on the specified error

Error Code| Error Nol Severity I Error Description I
bINT | oonog | 3 Azzessment Results) - Assessment tests that are approved for DOL reporting cannot be entered,
odified or removed more than 20 days after the end of the calendar quarter in which the assessment
a5 conducted.

1999-99-9999: CUSTOMER, SAMPLE

wssessmert_ict [

Data Integrity Change Request is required in order to | - I Cl Mo 5 Print
save data. Select Submit and Save to initiste a Data ALl ose [No Save] | mn |
Integrity Change Reqguest.

Error messages not pertaining to data integrity must be resolved before
proceeding with the Data Integrity Change Request. If the data integrity error
message is the only error displayed, you may select Submit and Save. The
Justification and Reason screen displays.

ﬂ Texas Workforce Commission - TWIST 1 XI

Select a Justification from the List Below
And enter a Heason.

Justification: NNGEGEGEGGEERR— ]

Reason:

ITI Cancel I

Select a Justification from the dropdown list and provide an explanation for the
request in the Reason field. Be specific in your reason and explain why the data
entry was not performed timely. Click OK. Record the justification and reason
for the data integrity change request in Counselor Notes.
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TWIST transmits the data integrity change request to authorized staff in your
organization. They are responsible for ensuring there is sufficient justification
for modification of data.

® [f authorized staff in your organization approves the request, TWIST
forwards the request to board staff for approval. If authorized staff deny
the request, they enter a reason for the denial and the status of the request
updates to "Local Area Denied." The data integrity process concludes when
the request is denied, the request remains in TWIST, and data in TWIST
remains unchanged.

® If board staff approves the request, TWIST forwards the request to the Data
Integrity Unit in the state office. If board staff denies the request, the data
integrity process concludes, the request remains in TWIST, and data in
TWIST will remain unchanged.

® If the request is approved by the state, TWIST performs a final validation
of the data integrity change request. If no errors are found, the status is
updated to TWC DIU Approved - Changes Applied and the requested
changes are applied and displayed in the appropriate fields in TWIST. If
the Data Integrity Unit denies the request, the status of the request updates
to TWC DIU Denied with the denial reason displayed. The data integrity
process concludes once the request is denied, the request remains in TWIST,
and data in TWIST remains unchanged.

IMPORTANT NOTE:

All data in TWIST remains unchanged until state office staff approves the
request. Changes cannot be made to the data integrity change request after it
has been initiated.
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Status Checks

It is your responsibility to check the status of your data integrity change request.
The status of requests can be reviewed throughout the data integrity approval
process.

If the request is denied, a reason for the request displays. Modify the supporting
documentation as noted in the denial reason and resubmit the request. Once
Resubmit Request is clicked the approval process will start from the beginning.

To view the status of a data integrity change request, click on Data Integrity
Requests from the left menu under Staff Tools.

- Current User:

BEE

File Edit Yiew Tools MWindow Help
S EMED@OD T |

kd Staff Tools
~Menu Selections
| @ Staft Profile
Q Change Password

Data Integrity Request;
Q Unlock Customer Record

H| &0

EBX

Filter By
I;lalus: | 0- All Status _~| Submitted Between: | 00/00/0000 AND |00/00/0000 GO ‘
Serial ID_ | Current Status | SSM
| 261 B-TWC DIU Approved - Changes Applied [999-99-9999 [CUSTOMER , SAMPLE
Justification: 2-Contractor Internal Check ||

Status Comment:
331 5-LWDB Approved [399-99-9399 [CUSTOMER , SAMPLE | 02f18j2007  |16785-Staff, Any

Justification: F-Contractor Internal Check || Testing information Found behind filing cabinet, Staff was unaware that testing information had
allen behind filing cabinet.

] Submission Date ] Staff [
| 0zjozj2007  |16785-Staff , Any

Customer Name:

Status Comment:
334 B-LWDB Approved

Justification: [3-Late Data Entry || dFadsfadsfad

| 02182007  [16785-5taff , Any
Status Comment:
Withdrawal Request I

Refresh | Resubmit Request |

Ready [Mem: QIQ'MB' 102/18/07 1:47 PM

[100-00-0000 KCustomer , Any

Updates screen Clicking on the Withdrawal

Request button will remove
the data integrity change
request from the list of
change requests pending
approval
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Use and Definition of Services

Period of Participation - The period from the date the customer receives the
first primary service until Exit. Exit occurs when the customer chooses not to
receive a primary service for 90 days and there is no planned gap in service. The
exit date is the date the customer last received a service during the period of
participation.

Primary Service - A service that can begin or sustain a customer’s period of
participation. A primary service is directly related to helping a person enter
and retain employment, improve skills/education, and/or increase earning.
Outreach/Intake/Orientation is NOT considered a “Primary Service.” Primary
Services offered through Workforce Solutions include:

® Assessment/Case Management
- Comprehensive Objective Assessment
- Case Management
- Counseling

® Job Search Services
- Job Development
- Case Managed Job Search

® Training Services - Occupational Skills
- Occupational/Vocational Training
- Work Experience
- Private Sector Training Programs

® Training Services - Other
- Basic Education Skills/ ABE
- English as a Second Language
- High School
- GED
- Life Skills
- Short-Term Pre-vocational Services
- Tutoring/Study Skills/Instruction
- Alternative Secondary School
- Pre-Employment Skills

- Leadership Development
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® Employment Services

Community Service

Unsubsidized Employment/Employment
Workfare
Summer Employment

® Support Services
- Supportive Service - Job Search Allowance
- Supportive Service - Relocation Allowance

In addition, certain criteria are assessed to determine whether a service is
considered primary. These criteria may include:

® The funding stream used to pay for certain services
® Who provides certain information

® Whether certain services are self- or staff-assisted

A chart outlining which services are primary or qualifying versus which are non-

qualifying is in the Appendix. The chart also includes:
WIT to TWIST codes and acronyms

Service Labels

Service Descriptions

Common Measures Y/N

Service Prevents Exit Y/N

Basic or Enhanced Service

Maximum Days of Service

Notes
Time Limits - Certain services have time limits. Time limits include:

® One day service - a service provided and completed on the same day (start
and end date are the same). In those rare occasions when the service is

provided on multiple days, use the new TWIST function “Add Duplicate” on

the Service Detail screen to add the subsequent service.

® One calender month service - a job search service is allowed to be open for
up to one month. If the service is not closed by the last day of the month,
TWIST will automatically soft close the service.
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Exit: Occurs when service delivery is complete. Service delivery is considered
complete when a service has been tracked for 90 days without a qualifying
service and there is no “planned gap” in service. The Exit date is the end date
of the last qualifying service. Follow-up and other non-qualifying services may
be provided after Exit. When a qualifying service is provided after Exit, a new
period of participation begins.

Planned Gap in Service: Staff may plan a necessary gap in service for customers
up to 180 days to prevent exit of the customer record when additional service is
planned. Use service code 11 (Planned Gap in Service) for the following reasons
only:

® Delay before the beginning of training
® Health condition
® Providing care for a family member with a health condition

® Temporary move from the area that prevents the customer from participating
in services

IMPORTANT NOTE:
When tracking a planned gap in service, staff is required to document in
the following TWIST Counselor Notes:

- Period of the planned gap
- Reason for the planned gap

- Service to be provided after the planned gap in service

More than one planned gap in service may be entered, if circumstances justify
it. However, the use of this code will be closely monitored.
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Entering Counselor Notes

You must enter counseling notes in TWIST to record information about the
customer that is not found anywhere else in the Workforce Solutions MIS. Good
counseling notes are important because “if it’s not in the customer’s record,

it didn’t happen.” Poor documentation can lead to incorrect assessments of

the customer and decisions based on limited information. Issues to include in
documentation are:

Why services were not delivered as scheduled
Barriers to accessing services in a timely manner

Whether services delivered were consistent with the customer’s employment
plan

Progress toward completing training or reaching goals
Why changes in services are needed

Specifics about support services added

Basic Documentation Guidelines

Typically, the initial entry into the counselor notes section of TWIST provides a
short summary of why the customer wants and needs services. Enter each note
in an individual and separately posted note. Each note will show the name of the
staff person who created it and the date the note was created/saved.

Counselor notes show and explain any changes in the direction of the service
process. Common reasons for changes include:

Personal circumstances

Decisions to change career paths

Decisions to stop looking for work

Decisions that Workforce Solutions services are no longer needed

A need to look for a better job once the customer accepts work
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Information included in counseling notes must:

® NOT duplicate what is found in other parts of any of the Workforce Solutions
MIS elements - TWIST, WorkInTexas.com, FAMS, unless it will help the
reader better understand.

® NOT include information indicating that an effort was made to call the
customer but no conversation took place.

® NOT include statements indicating there has been no change in the
customer’s planned course of action or circumstances.

® ALWAYS include the customer’s next step in the process.

Recording Information Gathered from Workforce Solutions Job
Search Map

The Workforce Solutions Job Search Map serves as the employment plan for

any customer who is not in training or is not tagged as WIOA Youth. It is not
necessary to complete a TWIST service plan on customers whose needs and
direction are explained in the map unless they are in training or tagged as WIOA
Youth. The job search map also replaces any requirement for counselor notes to
explain expanded service.

You must enter the information gathered from the map into counselor notes
either by copying and pasting the completed Job Search Map into counselor
notes or including the answers in the narrative of your initial assessment. Use
the e-version of the map, located at http:/ /www.wrksolutions.com/staff-
resources/services-we-offer / career-office-services, to record the information as it
is gathered. Then, simply copy and paste the map into your notes.

Copy the map into counselor notes for customers who:
® Get an orientation required to receive benefits from the Texas Health and
Human Services Commission (HHSC)

® Receive one time financial aid under $200 and do not have a job or job offer at
the time they first receive this financial aid

® Are receiving one time financial aid under $200 who have a job offer or a job;
but, in your judgment, need a conversation about keeping a job.

® Are receiving expanded service and identified in TWIST under any fund
source and are not receiving financial aid
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IMPORTANT NOTE:

The Job Search Map does not replace the need to enter other relevant
information, not found elsewhere, into counselor notes.

To open counselor notes:

Click on Counselor Notes in the left menu. A list of counselor notes for your
customer displays.

ﬂ Twist - Current User:

File Edit View Tools Window Help

2UBRETRe = & H o P

u Customer Information

WDA: [28 - Gulf Coast YWDA 2
Customer Search Customer
e e I
Last: girth Date: (D rro-CED = T 0 QD
First:
TWIST ID: )
Print Summary  Start Date:  |00/00/0000 End Date: |00/00/0000
ﬂ Nots Dt [Creation Dt Subiect rogqiess Staff Name Office 3 Office 4 Office 5

11/0

Menu Selections 05/08/2007 |05/01/2007  Scheduler Event - 05/08/20/ |52 - GC Astrodome Career Off]
@ Intake - Common | [08/27/2007 |07/19/2007 |CASE NOTES | 600 - GC Houston Works |52 - GC Astrodome Career Off]
Q Eligibility 02/11/2008 |02/04/2008 | Scheduler Event - 02/11/20] |52 - GC Astrodome Career OFf

« @ Progiam Detal | |03/25/2008 |03/18/2008  Scheduler Event - 03/25/20) |52 - GC Astrodome Career Off
@ Assessment 05/06/2008 |05/01/2008 | Scheduler Event - 05/08/20| |52 - GC Astrodome Career Off
@ Service Tracking | |06/16/2008[06/08/2008  |Schedhler Event - 06/16/20) |52 - GC Astrodome Career Off]

07/28/2008 |07/21/2008 | Scheduler Event - 07/28/20] 52 - GC Astrodome Career O]
09/09/2008 |09/02/2008 | Scheduler Event - 09/03/20]

52 - GC Astrodome Career Off|

€ TANF History
@ FSELT Histoy
Q Customer Calendz
@ Performance Date
Q Common Measure

=
v
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Right click in the grey area and select Add, or double-click to open the current
note. The notes screen displays with your staff profile and date defaulted.

- & X
|lewse @@
Mote Group: | x| License Mo.: | TWIST ID; -_
¥l Customer Informatio Frovider EEEE]
woA: [28 - Gulf Coast g Office 3: [2-TestOffice H2WDA 28 SDATD ] Creation Date: [07/10/2012
Customer Search
sswf - =] Dffice 4: [2802 - Test Two | Nete Date: 0171072012
Last Office 5 | - Progiess: [
First Staft: [2531 - 102100, haines =] Reminder Date: [00/00,/0000
= Subject: | P Unresolved lssue: [
Advancedl Search | Do 3
= Description
- Menu Selections.
Intake - Common
4 Elghilty
4 Pogiam Detal
Assessment
4 Service Tracking
R} Counselor Hotes
4 Changs 55N
A TENF History
4 SMAP EAT Histon
4 Customer Calend:
4 Pefomance Date
4 Comman Measuie
Data cannot be changed 10 calendar days after the creation date( ) —
Except for Reminder Date and Unresolved lssue:
Ll == ‘ Fiist | Back | Mexst Last New Nate H OK | Cancel ‘ Delete Mote
s
1081
Ready 117 2 bAFIT A0 Ebd
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The Standard Fields

Each Counselor Note has standard fields within the TWIST screen. These fields
are as follows:

Office 3 and Office 4 - These fields auto-populate with the names of offices
listed in the staff person’s profile. Staff can change these to any office listed
in the drop down menu.

Office 5 - When it is necessary to use, office staff may select an office name
from a list of offices in a dropdown menu.

Staff - This field auto-populates with the name of the staff person logged onto
TWIST. The staff name cannot be changed.

Note Date - This field auto-populates with the date the note is being created.
The date can be changed to another date as long as it’s not a future date. For
example, if you are recording a counselor note to explain an action taken in
January 2012, you can use the Note Date to tie the current note to the earlier
action.

Creation Date - The creation date auto-populates with the date the note is
created and saved. This date cannot be changed.

Progress - This field indicates the customer has made progress toward her
goal(s) when staff checks the box marked “Progress.”

Subject - This field indicates the purpose or subject matter of the particular
Counselor Note. Subject is a required field. Select the appropriate subject
line from the TWIST Counselor Notes Subject Lines desk aid.

Enter notes.

Click OK and Save.

Note: You can not delete a note once it has been saved, and notes can not be
edited after 10 days.

Confidentiality

Avoid documenting any medical or disability information in Counselor Notes.
This information must be kept in a separate office file (apart from all other
information about the customer).
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NOTES
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