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INTRODUCTION

Course Prerequisites and Structure

Workforce Solutions Financial Aid is a blended learning course. It includes both
elearning and instructor-led classroom training. You must have completed the
eLearnings Using DoculVare, Using FAMS, and Using FACS before attending the
classroom session.

Purpose

This workshop is designed to introduce the process for providing financial

aid for education, training, and support services. The training includes
information about determining eligibility for Workforce Solutions” financial aid
from a variety of funding sources and tracking customer progress in various
components of the Workforce Solutions MIS.

Objectives

At the end of the classroom training, you will be able to:

® List eligibility requirements for receiving financial aid for education, training,
and support services.

® Distinguish between families eligible for immediate financial aid to assist
with child care and families who need to provide additional documentation.

® Outline the process for starting, stopping, changing, and continuing child
care.

® (Calculate a family’s income to make an eligibility determination for WS
financial aid.

v
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WORKFORCE SOLUTIONS FINANCIAL AID

PRE-ASSESSMENT

Directions: Circle the letter of the BEST response to each of the following
statements.

1. Workforce Solutions financial aid is divided into two categories:

A.
B.
C.
D.

Child Care and Other
Short-term and Substantial
Scholarships and Child Care
Over $200 and under $200

2. Enter income data from the Financial Aid Application into TWIST on the:

A.

B.
C.
D.

Employment Status tab
Income tab
Assessment tab

Income Redetermination tab

3. Marco has applied for Workforce Solutions financial aid to go to school.
He lives with his mom, dad, and two sisters. Marco has an eight year old
daughter. What is his family size?

A.

m YN =

Six: everyone in the household

Three: Marco, his mom and dad

Two: Marco and his daughter

Five: Marco, his mom, dad, and two sisters
Either C or D, whichever benefits Marco

4. When calculating income for WIOA eligibility:

A.

B
C.
D

Use only the most recent complete month’s income

. Use the most recent ninety days of income

Use the last twenty-six weeks of income

. Only use 65% of the last twenty-six weeks of income

L]
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. For an Out-of-school Youth you must determine the customer’s economic

eligibility with which challenge?

A.
B.
C.

D.

C.
D.

B.
C.

D.

Homeless
School dropout

Received a high school diploma and is basic skills deficient or an
English language learner

Pregnant or parenting

. For WIOA funds, Selective Service registration must be documented on:
A.
B.

All customers seeking financial aid from Workforce Solutions

All males born on or after January 1, 1960, who are at least 18 years of
age

All males with active military service records after January 1, 1962

All customers who express an interest in entering military service
during war time

. When assessing income for WIOA:
A.

Verify 65% of income earned in the 26 weeks prior to the date of the
Financial Aid Application

Multiply the amount on the customer’s paycheck by 12

Require self-employed customers to submit 12 months of business
receipts

Make a determination based on the documentation received

In a two-parent family applying for financial aid for child care:

A.
B.

C.

D.

Both parents must each be working 25 hours per week

Both parents must each be working or going to school 25 hours per
week

Both parents must be working and/or going to school for a combined
total of 50 hours per week

None of the above

. What desk aid provides Workforce Solutions guidelines for eligibility

documentation sources for WIOA and child care?

A.

Income and Family Definitions desk aid

B. Validating and Entering Qualifications desk aid
C.
D

. None of the above

WIOA Eligibility Checklist

LX)

VI
Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



Introduction

10. Anindividual may meet the economic eligibility criteria to qualify for
WIOA funds based on all but which of the following qualifiers:

A.

B.
C.
D.

Receives public assistance, or received public assistance in the last six
months

Is homeless
Has aged out of foster care

Receives, or is eligible to receive, free or reduced priced school lunch

Becky White submitted a WS Financial Aid Application requesting assistance to
attend school, dated September 26, 2016. Her last day working was August 6,
2016. She also submitted all supporting documentation and two paychecks with
the following information:

: Gross Pay -
Pay Period Pay Date This period | G055 Pay = YTD
3/1/2016 -
3/31/2016 4/1/2016 $2,670.54 $ 28,322.81
8/1/2016 -
8/31/2016 9/1/2016 $909.86 $37,601.30

11. What is the income determination period? (Use one of the resources
mentioned in class)

A.

B.
C.
D.

March 26, 2016 through September 24, 2016
March 25, 2016 through September 26, 2016
March 27, 2016 through September 25, 2016
June 26, 2016 through September 25, 2016

12. What is Becky’s income for the income determination period?

A.
B.
C.
D.

$11,949.03
$9,278.49
$1,991.50

Not enough information to determine

IX
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13. Customers immediately eligible for child care financial aid include:
A. Individuals with low income
B. Families with children with disabilities
C. Low-income families with more than six children
D.

Choices participants

14. Providers of child care are classified as:
A. Regulated and unregulated
In-network and out-of-network

Licensed and unlicensed

OnNnw

Day care

15. Prior to adding a customer to the wait list, you must:
A. Establish eligibility
B. Determine the number of children that need care
C. Record the customer’s contact information

D. Count the number of family members

16. Instruct customers added to the wait list to:
A. Call the career office once a month to keep their name on the list
B. Notify the career office if their address changes
C. Go to the nearest office if they get a letter from Workforce Solutions
D. Recertify every 12 months

17. Prior to awarding financial aid for child care, make sure the customer:
A. Has signed the Parent Agreement
Has signed the Personal Responsibility Agreement

Knows how much the day care charges

OnNnw

Has been scheduled for a home visit

18. Which of the following documentation is required to determine eligibility
for financial aid for child care assistance?

A. Children’s social security number
B. Child’s proof of citizenship

C. Parent’s proof of citizenship

D. Form 2050

X
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19. A customer eligible of Financial Aid for child care will receive care for a
minimum of:

20.

A.

B.
C.
D.

6 months

12 months
18 months
24 months

Cooperation with the Attorney General’s office must be documented for:

A.

All children under 18 in the household whose non-custodial parent is
not also in the household

Only children who will be in child care
Only children in the household not the natural child of both parents

None of the above

X1
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NOTES
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DETERMINING ELIGIBILITY FOR
WORKFORCE SOLUTIONS FINANCIAL AID

Introduction

Workforce Solutions (WS) may provide financial aid as part of a plan for
someone to get a job, keep a job, or get a better job. Financial aid comes in the
form of:

® Education Support - assistance to help customers obtain education or
training to meet the expectations of employers in the Gulf Coast region.
Education support can include scholarships, tuition, books, and fees for
career training, career advancement training or basic education.

® Work Support - assistance to help customers accept a job offer or keep a job.

® Work Search Support - assistance to help customers look for work.

Work support and work search support can include child care, transportation,
equipment, uniforms, and certification expenses.

There are two levels of financial aid:

® Short-term assistance is available once in a three year period, to help a
customer go to work quickly, or to keep an existing job.

® Substantial assistance is to help a customer meet longer term employment
goals or maintain employment. Substantial assistance may be more than one
time, occur over months or years, and be related to different customer needs.

Workforce Solutions financial aid is available for people who need help

meeting their employment goals and are unable to get the assistance from other
community resources. It is also available for customers receiving benefits such
as Temporary Assistance for Needy Families (TANF) and Supplemental
Nutrition Assistance Program (SNAP) to comply with job search/readiness
requirements. Workforce Solutions financial aid is limited based on the type of
assistance (short-term or substantial), the categories of aid', and the availability
of funds. Office managers may allow exceptions to the limits when the customer
has extraordinary circumstances documented in the employment plan and
TWIST Counselor Notes.

1 Refer to the Workforce Solutions Financial Aid Limits for categories of aid and their limits.

Workforce Solutions © 2005.
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Workforce Solutions financial aid categories include:

Education

Early education/child care
Transportation

Health care or health-related
Clothing

Tools

Licenses

Documents

The money used to provide financial aid support to customers comes from
funding sources that include:

® The Workforce Innovation and Opportunity Act (WIOA) four funding
streams:
- Adult
- Dislocated Worker
- In-School Youth
- Out-of-School Youth

® Temporary Assistance to Needy Families (TANF)

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

® Trade Act
® Child Care and Development Funds

® Special sources (for example, National Emergency Grants [NEGs] or Child
Care Match Funds)

There are different rules and procedures for determining eligibility for both
levels of financial aid (short-term and substantial) and for each funding stream?.
Consider all funding streams for which the customer may be eligible when
conducting assessments and creating a plan.

2 Use the Validating and Entering Qualifications for Workforce Solutions Financial Aid desk aid for a list of
documentation which serves as verification of eligibility criteria. Refer to the Glossary of Terms for Workforce
Solutions Financial Aid for an explanation of income terms.

1-2
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Short-Term Assistance

Short-term assistance is provided by career office staff to help an individual

go to work immediately (in a job that will last at least 30 days), or to keep his/
her current job. It can only be awarded one time in a three-year period, and the
amount is limited depending on the categories requested’.

Note: If a customer makes a subsequent request within a three-year period, it
is considered a request for substantial assistance, which requires completion

of the Workforce Solutions Financial Aid Application, assessment, and eligibility
determination.

The Workforce Solutions Addendum is used by Career Office staff to gather
information needed for a customer to receive short-term assistance. Customers
must also complete the Orientation to Complaint form and provide documents to
prove they can legally work in the U.S. (I-9 documentation). Sign the bottom of
the Addendum to verify you checked the customer’s Selective Service Registration,
collected supporting documentation for work status, and Dislocated Worker
status, if necessary.

IMPORTANT NOTE:

Customers identified as Temporary Assistance for Needy Families
(TANF) applicants or recipients, and Supplemental Nutrition Assistance
Program (SNAP) recipients are not required to complete the Addendum.

1-3
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Eligibility per the Addendum

® Eligibility to work in the U.S.: Customers must provide documentation from

the I-9 checklist to support their Authorization to Work.

Selective Service Registration: Men born after January 1, 1960 must register
for Selective Service when they turn 18 and no later than their 26th birthday.
Verify registration at www.sss.gov. If a customer has not registered, obtain

a written statement from the customer explaining why he did not register.
Review the statement and decide if the customer knowingly or willfully failed
to register. If he did not, enter a counselor note in TWIST explaining your
decision to provide assistance. If he did, inform the customer he is not eligible
for WS financial aid and document your decision in a counselor note. Look
for other ways to help the customer. For more information about who must
register with Selective Service go to

WWW.SS5.8OV.

® Meet qualifications for WIOA Adult or Dislocated Worker:

- Adult
* Age 18 or older
- Dislocated Worker

Individuals qualify for Workforce Solutions financial aid as a Dislocated
Worker if they are unemployed through no fault of their own or have
received an official layoff notice. There is no income test to qualify.
Customers must meet the general eligibility requirements, and qualify
under one of six sets of criteria:

1. Laid off

There are three ways a customer may qualify under this category:
A. An individual who (must meet all three qualifiers below):

- Has been terminated, without cause, or laid off, or has received
a notice of termination or layoff, from employment; and

- Is eligible for or has exhausted entitlement to unemployment
compensation, or can demonstrate an attachment to the
workforce. (Has been employed for a period of time, but is not
eligible for unemployment compensation due to insufficient
earnings or having worked for an employer not covered UI; and

- Is unlikely to return to a previous industry or occupation

1-4
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Note: Unlikely to return to a previous industry or occupation is
determined through an evaluation of the labor market, which
determines that:

- The industry or occupation shows either no growth or a
decline in available job opportunities as documented by labor
market statistics or TWC-approved labor market analyses;

- The individual has been seeking — since termination, layoff,
or receipt of notice of layoff —but has been unable to find
employment in his or her previous industry or occupation due
to economic conditions and/ or skill limitations, or

- There is a lack of suitable matches in WorkInTexas.com.

B. Temporary or Seasonal Workers —Individuals laid off or
terminated because of the cyclical, intermittent, or seasonal nature
of their employment may be provided individualized career
services and training services as a dislocated worker. However,
these services should be available only to those customers
interested in developing skills in non-seasonal occupations.

C. Expedited Eligibility:

- Trade Affected (TAA) eligible
2. Permanent Closure or Substantial Layoff
An individual who:

has been terminated or laid off, or has received a notice of
termination or layoff, as a result of any permanent closure of, or
any substantial layoff, or

is employed at a facility at which the employer has made a general
announcement that such facility will close within 180 days.

3. Previously Self-employed

The individual was self-employed but is currently unemployed as a
result of
general economic conditions in the community in which the
individual resides, or
because of a natural disaster.

This includes individuals working as independent contractors or
consultants but not technically employees of a firm.

1-5

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



©® O O Workforce Solutions Financial Aid: A Blended Learning Course

4. Displaced homemaker:
An individual who:
has been providing unpaid services to family members in the
home;
is unemployed or underemployed and experiencing difficulty
finding or upgrading employment; and
meets one of the following;:
- has been dependent on the income of another family member
but is no longer supported by that income; or

- is the dependent spouse of a member of the Armed Forces on
active duty and whose family income is significantly reduced
because of a deployment, a call or order to active duty, a
permanent change of station, or the service-connected death or
disability of the member.

Note: A displaced homemaker may lose support income due to
divorce or the death of a spouse. In addition, the loss of support
income may be the result of a former wage earner’s job loss and that
former wage earner may still be living in the home.

5. Spouse of a member of the Armed Forces who:

has experienced a loss of employment as a direct result of
relocation to accommodate a permanent change in duty station of
such member; or
is unemployed or underemployed and experiencing difficulty
finding or upgrading employment.

Note: Veterans who fall into the categories on page two of the

Addendum receive priority for all Workforce Solutions services.

6. Former members of the military who were discharged within the
previous 48 months, and

The discharge status is anything other than dishonorable
He/she did not retire from the military

Note: When a customer wants to change an answer on the Addendum,
have them:

1. Strike through the incorrect answer,
2. Enter the correct answer, and

3. Initial the change.

1-6
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TWIST

Enter the following information in TWIST:

A Program Detail
An Objective assessment service and counselor note

Support services entry on the Support Service tab

Counselor notes, including:
- A summary of eligibility for Workforce Solutions funds

- Documentation and/ or verification from the employer that the customer
has a job or job offer and the customer needs assistance from Workforce
Solutions to accept or keep her job.

Documentation of employer confirmation includes, but is not limited to:

* Check stub - customer is working

* Letter from the employer - on company letterhead - stating customer
is an employee or scheduled to start as of a certain date

* Phone confirmation by the employer that the customer is an employee
or is scheduled to start as of a certain date. Record details in TWIST
counselor notes and include:

Name of employer
Employer contact
Phone number

Customer employment status or pending hire date

- An explanation as to why the customer is unable to obtain timely
assistance from other community resources and determination that

Workforce Solutions is the appropriate source for the requested
assistance.

Job Search Map: Record a Job Search Map in the counselor notes or complete
an employment plan in TWIST for customers who ask for help to get a job,
keep a job, or get a better job.

Exception: A Job Search Map or employment plan is not required if the customer
is employed or has a job offer and is not seeking additional assistance from
Workforce Solutions to find a job or get a better job.

1-7
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Substantial Assistance

Substantial assistance is intended to address customers’ long-term needs
associated with completing a Workforce Solutions employment plan, is not a
one-time grant of financial support to an individual or family, and is available
in two types: Scholarship and Child Care. Substantial assistance is limited based
on the type of assistance® and funding source. Each funding source has specific
criteria for eligibility and how services can be provided.

Scholarship

A Workforce Solutions scholarship may be awarded to a customer for:
® Education support

® Work support

® Work search support

Scholarships are intended to help customers who need more time and dollars
over a longer term to meet employment goals or maintain employment.
Scholarships for work search and education are part of an extended relationship
between Workforce Solutions and the customer and may require:

® A full assessment to determine the customer’s suitability for the assistance,
® Career planning, including an employment plan,

® Coaching, and/or

® Extended intensive job search activities.

Scholarships may be more than one time, occur over months or years, and
be related to different customer needs. Career office staff approve the
scholarship request and FASC staff determine eligibility.

Before you make an eligibility determination for WIOA funds, refer to
the counselor note in TWIST with the subject line “Initial Assessment” to
verify the customer worked with Career Office staff and is suitable for the
scholarship. If the customer is not suitable, deny the application.

3 Refer to the Workforce Solutions Financial Aid Limits for categories of aid and their limits.

1-8
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Limitations and Qualifications

All Workforce Solutions funds are limited and not all customers are eligible for
all funds. Refer to the Financial Aid Limits by Category Chart for the categories and
limits for funds. Each fund source has its own unique set of rules and eligibility
requirements related to a customer’s situation. When you assess a customer

for financial aid, consider all funding streams. You may use one or all of the
available sources to provide financial aid.

® Assessment

The first step when applying for a Workforce Solutions scholarship is an
initial assessment by career office staff. The assessment must be documented
in TWIST Counselor Notes with an explanation supporting suitability for
substantial aid and should address the customer’s:

Understanding of the requirements of the chosen occupation, such
as; working conditions, hours, wages, physical demand, character
qualifications, etc.

Readiness to enter and complete the training

Ability to meet scholastic and financial obligations during the training

Ability to meet any challenges that might prevent success

® Priority of Service

When the supply of Workforce Solutions funds is greater than the demand,
financial aid is offered to eligible customers on a first-come, first-served basis.
Sometimes the demand for Workforce Solutions financial aid is greater than
the supply. When this happens, eligible customers are placed on a wait list*
(child care), or registry” (scholarship). The Workforce Solutions Fund Alert,
issued weekly, notifies staff of the availability of funds for each funding
source, and the average time it’s currently taking for the Financial Aid
Support Center (FASC) to make an eligibility determination for substantial
financial aid. Career office staff use this information to advise customers and
create a plan to determine the assistance they need.

As funds become available financial aid is offered to customers using priority
criteria and the date of application to determine to whom assistance is
offered first. Priority criteria applies to the Child Care Development Fund
and the Workforce Innovation and Opportunity Act (WIOA).

4 Refer to page 2-55 in this manual for more information.

5 Refer to the Scholarship Registry Desk Aid on wrksolutions.com and in Appendix B of this manual for more
information.
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o
o
Adult
Recipients of public 1. Eligible veterans and
assistance, other low- eligible spouses
income individuals; or 2. FPoster youth and
First individuals who are basic former foster youth
skills deficient 3. All other individuals in
In this order this group
1. Eligible veterans and
o eligible spouses
Individuals ‘a’f or be‘low 2. Foster youth and
the self-sufficiency income former foster youth
Second levels T
3. All other individuals
In this order at or below the self-
sufficiency income
levels
Dislocated Worker
. Eligible veterans and
First e
eligible spouses
Second In this order Foster youth and former
foster youth
Third {A;ll cher eligible
individuals
Youth
In-school and Out-of-school
. Eligible veterans and
First e
eligible spouses
Second In this order Foster youth and former
foster youth
Third All cher eligible
individuals
Note: All forms and applications are available on the Workforce Solutions website
at www.wrksolutions.com/StaffResources.
® High-Skill, High-Growth Occupations
The occupations on the High-Skill, High-Growth Occupations list represent
good careers with higher than average wages, skill levels and employment
opportunities for the next 10 years.
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Module 1: Determining Eligibility for Workforce Solutions Financial Aid @ © ©

Staff work to promote these occupations to customers and use the High-Skill, High-
Growth Occupations list to guide offers of Workforce Solutions' financial aid. Workforce
Solutions will provide scholarship support to any occupation on this list, provided the
vendor and program is on the Eligible Training Provider List. Access both through
www.wrksolutions.com.

Eligible Training Provider List (ETPL)

The program or service that is approved must be listed on the Workforce Solutions ETPL
network at www.wrksolutions.com > For Individuals > Training & Education

Scholarship Award Limits

Workforce Solutions scholarships can be used for tuition, fees, books, and supplies.
Scholarships are limited to:

- Up to $3,000 in a 12-month period for basic skills training
- Up to $6,000 in a 12-month period for occupational skills training
- Up to $6,000 in a 12-month period for Career Advancement Training

‘ IMPORTANT NOTE: These limits reset each year on October 1. I

This does not mean every customer is issued the maximum amount allowed. Providing
quality assessment, career counseling, and employment planning services is extremely
critical in this process. In addition to the scholarship, support services may be provided
to promote the customer’s success. Office Managers may allow exceptions to the
limitations listed in the chart when there are extraordinary circumstances documented
in the customer’s employment plan and TWIST Counselor Notes.

Note: There are no exceptions to the restrictions on transportation assistance for SNAP
E&T customers.

Bachelor’s Degree

For educational programs that award a bachelor’s degree, Workforce Solutions will
award scholarships to help finance only the last two years of the program of study.

Master’s Degree in Nursing

Individuals officially enrolled full time in program tracks leading to a Master’s of
Science in Nursing (and committed to teaching at least two years in programs leading
to initial RN licensure in a Gulf Coast nursing school upon graduation) are eligible for
scholarship support from Workforce Solutions to help finance all courses required to
complete their Master’s Degree in Nursing,.

IMPORTANT NOTE: Trade-affected customers are not subject to these limits.

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20
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Module 1: Determining Eligibility for Workforce Solutions Financial Aid @ © ©

Fund Sources

The different fund sources have different eligibility criteria and provide a variety
of services. It's important to understand which funding supports services the
customer needs. When making an eligibility determination, consider all funding
for which the customer may be eligible.

There are two types of customers who qualify for Workforce Solutions
scholarships:

® Immediately eligible

® Other customers

Immediately Eligible

The following customers are immediately eligible for substantial financial aid
without completing a financial aid application:

® TANF/Choices
® Non-Custodial Parent (NCP)
® SNAP E&T

® Trade Adjustment Act (TAA)

1-13
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TANF/Choices

Customers who receive TANF benefits are eligible for substantial financial

aid based on their receipt of TANF. Eligibility for TANF is determined by the
Health and Human Services Commission (HHSC). A customer must be currently
receiving TANF to receive services paid for with TANF funding. Customers
receiving TANF are tracked by the Program Tracking Specialists. Verify a
customer’s eligibility on the TANF History menu option in TWIST. To use
TANF/ Choices dollars to pay for Workforce Solutions services, the customer
must:

® Agree to work, look for work (or participate in work search activities),
or attend school a certain number of hours. The number of required
participation hours depends on the individual or family situation.

® Report the hours they cooperate. Failure to report the hours and/or failure
to cooperate the minimum number of hours makes the customer ineligible to
receive services paid for with TANF dollars, including support services such
as child care.

Use TANF/Choices funds to pay for:
® Orientation to workforce services
® Employment and training activities

® Support services associated with maintaining cooperation such as:
- Transportation
- Work or school-related items like uniforms, tools, or licensing
- Child care

Refer to the Workforce Solutions Cooperation Rules for more information on the
requirements for customers receiving TANF /Choices.
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Non-Custodial Parent (NCP)/Choices

NCP Choices serves low-income unemployed or underemployed non-custodial
parents who are behind on their child support payments and whose children

are current or former recipients of public assistance. The goal is to help non-
custodial parents overcome substantial barriers to employment and career
advancement while becoming economically self-sufficient. Self-sufficiency allows
NCPs to make consistent child support payments which may help custodial
parents transition off public assistance. NCPs are given the option by a judge to
participate in NCP Choices or go to jail. Participation begins with an assessment
of needs and barriers and creation of an employment plan designed to move the
parent into a stable employment situation.

The services available to non-custodial parents are similar to those available to
customers receiving TANF:

® Job referrals and job search assistance

® Support services

® Short-term training

® Subsidized employment/work experience

® Certificate of High School Equivalency/General Educational Development
(GED) and English as a Second Language (ESL) classes

® Retention and career advancement assistance
To be eligible for NCP Choices, a non-custodial parent must:

® Have a child support case in which the child and/or custodial parent is a
current or former recipient of TANF or Medicaid benefits, and

® Be unemployed or underemployed, and

® Reside in the board area, and

® Be legally able to work in the United States, and

® Have an Office of the Attorney General (OAG)-issued consent order, and

® Be ordered by a court to participate in the program

I-15
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SNAP E&T

Customers who receive SNAP benefits are eligible for substantial financial
aid based on their receipt of SNAP. Eligibility for SNAP is determined by the

Health and Human Services Commission (HHSC). A customer must be currently

receiving SNAP and participating in SNAP E&T activities to receive SNAP
E&T funds. Customers receiving SNAP are tracked by the Program Tracking
Specialists. Verify a customer’s eligibility on the SNAP History menu option in
TWIST. To use SNAP E&T dollars to pay for Workforce Solutions services, the
customer must:

® Agree to work, look for work (or participate in work search activities),
or attend school a certain number of hours. The number of required
participation hours depends on the individual or family situation.

® Report the hours they cooperate. Failure to report the hours and/or failure
to cooperate the minimum number of hours makes the customer ineligible to
receive services paid for with SNAP E&T dollars.

Allowable activities include:

® Jobsearch

® Unsubsidized employment

® Work experience

® Vocational educational training

® Non-vocational training

® Workfare

Use SNAP E&T funds to pay for:

® Orientation to workforce services
® Employment and training activities

® Expenses associated with cooperation such as:
- Child care
- Transportation

- Work or school-related items like uniforms, tools, or licensing

Refer to the Workforce Solutions Cooperation Rules for more information on the
requirements for customers receiving SNAP.
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TAA

Customers affected by the Trade Act became unemployed as a result of increased imports
from, or shifts in production to, foreign countries. Trade affected workers are dislocated
workers whose services can be paid for with Trade Act funds. Eligibility for customers who
lost their jobs in Texas is determined by TWC, and TWC staff from Austin create the TAA
Program Detail in TWIST. To be eligible for TAA funded services, there must be a “Yes”
next to all criteria on the “Eligibility Criteria” tab on the Program Detail. If the customer
doesn’t have a Program Detail in TWIST, contact the current TAA Coordinator.

To verify a customer’s eligibility to receive services funded with Trade Act funds, refer to
the TAA practical guide on www.wrksolutions.com. Services available using Trade Act
funds include:

Customers receiving services through Trade Act are managed at the Career Office by a PSR.
The TAA merit staff, located at the FASC, review every customer’s Re-employment Plan
(REP), provide guidance to career office staff, and serve as the liaison to TWC staff in Austin.

IMPORTANT NOTE:

Customers who receive substantial assistance paid for with TANF Applicant, TANF/
Choices, NCP Choices, or SNAP E&T funds, could experience an interruption

in financial aid if they lose eligibility for that fund. Explain to customers that
completing a Financial Aid Application may help protect them from an interruption
by identifying all the sources of financial assistance Workforce Solutions can provide.

Training - not limited to occupations on the WS High-Skill/High-Growth Occupations list
or to vendors on the approved vendor list. Limited to $25,000 without approval from
TWC.

Job Search Allowance - helps with job search expenses, such as reimbursements for
transportation to job interviews outside the normal commuting area (25 miles one-way).

Relocation Allowance - helps customers relocate within the United States when local
work is not available.

Health Coverage Tax Credit (HCTC) - a federal tax credit that pays 80% of qualified
health insurance premiums for eligible individuals and their family.

Alternative/ Reemployment Trade Adjustment Assistance (A/RTAA) provided for
individuals over the age of 50 who meet the TAA eligibility requirements. It provides
a wage subsidy for up to two years, for workers age 50 and over, to bridge the gap
between former and reemployment wages. To qualify, reemployment wages must be
less than the former wages.
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Individuals Experiencing Homelessness

It’s not unusual for customers experiencing homelessness to seek job search
assistance at a career office. The Houston and surrounding areas have a
significant homeless population, many of whom are anxious to return to work.
However, there are often additional challenges to finding and keeping a job
when experiencing homelessness. For more information on serving the homeless
population take the NWI e-learning course Connecting the Dots.

The Way Home is a collaborative initiative comprised of homeless provider
agencies, local government, and other community organizations in Fort Bend,
Harris, and Montgomery counties. These organizations develop key strategies to
prevent and end homelessness. Workforce Solutions works with The Way Home
to provide employment services to customers experiencing homelessness under
the Income Now employment initiative.

Employment Counselors provide employment services at The Way Home

shelter hub locations, in Fort Bend, Harris, and Montgomery counties. Services
are also provided in all Gulf Coast Workforce Solutions offices. The Way

Home generates electronic referrals for individuals they work with through its
Coordinated Access System and sends these referrals to the Workforce Solutions
office closest to the customer in Fort Bend, Harris, or Montgomery counties at the
office’s group email address (e.g. conroe@wrksolutions.com). When services are
provided to customers referred by The Way Home’s Coordinated Access, enter a
counselor note with the subject line: Income Now Orientation.

Workforce Solutions’ services for customers experiencing homelessness is not
limited to customers in the counties listed above.

Financial Aid Assistance

Customers experiencing homelessness who are working with a local agency,
including, but not limited to, The Way Home, may receive financial aid for job
search as referenced in the Financial Aid Limits by Type of Assistance job aid.

They must:
® Complete a Workforce Solutions Financial Aid Application

® Provide documentation to show cooperation with an area shelter, i.e. email
from the shelter, letter, referral document, etc.

Note: Customers may have a physical referral form when they enter an office,
but staff can check the office’s group email, TWIST, DocuWare, or check with
their tracking unit to verify the referral from The Way Home’s coordinated
access system.
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® Provide documentation to show eligibility to work in the U.S. (e.g. 19)

Note: Individuals experiencing homelessness may not have all the documents
required to support eligibility. If not Career Office staff will:

- Help customers obtain appropriate documents

- Create a TWIST counselor note explaining the missing documents using
the subject line: Missing Documents

- Add an action item in the customer’s TWIST service plan or in the
Job Search Map to provide appropriate documents within 90 days. If
supporting eligibility documentation is not provided within the 90 days
close the customer’s TWIST record.

® Scan all documents into DocuWare, regardless of the agency the customer is
working with, using the label: Income Now

Request for Financial Aid
The Financial Aid Support Center will:

® Make an eligibility determination and open a program detail, if there is not
an existing one

® Open a program detail for the appropriate fund(s) for which the customer
qualifies

- Use the Program Type 11-ES if no other fund applies
Homeless Definition
An individual who:

® [Lacks a fixed, regular, and adequate nighttime residence; this includes an
individual who:

- is sharing the housing of other persons due to loss of housing, economic
hardship, or a similar reason;

- is living in a motel, hotel, trailer park, or campground due to a lack of
alternative adequate accommodations;

- isliving in an emergency or transitional shelter;

- is abandoned in a hospital; or

is awaiting foster care placement;

® Has a primary nighttime residence that is a public or private place not
designed for or ordinarily used as a regular sleeping accommodation for
human beings, such as a car, park, abandoned building, bus or train station,
airport, or camping ground;
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® [s a migratory child who in the preceding 36 months was required to move
from one school district to another due to changes in the parent’s or parent’s
spouse’s seasonal employment in agriculture, dairy, or fishing work; or

® [s under 18 years of age and absents himself or herself from home or place
of legal residence without the permission of his or her family (i.e., runaway
youth)

Note:

® This definition does not include an individual imprisoned or detained under

an Act of Congress or State law.

® An individual who may be sleeping in a temporary accommodation while

away from home should not, as a result of that alone, be recorded as
homeless.

Other customers must:

Work with career office staff to determine suitability

Complete and submit a Financial Aid Application with supporting
documentation,

Be determined eligible for one or more WS funds such as WIOA.
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Workforce Innovation and Opportunity Act (WIOA)

The Workforce Innovation and Opportunity Act (WIOA) offers a range of
services and activities benefiting employers, job seekers, and communities. The
Act focuses on increasing opportunities for individuals with challenges around
employment, education, and training; and providing support services needed to
succeed at work.

WIOA funds are divided into four fund sources:
® Adult

® Dislocated Worker

® In-School Youth

® Out-of-School Youth

General Eligibility
. Selertn.re Service

ADULT

» Age:i18+
*  Economic Eligibility

Dislocated Worker

= Sik Categories

Youth

In-Sehool Youth
reenen Out-of-School
= Age 1421 E :
+  Artending school Age - 16-24

Chall * Mot attending school
3 Enge
] *  Challengs

Economic Eligibility
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General Eligibility

All customers qualifying for WIOA funding must meet general eligibility
requirements:

® Eligible to work in the U.S.: Customers must provide documentation from
the 19 checklist to support their Authorization to Work.

® Selective Service Registration: Men born on or after January 1, 1960 must
register for Selective Service when they turn 18 and no later than their 26th
birthday. Staff must verify registration at www.sss.gov. If a customer has
not registered, obtain a written statement from him explaining why he
did not register. If you determine he did not knowingly or willfully fail to
register, enter a counselor note in TWIST explaining your decision to provide
assistance. If he did, inform the customer he is not eligible for WS financial
aid and document your decision in a counselor note. For more information
about who must register with Selective Service go to www.sss.gov.

Adult

To qualify as a WIOA-Adult, a customer must also meet age and economic
eligibility requirements.

® Age: Customers must be age 18 or older.

® Economic eligibility: An individual who meets any one of the following
criteria satisfies the economic eligibility requirement for Adult funding;:

1 Receives or is a member of a family (based on the WIOA definition) who
receives:

(1 TANF,

] SNAP,

[ Supplemental Security Income (SSI), or
[ Other pubic assistance;

1 Received or is a member of a family (based on the WIOA definition) who,
in the last six months, received:

(] TANF,

] SNAP,

] SSI, or

[ Other pubic assistance;
] Ishomeless;
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Receives or is eligible to receive a free or reduced-price lunch;
Is a foster child;
Is basic skills deficient;

Receives or is a member of a family who receives an income below the
income guidelines;

U OUodU

Is an individual with a disability whose own income is below the
income guidelines even if the individual’s family has income above the
guidelines.

Refer to the Workforce Solutions Income Guidelines for additional guidance.

Family Size
You will need to understand the WIOA family definition when using;:
- Income in relation to family size,

- Member of a family receiving, or received in the last six months, TANF,
SNAP, or SSI.

The WIOA family definition is:

Two or more persons related by blood, marriage, or decree of court, who are
living in a single residence, and are included in one or more of the following
categories:

- Two married individuals and dependent children
- A parent or legal guardian and dependent children

- Two married individuals

Additional WIOA Family Size Guidelines

- References to “dependent children” do not include grandchildren, unless
the grandparent is the legal guardian.

- Family size is determined based on those individuals meeting the above
definition at the time the customer submits the Workforce Solutions
Financial Aid Application.

- The phrase “living in a single residence” with other family members
includes temporary, voluntary residence elsewhere (e.g. attending school
or college, or relatives that are visiting). It does not include involuntary
temporary residence elsewhere (e.g.. incarceration or placement as a
result of a court order).

- When a customer claims (for the purpose of defining his/her family)
to be in a common-law marriage, obtain written attestation from both
parties affirming the fact.
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- A customer’s family, as determined consistent with the definition and notes
above, may meet more than one category or more than one configuration
within a category. In these cases, the determination should be based on which
family configuration will most benefit the customer in qualifying for Workforce
Solutions Financial Aid.

- Anindividual with a disability may be considered a family of one if s(he) is a
member of a family whose income exceeds the current income guidelines.

[ Two or more people
[ Related by blood, marriage, court order
[ Living in a single residence

(1 Meet one of the following:
- Two married people and household dependents

- A parent or guardian and household dependents

- Two married people

EXAMPLE:

Riley is 25 and has one child, age 3. She has a good job and lives
with her parents in their home.

Riley's family size is either two or three.

Riley’s family size is two, Riley and her child.

Riley may also be considered in a family of three consisting of
herself, and her parents. Her child is not included because her
parents are not the child’s legal guardians.
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EXAMPLE I:

Kara is a 28 year old single parent with two children. They live with her
father and stepmother who both work.

What is Kara’s family size?

What is Kara’s stepmother's family size?

EXAMPLE 2:

Donald is 20 years old and lives with his Mom, Dad, and three younger
siblings. Donald’s Mom and Dad both work and Donald has a part-time
job and is going to school.

What is Donald’s family size?

EXAMPLE 3:

Amy and her three sisters live with their aunt and uncle and their three
daughters.

What is Amy’s family size?

What is her oldest cousin’s family size?
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Calculating Income
Once you have determined the family size, calculate the family’s income.

1. Collect proof of income for the last 26 weeks, starting the day before the
application date, for every person included in the family. Use the Family
Income Definitions Desk Aid to determine which income to include/exclude
from the calculation.

Use the Income tab in TWIST, or www.timeanddate.com
>Calculators>Date Calculators to determine the 26 week income
determination period. Document the method you use and all calculations
in TWIST Counselor Notes.

* Use gross income totals; not net income.

* Use only income received in the 26 week period, not income earned,
but not received. i.e. look at the pay date, not the pay period on a
check stub.

* Self-employed customers may self-attest income.

* Keep in mind calculations will differ based on the frequency of pay.
Employers typically pay; weekly, every other week, bimonthly, or
monthly.

* For non-self-employed customers, self-attestation is not recommended
but can be used as a last resort.

* Collect the best documentation possible to accurately determine proof
of the customer’s income for the 26 week period.

* Explain in TWIST Counselor Notes the methods used, missing
documentation, and the decision to accept self-attestation, when
appropriate. Use the Income Reconstruction Worksheet or the Self-
Certification form to explain the income without proof.

* When looking at overall income also consider the reasonableness of
the family living on the amount stated.

2. Multiply the amount calculated for the 26 weeks of income by two (2) to
calculate the estimated total family yearly income. Keep a record of your
calculations in TWIST Counselor Notes.
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3. Compare the total family yearly income to the current WIOA Income
Guidelines listed in the WS Financial Aid Income Guidelines - Adult chart.

* Find the row with the customer’s family size. If the income on the
chart is greater than the customer’s family income, you can use WIOA
Adult funds for financial aid. If the income on the chart is less than the
customer’s family income, you cannot use WIOA Adult funds.

Note: The determination to use the Low-Income or Self-Sufficiency column
is make by board staff and communicated to the FASC management. Your
supervisor will inform you of which to use.

EXAMPLE:

Nick submitted a financial aid application dated three (3) weeks ago. He
worked for the same company until he was laid off eight weeks ago and
hasn't worked since. He was paid weekly, but could not find all of his
check stubs.

1. The financial aid application should reflect the customer’s last day
of work. Have the customer explain, on a Self-certification from or
Employment/Income Verification form, any gaps in employment and
missing documentation of income, i.e. check stubs.

2. Since you only have some of the check stubs, you need to estimate the
missing earnings by either:
- taking an average of the checks you have and filling in the missing
weeks, or

- use the YTD totals on the checks you have from the earliest and latest
weeks of the 26 week period.

IMPORTANT NOTE:

The YTD method is preferred because it allows you to account for the
most accurate estimate of income.
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26 week Income Determination Period: to
Week | Check Gross YTD Gross
1 $982.29 $1,826.96
5 $875.41 $2702.37
6 $903.87 $6,428.12
7 $1,092.29 $7,520.41
13 $875.35 $13,539.65
14 $835.00 $14,374.65
15 $925.31 $15,299.96
16 $897.21 $16,197.17
17 $951.35 $17,148.52
18 $865.35 $18,013.87
Average
1. Average amount per pay period............. ... ... oo $920.34
2. Missing pay periods .......... .. 8
Multiply the average check amount
by the number of missing weeks. ................... $920.34 x 8 = $7,362.72
4. Add to total of the checks received. This is the
estimated gross amount for the 26 weeks . . $9,203.43 + $7,362.74 = $16,566.15
5. Multiply the 26 week total by 2 to get Nick’s

estimated yearly income. Use this to compare to
the Adult Income Guidelines to determine if he
qualifies for WIOA Adult funds. ............... $16,566.17 x 2 = $33,132.30

Use Year-To-Date Totals

1.

Subtract the year-to-date total of the
first check from the year-to-date total

of thelastcheck ............ ... ... ... $18,013.87 — $1,826.96 = $16,186.91

Add the gross pay amount from the first check
to the resultingamount .................. $16,186.91 + $982.29 = $17,169.20

Multiply the total by two to get a yearly total.

Use this to compare to the

Adult Income Guidelines to determine if he

qualifies for WIOA Adultfunds................ $17,169.20 x 2 = $34,338.40
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A NOTETO ILLUSTRATEWHY WE DO THIS:

When you subtract the YTD total of the first check from the last check,
the amount of the first check is subtracted too. You have to add it back to
include it in the calculation.

Week Check YTD
1 $100 $200
2 $100 $300
3 $100 $400
Total $300

Use Number of Weeks Worked

If a customer only provides the last paycheck stub, use the year-to-date total to
calculate the average weekly pay.

1.

Divide the YTD Gross from the most recent paycheck by the number of
weeks worked at the employer this year to get the average weekly pay.
Note: You will need the customer’s start date.

Multiply the average weekly pay by the number of weeks for which you
do not have documentation.

Add the calculation from number three to the gross pay on the check stub
you have.

Multiply the total by two to get a yearly income estimate.

NOTE:

You may need to use a variety of methods to reconstruct a customer's
income for the twenty-six week period.
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EXAMPLE:

Kathy is only able to provide her last pay check stub to show income.
She’s worked at the Tasty Treats since last year. Prior to that she did not
work. Her application date was August 1.

Pay Date:  July 29, 2016
Pay Period: July 16 - July 22
Gross Pay: $ 575.32

Gross YTD: $7,523.98

26 week period: January 31 - July 31
Number of weeks Kathy worked for the employer this year: 30

1. Divide the YTD Gross by the
number of weeksworked: .................. $7,523.98 + 30 = $250.79

2. Multiply the average weekly pay
by the number of weeks missing
from the 26 week period: .................. $250.79 x 25 = $6,269.98

3. Add the income for which
you have proof: ..................... $6,269.98 + 575.32 = $6,845.30

4. Multiply by two for the
estimated yearly income: ................. $6,845.30 x 2 = $13,690.61

Collect the best documentation you can to accurately determine which income to
include/exclude for the income determination period. In some cases, you can do
that with two paychecks. However, documentation of income is generally not a
neat, comprehensive list of paychecks. You will have to work with the customer
to obtain as much documentation as possible, and then work to reconstruct
income for the income determination period or get the information from the
employer.

In your efforts to collect “best documentation,” don’t create artificial barriers by
demanding documents the applicant says are not available. Make your decision
based on the “best documentation” you have.
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ACTIVITY:
Calculating Income

Jenny submitted a financial aid application dated 3/11/2016 with the following
documentation for income:

® She worked at Tip Top Cleaners from 7/25/2015 through 10/31/2015

- 1 pay stub dated 11/20/2015:

Pay period: | 10/31/2015-11/13/2015
Hours: | 8
Pay rate: | $15.22/hour
Gross pay: | $121.76
YTD gross: | $5,585.74
® She worked at Johnson House Provisions from 11/29/2015 through
2/14/2016
- Check stub dated 1/1/2016
Pay period: | 12/12/2015-12/25/2015
Hours: | not provided
Pay rate: | $15.50/hour
Gross pay: | $945.50
YTD gross: | $1,829.00

Note: The store was closed from 12/24 /2015 -1/03/2016

- Check stub dated 2/26/2016

Pay period: | 2/06/2016 -2/19/2016
Hours: | not provided
Pay rate: | $15.50/hour
Gross pay: | $75.00
YTD gross: | $3,441.00
26 weeks: to

Calculated income:
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ACTIVITY:

Calculating Gross Yearly Income

Carolyn has not worked in the last six weeks. What is her estimated gross yearly

income?

Use Average check:

Use YTD totals:

What additional documentation do you need?

Week Check Gross YTD Gross
1 $456.52 $18,620.52
2
3
4
5
6
7
8 $362.52 $20,920.52
9 $349.85 $21,270.37

10 $446.35 $21,716.72
11 $259.68 $21,976.40
12 $268.36 $22,244.76
13 $265.44 $22,510.20
14 $126.35 $22,636.55
15 $653.25 $23,289.80
16
17
18
19
20
21
22
23
24
25
26
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Dislocated Worker

Individuals qualify for Workforce Solutions financial aid as a dislocated worker
if they are unemployed through no fault of their own or have received an official
layoff notice. There is no income test to qualify. Customers must meet the
general eligibility requirements, and qualify under one of six sets of criteria:

1. Laid off

There are three ways a customer may qualify under this category:
A. An individual who (must meet all three qualifiers below):

e Has been terminated or laid off, or has received a notice of
termination or layoff, from employment; and

* Iseligible for or has exhausted entitlement to unemployment
compensation, or can demonstrate an attachment to the workforce.
(Has been employed for a period of time, but is not eligible for
unemployment compensation due to insufficient earnings or having
worked for an employer not covered UL; and

* Is unlikely to return to a previous industry or occupation

Note: Unlikely to return to a previous industry or occupation is
determined through an evaluation of the labor market, which
determines that:

The industry or occupation shows either no growth or a decline
in available job opportunities as documented by labor market
statistics or TWC-approved labor market analyses;

The individual has been seeking —since termination, layoff,

or receipt of notice of layoff —but has been unable to find
employment in his or her previous industry or occupation due to
economic conditions and/ or skill limitations;

The individual was profiled and determined likely to exhaust Ul
benefits was called in for an RESEA orientation; or

There is a lack of suitable matches in WorkInTexas.com.

B. Temporary or Seasonal Workers —Individuals laid off or terminated
because of the cyclical, intermittent, or seasonal nature of their
employment may be provided individualized career services and training
services as a dislocated worker. However, these services should be
available only to those customers interested in developing skills in non-
seasonal occupations. Individuals laid off on a temporary basis, with a
specific recall date, are not eligible under this category.

C. Expedited Eligibility:
* Trade Affected (TAA) eligible
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2. Permanent Closure or Substantial Layoff

An individual who:

- has been terminated or laid off, or has received a notice of termination

or layoff, as a result of any permanent closure of, or any substantial layoff*
or

- is employed at a facility at which the employer has made a general

announcement that such facility will close within 180 days.

* Substantial layoff is defined as any reduction-in-force which is not the
result of a plant closing and which results in an employment loss at a
single site of employment during any 30 day period for at least fifty (50)
employees (excluding employees regularly working less than 20 hours
per week).

3. Previously Self-employed

The individual was self-employed but is currently unemployed as a result of

- general economic conditions in the community in which the individual

resides, or

- because of a natural disaster.

This includes individuals working as independent contractors or consultants
but not technically employees of a firm.

Displaced homemaker:

An individual who:

has been providing unpaid services to family members in the home;

is unemployed or underemployed and experiencing difficulty finding or
upgrading employment; and

meets one of the following:

* has been dependent on the income of another family member but is
no longer supported by that income; or

* is the dependent spouse of a member of the Armed Forces on active
duty and whose family income is significantly reduced because of
a deployment, a call or order to active duty, a permanent change of
station, or the service-connected death or disability of the member.

Note: A displaced homemaker may lose support income due to divorce or
the death of a spouse. In addition, the loss of support income may be the
result of a former wage earner’s job loss and that former wage earner may
still be living in the home.
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5. Spouse of a member of the Armed Forces who:

- has experienced a loss of employment as a direct result of relocation to
accommodate a permanent change in duty station of such member; or

- is unemployed or underemployed and experiencing difficulty finding or
upgrading employment.

6. Former members of the military who were discharged within the previous 48
months and

- The discharge status is anything other than dishonorable

- He/she did not retire from the military

In-School Youth

To be eligible for WIOA In-School Youth funding an individual must meet the
general eligibility requirements and:

® Age: No younger than 14 and no older than 21 at the time of eligibility
determination,

® Attending school: An individual is “attending school” if, on the date of
eligibility determination, the individual is:

- Registered for or enrolled in:

* Public school

* Charter school

* Private school

* Disciplinary alternative education program (DAEP);
- Home-schooled;

- Attending high school equivalency programs, including those considered to
be dropout reengagement programs, funded by the public K-12 system;

- High school graduate who has registered for post-secondary classes, even if
not yet attending;

- Attending post-secondary classes; or

- In between post-secondary school semesters and has registered for classes
for a future semester or has paid all or part of the tuition for a future
semester.
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Note:

— Once the school status of the individual is determined, that school status
remains the same throughout the current participation.

- Participation in the following programs is not considered being “in school”
for the purpose of determining ISY/OSY status:

* Adult education programs provided under Title II of WIOA

YouthBuild programs

Job Corps programs

High School Equivalency programs (not funded by the public K-12
system)

* Dropout reengagement programs (not funded by the public K-12 system)

In-School Youth Challenge: Meets one or more of the following;:

Basic skills deficient

An English language learner who is deficient in basic literacy skills
An offender

A homeless individual

A runaway

In foster care or has aged out of the foster care system

Pregnant or parenting

Has a disability

oo ooood

Economic eligibility: An individual who meets any one of the following criteria
satisfies the economic eligibility requirement for In-School Youth funding:

] Receives or is a member of a family (based on the WIOA definition) who
receives:

[ TANF,

] SNAP,

[ Supplemental Security Income (SSI), or
[ Other public assistance

] Received or is a member of a family (based on the WIOA definition) who, in
the last six months, received:

[ TANF,

] SNAP,

[ SSI or

[ Other public assistance
[ Ishomeless
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Receives or is eligible to receive a free or reduced-price lunch
Is a foster youth

Receives or is a member of a family who receives an income below the income
guidelines

An individual with a disability whose own income is below the income guidelines
even if the individual’s family has income above the guidelines

U O OUod

Lives in a high-poverty census tract

Refer to the Workforce Solutions Income Guidelines for additional guidance.

To determine if a customer lives in a high poverty census tract:

* Use the customer’s address and the census website to determine the customer’s
census tract. Go to: www.census.gov
Click on the Data tab
Click on Data Tools & Apps
Scroll down and click on American Fact Finder (AFF)
Click on the Advanced Search tab
Click on Geographies on the left navigation bar
Click on the Address tab
Enter the customer’s address. Look under the column Geography Type for
Census Tract. The tract number is in the column to the left.

Your Selections Search Resulis: 71-25 of 5,267 tables and other products match "Your Seleci

Search using... Select Geographies
Census Tract

Census Tract 5543.01, Harris
County, Texas €3

Address

A — Enter a sireet address, city and state, or a street address and ZIP code. Clic/

start @ new search Note: address search will use the latest available address data beginning with 201
Your Selections.

street address city state
[470 Lakewood Forest Drive | [Houston | [Texas v

load search | save search

Search using the options below:
‘ Topics ' ‘

Geographies containing 13700 Lakewood Forest Dr, HOUSTON, TX, 77070z
Select geographies to add to Your Selections

Geographies Geography Results:
(states, counties, places, ...}

(age, income, year, dataset, ..}

graphy Name Geography Type
Race and Ethnic Groups
(race, ancestry, tribe) South Region Region

West South Central Division Division
Industry Codes
{NAICS industry, ...) Texas State

Harris County, Texas County
EEO Occupation Codes
(executives, analysts, ) Northwest Haris GCD, Harris County, Texas County Subdivision

Elock 2008, Block Group 2, Census Tract 5543.02, Block

Census Tract 5543.02, Harris County, Texas Census Tract

* Refer to the High Poverty Census Tract Chart located on wrksolutions.com.
If the tract is listed, it's high-poverty.
www.wrksolutions.com/ staff-resources/ performance-improvement/ desk-aids
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Out-of-School Youth

To be eligible for WIOA Out-of-School Youth funding an individual must meet the
general eligibility requirements and:

® Age: No younger than 16 and no older than 24

® School: Not attending compulsory or post-secondary school at the time of
enrollment. An individual is “not attending” school if, on the date of eligibility
determination, the individual:

- has had at least 10 consecutive days of unexcused absences and has not
returned to school;

- is not attending a post-secondary school;
- has not registered for post-secondary school classes; or

- is enrolled only in non-credit-bearing post-secondary classes.

Note:

— Once the school status of an individual is determined, the school status remains
throughout the current participation

- Participation in the following programs is not considered being “in school” for
the purpose of determining ISY/OSY status:

* Adult education programs provided under Title II of WIOA

YouthBuild programs

Job Corps programs

High School Equivalency programs (not funded by the public K-12 system)
* Dropout reengagement programs (not funded by the public K-12 system)

® Out-of-School Youth Challenge: Meets one or more of the following:
(1 School Dropout;

[ Required to attend school but has not attended for at least the most recent
complete school year’s calendar quarter (the last three months school was in
session)

Homeless or Runaway

In foster care or aged out of foster care;
Pregnant/Parenting

Subject to the juvenile or adult justice system
Has a disability

RN Ny N

Note: A young adult who meets any one of the challenges above does not have to
provide proof of economic eligibility.

1-40

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20




Module 1: Determining Eligibility for Workforce Solutions Financial Aid @ © ©

J

Youth who meet the three (3) challenges below:
[ Received HS Diploma/equivalent; and
[ Is economically eligible*; and

(] Is Deficient in Basic Literacy Skills or is an English language learner;

Is economically eligible and requires additional assistance to complete an
educational program, or to secure and hold employment. A customer may
qualify with this challenge if he/she:

[ Is a dependent member of single parent family
(] Failed all or part of STAAR test
[ Lacks significant work history (worked less than 3 of the last 12 months)

(] Has been determined by a public or private agency to need help to
complete education or get a job

® Economic eligibility: An individual who meets any one of the following criteria
satisfies the economic eligibility requirement for Out-of-School Youth funding;:

J

J

U OU0D0

Receives or is a member of a family (based on the WIOA definition) who
receives:

(1 TANF,

] SNAP,

[ Supplemental Security Income (SSI), or
[ Other public assistance

Received or is a member of a family (based on the WIOA definition) who, in
the last six months, received:

(1 TANF,

] SNAP,

] SSI, or

[ Other public assistance
Is homeless

Is a foster youth

Receives or is a member of a family who receives an income below the income
guidelines

Lives in a high-poverty census tract

IMPORTANT NOTE

A TWIST counselor note must support the reason the customer meets the
challenge and why (s)he requires additional assistance.
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Child Care and Development Funds

Workforce Solutions offers assistance to help customers pay for the costs of child
care so they can go to work or school, continue working, and/or get a better job.

There are multiple funding streams associated with child care financial aid.
Regardless of the funding stream, once eligibility is determined, the children are
eligible to receive child care for 12 months. Child care services continue even if
the:

® Customer has a temporary change in family income that does not go over the
Sustaining Income on the Workforce Solutions income guidelines (85% State
Median Income (SMI))

® Customer experiences a temporary change in circumstances such as:

Family or sick leave

Student holiday or summer break

A reduction in work, training, or education hours, with a plan to return

The end of work or training for less than 3 months
® Family moves within the state

® Customer does not:
- Meet required participation

- Report a change

Note: Unlike WIOA funds, it is not necessary to assess customers applying only
for child care financial aid for suitability.
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Priority of Service

Priority criteria applies to Child Care Development Funds based on the

hierarchy below:

First Priority

In no particular order

TANF Applicants

TANF/Choices participants

Former Choices child care recipients whose TANF was
denied or voluntarily ended within the last 12-months
due to employment, timing out of benefits, or earnings
increase. (At-Risk Care)

SNAP E&T

Second Priority

In this order

Parents referred by DFPS

Qualified veteran/spouse

Foster youth with children

Families experiencing homelessness

Parents on military deployment; military-funded child
care is not available

Teen parents

Parents with children with disabilities

Third Priority

In this order

Siblings in families receiving child care

Students or employees of a match partner (use
Sustaining income levels)

Parents participating in WS activities who need
financial aid to complete

Families who have lost financial aid for a child based
on a program violation, have fulfilled their mandatory
waiting period, and have reapplied for financial aid
for child care. Violations include: over 40 unexplained
absence days or failure to pay the Parent Share of Cost.

All other eligible customers
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Eligible Children

To be eligible for child care assistance at the initial eligibility determination and
re-determination each child must:

® Live with the parent, and be physically present in the household in the Gulf
Coast region during the time financial aid is requested. Refer to the VEQ for the
definition of parent and in loco parentis and a list of documents to use for verification.

13 COUNTIES

INTHE GULF COAST REGION
® Austin ® Liberty
® Brazoria ® Matagorda
® Chambers ® Montgomery
® C(Colorado ® Walker
® Fort Bend ® Waller
® Galveston ® Wharton
® Harris

Exceptions:

- Customers experiencing homelessness may use the family’s primary
sleeping location at the time an eligibility determination is made to
determine the county of residence.

- The child of a parent who is attending school to obtain a post-secondary
degree does not have to reside with the parent.

- The child of deployed military personnel meets the requirement based on
the residence of the person standing in loco parentis for the child.

- Children temporarily living with the non-custodial parent during court-
ordered visitation meet the residence requirement based on the residence
of the non-custodial parent. Depending on the family and child care
arrangements for custody arrangements of short duration, child care may
continue or be suspended at the agreement of the parents.

® Be U.S. citizens or legal immigrants, and
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® Be under the age of 13, or under the age of 19, if disabled or under court
supervision. Documentation of the disability is required.

Eligible children with a disability can receive care until they turn 19, or the
end of the eligibility period, whichever is later.

IMPORTANT NOTE

Families experiencing homelessness have three months to provide
documentation of eligibility for age, citizenship/legal immigration
status, and activity hours.

Collaboratives for Children (CfC) provides consultation and training to
providers on including children with special needs into child care settings. As

a partner organization with CfC, FASC staff is responsible for notifying CfC
when child care is authorized for a disabled child so they can follow up with the
provider to offer any services necessary for the child. Use the Disability Interview
Form to gather information about the child’s needs. Use the FACS Quick Pick:
Child w/Disability to notify CfC when you’ve authorized care, fax the Disability
Interview Form to CfC at 713-600-1230, and scan into the customer’s file.
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Eligible Customers

Customers fall into one of two categories for child care funds: Customers
Immediately Eligible and At-Risk Customers.

Immediately Eligible

Customers are automatically eligible for child care financial aid if they are
receiving public assistance and cooperating with Workforce Solutions by
participating in required activities. This includes:

® TANF Applicants. Individuals who have applied for but are not receiving
TANF can be awarded child care financial aid upon attending a Workforce
Orientation if they agree to begin participating in Choices activities. This
is funded as Choices child care. TANF Applicants can also receive child
care after receiving a referral from HHSC (2588) to attend a Workforce
Orientation if they go to work for a minimum of twenty-five (25) hours per
week (50 hours if a two-parent household) before an eligibility determination
is made or if they are working at the time of the orientation. This is funded
under TANF Applicant care. A customer denied TANF because of her
income is no longer considered a TANF Applicant and must apply for At-
Risk financial aid.

® Choices Participants. Individuals receiving TANF and participating in work
search or work readiness activities offered by Workforce Solutions may
receive financial aid for child care to meet participation requirements. When
a customer is denied TANF she/he may receive child care until the end of
the 12-month eligibility period if she is working or going to school for any
number of hours. If she/he is not working or going to school when TANF
is denied, the customer may receive three months of child care to find work
or begin school. If she/he is not in an activity at the end of the three months
child care ends.

® SNAP E&T Participants. Individuals who are receiving SNAP and engaged
in job search services offered by Workforce Solutions may receive financial
aid for child to meet participation requirements. Child care is available only
for customers classified as General Population who have children age 6 or
older.

® Department of Family and Protective Services (DFPS)/Foster Care Families.
The Texas Department of Family and Protective Services (TDFPS) has the
responsibility for determining child care eligibility for children in their
protective care, including foster care. The TDFPS case manager contacts
Workforce Solutions designated contact at the FASC via email or phone
when a family requires child care. The email and Form 2054 received from
CPS confirms immediate eligibility.
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® Local Match Contributors are organizations (typically high schools or
community colleges) who offer (pay and provide) child care activities, and
in doing so, helps Workforce Solutions draw down federal dollars (match)
to pay for more child care activities. Examples of local match contributors
include:

- United Way
Public Independent School Districts

Community Colleges

Four-year Universities

City of Houston

® Customers referred through a Local Match Contributor or transitioning from
receiving TANF to working receive priority service but are also required to
meet all eligibility requirements.

® Special Projects. There may be instances where funds become available to
serve special populations within the Gulf Coast area. When this occurs, you
will receive instructions to ensure correct data entry such as fund coding and
eligibility dates.

® Former Choices. A former Choices participant who is working or
participating in education or training at any level may continue to receive
financial aid for child care through the end of the Choices eligibility period,
even if participation in Choices has ended.

Once the 12-month eligibility period for child care assistance with Choices
funding ends, redetermine eligibility for At-Risk assistance using the
Sustaining income levels.

® If the family is:

- Receiving financial aid for child care at the time of denial they may
receive assistance for the remainder of the Choices child care eligibility
period.

- Not receiving financial aid for child care at the time of denial, authorize
child care for at least 12 months from the date the assistance is requested.
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To authorize child care if the customer is not receiving financial aid for child
care at the time of denial:

- Verify the customer’s TANF Ineligibility date on the TANF History tab in
TWIST. This is the last day the customer received benefits.

- Verify the customer is working and/or attending school by reviewing
participation in TWIST, or use another approved method such as
requesting paycheck stubs and/or a school schedule..

- Discuss the eligibility requirements to receive financial aid:

* Be below the Child Care Sustaining Income guidelines based on their
family size,

* Pay a parent fee based on their income and the number of children
receiving child care,

* Report changes that result in income over the Sustaining Income
guidelines (85% SMI),

* Report any permanent loss of work or withdrawal from school, and

* Self-attest they don’t have assets worth one-million dollars or more.

At-Risk (Income Eligible)

Customers who are not automatically eligible may be awarded financial aid for
child care if they meet the following criteria at the initial eligibility determination
or at re-determination:

Completed and signed the Workforce Solutions Financial Aid Application
Children meet eligibility requirements listed on page 1-44.

Meets required activity hours: Working or attending school, or a combination
of both, at least 25 hours/week or 50 hours/week if it's a two-parent family.

Meet income requirements: Income is below designated income levels based
on family size (Refer to Workforce Solutions Income Guidelines) or the
family is experiencing homelessness.

Financial assets do not exceed $1 million.

Note: Customers experiencing homelessness have up to three months to

provide documentation for eligibility, but are not required to provide proof of
income. Refer to the “Identifying Homelessness” resources on the NWI Learning
Management System (LMS) for more information.
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MORE INFORMATION ON
IDENTIFYING HOMELESSNESS

® Region 10 Education Service Center:
http:/ /www.region10.org/ mckinney-vento-homeless/

® [ocal ISD Homeless Education Liaisons:
https:/ /www.theotx.org/liaison-directory/

® Texas Education Agency:
http:/ /tea.texas.gov/ Texas_Schools/Support_for_At- Risk_Schools_
and_Students/Education_of_Homeless_Students/

® Webinar: Determining Eligibility for McKinney-Vento
Rights & Services: https:/ /attendee.gotowebinar.com/
recording/4870269533748508930

Activity Hours

A customer must be working or attending school, or a combination of both, for
at least twenty-five (25) hours per week, or a total of 50 hours per week for a
two-parent family to meet the eligibility requirements for activity hours. Activity
hours must be verified prior to authorizing financial aid.

® A customer who has been hired, but has not started working:

- must provide documentation from the employer of the hire and the hours
expected they are expected to work,

- can begin receiving child care assistance not more than two weeks prior
to his/her scheduled start date.

® Deployed military parents automatically meet the work requirement.

® Customers experiencing homelessness have three months to document
activity hours. After the three months, participation for any number of hours
allows them to meet requirements.

® A customer can continue to receive financial aid for child care during
the 12-month eligibility period if they have a reduction in work hours, a
temporary loss of work, or a school break. For a two-parent household any
permanent loss of activity for one parent is considered a reduction in hours,
provided the other parent continues to participate.
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® Customers can request, or staff can offer, to reduce activity hour requirements
because a parent has a documented disability or must care for a family member
with a disability. Hours can be reduced to not less than fifteen (15) hours for a
single parent family and not less than twenty-five hours (25) for a two-parent
family.

Calculating Work Hours

To determine if the customer is meeting the activity requirement use the customer’s
last 13 weeks of paycheck stubs to calculate the average hours per pay period. Use
the chart below to compare the average hours worked with the minimum hours
based on the pay period to determine if the average hours meet the requirement.

Pay Period Minimum hours per
paycheck (stub)
Weekly 25 hours
Biweekly (every 2 weeks) 50 hours
Semi-monthly (twice a month) 54 hours
Monthly 108 hours

® (Calculate the hours worked if the customer's paychecks do not reflect them:

- If the wage is not indicated on the paycheck (stub), ask the customer for her
current wage.

- Divide the gross pay by the hourly rate of pay. The result is the hours
worked for the pay period.

- Document the calculation in TWIST Counselor Notes.

Use the information you have to determine if the customer is meeting the activity
requirement. If the customer’s paycheck consistently shows a 25+ hour work week
and 1-2 weeks are slightly lower or there are no hours, use the information from the
majority of the checks to conclude the customer meets the 25 hour requirement.

EXAMPLE:

Sally provided her last 13 weeks of check stubs. They show she worked 25
hours for eleven of the thirteen weeks, but had no hours for two weeks. The
average weekly hours is 21.66, but the expectation is that Sally will work 25
hours per week for the majority of the time.
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EXAMPLE:

Sherri makes $8.00 per hour and is paid every two weeks. She provided you
with a check stub showing gross wages of $436.00.

$436/$8 = 54.5 hours worked during the pay period

Since she is paid every two weeks she must work a minimum of
50 hours per pay period. Therefore, this check stub provides
proof she meets the criteria.

® Self-employment

For self-employment to be considered an eligible work activity a person must
demonstrate they are engaged in an activity for which they receive monetary
compensation. To do this customers must provide documentation to verify:

- The existence of the business,
- The business income, and

- Business expenses.

To prove the existence of the business the customer can provide:

- Current property titles, deeds, tax records, or rental agreement for the
business

Recent business bank statement

Recent business phone, utility, or insurance bill

Recent state sales tax return

Business records:

* Proof of income and expenditures
* Copies of money orders or checks received and customers served
* Personal wage records with third party signature

* Business registration or license

To prove gross income the customer can provide:
- For an established business:
e RS form 1040 with schedule C, F, or SE returns, or
* IRS tax transcript, or

* Any documents listed for New Self-Employment
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- For a new business:
¢ Profit/loss statement, or
e Recent business bank statements, or

* Business records which document income and expenses

To show net income and calculate hours:

Gross Income - Operating Expenses = Net Income

Operating expenses may include:
- Rent

Utilities

- Gas

Payroll

Booth rental, etc.

Attending School or Training

Parents must be attending or enrolled/registered to attend school/training at
least 25 hours/week at initial eligibility determination or re-determination to
receive child care financial aid. The referral can begin no more than two weeks
before school starts. In a two parent household both parents must be working or
going to school for a combined total of fifty (50) hours per week. Volunteer hours
are not considered in school/training.

Parents in an education/training program may receive financial aid for child
care for:

® Up to two (2) years toward a certificate

® Up to four (4) years toward an associate's degree
® Up to six (6) years toward a bachelor's degree
([ ]

Up to four (4) years toward a master's degree
These limits begin when the customer is initially determined eligible.

The customer’s schedule or a letter from the school or registrar showing start and
expected end dates plus hours attending is acceptable proof of training hours.
Use the customer’s unofficial transcript to determine the number of completed
semester hours.
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Calculating School Hours

The hours a customer attends school can be calculated using either clock or credit
hours.

® Clock Hours: Clock hours are used to calculate hours in some programs,
such as welding or medical records training. If the customer is attending a
training program that uses clock hours then 25 hours equals 25 clock hours
of training. Clock hours can also be used for calculating the hours that
customers are in clinicals, internships, and student teaching.

® Credit Hours: If the customer is attending a program of study that awards
credit hours, use the number of credit hours to calculate hours in school.
Depending on the course and the school, most classes provide three credit
hours. But, you'll need to verify hours to be certain. Some lab courses are
only one credit hour, and some independent study courses or internships can
provide as many as nine credit hours.

Spring and Fall Semesters

— 1 credit hour = 3 clock hours
Therefore, 12 credit hours = 36 clock hours/week (12 x 3 = 36).

- Customer attending school during the Spring and Fall semesters must
carry at least 9 credit hours if they are only attending school.

Summer Sessions/Mini-mesters

- 1 credit hour = 6 clock hours
Therefore, 6 credit hours = 36 hours/week (6 x 6 = 36)
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Multiply the
Credit number of School
Course Semester ;
Hours credit hours x | Hours
THREE
Biology 3 Fall or Spring 3x3 9
Biology Lab 1 Fall or Spring 1x3 3
Independent Study 5 Fall or Spring 5x3 15
TOTAL 27
Multiply the
Credit number of School
Course Semester .
Hours credit hours x | Hours
SIX
Biology 3 Summer 3x6 18
Biology Lab 1 Summer 1x6 6
Independent Study 5 Summer 5x6 30
TOTAL 54
Multiply the
Credit number of School
Course Semester .
Hours credit hours x | Hours
THREE
Firefighting Tech 3 Fall or Spring 3x3 9
Ropes & Rescue 3 Fall or Spring 3x3 9
Rescue Lab 2 Fall or Spring 2x3 6
Public Awareness 1 Fall or Spring 1x3 3
TOTAL 27

- A statement from the school registrar showing credit hours enrolled is

acceptable proof.

- Using Clock Hours Instead of Credit Hours: The credit hour formula is not
intended to limit or minimize school hours - it’s simply a way of converting
credit hours to actual hours. You may need to use clock hours instead of
credit hours to calculate school hours for customers in certain programs of
study, such as nursing. Nursing clinicals vary from school to school. Some
schools double up clinicals in the first half of a semester; then replace them
with something else for the second half. Some clinicals are completed in a
simulated setting while others are held in actual medical facilities. Clinicals
are always subject to hospital/facility availability. Students are awarded
credit hours for clinicals, but very often the time commitment goes beyond

the traditional “1 credit hr = 3 hours” formula.
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If a customer shows proof of actual hours, use clock hours versus credit

hours to determine whether he or she meets the 25 hour/week minimum
to qualify. To help you understand the required hours and curriculum of
a nursing student, for example, go to the school’s website, and look at the

sample curriculum.

For example: A look at the RN program of San Jacinto College shows the
post year 1 summer session includes one class which earns 2 credit hours and
one clinical which earns 2 credit hours. When we convert these credit hours
to clock hours we get a total of 24 hours - falling short of the required 25
hour minimum. We talk to the customer and she agrees to provide proof of
her actual clock hours of clinical work. We use the actual clock hours for the
clinical and document in TWIST counseling notes how the customer meets
the minimum hour requirement.

Multiply the
Course Clock Semester number of | School
Hours credit hours | Hours
x SIX
RNSG 2231 Advanced 2 credit Summer |2 credit hours x 6 12
Concepts of Adult Health
RNSG 2260 Clinical 20 clock [ Summer 20 clock
Nursing Advanced hours
Concepts of Adult Health
TOTAL 32
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Additional Guidelines: Additional guidelines for customers receiving financial aid
for child care - attending school or training include:

® Teen parents (up to age 19 at initial eligibility or redetermination) attending high

school or the equivalent are considered to be meeting the weekly requirement

Online Training: Customers enrolled in a distance learning program or taking
online courses included as part of a program’s curriculum who needs assistance
with child care expenses to participate in the course may qualify for child care
financial aid, if:

- S(he) meets all eligibility requirements, and
- S(he) provides documentation that verifies her registration in the course

and course syllabuses, with a description of the course and online delivery
requirements.

Have a conversation with the customer to determine the number of days of care
she needs based on the requirements of the course. Create the referral in TWIST
and document the conversation in TWIST Counselor Notes.

Online courses may or may not follow the credit hours to clock hours formula. In
your discussion with the customer be sure to clarify the class expectations.

Exceptions may be made by a manager or supervisor.

On occasion, a customer may be training for a company, but not receiving any
pay. A letter from the company showing start and expected end dates of the
training plus hours attending is acceptable proof.

Income Eligibility (Child Care)

Customers applying for financial aid for child care who are not immediately eligible
must qualify based on income eligibility. Family income requirements are:

Family assets do not exceed $1 million,

Family income is at or below the Workforce Solutions initial eligibility income
level. There are three steps to determining if a family meets the income
qualification:

1. Determine the family’s size,
2. Calculate the family’s monthly gross income,

3. Compare the family’s income based on the family size to the Workforce
Solutions Income Guidelines.
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Determine Family Size - Child Care

Use the following definition of family to determine the family size for child care
financial aid.

Two or more persons related by blood, marriage, or decree of court, who are
living in a single residence, and are included in one or more of the following
categories:

® Two married individuals and household dependents
® A parent or legal guardian and household dependents

A household dependent is an individual living in the household who is one
of the following:

- An adult considered as a dependent of the parent for income tax
purposes;

- A child of a teen parent; or

- A child or other minor living in the household who is the responsibility of
the parent.

A parent is defined as an individual who is responsible for the care and
supervision of a child and is identified as the child’s:

Natural parent

Adoptive parent

Stepparent

Legal guardian

Person standing in loco parentis (in place of a parent).

To stand in loco parentis for a child, with no additional documentation
required, the customer must meet at least one of the following criteria:

- Choices customers who have children listed on their TANF grant,
determined by HHSC.

- Former Choices customers who have children who were listed on their
TANF grant, determined by HHSC.

- Customers who have child care authorization from CPS under the Texas
Department of Family and Protective Services.
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Customers who do not meet these criteria, but who are guardians or
custodians, may be eligible for child care financial aid if they provide
documentation to support their claims of guardianship. See the In Loco
Parentis desk aid in Appendix B for acceptable documentation depending on
the circumstances.

Unless otherwise indicated, the term in loco parentis applies to a single
parent or both parents.

Teen Parents: Customers under the age of 20, with children, and attending high
school or a GED program are considered teen parents. Teen parent status ends
the day before the customer’s 20th birthday or the day she graduates from high
school or completes her GED program, whichever comes first. Since teen parents
may apply for financial aid to assist with child care themselves, or their parent/
guardian may apply for them, consider who is applying for the assistance when
determining the family size.

EXAMPLE:

Janie is a sixteen year old mom of eight-month old Claire. Janie lives with
her mom, dad, and four siblings.

1. If Janie applies for financial aid to assist with child care expenses her
family size is two, she and Claire.

2. If Janie’s mom applies for child care for her, the family size is eight.
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Additional Child Care Family Size Guidelines: Family size is determined
based on those individuals meeting the above definition at the time the customer
submits the Workforce Solutions Financial Aid Application.

EXAMPLE:

Janie is 25 and has a two-year old daughter, Emma. She and Emma
live with her Mom, Pat (Emma’s grandmother). Janie has come into the
career office for child care assistance.

What is her family size?

EXAMPLE 2:

Jeremy and his girlfriend, Jane, have a one-year old boy. They live with
Jeremy’s mom and his three younger brothers. Jeremy submitted a WS
Financial Aid Application for assistance paying for child care.

What's Jeremy’s family size?

If Jane submitted the application is the family size different? Yes No

Why?
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1.

Calculate Income - Child Care

Once you have determined the family size, calculate the family’s income. Since TWIST
stores only the Local Match income level you must manually calculate and test a customer's
monthly gross income against the appropriate income guideline when making an eligibility
determination.

Collect proof of income for up to the last 13 weeks, ending the day before the application
date, for all household dependents except dependents aged 14-19 who attend high
school or a GED program. Families experiencing homelessness are considered income
eligible based on their homeless status, regardless of actual income.

- Refer to the The Glossary of Terms for Workforce Solutions Financial Aid, TWIST, or

the Family Income page of the financial aid application to determine which income
to include and exclude from the calculation.

Use gross income totals; not net income.

Deduct the cost of ongoing medical expenses for a child with a disability from the
family's calculated income.

Fluctuations in earnings during sustained employment are income amounts that
differ due to any of the following:

* Variable work schedules without an expected number of hours per day or per
week for a pay period

* Opvertime pay

* Pay based solely on commissions or tips

* Fixed compensation paid in different time periods, as in education
* Seasonal or temporary employment

Calculate the amount of bonuses or incentives to include in the monthly income by
dividing the amount by the number of months it was awarded. Add this to the gross
monthly estimate.

* Average an annual bonus by 12
* Average a onetime or lump-sum payment by 12

* Average a quarterly bonus by 3
Note: Be sure to remove the bonus from the pay for that check.

Some fluctuations in income are annualized and some are averaged over the
three month eligibility determination period. Examples of income that should be
annualized may include, but are not limited to:

* Coaching stipend paid only for season
* Accrued vacation leave paid out in a lump sum at year end

* Holiday employment: temporary increase in regular hours or additional
employment
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Examples of income to average over the three-month eligibility
determination period include, but are not limited to:

* Quarterly bonus
* Overtime pay
* Variable work schedules
* Seasonal or temporary employment
- Keep in mind calculations will differ based on the frequency of pay.

* Employers typically pay; weekly, every other week, bimonthly, or
monthly.

- Explain in TWIST Counselor Notes the methods used, missing
documentation, income fluctuations considered, and decisions made
regarding calculations.

- Keep a record of your calculations in Counselor Notes.

- When a teen parent applies for financial aid themselves their family
income is based solely on the teen parent’s income and family size. If the
teen parent is married, the spouse must be working or attending school/
training.

Thirteen weeks of income takes into account irregular fluctuations in
earnings and ensures that temporary increases in income, including
temporary increases that result in monthly income exceeding the Sustaining
Income Guidelines, do not affect eligibility or parent share of cost.

Use the 13 weeks as a guideline to get an estimation of the family’s expected
income for the 12-month eligibility period. Take into consideration any
changes in circumstances. For example; if the customer lost a job during the
previous 13 weeks and recently started a new one, collect proof of income
only from the current job since it reflects the customer’s expected income.

EXAMPLE:

Estelle has worked at a local boutique thirty hours per week for the
last seven weeks. Before this job she was laid off from a local grocery
store where she had worked for 18 months.

To calculate Estelle’s gross wages, request her last seven weeks of
check stubs from the local boutique. Since she no longer works at the
grocery store the income is not relevant to her expected income during
the child care eligibility period.
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Self-Employment Income: To verify income for self-employment enterprises,
one of the following documents from the most recent tax year and/or most
recent quarter, or for new self-employment enterprises, one of the following
documents covering a time period within the previous three months is
required:

- IRS Form 1040 with IRS Schedule C, F, or SE federal income tax returns
IRS Tax Transcript

Statement of profit or loss

Recent business bank statements

Business records that document income and expenditures, such as:

Copies of money orders or checks received

* Lists of and/or invoices for customers served with dates and
identifying information (such as addresses)

* Personal receipt books of business activity and amount

* Personal payment records with third-party signed verification (such
as notary)

Unearned Income: A family member may receive income unearned outside
of employment, such as merit-based scholarships, alimony payments, or
rental income. If a family member has received countable unearned income
within the previous three months, determine the frequency of the income and
average accordingly to determine an average monthly amount of unearned
income.

Calculate the average gross income per pay period.

Multiply by the frequency multiplier from the chart below

Multiply by: If paid:

4.33 Weekly
2.167 Every 2 weeks
2 Twice each month

Other Specify method in comments
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4. Add all family member's income and compare the total family monthly
income to the current WS Financial Aid Income Guidelines.

Use the Child Care chart in the WS Financial Aid Income Guidelines.

Find the row with the customer’s family size.

* Compare to the Initial Eligibility column at the initial eligibility
determination.

* Compare to the Sustaining Eligibility column at redetermination or if
determining eligibility for former Choices customers.

- If the income on the chart is greater than the customer’s family income,
the customer is eligible for WS financial aid. If the income on the chart is
less than the customer’s family income, the customer is not eligible. Only
process applications for customers whose income falls at or below the
Initial eligibility level.

- Refer to the Workforce Solutions Fund Alert to determine if funds are
available.

EXAMPLE:

Keith is a single parent who has applied for WS financial aid to assist with
child care for his two daughters. He worked for the same company for
the last year where he was paid every other week. His application date is
November 4, 2016.

® The financial aid application should reflect the customer’s last day
of work and should explain any gaps in employment and missing
documentation of income, i.e. check stubs.

® Since you only have some of the check stubs, you need to estimate the
missing earnings by either:
- Taking an average of the checks you have and filling in the missing
weeks, or

- Using the YTD totals on the checks you have to calculate the total
gross pay.
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1.

Week Check GrossYTD Gross

Pay Period Pay Period Pay Pay YTD
Start End Date
7/15/2016 7/28/2016 8/5/2016 $654.95 $6,818.78
7/29/2016 8/11/2016 8/19/2016 $896.45 $7,715.23
8/12/2016 8/25/2016 9/2/2016 $1,124.32 $8,839.55
8/26/2016 9/8/2016 9/16/2016 $1,224.65 | $10,064.20
9/9/2016 9/22/2016 9/30/2016 $1,278.65 | $11,342.85
9/23/2016 10/6/2016 10/14/2016 | $1,198.56 | $12,541.41
10/7/2016 10/20/2016 10/28/2016 | $1,023.56 $13,564.97
Average
5. Average amount per pay period .......... ... ... o oL $1,057.31
6. Multiply the average check amount by frequency multiplier (2.167) .........

$1,057.31 x 2.167 = $2,291.19

Use this to compare to the WS Income Guidelines to determine if he qualifies

Use Year-To-Date Totals

Use Year-to-date-pay to calculate the average amount per pay period.

Subtract the year-to-date total of the earliest check from the year-to-date total
of the most recentcheck ................. $13,564.97 — $6,818.78 = $6,746.19

Add back the gross pay from the earliest check $6,746.19 + $654.95 = $7,401.14

Divide by the number of pay checks/periods. . ..... $7,401.14 + 7 = $1,057.30
Multiply the total by the frequency multiplier (2.167) . ... .. $1,057.30 x 2.167 =
$2,291.16

Use this to compare to the WS Income Guidelines

1-64

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



Module 1: Determining Eligibility for Workforce Solutions Financial Aid @ © ©

A NOTETO ILLUSTRATE THIS CONCEPT:

When you subtract the YTD total of the first check from the last check,
the amount of the first check is also subtracted. You have to add it back to
include it in the calculation.

Week Check YTD

1 $100 $200
2 $100 $300
3 $100 $400

Add Checks $100 + $100 + $100 = $300
YTD most recent — YTD earliest: $400 -$200 = $200
Add back in the earliest check amount: $200 + $100 = $300

Use the Number of Weeks Worked

If a customer only provides the most recent paycheck stub, use the year-to-date
total to calculate the average weekly pay.

1. Divide the YTD Gross from the most recent paycheck by the number of
weeks worked at the employer this year to get the average weekly pay.

Note: You will need the customer’s start date.

2. Multiply the average weekly pay by the frequency multiplier (4.33) to
calculate estimated
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EXAMPLE:

Kathy is only able to provide her last pay check stub to show income. She’s
worked at the Tasty Treats since last year. Prior to that she did not work.

Her application date was August 1.

Pay Date: July 29, 2016

Pay Period: July 16 - July 22

Gross Pay: $ 575.32

Gross YTD: $7,523.98

13 week period: May 5 - July 31

Number of weeks Kathy worked for the employer this year: 30

Calculate the average weekly gross wages.

1. Divide the YTD Gross by the number of weeks worked
........................................... $7,523.98 + 30 = $250.79

2. Multiply the average weekly pay by the frequency multiplier
.......................................... $250.79 x 4.33 = $1,085.92

Use this amount to compare to the WS Income Guidelines
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ACTIVITY:
Calculating Incomes

1. John has a new job and is paid weekly. He has not received his first paycheck.
The Employment/Income Verification Form says John will work 36 hours/
week and receive $8/hour.

Calculate John's income:

2. Janie works two jobs. She’s worked on a construction crew for the last two
years and just recently started working at a local boutique. She gets paid
every other week at her construction job and weekly at her new job, for
which she only has only receive one check.

Job Pay Date Amount
Construction June 3 $540
June 17 $540
July 1 $540
July 15 $540
July 29 $540
August 12 $495
August 26 $540
Boutique August 15 $150

Calculate Janie’s income:
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Emily has been at the same job for the last year. She is paid twice a month
and brought you six check stubs. Her February 15th check includes a $250
yearly bonus.

Pay Date Amount
January 1 $400
January 15 $440
February 1 $420
February 15 $650
March 1 $400
March 15 $450

Calculate Emily’s income:

Cedric has worked at a commission-only job for the last six months where
he is paid twice a month. His January 15 pay stub shows no earnings for the
pay period.

Pay Date Amount
January 1 $600
January 15 $0
February 1 $675
February 15 $700
March 1 $585
March 15 $1,000

Calculate Cedric's income:
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Child Care Providers

There are two kinds of child care providers - Regulated and Unregulated.

® Regulated vendors are licensed or registered with the state and include:

Licensed Child Care Centers - A child care facility that provides care

for 13 or more children under the age of 14, authorized to operate by the
Texas Department of Family and Protective Services (TDFPS). A licensed
facility must comply with the minimum standards and rules for licensed
child care centers required by TDFPS and is subject to regular monitoring
by TDFPS.

Licensed Child Care Homes - A child care facility that provides care

for no more than 12 children under the age of 14, authorized to operate
by the Texas Department of Family and Protective Services (TDFPS). A
group day home must comply with the minimum standards and rules for
licensed child care centers required by TDFPS and is subject to regular
monitoring by TDFPS.

Registered Child Care Homes - A home in which the caregiver lives

and takes care of no more than six children under the age of 6, plus

no more than six additional school-age children. The total number of
children, counting the caregiver’s own children, may not be more than
12 at any time. It is authorized to operate by TDFPS and must comply
with minimum standards and guidelines of TDFPS. These homes may be
monitored by TDFPS as needed.

Other Regulated Providers
* Providers licensed by the Texas Department of State Health Services

* Facilities operated and monitored by the United States Military
Services

Texas Rising Star (TRS) Certification Program - Some providers have

the TRS designation. A TRS certified provider exceeds minimum state
licensing standards, has smaller group sizes, more qualified staff, and
program components that address sound practices for the development
of children. Parents are encouraged to inquire whether a chosen provider
is TRS certified.

IMPORTANT NOTE:

A TRS certified provider is the first placement of choice for CPS
placements. Customers who reside in an area without a TRS provider
may request a waiver from CPS.
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If the customer chooses a regulated provider, look for the provider on the list

of Workforce Solutions” Network Providers. If the provider is not listed, or if

the provider is inactive* in the system, submit a request to the Financial Aid
Payment Office (FAPO), using the Financial Aid Communication System (FACS),
to add the provider to the vendor network. You must provide the FAPO with
the following information:

- Name
Address

Telephone number

Contact person

If the provider is in the system but has no vacancies, the parent must choose
another provider.

*If no rates are listed in TWIST, this is an indication that the provider is inactive.
If group size and capacity are zero, this indicates the provider cannot accept
children.

® Unregulated Providers or Relative Vendors are eligible relatives of the child

who:

Are a grandparent, great-grandparent, uncle, aunt, or sibling of the child
over 18,

Are not living in the household,

Have a certification of relationship form signed by the parent,

Are Registered with, and maintain their listing status with, the Texas
Department of Family and Protective Services (TDFPS),

Are authorized and listed as a provider with FAPO.

Note: The child of a teen parent can use a relative who lives in the household.

Unregulated providers must be authorized and listed as a provider with
FAPO and register with the TDFPS before receiving payment for services. This
takes about six to eight weeks, so the customer may want to consider using a
regulated provider while waiting for the family member to become registered.

FAPO is responsible for processing and authorizing unregulated providers.
Authorization for child care financial aid and payments to the relative caregiver
will not begin until FAPO receives the required documentation from the
unregulated provider and verifies the provider has registered with TDFPS.
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Give customers requesting unregulated providers (relative) the Relative Provider
Customer Handout, and instruct them to contact the Financial Aid Payment
Office at 1-888-469-5627 (JOBS), select option #3, then option #2. FAPO staff will:

® Explain the process

® Estimate the time for beginning payment

® Answer questions

® Mail the Relative Provider Packet to the customer

Note: TDFPS-listed relative providers must be updated yearly.

Share of Cost

Working customers who receive WS financial aid for child care are required to
pay a share of the cost of care to the vendor. This share of cost is assessed using
a sliding scale based on the customer’s family size and income at the initial
eligibility determination, or re-determination. Before awarding financial aid
discuss the share of cost requirement with the customer and give her an idea of
what her portion will be. Parents exempt from paying a Share of Cost include
parents:

® Participating in Choices or SNAP E&T
® Experiencing homelessness

® Receiving DFPS child care, unless assessed by DFPS

The Share of Cost can only be assessed:
® At initial eligibility determination
® At eligibility redetermination

® When adding a child

® When a parent reports a change in income, family size, or number of children
in care that would result in a reduced Parent Share of Cost

® When resuming work, job training, or education activities following a
temporary change or during the three-month continuation of care period that
would result in a reduced Parent Share of Cost.
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To determine the customer’s payment amount:

® [ocate the Parent Share of Cost amounts in TWIST under the WDA
Administration menu.

® Find the customer’s household size and income range in the chart.

® At the top of the column is the share of cost amounts for the first child and
additional child(ren). These are the amounts TWIST uses in the System
Calculations and attaches to the provider.

® Apply applicable discounts, see below.

® Enter adjusted amounts in TWIST. Refer to page 2-109 in this manual for how
to enter the Parent’s Share of Cost in TWIST.

Notes:

® If, using the sliding scale, the parent’s payment is determined to be $0, the
customer will not be assessed a share of the cost.

® If a child is added or removed from care after a Board-to-Board transfer, the
Share of Cost amount is based on the sliding scale, but cannot go above the
amount initially assessed by the previous Board.

® A teen's share of cost is based solely on the teen parent's income and family
size.

Discount

Workforce Solutions authorizes a discount to the Parent Share of Cost if a
customer selects, is accepted, and continues care at a Texas Rising Star (TRS)
certified provider. The discount is:

® 40% for the first year
® 20 % for the second year

® No discount for additional years

Use following formula to apply this discount:
® System Calculation x discount percent (.40 or .20) = discount amount

® System Calculation - discount amount = Parent Share of Cost

These discounts apply even if the provider loses TRS certification or the parent
moves or changes employment within the workforce area and no TRS-certified
providers are available to meet the needs of the parent’s changed circumstances.
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IMPORTANT NOTE:

A customer’s Share of Cost can be reduced during the 12-month
eligibility period due to a change in circumstances. The Share of Cost
can be increased during the 12-month eligibility period only as high as
initially assessed, unless an additional child receives child care services,
at which point the parent’s Share of Cost can be raised above the initial
determined rate.

All changes to the parent’s Share of Cost must be manually entered in
TWIST.

Customers who use multiple providers may select one provider to pay the Share
of Cost. Adjust the amount to pay providers on the Share of Cost tab in TWIST.

You can adjust the Share of Cost amount for future months for customers
experiencing difficult situations which make it difficult for them to meet their
Share of Cost obligation. Such as:

® Unemployment and seeking employment
® Interruption in service
® [arge unexpected expense.

The Share of Cost amount can not be reduced to $0. Notify the provider and
document your actions and justification in TWIST Counselor Notes.

Payment of the Share of Cost is a transaction between the customer and the
vendor. When the customer doesn't pay the Share of Cost the vendor may refuse
to accept the child and has until the last working day of the month it's due to
report the non-payment to Workforce Solutions. The customer can not transfer
the child to another vendor unless the parent has paid the parent share of cost to
the current vendor, unless the transfer is related to a health and safety concern
for the child.

Attempt to contact the customer via multiple channels to notify him/her of
the possibility of child care being stopped due to failure to pay. Also evaluate
the customer's situation by the 10th calendar day of the following month to
determine the appropriate action:

® Temporarily adjust the Share of Cost

® Terminate financial aid for child care
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If the action is termination:

Notify the vendor and the customer of the termination

Include access to the appeals process in the customer notification. Note: Workforce
Solutions does not pay for child care when it's been terminated for failure to pay the
Share of Cost.

The customer must wait a minimum of sixty (60) days to reapply for child care and
is placed at the end of the wait-list.

Staff must track all early terminations of financial aid for child care due to failure to pay
the Parent Share of Cost, including family size, income, family circumstances, and the
reason for the termination so Workforce Solutions can determine if there is a pattern of
frequent early terminations and possibly take future actions.

Required Documentation

Workforce Solutions Financial Aid Application
Signed Orientation to Complaint form
Proof of income

Proof of work (Pay check stubs or statement from employer) and/or school hours
(unofficial transcript and school schedule)

Proof of children’s citizenship
Signed Parent Agreement
Proof of residency in the 13-county region

Self-attestation of less than one million dollars in assets
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Child Care Financial Aid Wait List

Sometimes the demand for Workforce Solutions child care funds is greater than
the supply. When this occurs, you will need to put the customer on the Child
Care Financial Aid wait list after you check for potential eligibility and priority
service.

To check for potential eligibility, use the information the customer provides to
confirm:

® The parent resides in the 13-county Gulf Coast region,
® The parent is working or in school,

® The children are between the ages of 0 and 13, 0-19 if special circumstances
apply,

® The children are U.S. citizens or legal residents.

Check to see if the children are in a priority group. Refer to page 1-43 for priority
of service information.

If you determine a customer is potentially eligible, and has satisfied mandatory
wait time related to a failure to pay the Parent Share of Cost, due to excessive
absences, or mandatory recruitments, if applicable.:

® Add the customer to the wait list. Refer to page 2-55 in this manual for further
instructions.

® Send a copy of the wait list letter that tells customers:

- Funds are not immediately available and we are placing them on the wait
list,

Approximately how long it may take before we can provide assistance,

(S)he will remain on the wait list until we reach out,

We will send notification when funds become available,

It is their responsibility to update changes to contact information,
telephone number, email address, mailing/residence address.

Exceptions may be approved by a manager or designee, on a case-by-case basis.
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Continued Financial Aid

Regardless of the funding stream, once eligibility is determined, children

are eligible for care for 12 months from the date of the first referral plus the
additional days necessary to end eligibility on the last day of the month. We ask
customers to let us know when they have a change in circumstances that my
affect their eligibility or share of cost. For example a change in:

® Family income

® Number of people in the family

® Employment

® Education/training hours

They must report within fourteen (14) calendar days:

® Family income increases to above 85% State Median Income level for the
family size (Sustaining Income Limits),

® Permanent interruption in work, training, or participation

If a family experiences a permanent change in income, which makes it higher
than the Sustaining Income on the Workforce Solutions income guidelines (85%
SMI), send a Notice to Stop Care Letter and stop care after the allowed fifteen days.

IMPORTANT NOTE:

This does not apply to customers who continue to experience
homelessness.

If a family experiences a permanent loss of employment or education but has

a plan to return they may receive three months of continued child care to find
employment or enroll in school. If during the three months, the customer reports
employment or school attendance for any number of hours, continue care for the
remainder of the eligibility period.

IMPORTANT NOTE:

Three months is a guideline which may be extended, within reason.

For example; if a customer drops all classes for the fall semester in
September and is scheduled to begin school again at the end of January,
the child may continue to receive care during the break in school.
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For any change reported:

® Review the information to determine if the change affect the customer's
eligibility or Share of Cost

® Update the Intake Common information in TWIST

® Document actions in TWIST Counselor Notes

You may also need to:
® Follow the process to deny or discontinue financial aid

® Reduce the Share of Cost. Explain in a counselor note the reason for and the
duration of the temporary reduction and notify the customer and the vendor
of the change.

® Add or remove children in care, adjust Share of Cost accordingly, and notify
customer and vendor of the change.

If a child’s care-giver changes permanently, such as in the event of a parent’s
death or incarceration that will last longer than three months, the child’s eligibility
and care continues until the end of the 12-month eligibility period if :

The child's new care-giver's family income is below 85 percent of SMI (Sustaining
Income levels) AND the caregiver is participating in work, education or training
at any level

Attendance

Customers are responsible for ensuring their children attend the child care
provider on a regular basis and must use the Child Care Attendance Automation
(CCAA) card to report attendance and absences daily:

® At a Point of Service (POS) machine or

® Through an Interactive Voice Response (IVR) telephone system

Customers can choose up to three individuals as secondary cardholders to

report attendance and absences when the customer is not available. Secondary
cardholders must be age 16 or older, unless the individual is a parent of the child,
and cannot be the owner, assistant director, or director of the child care facility.

IMPORTANT NOTE:

Giving the CCAA card or the personal identification number (PIN) to an
individual other than the parent or secondary cardholder, is grounds for a
termination.
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Customers must report a lost card to the Financial Aid Support Center within
seven calendar days. The Support Center will issue replacement cards and
may adjust the child’s attendance up to twenty one (21) days, as needed, due to
the lost card. Any problems recording attendance must also be reported to the
Support Center to avoid accruing absences.

Failure to meet attendance standards results in a program violation for financial
aid for child care funded by At-Risk, Choices, Supplemental Nutrition Assistance
Program Employment and Training (SNAP E&T), and former Texas Department
of Family and Protective Services (DFPS) funds. Attendance standards are
established based on when the eligibility period begins:

® If the 12-month eligibility period begins before August 1, 2018 - a child may
not exceed 65 total absences, by the end of the 12-month eligibility period. A
program violation results in the loss of the child’s eligibility for financial aid
for 60 days from the effective end date of the 12-month eligibility period.

® If the 12-month eligibility period begins on or after August 1, 2018 - a child
may not exceed 40 unexplained total absences during a 12-month eligibility
period. When a child exceeds 40 absences within a 12-month eligibility
period, the Support Center notifies the parent and the child care provider of
the referral end date. A program violation results in the loss of the child’s
eligibility for financial aid for 60 days from withdrawal of authorization.

The Financial Aid Support Center notifies parents and the provider of the
potential termination of child care assistance via mail when a child accrues 15
and 30 general absences cumulatively within a 12-month eligibility period.

A child’s documented chronic illness, disability, or court-ordered visitation
are not included in the absence limit.

IMPORTANT NOTE:

Workforce Solutions does not pay for child care services during an
appeal when services are ended due to excessive unexplained absences.

- End the referral or terminate the child care program detail in TWIST
using the termination reason Excessive Unexplained Absences, notify the
customer, and provide access to the appeals process.

- After the 60-day penalty period the parent may reapply for financial aid
for child care.
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The 60-day penalty period doesn’t apply to Choices customers who require child
care to participate or demonstrate participation, if sanctioned, during the 60-day
penalty period.

Staff may reduce the number of absences reported on a child’s attendance record
per the parent or care-taker’s request based on the following limits:

® The parent lost the automated attendance card

- Up to 21 absences

® The parent did not receive the automated attendance card

- Up to 21 absences

® The provider had a defective attendance terminal

- Up to 21 absences

® The parent’s attempt to record attendance in CCAA is denied or rejected and
cannot be corrected at the provider site

® The Texas Department of Families and Protective Services is authorizing the
referral for General Protective Services supported financial aid for child care

® There is an extraordinary extenuating circumstance that prevented a parent
from recording attendance. The extraordinary extenuating circumstance
must be approved by supervisor and recorded in TWIST Counselor Notes.

Workforce Solutions staff must always provide the justification for adjusting the
absence count in TWIST Counselor Notes.
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DFPS General Protective Care Attendance Standards

Children receiving care under a DFPS General Protective Care are not subject to
the above attendance standard. Support Center staff coordinate with DFPS and

the child’s caregiver to encourage attendance. If you cannot reach the customer

after repeated contact attempts, or the customer is not communicating with the

provider or taking the child to care:

® End the child care referral after 30 calendar days of no contact
® Leave the child’s eligibility and Program Detail open.

® Contact the DFPS regional day care coordinator to ensure that DFPS is aware
that the child is not attending before taking action to end the referral.

® Document the reason for the terminating the referral in TWIST Counselor
Notes.

Interruption of Service

If a customer experiences a permanent loss of work, training, or education
participation, the family’s child care continues for a minimum of three months

to allow the parent to find work or go back to school. If during the three months
the customer goes back to work or school for any number of hours continue child
care until the end of the eligibility period. If the customer does not return to
work or school in the three month period send a Notice to Stop Care letter fifteen
days before the end of the interruption period and end care at the end of the
three months. Refer to Module two: Creating and Updating the Customer Record
for how to record the interruption in TWIST.

January 1 April 15 July 15 December 31

12 Month Eligibility Period

3 Month
Interruption
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Suspensions

Customers may have interruptions, both planned and unexpected, in work and
school/training. While customers aren’t required to report changes that do not
effect eligibility, they may require a suspension of services to avoid excessive
absences. Suspensions may last up to three months, as a general rule, or longer
under special circumstances.

Example:

If a customer is unable to register for classes for a semester but plans to
attend school the following semester, you can suspend care for the four
months the customer waits to attend school.

The customer’s eligibility for financial aid doesn’t change during the suspension,
only the need for it. When customer returns to school or work within the time
allowed for the suspension, they don’t have to reapply for financial aid, or be
placed on a wait list unless the eligibility period ends during the suspension.
However, the provider is not required to hold a place for the child. Encourage
your customer to talk with the provider about the child’s return.

Prior to any suspension of child care, customers must provide documentation
that indicates they intend to return to work or school. Appropriate
documentation includes:

® Written statement from the employer or training provider stating the parent
will be returning to work or job training activities following the temporary
interruption of these activities or medical incapacitation; or

® Written notification of the parent’s intent to enroll in an educational
institution following the temporary interruption of educational activities

When customers notify you they have returned to work or school, authorize
financial aid for child care by creating a new referral on the child care Program
Detail in TWIST. After returning from a suspension, normal rules apply, and a
customer must report any relevant changes within 14 days.
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Determine Eligibility for Continued Financial Aid

Customers are eligible for financial aid for child care assistance for 12 months, at
which time a re-determination of eligibility must be made. Support Center staff
send customers whose eligibility is about to expire a Notice to Re-certify letter
forty-five days before the end of the eligibility period. This letter includes a Re-
determination Application and a list of documents that must be submitted to the
FASC for eligibility to be reviewed for the next 12 months. Documentation must
be returned within ten days from the date of the letter. Use the Re-determination
Application and documents to make an eligibility determination. For customer’s
to continue to receive care:

® The family’s income must be below 85% of the state median income
(Sustaining) or the customer continues to be eligible for assistance under one
of the other eligibility criteria

® DParents must meet activity requirements
If a parent is meeting the activity hour requirements by attending school:

- The parent must demonstrate progress in the education/training

program by showing he or she is currently enrolled in an education/
training program. The education/training institution’s acceptance of the
parent as a student is considered proof the parent is making successful
progress in the education/training program. A parent’s progress toward
completion of the education or job training program must be based only
on the parent’s performance while receiving child care

- The customer cannot have exceeded the time limits to receive assistance

for child care.

Note: If, at eligibility redetermination, the family is experiencing a
temporary change in work, education, or training, extend the eligibility
period to the date the parent is expected to return to work, school, or
training. This extension is granted on a case-by-case basis. Document the
extension in TWIST Counselor Notes.

The child must reside in the 13-county Gulf Coast region

The child must be under 13 years of age or 19 years of age if special
circumstances apply

There must not be a program violation for excessive absences or failure to
pay Parent Share of Cost that may apply at redetermination of eligibility

Parents must not have a current, open requirement to repay disallowed costs.
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When the customer is determined eligible to continue to receive financial aid:

® Review the information in TWIST and make changes as necessary. (Refer to
Creating the Customer Record for more details on how to record changes in
TWIST.)

® Estimate the parent’s share of cost using TWIST and The Parent Share of Cost
desk aid.

® Notify the customer of eligibility determination, and notify the provider to
begin or end care.

The new eligibility period and referral begins the first date of the month
following the end of the 12-month eligibility period and end 12 months later, on
the last day of the month.

Deny/Discontinue Financial Aid
Deny the customer’s request for financial aid if you:
® Determine a customer is ineligible for WS financial aid.

® Are unable to complete eligibility determination because the customer did
not provide the documents or information requested in the time allowed.

Discontinue or end financial aid for child care when the customer becomes
ineligible due to:

® failure to fulfill a requirement or condition of receiving financial aid,
® the planned time for the financial aid ends.

Send the Deny Financial Aid letter, edited with the customer’s information, and
the appropriate appeal form found on the Reasons to Deny chart, by U.S. Mail to a
customer when financial aid is denied or discontinued. This letter:

® Tells the customer why financial aid has been denied/discontinued,
® Provides the customer with the steps necessary to appeal the decision; and

® Includes the appeal form appropriate to that customer’s situation.
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When Workforce Solutions determines a customer committed fraud (an attempt
to obtain or increase a benefit or other payment, either for the individual or
another individual, by making a false statement or representation or failing

to disclose a material fact, knowing it to be false), the parent is not eligible to
reapply for child care financial aid or be placed on the wait list for 12 months
from:

® The date the recoupment is completely paid
® The date of the determination of fraud or

® The last day of care; whichever is later.

Appeal

A customer may appeal the decision to deny, reduce, or discontinue financial aid
or set a recoupment amount by following the complaint processing standards
and guidelines, found in WS Issuance 18-16 if the customer's appeal is denied,
take steps to stop financial aid and recover the financial aid the parent received
during the appeal process.

All services provided to a customer must be recorded in TWIST Service Tracking
(except child care) and Counselor Notes.

IMPORTANT NOTE:

Workforce Solutions will not pay for child care during an appeal when
we discontinued financial aid because of excessive absences or failure to
pay the Parent Share of Cost.
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Module 2: Creating and Updating the Customer Record

CREATING AND UPDATING
THE CUSTOMER RECORD -TWIST

Introduction

At some point during the financial aid process, you will create or update the
electronic customer record in TWIST to document the customer’s information.
TWIST is a component of the Workforce Solutions Management Information
System (MIS) used to collect and process customer information. The MIS
populates the same customer information in multiple programs and allows you
to perform tasks such as creating customer records, making job referrals, and
entering financial aid information. You will use TWIST to:

Verity eligibility for financial aid

Verify benefits and cooperation

Enter and check employment plans

Add support services and assessment information
Enter counselor notes

Place customers on the waitlist for child care
Calculate the parent’s share of cost

Create 2450s and make referrals

Adjust child care attendance records
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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

AEMREDTRe2EF | F

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

TDCJ Query (no longer available)
Staff Tools

Reference Tables

WDA Administration

Group Actions

Customer Information
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lcon 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.

§] Twist - Current User: trai

¥ File Edit View Tools Window Help

o sEQRODEP ||| H| |
WDA: [28 - Gulf Coast WDA JEa |
— Customer Search Customer
S5 - - E SSN: - - Name:
Last: Birth Date: 00/00/0000 Phone: ( )} - Ext: TWIST ID: 0
First: " Enhanced Service ¢ Specialized Service
TWIST ID . o ) . .
Dizlocated Worker | DizabilityMedical | Optional Questions | Card Holder |
Advancadl Search | Identity |C0ntacts | Characteristics | E ducation | Kilitary | Employment Histary | Public Assistance | Family | Income | Er
S5M: | - - Update Date: 01/10/2012  Updated By: DHS Update Date:  00,/00/0000
—Menu Selections X X
% Intake - Common First: I 1] I_ Last I Suffix l_
-4 Eligibity Bitth Date: [00/00/0000  Age: Prone: [l 1 - Ext: | Email |
F=-4 Program Detail
: .;sse.ssmTent i Address | City | State | Zip | Canty |
ervice Tracking . = | I—l_
Q Counselor Motes Mallfnq ! ! ! =1
@ Change 55N Residence | | =l | -]
4@ TANF History DHS Maline | JEa|| I =l I -
-4 SNAP EST Histon | |DHS Reside I =l [ = I -]
’Qr Customer Calend:
Q Performance Date < LI}
’ Common Messurg | Aliazes: I Last |First | k| | Suffixl Changed Datel
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Ilcon - Staff Tools

File Edit View Tools Window Help

2 AETRERe =T |y H 0

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.
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lcon = WDA Administration

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

[rusepmeciE? ks E[o ®

4 Survey Dptional Guestior

: Contact: [
i 4 Offics Data Intsgity

4 LWDE Data Inegity Email: |
4 Child Care Administration Office Type: | =
4 Chid Care Provider ESOffice No: | Contract End Date: [0/00/0000

Requires Certification: [

4 . ] »

B| Wha AY/DA Administration =
- Select WDA:
[28-GuifCoastwpa v | [~ SelectOffice
I =]
L] Selecti =
—W——_“E"u T Office | aiaf | warksite | Needs | Optiondl Quections |
L@ St
: ® s ) TWIST Office ID: | Office No: | Phone Type | Phone Number
4 Group Security _
"4 Rapid Response Office Name: |
i Income Amounts Office Level: | =1
-4 Caunly/Zip Address: |
L4 Employer Services ay.Ssaez: = -

Hevehy S 11 10121509 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 Innovation and Opportunity 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

1] Twist - Current User: trainee 10 (210) (2)- Traini
File Edt View Tools Window Help

AUMETROET? O + H o I

B Reference Tables ==

Menu Selections CPCode [
X} CF Codes
T4 Coury e Ot [
{4 FICE Codes
i NAICS Codes
i Mew Emploper Inquing
i@ OPNET Codes
{4 DES-DNET el
i@ SICNAICS Rref
L4 CodeValues
& Program/Fund/Service Hief

CIP Code CIP Name

Assessment Test Xref

i@ ErorList

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

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

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

4. 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.

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

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

7. 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

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

11. Educational Functional Level

12. Program/Fund/Service X-ref listing

13. Error List - Listing or error descriptions
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Icon — Customer Information

m Twist - Current User: Gaee 10010 ?) - Training: 32
File Edit View Tools Window Help

AUMETGRODE? ks H 2 W

# Customer Information ==
WOA: |28 - Gulf Coast WDA -
Customer Search Customer
sanf - - = SSN: - - Name:
Last: Birth Date: 00/00/0000 Phone: ([ ) - Ext: TWIST ID: 0
First " Enhanced Service (o Specialized Service
(TWIST 1D = e - = =
Dislocated Worker I Disability/Medical I Optional Questions I Card Holder I
Advanced | Search Identity lContacls I Characteristics 1 Education 1 Military 1 Ermployment Histary I Public: Assistance ] Farmnily ] Income 1 Ernplayrent 5tatus
SEM:| - - Update Date: 01/10/2012  Updated By DHS Update Date: 00400/0000
 Menu Selections
\ntake - Common First M Last Suffix |
A Eligibilty Bith Date: [0/00/A0000  Age Phone: [ 1 - el JrEeid
Q Program Detail
@ hssessment Addiess | City | state | Zip | County | City Code

Q Service Tracking

Q Counselor Notes ietha I [ I =] - I [

-4 Change 55N Residence | [ I = - I

- TANF Histary DHE Mailine I =l = | | | - | I

Q SNAP E&T Histon DHS Reside [ =1 I = - I

-4 Customer Calends

-4 Pertormance Datz « | [0 ] =
Q Cormmen Measurg Aliases: | Last |F\rst | [l | Sulhxl Changed Datel

< ([} | »

Ready I 1075 5 MED 02 1054 A1

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:

Intake-Common
Eligibility

Change SSN
TANTF History
SNAP History

Customer Calendar

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: - - Hame:
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 | Gearch | | Identity IEnntants | Cnarscterstics | Education | Mitary | Employment History | Public ssistance | Famiy | Income | Emploment Status
S5M. | - - Update Date: 011052012 Updated By: DHS Update Date:  00/00/0000
- Menu Selections. )
=K Iniake - Common First M Last suffix [
& Elighilty Bith Date: [J0/I0/A0000 Age Phore: 1 - o Emait |
+ Q Program Detail
z :ssessm:nl o Address | City | state | Zip | County | City Code
4 Servios Trackin " —
-4 Counselor Notesg e i I I I =l I I
Q Change 55N Residence [ [ I =l | e I I
-4 TANF Histary DHS Mailine | =il || I ] |
{4 SNAPERT Histon | |DHS Reside I = = - [

4@ 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)
® WIOA - Workforce Innovation 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)

® Child Care - Child care referrals
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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
AREAETHLDE? k| H S W
vl Customer Infermation EI[
WDA. | 28 - Gulf Coast WDA 52
Customer Search Customer
S8N| - - hd 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 WIAAdu\l} ‘il Disloc. Worker 1 WA Youth I Wila YOG \

Program Summaly] E ligibility Surmary 1 Characteristics l Certification l Education 1 Military I Public: &sst. 1 Family l Income I Income Redetel

Advanced | Search

Wenu Selections

Intake - Common
A Eligibilty
Program Detail
JG Lpplicantd
; oF & WA 1272
4 Assessment
Qp Service Tracking
4 Counselor Notes
4 Change 55H
A TENF History
.4 SNAP E&T Histan
-4 Customer Calsnd:
4@ Performance Date
-4 Common Measure

Eligibility Dretermine Date: 12202011

Eligibility Expiration Date: 242/2012

Assessed & Approved |00/00/0000

for Intensive Services:

Azseszed & Approved
for Training Services: 00.00,/0000

fpplication Datefl2720/2000
Outof Gehook [ Age: 27
EstDaefO0iO0/OO00
ExtReason:| =]
LaborForce:| ~|

Program Type: Wia
Staff 2631 - 10 [210) trainee
WDA 28 Gulf Coast WhA

Office |2 - Test Dffice #2'WDA 28 €

Office 4 [2802 - Test Two

Office 5

A gl *

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

® C(Click 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

File Edit View Tools Window Help

PEMETESEER S H oW

w Customer Information [ H = | =
WDA: |28 - Gulf Coast WDA =
Customer Search Customer

Ssn-ﬁj SSN: Hame|
Last Birth Date: Phone] Ext st io: [
First: - T o Z 3 =
~ Testing ] ServiosPlan | Employabilty Status Meeds |  Bamies | Optional Questions | wOTC |

TWISTID

DOL

Advanced | Search Reportable,

Menu Selections.
Intake - Common
-4 Eligitilty

-4 Progiam Detail

i o @ Applicant/
oF @ wih 1272
R} Assessment
4 Sewice Tracking
4 Counselor Notes
4 Changs 55H
4 TANF History
4 SNAP EET Histon
4 Customer Calend:
4 Peiformance Dat:
-4 Common Measwure

EFL | Test Date

Pre/Post | Category | Test ‘ Functional &rea

“ m.| ]

Ready Ihdeny 1907 K MAOT 012 1708 41

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

1.

N o g o

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

MTwis.t— Current User: tra 0
File Edit View Tools Window Help

[evacomeDiE? ||~ E ¥
v] Customer Information =
WDA: |28 - Guif Coast WDA =1
— Customer Search — Customer
sswf - [x SSM: Name:
Last: Birth Date: Phone: Ext wisT o: [
First: |
I TsT D Services |Dai|y Tirne Tracking I Support Services I ITA/Financial Asst | Touth Goals I Referal Data Optional Questions
Advanced | Search I IA"TWISlSEN\CES _v_i
—Menu Selections
-4 Intake - Common Service Desciption Fund Description
i 130 - Worldorce Services Orientation = licant :Guff Coast )
4y Eligibity i e LI B URRE LA R D
£ 4 Program Detall 12 - Job Search Assistance 89 - Choices (WDA.GuUIf Coast WDA)
LA @ Applicant/

Ll A 1222
‘.I Azsessment

X Semvice Tracking
’ Counselar Notes
-4 Change 55N

-4 TANF History

-4 SNAP E&T Histon
i ’ Customer Calend:
’ Performance Date
4 Common Measure

L T »

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
Provider: |
Office 3 |2 - Test Office H2'wWDA 28 5DA 10 4|

st 0

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

Subject: |\mt\aIAssessmenl

Unresolved lssue: [

Menu Selections.
-4 Irtake - Common

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

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

 Description

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

can’t be deleted but it can be changed for up to ten (10) days.
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Menu Item — TANF History

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

REMALOESDESR |~ H o ¥

¥ 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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Menu Item — SNAP E&T

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

ABAELETR 2P | B o @
¥ Customer Information folfal=x
WDA: |28 - Gulf Coast WDA =

Customer Search Customer

ssnf - - = 55N Hame:
Last: Birth Date: Phone: Ext st o: [

= SNAP EAT History 1

Good Cause } Penalty }

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

Senvice wioik Code Secondary
Menu Selections Month 516G Cod

Clock Date|  Staff | Zip County ‘ Office 3 Office 4 Office 5 DHS | DHS

Client e Case No
Intake - Common | [0/0000

-4 Eligibity

2@ Progiam Detal
+F @ Applicant/
Pl e WA 1252
A Assessment
4 Service Tracking
. 4@ Counselor Motes
* 4 Change 55N

00/00/0000

- Performance Dal:
4 Common Measure

« [l ’

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
AU AEDTHDET k| H o

v] Customer Information

[F=5 ECh 5

WDA: |28 - GuIf Coast WDA JE |
Customer Search Customer

ssn: - - =1 SSN: Name:

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

First: .

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

Employer Name Hourly Wage
Advanced |  Search

Menu Selections

- Intake - Common
-4 Eligiblity

-4 Program Detail
4 Aszessment
-4 Service Tracking
0 Counsgelor Motes
-4 Change 55N ‘ Ll
4% TANF History
-4 SNAP E&T Histan
-4 Customer Calend: | | WorkinTexas Employment Outcomes

-} Performance Dat: Employer Name Start Dt O°NET
Q Common Measure

NAICS

Ready

Ibdern 1414 4 bAIN2 /04921030 Al

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

4 I 3

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:
TWISTID 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
Identity Military
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
Q Service Tracking Characterist 3?; A:fmﬁdp ticinati
49 Counselor Notes 3210:1;;::- - vesten ﬁiglﬁgst I(gnmde: 18 - Bachelors Deg
’ Lhangs 55N . 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

Exclusion Reason

Exclusion Start Date Exclusion End Date |

Ready

Ibdere 1441 5 MEHIN204417 1033 A1

monitored.
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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




Module 2: Creating and Updating the Customer Record

Verify Information

Before you create or update the customer record, collect and verify all funding
stream eligibility criteria documentation.

Verify a customer has applied to receive TANF:

Customers identified as TANF Applicants have applied for but are not yet
receiving TANF benefits. TANF applicants may be eligible for 30 days of
financial aid for child care once they have attended a workforce orientation. If
a customer requests child care at the time of the orientation the HHSC Referral
form 2588 serves as documentation the customer is a TANF applicant. If the
customer returns to the Workforce Solutions office for child care after receiving
an orientation, confirm his/her status as a TANF applicant in TWIST.

8. Log onto TWIST and retrieve your customer record. The Customer
Information screen displays.

B o cureor v I S T
File Edit View Tools Window Help

FAEMCTESER | B o O

?| Customer Information o l@ =]
woa: [28-GuifCoastwDa  _v]

Customer Search Customer

ssnf - =1 SSN Name
Last: Birth Date: Phone Ext: wist o: [

First: {+ Enhanced Service

" Specialized Service

TWIST ID
Optional Questions ] Card Holder I
Advanced Identity ]Ehalacleristics I Education I Military I Family I Employment Status 1 Dislocated Worker 1 Disability/M edical I
SSM: Update Date: 07/03/2012  Updated By, DHS Update Date: 01/07/2011
. I o e wdated £y [ beate Date
| | e NN F o B s
@ Eigbily T e ey —

Q Program Detail

< PR, r— T T—T1r—-r " 7T°
ustomer Calendz -

& Pertomance Dat: 4
Q Comnman Measure

: ':::izmﬁ':ckm Address | City | Stae | Zip | County |
»4 Ewmelmwef Mailina :[HOUSTON T _=l[770a0 207" - [HARFIS [350
4@ Change 55N Residence  [Same] [~ :[HOUSTON T< _=l[77080 0 - [HeRRIS [350
4 TANF History DHS Mailina HOUSTON T =|[77090 [5375 [207 - [HARRIS [350
-4 GNAP EST Histon | |DHS Residence -

.

»

Aliases: | Last First | w1 | Suffis | Changed Date |
[ OEAz/2012
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9. Click on the Service Tracking menu selection. A list of services displays.

Advanced | Search

Menu Selections

-4 Eligibility
-4 Program Detal
A Bssessment

E

€ Counselor Notes
4 Change 55H
4§ TANF History
£ SNAP E&T Histon

[ Intske - Comman

4 Customer Calend: |
9 Perfomance Date |
€ Common Measure |

File Edit View Tools Window Help
e acpReSE? | k| H| e W
ﬂ Customer Information El@
WDA: |28 - Gulf Coast WDA .4
— Customer Search 1 1~ Customer -
ssu[ - [l ssu: [ - N
st | oenose [ o I o st o I
First:| )
TWIST ID] Services ]Da\ly Time Tracking ] Support Services ] IT4/Financial Asst ] “fouth Goals ] Refenal Data Optional Questions

]AII Tuwist Services

]

Service Description ] Fund Start Date ] ~ Fund End Date

Fund Description

|13 - Supenvised Job Search

m

Services ta

File Edit View Tools

levscome

10. Select All Open Funding Source from the dropdown menu just below the

b.

Window Help

2| »

Advanced | Search |

Menu Selections Al

[ @ Intake - Common

-4 Eligibilty

]-‘ Program Dietail
Assessment

m Service Tracking

-4 Counselor Notes

-4 Changs 55N

Q TAMF Histary

SNAP E&T Histon |

Customer Calends |

Performance Datz |

Cormmon Measure |

£

&
'

? ||+ H |
?] Customer Information EI@
WD&: | 28 - Gulf Coast WDA .
Customer Search— — Customer -
sanf-- (= ssi [ - I
st || Bithae: [N Prove: I < rwsro S
fest -
wist o] Services ]Daily Time Tracking ] Suppart Services ] IT&/Financial Asst l Youth Goals ] Refenal Data Optional Questions

All Twist Services

Al Open Funding Sources
Al

WorkInT exas Services

Fund Stat Date | Fund End Date Fund Description

Onestop
v

Lo oo

¥ Applicant/Choices/Cheices P 07/02/2012

< .
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11. Select the TANF applicant Program Detail displayed in the Fund Description
box with a red check mark next to it. This indicates an active TANF applicant.

12. Confirm there is at least one service open with TANF
verifying a service listed with no Fund End date.

Applicant funding, by

v] Customer Information

WDA: |28 - Gulf Coast WDA 3|

Customer Search Customer
ssif - - =] ssi: [ - I
Last: girth Date: [ NI ~--- Ext: TWIST ID:
First:

TWIST ID Optional Questions ]

|App\icant!thoices#thoices Plus - D?.-’DZ.#‘ZDj

Menu Selections

Services | Daip Time Tracking Support Services | TAFinancial Asst ‘Youth Goals Fieferral D ata
Advanced | Search l I 1 ] ]

=N o =3

E]--Q Irtake - Comman

Q Counzelor Notes
-4 Change 55N
Q T&MF History
4 SMAPELT Higton
Q Customner Calend:
Q Performance Dat:
Q Common Measure

4% Eligibility CM Service Description | Fund Start Date Fund End Date
&3-@% Frogiam Detai
4 Assessment 12 - Job Search Assistance
R} Serwvice Tiacking [13 - Supervised Job Search 107/02/2012
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Verify a customer is currently receiving TANF:

Customers currently receiving TANF benefits are immediately eligible for child
care financial aid. To verify a customer is currently receiving TANF:

1. Retrieve the customer record.

2. From the Customer Information screen, click on the TANF History menu
selection. The TANF History screen displays.

File Edit View Tools Window Help

AUMAETRODE? B H oW

-m Customer Information EI
WDA: |28 - Gulf Coast WDA -
Customer Search Customer
sse[ - [=] si: [ v I
Last girth Date: [ N - - st o
First: =
i TANF History ] Time Limited Benefits | GoodCause | Fenalty | TANF Chiden | Fom 18366/8 |
TWIST D
TANF Ineligibiity Date: 00/00/0000
Advanced | Search bl
: Current EID Amaount $.00 EID End D ate: 00/00/0000
- Menu Selections Service | Benefits Benefits PR& Warrant DHS Type ‘Work Code Partial Month|Partial Month| Primary | Secondary
[]--t Irtake - Common | [ tanth | lssue Date | Amount | Viclation | Filz | Proaram. | Beain Date | EndDate | SIG. S|
€ Elginilly 07/2012(07/18/2012 412300 | [] 0 D1 - TANF cash assM - Mandstoy  |07/18/2012 |00/00/0000 8 - Caret - [T
[]--Q Program Detail 08/200500/00/0000 |$.00 5] 07 - Transitional Mei - Mandatory Failure tg00/00/0000 | 00400400000 - Disqu - it
A Assessment 05/2005|05/01 /2005 [$223.00 0 o 01 - TANF cash sss M - Mandstary 00/00/0000 | 0040040000 | - Cared - 1
@ Service Tracking | {405 04/08/2005 185,00 O o 01 - TANF cash ass b - Mandatony 04/08/2005 | 0040040000 |& - Caret - 1
-4 Counselor Notes
-4 Change SS5N
Q NP& stm_'
-4 Customer Calend:
@ Performance Date
-4 Common Measure
< i 3
4 1 »

If the TANF Ineligibility Date contains only zeros and a line is listed for
the current month, the customer is currently receiving TANF. If the TANF
Ineligibility Date is in the future and there is a line listed for the current
month, the customer is currently receiving TANF and will continue to
receive TANF until that date.
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3. Click on the Time Limited Benefits tab. The Time Limited Benefits screen

displays.

File Edit View Tools

2 A ETRE

Window Help
e BE? k|4 H & W

w Customer Information

= | Hem =)

WDA: [28 - Guif Coast WDA =1

Customer Search
sswf -- =]
Last: J—
First: Ji
TWIST D

Advanced

- Menu Selections

=] ‘ Intake - Cammon
-4} Eligibility

-4 Progiam Detail
Agsessment
‘r Service Tracking
-4 Counselor Motes
4 Changs 55N
X} TANF History
4 SNAP ET Histan
‘r Customer Calend: |
-4 Performance Date
& Common Measure |

Customer

ssi: I -
it Date: [ Pron- NN e st o

TAMF History  Time Limited Beneﬁts] Good Cause | Penalty | TANF Children | Fom 183688 |

State Time Limits
Tier 5 -T12months
Months Used: 1
Manths Left; 11
Federal Time Limits
Months Used: 14
Months Left; 48

Use the number of months left under State Time Limits to establish an end
date for child care financial aid. In this example, the customer has 11 months

of TANF eligibility remaining; therefore, financial aid for child care can be
provided for 11 months.
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Verify a customer is currently receiving SNAP:

Customers receiving SNAP benefits and identified as General Population by
HHSC may be immediately eligible for child care financial aid. To use TWIST to
verify a customer is currently receiving SNAP:

1. Retrieve the customer’s record.

2. From the Customer Information screen, click on the SNAP History menu
selection. The SNAP History screen displays.

File Edit View Tools Window Help

LU ALDEeDEPR B |4 H oW

¥ Customer Information E@
WDA: [28 - Gulf Coast WDA -
Customer Search Customer
Last girtn Oate: [ N oo =« st o: [
Fst| .
s SNAP E&T History I Good Cause 1 Penalty 1
st
Advanced | Search SNAPEST Ineligibility Date: 00/00/0000 Action Code: Action Date: 004000000
Service ‘wiork Code Secondary  |Clock Dale| Staff Zip County ‘ Office 3 Office 4 Office 5 DHS CHS
MoouiSelechons) Morith I Code Clienit No Case No
‘”!ak_? -Commen | [n7/z012 [3- Mandator/Mot workingC - ABAWD not08/01/201221370 - Ben 77384 | 333 - MONTGOI 260 - Interaithe - Corroe
- Bty | g 015 |- Resiving/appiing o - 08/01 /2012 77318 |39 - MONTGOI - ;
[=I-4 Program Detail . =
‘ Assessment 05/2012 |M - Receiving/applying for| - 087012012 77318 |333- MONTGOI -
€ Service Tracking | |04/2012 |M - Ressiving/appling for - 118/ /2012 77318 |333 - MONTGOI -
Q Counselor Notes | |03/2012 [N - Receiving/applying for - 0870142012 77318 (333 - MONTGOI -
-4 Changs 55N 02/2012 |N - Receiving/applying for - 08/01/2012 77318 |339- MONTGOI -
g 's° | |01/2012 [N -Receving/zppbing for - 0g/01/201: 77318 |339- MONTGOI -
WY SMAP E&T Histon i
Q Customer Calond: 12/2011 |M - Receiving/applying for| - 08/01/2012 77318 (323 - MONTGOI -
4 Perfomance Date | | 1172011 [N - Receiving/applying far - 08/01/2072 77378 |339- MONTGOI -
4@ Comman Measure | [10/2011 |M - Receiving/applying far - 08/01/2072 77378 (329 - MONTGOI -
09/2011 |M - Receiving/applying far - 08/ /2012 7378|339 - MONTGOI -
08/2011 |M - Receiving/applying far - 08/ /2012 7378|339 - MONTGOI -
0772011 |M - Receiving/applying far - 08/01/2012 77378 |339- MONTGOI -

If the SNAP E&T History date contains only zeros and a line is listed for the
current month, the customer is currently receiving SNAP. If there is a date
populated, the customer is not currently receiving SNAP.

IMPORTANT NOTE:

You can verify the date the customer was certified to receive SNAP in
TIERS. Get with your supervisor for a list of staff in your office that
has TIERS access.
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Verify children are on the TANF HHSC record:

For customers requesting financial aid for child care, verify the children listed on

the HHSC TANF record in TWIST.

1. From the customer record click on the TANF History tab. The TANF history

screen displays.

-4 Program Detai
Agsessment
-4 Service Tracking
-4 Counselor Notes
-4 Change 55N
N} TANF History
-4 SNAP E&T Histor
-4 Customer Calend:
.4 Performance Dat:
‘r Camman Measure

?] Customer Information EI\EI
WDA: [28 - Gulf Coast WDA JE4 |
Customer Search Customer
Last girth Date: [ I Fooo-: I o« mwisT i
First: B . L 7
s TANF History l Time Limited Benefits ] Good Cause ] Penalty 1 TAMNF Children ] Foim 18364/B ]
TWIST ID
TAMF Ineligibilty D ate: 00,/00/0000
Advanced ani
Current EID Amaunt $.00 EID End D ate: 00/00/0000
Wenu Selections Service | Benefits Benefits FRA& Wwarrant DHS Type Fartial bonth
- Intake - Comman Month | lssue Date | Amount Yiolation File Proaram Beain Date
-4 Eligihility 07/2012)0713/2012 |$165.00 ] o 071 - TANF cash ass|M - Mandatary 0713/2m2

2. Click on the TANF Children tab. A list of children included on the HHSC

TANF case displays.
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¥ Customer Information o[- )
WDA: |28 - Gulf Coast WDA =~
Customer Search Customer
ssuf - - [ ssi. [ -
Last girth Oate: INEEENE Foon- I~ o wsr o[
; - |
m.lsj:;'— TANF History [ Time Limited Eenefits I Gocd Cause [ Penaly  TANF Chlld“ﬂll Fom 1836878 I
55N Last Hame Firzt Name: Wl Bith Dt Status In Greup

Advanzed EXZAVION

HAVEN

Menu Selections HAVEN

@ Intake - Common
@ Cligibilty

(- 4@ Progrzm Detal

Aszestment

@ Senvicz Tracking
@ Counszlor Notes
@ Chonge 55N

-} TANF History
@ SNAPERT Histon
@ Customer Calend:
@ Performance Date
’b Cermon Measure

- 5-Certified Child (TANF)
5-Certiied Child (TANF)

NN«

Review Provider Information

Before you create or update the customer record for customers requesting
financial aid for child care, verify information about the provider chosen by the
customer. TWIST provides general information about the provider including:

Schedule

Rates

Special services

Group size and meals
Transportation availability

Additional information

IMPORTANT NOTE:

The provider information in TWIST is not always up-to-date. Encourage the
customer to talk to the provider directly if she has questions.
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To access provider information in TWIST:

1. Click on the WDA Administration icon. The WDA screen displays.

¥ WoA Administration
Select WDA:

|28 - Gulf Coast WDA 4|

Menu Selections

- X} Dffice
A Staff
Q Group Security
Q Rapid Responze
Q Inzome Amounts
Q County/Zip
@
*
84

Employer Services

Office Diata nkegrity
L'w/DB D ata Integrity

4 Child Care Provider

Select Office

| =l

Office lStaff I ‘wiorksite l Meeds l Optional Questions l

(= Eom ==

Survey Optional Questior

[]--Q Child Care &dministration

TWIST Office 1D: Office Na: |

Phone Type Phone Number

Office Level:

=]

[
Office Name: |
[
[

Address:

City. State. Zip: - -

Cortact: |

Email: |

Office Type: |

=

ES Office No: Contract End Date: [00/00,/0000

Requires Certification: [

2. Click on the Child Care Provider menu option. The Provider search screen

displays.

T WDA Administration
Select WDA:

|28 - GuIf Coast WDA

Menu Selections

4% Office
Ay Staff

Group Security
Rapid Response
Income Amounts
County/Zip
Employer Services

Office D ata Integrity
L'w/OB Data Integrity

29990900

R} Child Care Provider

Hame: | License # |

[F=3 O X3

Search

Provider lHates ] Services/Schedule ] Agreements/Calc Aates

] Comments ]

Survey Optional Questior

[]--0 Child Care Adminiztration

Provider Information

Operation Type: |

=

Provider Name: |
Phone Mumber. | - -
Cel Phone: | - -

Licensed Center Type: ,7
Managing Board: ,7

Repayment Schedule: ,7
License Mumber: li

Fax[ - - seM [-- FEIM: [
Authorized Rep.: | Owner Code: ,7 3
Autharized Rep. Phane | - - Charity Type: ,7
Email Address: | License Status: ,7
Wehsite Address: | License lzsue Date: m
Werified not on M ational Sex Offender DE: ,—Ll Monitoring Frequency: ,7
D ate Verified: lm Correctivelddverse: ,7 B
Ineliible Provider Diate: [ 00/00/0000 S
“ T ’
Provider Address
Address City State Zp i
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3. Perform a provider search. You can search by provider name or license
number. To search by name you must enter at least two characters of the
provider name. The provider information screen displays.

¥| File FEdit View Tools Window Help _ =]
REAETESIE? k|5 H o | W
Select WDA:
[28 - Guif Coast WDA 1| wame: | License # | Search
provider Name: [N ic<n<- o
LIL 5;';“‘“”5 Provider |Fiales | Savices/Schedue | Agresmens/Calc Ralss | Comments |
- ice
@ st Provider Information =
& Group Secuiy ]
Q R apid Response Operatian Type: |1 - Licensed Center x| Licensed Center Type: [1 - Child Care Program |
1 Amount
: otz Frovider Nare: NN Managing Boarc: [25 - Gull Caast WDA
@ Enplover Services Phane Murber: TG Repayment Schedule: [N =1
-4 Survey Optional Quest
: Ulf‘:'\z:yDalDa‘T::agan:;es o Cell Phone: | - - License Number. -
-4 L'wDE Data Integrity Fax [ - ssn [ e
-4 Child Cars Administration ) - -
G Chid Core Provicer suthorized Fep: [ [ Dwiner Code: [3- Frivats, for Profit -
Authorized Rep. Fhone:_— Charity Type: | 3 - Not Applicable - I
Email Addres: [ A License Status: [ - Full Permit
“website Address: | License Issue Date: 05/22/2000
Werified ot on Wational Sex Offender DB: [2-No = Monitering Frequency: |69 months
Date Verfied: [ 00/0070000 Conectivedidverse -
Ineligible Provider Date: [ 00/00/0000
J 2 " || Provider Address
Address City State Zp Courty
Physical Address: | R REEEEE [Spiing ™ =| 7380 333 MONTGOMERY ~
Line 2: |
Maiing Address: | [SPRING TX =] [7sE0 338 MONTGOMER ~
Line 2: |
Provider Accreditation il
Al b
Ready |Me_m: 1474.9 MEO7/24/12 B:41 AM

Use the tabs at the top to explore provider information.

Parent Share of Cost

Working customers who receive WS financial aid for child care are required

to pay a share of the cost of care. This share of cost is based on the customer’s
income and a sliding scale. Before awarding financial aid discuss the share of
cost requirement with the customer and give her an idea of what her portion will
be. Be sure to include discounts in your estimates.
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To access the sliding scale chart for the parent share of cost:

From the WDA Administration screen click on Child Care Administration menu
selection. The WDA Administration screen displays.

File Edit View Tools Window Help
=3 2] = i
o sacePROBE? | |s H |0
7] WDA Administration =N =R
— Select WDA: — - -
||23—GquCDa.5t WDA LI Max Rates | Share of Cost | Eligibility | Mizc. | Cust. Repay Schedule Provider Repay Schedule |
Max Rate Type | =l
— Menu Selections
-4 Difice
Q Staff Please Select a WDA and Max Rate type and Right Click to insert a new rate.

Q Group Security

Q Rapid Response

4 Income Amounts

Q County/Zip

Q Employer Services
Q Survey Dptional Questior
Q Office D ata Integrity
Q LW DE Data Integity
M} Child Care Administration
.4 Child Care Provider

Mern: 1564.0 ME0S/2112 8:24 Al

Click on the Share of Cost tab. The Share of Cost screen displays showing the
sliding scale chart.

T T T " ee— 0 0 ¢ ¢
File Edt View Tools Window Help
|| AU SEOReSEP? B &~ H OB
B WDA Administration =
Select WDA.
[25-Guit Coastwoa x| Masfser  Shara of Cost | sty | Mise. | Cust Mepap Schacuds | Provide: RlapapSchacule |
[” Deasd Mol Effectve Doie  Boonfiear  Port Teme Dinoeurs Before Win Schanl Discoure Fart Wk (¢ 4 daya) Diseours
Menu Selection 1
& Ul
B Geaif
A Group Secuiy
: Flapid Flaspnss . "
Incame Ameurt HH 0% - 50% 6% - 0% TOF - 1255 126% - 150%
ConrlyiZe oo | Pt s[TEO0 | FetChid FretOndd 5[ T2000| FrtChbd s TH000 | FestOnbd 5[ Z20.00
b4 Ermgloye Sarvices Ak §[T 400 | AdAIChd § Add\Chid 5[ 000 AddIChid 5[ 5500 | Ak Chid s om0
Survry Cptenal Gueshor
Dffice Data Integity corme fange | ™| Income Range icome Range |5 o7 | income Range |e™ | income Range | & o
LW Dl gty 2 GEN| I E (G EE W7 | DN I ) L] NI E
B0k Chid 3 7| I F77] SR | | N T [ T P | (W T
Chid Care Provides f EH| I EEE ECH | S B2 || Zi08 7179 || a7ar
5 =7 I 150 =l | WFAT | ) [ZarEn
6 1250 || 0 |2 j[1st 1875 || 2439 2500 | 3124 125 || 3789
7 ECN| I (IS T4 || PRIE FLSEN | RN |
— et
[] EZH| NN [WES] 250 | a1% FIERA | IEZF0N | W F=F Il
[ 7zl I | 7607 ||_aest | ST | T R W )
0 T (= | G | T FEETH | WETEEN | T P | NN | N | ST | N e | e
1" 0|l 2ws |0 |2 | [Coee | T I | N | T | (N A e
12 0 ] a ] e 2308 ] 16 |12 4810 5511 1E § 13 ST hE14 17 414
13 (N I | 3547 | arza | (e el -ares =500 e fi | (S50 | Foan |fe e
" [ | I | | S (|| 170
7 — i 15 [ = I | I | W W | W ¥l I
Ry [Mem: 1567.9 MEDS/21/12 B:29 AM_

Locate the Parent Share of Cost amounts for a customer by finding the
customer’s household size and income range in the chart. At the top of the
column is the share of cost amounts for the first child and additional child(ren).
These are the amounts TWIST uses in the System Calculations.
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Creating the Customer Record

Intake Common

To establish financial aid and create/update an electronic customer record in
TWIST, begin by entering or updating the customer’s basic information on the
Intake-Common menu selection. Include information on:

® Household dependents
® Family income

® Hours in work or school
® Children needing care

® Demographics

The information you enter on the Intake-Common determines how TWIST
processes the data pertaining to parents, children, family members, and general
eligibility requirements. Once the information is entered, TWIST displays the
funding streams for which the customer qualifies. Then you create a Program
Detail for the customer based on her needs. For example: a customer may qualify
for a scholarship and for financial aid for child care. You would create both a
WIOA and a Child Care Program Detail.

IMPORTANT NOTE:

The information entered on the Intake-Common establishes eligibility for
child care financial aid. Changing the information here may change the
customer’s eligibility.
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Once you are logged into TWIST, access the Customer Information screen by
clicking on the Customer Information Icon. The Customer Information: Intake-
Common screen displays. Make sure the Specialized Service radio button above
the tabs is checked. The TWIST Specialized Service level includes additional
information and characteristics that must be collected for determining eligibility

for a specific fund code such as WIOA.

@) Customer Information [E=NEER ===
‘WDA: |28 - Gulf Coast WDA hd
Customer Search Customer
sen - - = SN - - Name:
Last: Birth Date: 00/00/0000 Phone: ( } - Ext: TWIST ID: 0
First " Enhanced Service & Specialized Service
TWIST ID|
Dislocated Worker } Disabillty/Medical } Optional Qusstions } Card Holder }
Advanced Identity IEonlacls | Chasctersics | Education | Mitay | Employment Hitoy | Public Assistance | Famly | Income | Employment Stetus
ST Update Date: 07/24/2012  Updated By DHS Update Diate: 0040040000
Menu Selections X X
T —— Fist: | M Last | Suffis [
4 Eigibiiy Bith Date: [00/00/0000 Age: Fhone: I 1 - Ext Emai; |
& Program Detsil
z@smwre"‘k Address | City | state | zp | County | Citp Code
: ervice Trackin
(2 Comeor o || 18100 I I =il - I
@ Change s Residence T T = - I
L4 TANF History DHS Mailing [ Il [ =l -l [
& SNAFELT Histon | | DHS Riesidence I =il =l [ | I
{4 Customer Calend:
-4 Performance Date| | < I L
@ Commentezwe T [First [ w1 | Suifie] Changed Date|
‘ I v

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

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

2UMLITELSE? k& H o W

w Customer Information

WDA; |28 - Gulf Coast WDA =

Customer Search Customer

ssnf - - =l SSN Name:
Last: Birth Date: Phone: Ext:
First " Enhanced Service (& Specislized Service

TWIST D!

Advanced

Dislocated warker 1 Disability/Medical 1 Optional Questions
Identity lEDnIaEIs } Characteristics } E ducation } Military

s o: [

1 Card Holder 1
| Employmert History | Public Assistance | Famiy | Income | Employment 5tatus

Menu Selections
Intake - Common

ssH: [N \\;dstc Date 00/00/0000  Updated By:

First, | vl Lo Sufie [

DHS Update Date: 09/23/2004

DHS Mailinc
DHS Reside

@ TANF History
4 SNAPERT Histon
4 Customer Calend:

& Eligitility Birth Date: - tge 27 Pronel 1 - B[ Emai/
Frogram Detail
z ?sse.ssm.reﬂl 7 Address ‘ City | Shate | Zip | County | City Code
® Cormeintion, | [Meke D G [ -l [ bo s
@ Changs 55N Residence T T =]

—%EUST\N T =428 [ 207 - [HARRIS
= T = [ T -

4 Performance Dat: 4

1 r

4@ Common Measure | [ = [t [ ]

Suflis| Changed Date |

Read
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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

e WITID

® Health and Human Services (HHSC) Case — or Client number
® Household member’s SSN

® Household member’s name or partial name

To perform a search in TWIST:

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

[§] Twist - Current User: trainee 10
File Edt View Tools Window Help

FPUMSETRHeZER k|| H O |¥

. =
WDA: |28 - Gulf Coast WDA =
Customer Search Customer
ssuf - - - ssh Name
Last: Birth Date: Phone: Ext: TWIST ID: -
First " Enhanced Service  (+ Specialized Service
TWIST D
Dislocated Worker } Disability/Medical } Opfional Questions } Card Holder ]
Advanced Identity | Cortacts | Characterstcs | Educaiion | Miltay | Ewployment History | PublicAssisance | Famib | Income | Employment Status
55N [N | pdat= Date: 00/00/0000  Updated By: DHS Update Date: 09/23/2004
Menu Selections. )
R Fist: [ N B | Suffie [
4 Elighilty gith Date: [N 0o 27 Prone [ - Eut Emalt|
-4 Program Detail
b4 ’QSSES“TW : Addiess | Ciy | State | Zp | County [ City Code
- Il TP W o [ o [ G e |
-4 Change 55N Residence = L8l [
& TENF History DHS Maline —_LMUST\N >< ~ 14028 07 - [RBRAIS I
4 SNAPEXT Histon | | DHS Reside =l =l - [
-4 Customer Calends ) )
4 Fefomance Date| | ¢ | i, ¢
@ Commanbeasure| | ST [First [ M1 [ Suffix| Changed Date|
« i v
Ready Ibd, (44 & IO ANM2 1226 BL
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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.

Texas Workforce Commission - TWIST E

Mo Customer with the Name/SSN entered [[|IIIEIEIGIGEG
was found in the Twist database

Search ather Databaze Add as 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.

2-35

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



Q@ O © \Workforce Solutions Financial Aid

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.

@ W & bt/

Twist/
’ WI S ’ The Workforce Information System of Texas

Search)) identi

(Cusomersearch ... ] Recently Viewed A
TwsTo:
Customer ssi Frstams Wiliam Lasthame: [

Household Member SSN. First Name: Last Name:

WITD: HHSC EDG (Case)#: HHSC Client#

Customer Search Result

First Name Middle Last Name DOB Address (Residence)
wiliam c |

® 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.

Total Rows 5

® 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.
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‘ ’ WI S ' The Workforce Information System of Texas

| Home | >>Customer | Claim | Allocation |

SSN: TWIST ID: NEW

Name: First Middle Last Suffix
Date of Birth:

Phone: Extension

Email

[ Acd Hew Customer ] save | cancel |

| Privacy & Security | Disclaimer | Accessibilty | Equal Ol

® Return to the TWIST Customer Information screen and retrieve your
customer from the SSN dropdown list.

IMPORTANT NOTE:

Remember to search for the customer in a variety of ways to avoid
duplicating a record.
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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.

@] Twist - Current User: trainee 10 - Training: 3 =l
File Edit View Tools Window Help

2USIPRMODE? O 7 E W
o — =
WDA: [28 - Guif CoastwDA =]

Customer Search Customer
ssn - - =1 SSN: Name:
Last Birth Date: Phone: Ext o [
First

TWIST ID
Diglocated worker ] Diizability/Medical 1 Optional Questions ] Card Halder ]

Advanced Identity WConlacls ] Characteristics I Education ] Militamy I Employment Histary 1 Public Assistance 1 Farmily ] Income: ] Employment Status

" Enhanced Service (& Specialized Service

o ssn: [N \od:te Date: 00/00/0000  Updated By: DHS Update Date: 09/23/2004
Menu Selections
& elo: G First: _ Ml . Last -7 Suffix ’7
@ Eligihilty Birth Dats._ Age 27 Phore |l 1 - Ext Email|
Q Program Detail
: ésse.ssm.rent o Address | City | State | Zip | Courty | City Code
it | | O v < o b s |
4 Change 550 Residence I | -0 [
4 TANF History DHS Mailinc —%hiusm [T =lza0ze [ 201 - [R&RRIS [
-4 SNAPEST Histon| | DHS Reside S e | | i
Q Customer Calends
-4 Perfomance Date| | ¢ n b
‘ Common Measure Aliages: | Last |F|rst ‘ bl | Sumxl Changed Date‘
] m r

Read

ldern 2044 MHM A0A2 122601
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STOP AND PRACTICE

Directions: Conduct a Customer Search and complete the
information on the Identity tab for Sophie Johnson using her
Financial Aid Application.

Use SSN _ _ _ - 78-9928 (last 3 digits of User ID) to search for

Sophie’s record in TWIST. Search all other databases. If no
record is found, add Sophie to TWIST as a new customer.

Tip: If the customer’s residence address is the same as the
mailing address, type the word “Same,” in the residence
address field and press the Enter or Tab key, or by clicking
the “same” check box.

IMPORTANT NOTE:

Always SAVE the information before you move to the next tab.
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Click on the Contacts tab. The Contacts screen displays

AUGETRO: 7 H oW
| Customer Information =
WDA: |20 - Alamo WDA v
Customer Search Customer
ssn[-- ] SSH: Nare:
Last Birth Date Phane; ( ) - Ext wisto: I
i (" Enhanced Service @ Specialized Service
TWST D; i .
Dislocated Woiker \ Disabilty/Medical |Dpuona|l]ueshons I
Seatch Identiy ~ Contacts IChalaclenslms | Education | Miltary I Employment History | Public Assistance ‘ Famiy I Income I Enmployment Status
Neou Selctons First Name ﬂ] Last Name Suffs Phone Ext. | Contact Ordey Helalion:hiﬂ Comments
Intke - Common
@ Elotiiy
4@ Progiam Detail
1

and her work phone number.
Note: This tab is optional.

Verify or update the information as needed.

Characteristics Tab

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

Next, click on the Characteristics tab. The Characteristics screen displays.

] Twist - Current User trainee 40 (240) (2) - Training: 56 - [Customer Information]
P File Edit View Tools Window Help

[ e =)

- & x

2 AL ToaEd Ik | H o

WDA: |28 - GuIf Coast WDA >

Customer Search Customer

sshf - - =1 SSN: 240-16-9928  Hame: RENE A GANDARA

Last: Birth Date: 11/151972 Phone: ( ) - Ext: TWIST ID: 5596641

First:
TWIST D o

Dislocated Worker | Disabiliy/Medical | Optional Questions | Card Holder |

Income | Employment Status

R Cultural Barier
e
[ White =

[ Biack or Afiican Amencan Exhausting TANF Within Twa Years
[~ American Indian or Alaskan Native

-4 SNAP ELT Histon
4@ Customer Calends
o Performnance Dat:

4 Common Measure

Advanced | Search Identty | Contacts ~ Characteristics IEducath | Miltary | Employment History | Public Assistance | Family |
Received Parent Training Limited English Funaway Touth

Wenu Selections [ =i [|I =1 I =1
Intake - Common = T

€ Elgbiiy Case Status{Child Care) Criminal Justics : regnant/Farenting Yout =
@ Puogiam Detail I =1 || =] =
@ hssecsment Sex e Addional Assistance Needed
- # Sewvice Tracking 2-Female ~| | posoosooon =
-4 Counselor Mot
I : EE::;:']S'SND = e Deficient in Basic Literacy ko iomellace et -
4@ TANF History = -
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Selective Service Seasonal Famworker
A ———— [ |
Registiation No: Remained at Worksite Overnight
Free or Feduced Lunch I =]
> | —Food Processing Worker
High Poverly Area | =]
h
<
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The Characteristics tab allows you to create a basic profile and enter eligibility
characteristics of customers. Scroll down to see additional fields. Enter all of
the information you have about the customer. If a field is not applicable, leave
it blank. Choose ‘No” only if you know the answer is ‘No.” Required fields are
based on the funding stream and the eligibility criteria the customer meets.
For example ‘Homeless’ is one way a customer meets the Economic Eligibility

criteria for WIOA. At a minimum complete the fields:

® Gender
® C(Citizenship
® Race
® Selective Service - males only. See Selective Service Registration on the next page
for more information.
® (Case Status is required only for customers requesting child care financial aid.
This indicates the relationship between the parent and any children needing
care.
- Select Parent/Legal Guardian if the customer has children of her own in
care, or if she has a combination of her own children and foster children.
- Select In Loco Parentis if none of the children belong to the customer.
Save.
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Enter Selective Service eligibility information for customers requesting
substantial financial aid for education/training or support services.

. . Selective Service | Selective Service

Eligible Males Field registration No.

Between 14 and 17 years of age 4 - No - Under Not required
18

Between 18 and 26 years of age' 1-Yes Required
Over 26 years of age with a valid 1-Yes Required
Selective Service registration
Over 26 years of age, but born before | 5-No - Born Not required
1960 Before 1960
Over 26 years of age, born after 1960, | 6 - No - Not required
and without a valid Selective Service Document in File
registration?

Male customer receiving WIOA services 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.

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.
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IMPORTANT NOTE

When a male customer who is nearing his 18th birthday has registered for
Selective Service, update his Selective Service eligibility information on the
Intake - Common screen —not on the WIA Program Detail screen.

STOP AND PRACTICE

Directions: Complete the Characteristics tab for Sophie using
the information on the Workforce Solutions Financial Aid

Application.
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Education Tab

Next, click on the Education tab. The Education Detail screen displays.

w Twist - Current User: trainee 40 (240) (2) - Training: 56 - [Customer Information] =
¥ File Edit View Tools Window Help . & x
2UAEToEP S H o
WDA: |28 - Gulf Coast WDA. =)
Customer Search Customer
SSN:| - - Zl SSM. 240-16-8828  Name: RENE A GANDARA
Last: Birth Date: 11/15/1872 Phone: { ) - Ext: TWIST ID: 5586641
First:
TWIST ID X o .
Dislocated ‘worker 1 Disability/Medical 1 Optional Questions I Card Holder I
vances earct entity ontacts \aracteristics ucation ilitary mployment History ublic Assistance amily ncome: mployment Status
Ad d| Search Identi C Ch i Educat il Empl Hi Public &: Famil I Empl 8
Menu Selections Highest School Grade Completed: | 12 - Twelith arade completed ]| Jab Corps:
Intake - Common HS Diploma/E quivalency: [1 - High schaol diploma =] Class Schedule:
@ Eigbiity Highest Education Level Completed: =l Major:
: i':i':;s:a" School Status: |5 - Mat attending school; HS graduate or equivalent _v|  Adult Education Received:
I
A Service Tracking Voo Ed. Perkins Received
@ Counseior Notes Vac. Rehah. Received:
-4 Changs 55N Trng. Pay-for-Perf. Aeceived:
4 TANF History
4 SNAP E&T Histon School Name: Address City State | County Zip | TotalHrsin
4 Customer Calend: School/Train
@ Pefomance Date | [Lons Star Comrmunity Collage 1 University Dr [The Wwoodland: T _=1[339 M(_=|[770m | 21

€ Common Measure

List Special Courses Taken [Military. Yocational, Technical)
Couses |

Ready [Mem: 1024.0 ME03/29/1812:51 PI

The Education tab collects school status and special course information. The
Highest Grade Completed is required for all customers for whom WIOA funds
are being used.

When opening a TWIST file for a customer tagged as WIOA-Youth, you must
identify the customer as in-school or out-of-school.

Complete the fields:

® HS Diploma/Equivalency

® Highest Education Level Completed
® School Status

to identify additional WIOA Youth qualifying criteria.
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When opening a TWIST file for a customer requesting financial aid for child
care to support education, you must also complete the School Name, Address,
City, State, County Code, ZIP code, and Total Hours in School/Training fields.
If the customer is attending more than one school, enter the Total Hours in
School/Training for both schools. Enter information about the second school in
Counselor Notes.

Save.

STOP AND PRACTICE

Directions: Complete the Education tab using Sophie’s
Workforce Solutions Financial Aid Application.
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Military History Tab
Click on the Military tab.

;ﬂ Twist - Current User: trainee.
File Edit View Tools Window

levdacoRe=n? (ks B o|¥

?| Customer Information =nE=m ]
WDA: [28 - Gu\fCoaleDL\ I |
- Customer Search - Customer -

T 38N: Mame
Last | Birth Date Phane Ext rwisT 10: [
Flrst]i Is Enhanced Service  (+ Specialized Service

TWIST ID Dislocated Worker 1 Dizability/Medical I Optional Questions | Card Halder ]
Advanced | Search Identity l Contacts ] Characteristics ] Education  Military ]Emp\wmentHistow 1 Public Assistance ] Family ] Income ] Employment Status

| Military Service: [1 - s

—Menu Selections 21

A_._%r.._..._.— Yigtnam Service. Disabled Veteran: i3
& \n.ta.k.a.r Common |Hameless Veteran []  Recently Separaled [l Campaign Veterar: Z Tranzitiohing:

-4 Elibilty | Operation Iragi Freedom and/or Operation Enduring Freedom: -

] ‘r Program Detail
@ Assessment Military History

. Q Service Tracking | Branch I Start Date ‘ Release Daie] Discharge Type ] Release/Retire I Campaign Badge ‘ Hesswes]

-4 Coursslor Motes |11 - Amy = 1[01/01/1976  [12/24/2008 |4 - Honorable x|[Z-Fetire x| 7
4 Change 55N

= ‘r TANMF History

4 SMAP ELT Histon |

-4 Customer Calend: |

= 4‘! Performance Date |

Common Measure

e TV e T
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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Employment History Tab

Click on the Employment History tab. The Employment History screen displays.

v] Customer Information EI@
WDA: |28 - Gulf Coast WDA 4|
Customer Search Customer
ssif - - =] ssu: [ - I
Last: girth Date: [ NG_ cro-- I - st o: [ NG
First: (" Enhanced Service (% Specialized Service
TWIST ID = i = =
Income l Employrment Status l Dislocated “Worker l DizabilityM edical ] Optiohal Questions l Card Holder l
Advanced | Search |dentity l Contacts l Characteristics l E ducation l Miltary ~ Emplopment History lPuinc Assistance l Farnily l
Eopied| Employer | Job Title | Begin Date | End Date | Salary | Type
Menu Selections
- Intake - Common
-4 Eligibiity

[]--Q Program Detail
Q Azzeszment
Q Service Tracking
Q Counselor Motes
0 Change 55M
Q TAMF Higtary
-4 SNAPELT Histan
Q Custorner Calend: «
Q Perfamance D at:
Q Carmman Measure

1 r

WIT Job Information :

Employer Job Title Begin D ate End Date Salary Type

The Employment History tab is used to record current employment information
for customers requesting financial aid for child care to support work. Right-click
in the top gray area and select Add to enter the customer’s employment details.
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#

?] Custemer Information [=][ =] =
WDA: |28 - Gulf Coast WDA x|

" - — N e
e T

La.st:l

First:| Begin Date: [07/07/2071 End Date: [00/00/0000 Number of Months: |
-TWISTIDI Emplayer: IF‘ets R Us Contact: _ |
Address: [123 Tomball Parkway ]

Advanced | Searc

I City: [Houston [T = [Frovo -]

e Phone: [[711]309-3879 Est: |
5 Job Title |Cazhier
Duties: | wieekly Wwork Hours: [20
Salany: [$10.00 Type: |1 - Hour -l Emp Status: [2 - Part Time -]

0 Azsessment
-4 Service Trac
-4 Counselor Nol
-4 Change 55N
-4 TANF Histary

-4 Performance
Q Cormmon Mea

Separatior; [TRRSHINE o FTe R~ |

| Firzt | Back I Mest | Last | ‘ MHew I Deletel (114 |Eancel|

1 0f 1

niormaton -

Ermplayer | Jab Title I Begin D ate I EndDateI Salary I Type I

4 1 r

Enter all the information you gather about the customer’s employment. Required
fields are:

® Begin Date

® Employer Name

® Phone Number or Contact Information
® Weekly Work Hours

® GSalary

® Separation

Save.

STOP AND PRACTICE

Directions: Complete the Employment History tab using
Sophie’s Financial Aid Application,
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Public Assistance Tab

Click on the Public Assistance tab. The Public Assistance detail screen displays.

vl Custemer Information EI@
WDA: |28 - Gulf Coast WDA B3|
Customer Search Customer
ssh - - 5| ssi: [ o I
Last: girth Date: | GG rro--: I - mwisT o: | NG
First: {~ Enhanced Service {+ Specialized Service
TWIST ID . A " . .
Income l Employment Status l Diglocated Worker l Dizability/M edical l Optional Questions I Card Halder l
Advanced | Search |dentity l Contacts l Characteristics l Education l Military l Employment Histary Public Assistance lFamin l
) DHS DHS Mamed
Menu Selections Casze Client Armount Start Certification | on Currently DHS
[ Intake - Cormmon Murnber Murnber Date Date Grant? | Receiving 7| Date
: E"gibi“tﬂ* Dt General Assistance $.00[00/00/0000 -
B P4 o Dot Refuges Assitance $.00/00/00/0000 r
4 Service Tracking | | TANF [ [ %.00fo0/00/0000 [ o0/00/000
-4 Counselor Motes SNaP | | $.00|00/00,/0000 (0040040000 [ [~ 0040040000
4 Change 55N 1] 4.00]00/00/0000 I 00/00/0000
-4 TANF Historp SNAP EXT ABAWD | [ $.00 ~

4% SNAPE&T Histon
-4 Customer Calends
Q Performance Dat:
4% Common Measure

Complete this screen only if the customer qualifies as low income for WIOA based
on her receipt of public assistance (TANF, SNAP, or SSI):

® Currently receiving or a member of a family currently receiving, or
® Received or is a member of a family who received in the last six months.

The “DHS” Case and Client number can be found on the TANF or SNAP History
tab. Indicate if the customer is named on the grant and if she is currently receiving
public assistance.

Save.

STOP AND PRACTICE

Directions: Complete the Public Assistance tab using
Sophie’s Financial Aid Application.
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Family Tab

Click on the Family tab. The Family Status screen displays.

B Customer Information (=% ECR <=
WDA: [28 - GuIf Coast WDA -
Customer Search Customer
|
Y L b Twst o S
First (" Enhanced Service  {* Specialized Service
TWIST D = " ;
Dislacated Worker | DisabiliyMedical | Optional Questions | Card Holder |
Advanced | Search Identity I Contacts I Characteristics 1 Education I Military I Employment History 1 Public &ssistance Family W\ncume I Employment Status
Menu Selections Family Status: FRERNIEINIEE - [ Head of Household
Ei g}?a_’;ﬁ_" CEIE Marial tatus ~| [ Hon-Custodial Parent
bl )
© Fuogan Detsl Dependent Under 18: | Numberin Famiy: | Murnber in Family (Child Carel
& fssessment Repayment Schedule Status: | =l
& Senvice Tracking Reason for Care! -
4 Counselor Notes Child Care Referred By, ~] Special Project ~ ] Eligibity Start Date: [00/00/0000
@ Change 55N Total Weskly Work Hours Total School¢Train Hours Eligibilty End Date: [00/0070000
4 TANF History
4 SMAP ELT Histon
4 Customer Calends Household Dependents

& Performance Datz

Add to Waitlist| Extend Purge Date |
A Common Measure

Delete | Relationship

55N | First Mame: Ml Last Name DOB &ge  Child Care | CC&4 Child| Date Added
Required | Mumbar to W/ aitlist

The Family tab collects data on the members of the customer’s household.
Complete this tab the customer is using family size/low income to meet the low
income criteria to qualify for WIOA or is requesting financial aid to assist with
child care. Also use this tab to add a customer to the waitlist for financial aid for
child care if funds aren’t currently available.

Include all members of the “Family” based on the definition of family for the
fund you are using.

The WIOA definition of family is:

Two or more individuals related by blood, marriage, or decree of court; living
in a single residence; and included in one or more of the following categories:

- A married couple and dependents;
- A single individual, parent, or guardian, and dependents; or

- A married couple.

The Child Care definition of family is:

Two or more individuals related by blood, marriage, or decree of court; living
in a single residence; and included in one or more of the following categories:

- A married couple and dependents;

- A single individual, parent, or guardian, and dependents.
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Complete the following fields on the Family tab:

Family Status: Choose the customer’s position in the family from the
dropdown list. If working with an individual who is a family of one, choose:
3-Other Family Member.

Marital Status: Choose the customer’s marital status from the dropdown list.
Note: this must be consistent with the Family Status.

Dependent(s) under 18: Enter the number of dependents in the household
under 18. This is not the number of children needing child care.

Number in Family: Enter the number of family members based on the WIOA
definition of family if you are tagging the customer WIOA-Adult, Dislocated
Worker, or Youth.

Reason for Care: Financial Aid for child care only. Select the reason the
customer needs financial aid for child care:

- Employment

- Training/Education

- Both Employment and Training/Education

- Protective Services

- Federal Declared Emergency and Employment

- Federal Declared Emergency and Training/Education

- Federal Declared Emergency and Both Employment and Training/
Education

- Federal Declared Emergency and Protective Services
- Homeless

Be sure to consider all options. If the customer is in school and working, choose Both
Employment and Training/Education. If any of the children are DFPS referrals,
choose Protective Services.

Child Care Referred By: Financial Aid for child care only. Choose the funding
source from the dropdown menu. If all children needing care are referred by
DEFPS, leave this blank. If the customer is requesting financial aid for child
care based on income, choose 9-Self Referred.

Special Projects (if applicable): Financial Aid for child care only

Eligibility Start and End Dates: Financial Aid for child care only (not needed
for income eligible customers)
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Save.

The Number in Family (child care financial aid) field is a calculated field based
on the number of household dependents you add under Household Dependents
(below).

The Repayment Schedule Status (child care financial aid) field is populated if
a repayment schedule was entered by FAPO. The screen will be in Read-Only
view.

The Add to Waitlist button (child care financial aid) is used to add the customer
to the waitlist when no funds are available for child care financial aid.

STOP AND PRACTICE

Directions: Complete the Family tab using Sophie’s Financial
Aid Application.
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Household Dependents
Enter Household dependents if creating a record for child care financial aid.

From the Family tab screen, right click in the grey area under Household
Dependents. The Household Dependents detail window displays.

1d D d
Relationship First Mame: | MI | Last Mame Date OF Birth‘ Lage |Weekly Schaal /Train HrsI Wwieekly Wark HrsI
| 00/00/0000 | | |

— Care Age Children
Age Gruupl Child Care Required |H\SDEHIC(‘L&[IHD| Race ‘ Gender | Citizenship |Eh|\d of Foster Yuuthl Child of Qualified Velelanl

I [2-He | =1 white | | =l I=| =
™ Black or Afrioan American

r American Indian or Alaskan
Native

I Asian

[~ Hawaian Native or Pacific
|slander

Disahiity | Disaiity Code: | Mo Medical Expense | Pre-/Head Start | DFPS Refersl | DFPS Referral Type | DFPS Refenal Stert | DFPS Refensl End|  DFPS Chid No

[2-Ho - ][ = o ~l[zhe _|[po#nn/annn [an700/5000 [

First | Back Mext | Last ‘ New ‘ 119 |I:am:e|

10 1

The Household Dependents Detail window captures information on each family
member. The following fields are required fields for customers requesting child
care financial aid:

® Relationship - If the relationship selected is Spouse, if applicable enter the:
- Weekly School/Train Hrs and/or
- Weekly Work Hrs

® SSN: The Social Security Number is not required for initial eligibility. If the
customer does not have the social, leave this field blank.

® First Name
® Last Name
® Date of Birth: This populates the Age and the Age Group fields.

® Child Care Required: If you select No, you will not be able make a referral
for this household dependent. When you create the program detail you can
change No to Yes, but you can not change Yes to No for this field.
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® Hispanic/Latino

® Race

® Gender

® Citizenship

® Child of Foster Youth: Receives priority if on the waitlist.

® Child of Qualified Veteran: Receives priority if on the waitlist.

® Disability - if Yes is selected, enter the:
- Disability Code, and

- Mo. Medical Expense (these will be deducted from the family’s gross
monthly income for determining eligibility).

® Pre-K/Head Start: If applicable.

® DFPS Referral - If Yes is selected, enter the:
- DFPS Referral Type
- DFPS Referral Start
- DFPS Referral End
- DFPS Child Number

When all information has been entered, click OK or New to add additional
dependents. You can also right click in the grey area under Household
Dependents to add additional dependents.

Save.

STOP AND PRACTICE

Directions: Complete the Household Dependents Detail
Window using Sophie’s Financial Aid Application.
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Adding a Customer to the Waitlist

Since adding a customer to the waitlist involves completing the Household

Dependents tab, let’s stop and talk about the waitlist procedure before we view

any more tabs. Customers are placed on a waitlist for child care financial aid

when the demand for funds is greater than the supply. Customers with referral

types TANF/Choices, or SNAP E&T are served immediately and are therefore
not added to the waitlist.

When funds become available, priority is given to customers in the following

order:

First Priority

In no particular order

TANF Applicants

TANEF/ Choices participants

TANF/Choices Transitional

SNAP E&T

Second Priority

In this order

Parents referred by DFPS

Qualified veteran/spouse

Foster youth with children

Families experiencing homelessness

Parents on military deployment; military-funded child
care is not available

Teen parents

Parents with children with disabilities

Third Priority

In this order

Siblings in families receiving child care

Parents participating in WS activities who need
financial aid to complete

All other eligible customers
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Remind the customer that funds are limited and not everyone is eligible for
financial aid. If appropriate, review other possible services for child care such as:

The Child Care Resource and Referral Service at (832) 615-1234 or (800) 245-
1255.

Collaboratives for Children - This program does NOT pay for child
care, but will help locate a daycare. For more information, you and/or the
customer can call (713) 365-0313.

Child Care Licensing - This agency does NOT pay for child care, but will
provide a list of centers in Harris and surrounding counties. For more
information, you and/or the customer can call (713) 94-5200.

Head Start - Provides part-day (six hours) services for pre-schoolers ages 3-5.
For more information, the customer should contact her local branch office.

The local YWCA, YMCA, churches, or other community service
organizations might provide child care or after-school programs.

Advise the customer she will receive a letter confirming her name has been
added to the wait list. Remind her to notify you if her contact information
changes. FASC Staff will send a confirmation letter.

To add a customer to the waitlist in TWIST, enter the customer’s eligibility
criteria and family members into the TWIST Intake-Common. Ensure both
Mailing and Residence addresses are correct. Once entered, an “Add to Waitlist”
button displays on the Family Tab in TWIST. Click it to add the customer to the
wait list.
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Retrieve the customer’s record, and click on the Family tab. The Family Status
screen displays.

- [E=sEe
WDA. |26 - GuIf Coast WDA hd
Customer Search Customer-
s -~ = ssi: I vor-: I
Last girth Date: I Pnone: I et st o:
First: (" Enhanced Service = Specialized Service
TWIST ID|
Disabiity/Mecical | Optiondl Questions | Card Holder |
Advanced | Search dentty | Contacts | Characteristios | Education | Miltary | Emploment History | Public Assistance.  Family Mncnme | Employment Status | Dislocated Worker
Menu Selections Famiy Status; [T - Parent in One-Parent Fan v [ Head of Household
ii g‘a}:_t Comman Marital Status: [1 - Single ~] [ NonCustodial Parent
H Lol "
414 Program Dl Dependent Under 18: | Mumberin Famly: | Number in Family [Child Care): 2
- Assessment Repayment Scheduls Status: | =l
+- 4 Service Tracking FReason for Care: [1 - Employment ¥
-9 Counselor Noles: Chid Care Riefened By. [3- Sell Referied =] Special Froject. | | Eligbity Statt Date: [00/00/0000
x E:;"Fﬂ: 5?” Total Weekly Work Howrs: 0 Total Schaal/Train Hours : 0 Eligibiity End Date: [00/00/0000
: istory

i SNAPEGT Histon
{4 Customer Calend: Household Dependents

H : Ea’f”’”a”MEE Datg Add to Waitlist| Extend Purge Date
ommon Measure

First Mame:

Last Name DOE Age  Child Care | CCAA Child| Date Added
Fequired | Number o Waitist

“Waitlist WA

Ensure at least one child is entered under Household Dependents as needing
care.

Click the Add to Waitlist button, and verify the Date Added to Waitlist column
has been updated with today’s date.

Save.

Verify the Waitlist WDA column populated with the WDA in which the
customer resides. Since we don’t purge the waitlist in the Gulf Coast region, you
will not see a Waitlist Purge Date.
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Income/lIncome Detail Tab

Click on the Income tab. The Income screen displays.

v] Customer Informaticn EI@
WDA: |28 - Gulf Coast WDA ~I
Customer Search Customer
st - - =] ssi: I tarc: I
Last: girth Date: [N EEEEEE roon-: I - wisT I
First: " Enhanced Service {+ Specialized Service
TWISTID - . . - . ) . ]
Identity | Contacts l Characteristics l E ducation ] Military l Employment History l Public Azzsistance l F amnily l
Advanced | Search Income | Employment Status ] Dislocated Worker l Disabilitp/Medical ] O ptional Qusstions ] Card Holder ]
Menu Selections Income Determination Period: B eginning: Ending: 00./00/0000 i
[ Intake - Common
Q Eligibility Included Excluded Tatal Taotal Child Care
[]--Q Program Dretail Family tember E Manth E Month E bonths Included
" [l Drefimition] [l Definition] [Manth]
Q Service Tracking
4% Counzelor Motes a0 =
4 Change 55N :
4% TANF History o
4 SNAP E&T Histan .00
4% Customer Calend: 0.00 0.00 0.00 .on
4 Performance Dat: 2 12 i
Common b easure —_— —_—
Annualized Taotal: 0.00 o
Ongaing Medical Expense: .on
1] 1 ¢
4 T 3

The Income tab collects information about the family’s income to determine
eligibility for Workforce Solutions financial aid. Every family member who was
entered as a Household Dependent on the Family tab is listed here. This screen
displays all income entered for each customer and how it is used to determine
the customer’s eligibility.

® The first three columns display Included and Excluded Income for each
family member used for WIOA qualification.

® The last column displays income included to determine eligibility for CCDF
financial assistance.

® The Income Determination Period calculates the dates for the last twenty-

six weeks, which is used to collect information for a customer to qualify for
WIOA funds.

® [f you are creating a TWIST record for a customer requesting financial aid
for child care, return to the Family tab to add a family member not listed on
the Income tab. If you are creating a TWIST record for a customer requesting
scholarship only, you may add family members on this tab. The customer’s
name will not be listed on the Income tab until you right click and select Add.
A line for her will be created and the Income Detail screen will display.
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From the Income screen, double click on a family member’s name to open

the Income Detail window. If no name appears on the screen, or to add the
customer’s income, right click in the grey area and select Add. The Income Detail
screen displays.

R elatiorship | SSH | Family b ermberFirst, Middls nitial, Last Hame| | EithDate | At
Income Tyupe | LT F T IR | Child Care Current Comments A0 | Child
Prior B Moz, Amt|  Monthly Amount Included | Inclhy

wages/Salares .00 i &
nployrent Incoms .00 4 &
ayments 55 Act .00 i O
"k Compenzation .00 B 5
& Diz Payments .00 | [l
t/Dividends .00 4 &
id Retirement .00 4| &
“enEion .00 B ]
ncluded Incom .00 i &
Zash Income .00 O O
Support .00 4| O
» Aasistance .00 ] ]
iplayment B enefit .00 4 [l

The Income Detail screen lists all income types used to determine eligibility for
both child care and WIOA. An “X” in the box in the columns to the right of the
screen indicates that income type is included in the calculation of income for that
funding source. An empty box indicates the income type is excluded from the
calculation.
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All household members entered on the Family tab are listed at the top of the
screen. The Income Detail screen is where you enter family member income.
The following information automatically populates for all household members
entered on the Family Tab:

® Relationship

® SSN

® First Name

® [ast Name

® Birth Date

® Age (automatically calculated by Birth Date entry)
Complete all fields.

Enter income for the family member whose name is highlighted at the top of the
screen. When you're finished entering income for that person, click on another
family member’s name at the top of the screen to enter his/her income. Do this
until you have entered income for all family members.

For customers tagged as WIOA, enter the income for the 26 weeks prior to the
customer’s application date.

For customers tagged as Child Care, enter the income, or estimated income based
on check stubs provided, for the the most recent complete month.
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When you have entered all income for the family, click OK. This returns you to
the Income tab with the monthly and yearly totals displayed.

v] Customer Information EI@
WDA: |28 - Gulf Coast WDA ]
Customer Search Customer
ssn - - =] ssi: I -
Last Birth Date: [N Phonc: NN cx mwisT I
First: " Enhanced Service ¥ Specialized Service
TWIST I . . . o . ) . ]
Identity | Contacts ] Characteristics ] E ducation ] Military ] Ermployraent Histary ] Public Azzistance ] Farnily ]
Advanced | Search Income | Ernployment Status ] Diglacated Worker l Diizability/Medical ] Optional Questions ] Card Holder ]
Menu Selections Income Determination Period: Beginning: Ending: 00000000 |;
[#- Intake - Common
’ Eligibility Included Ex=cluded Total Total Child Care
[]--Q Program Detail Family Member B Month E Month E Months Included
-4 Assessment (w14 Definition) [l& D efinition)

[t onth]
-4 Service Tracking —
-4 Counzelor Motes
.4 Change S3M
-4 TAMF History
-4 SNAP EST Histon

L

4% Customer Calend: 7515.00 1.252.50
-4 Ferfomance Date 20715.00 0.00 20715.00 3,452.50 b
.4 Camman Measure
% w12
Annualized Total: 4143000 41.430.00
a e e - (=
« 1 b

4 n 2

STOP AND PRACTICE

Directions: Complete the Income Detail tab using Sophie’s
Financial Aid Application.
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Cardholder Tab (Child Care Financial Aid Only)

This tab is used to authorize additional cardholders for customers requesting
financial aid for child care only and to make ongoing changes to all cardholders.

You'll need to understand the Child Care Automated Attendance (CCAA)
system to better understand the purpose of the Cardholder tab and to better
explain it to customers. These customers must agree to report their child’s
attendance and absences using the CCAA system. After care is authorized by
creating a referral on the Program Detail, a message is sent to the CCAA vendor
to mail an attendance card to the customer.

Timely data entry is critical to ensure parents receive their cards quickly. The
parent may request up to three additional cardholders be added to her account.
All car holders must be over 18 unless they are a teen parent. The information
entered here is used by the CCAA system to authorize these additional
cardholders to receive attendance cards to use the system.

Upon receipt of the CCAA card, customers must call 1-866-960-6496 to select a
personal identification number (PIN). They enter the 16-digit card number and
their date of birth to establish the PIN. Advise customers they should memorize
their PIN; and not write it down or share it with anyone. Double check the date
of birth entered on the TWIST record. It has to match the one they enter in the
CCAA system to establish a PIN.

Customers are also sent instructions for entering attendance and reporting
absences. Refer to the CCAA technical guide for these instructions.

® If attendance is not approved through the POS or IVR, the customer may be
responsible for payment of child care services.

® Toreset a PIN, instruct customers to call the CCAA customer service number
(1-866-960-6496)
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Click on the Cardholder tab. The Cardholder screen displays.

@] Customer Information =[5 =]
WDA: |28 - Gulf Coast WDA -

Customer Search Customer

ssu[ - (=] s [ -
Lest Birtn Date: [ Poo--: I wisT o: [
First ¢ Enhanced Service (5 Specialized Service

dentity Il:rmtacts IEhalaclenstics IEducahnn lM\htary IEmp\nymentHislmy }Puhhmssistance \ Family } Income IEmp\DymentStatus
Advanced | Search Dislocated Warker | Dissbilty/Medicsl | Optional Questions  Card Holder ]

Menu Selections. Card Mailing Address [if different than customer mailing address) -

E=-RF Intake - Common H
4 Elgbity Name Attention | Addiess City State | |7
4 Program Detail ] | = -
M Assessment < i | -
Service Tracking
4 Counselor Notes Card Holders
-4 Change 55N
) TANF History
4 SNAP EXT Histon
-4 Customer Calends

2-Spowse [
4 Performance Dat Issue Reissue | Inactivate
W

4 Common Measure

First Name Last Name: Relationship Birth Date Issue Date | Reissus Date nactivation

Complete the mailing address information only if cards for all holders, including
the customer, should be sent to an address different from the customer’s address.

To add a cardholder:
1. Right click in the grey area and select Add.
2. Complete all cardholder information.

3. Click on the Issue button at the bottom of the screen to initiate a request for
the card. A card can only be issued after the referral has been made from the
Program Detail.

Use the Reissue button to request a lost or damaged card. Cards may only be
reissued after five days from the date the card was issued. Use the Inactivate
button to inactivate a card.

IMPORTANT NOTE:
The customer is the primary cardholder. The primary cardholder’s card is
issued from the Program Detail referral; not from the Cardholder tab. When
the Program Detail is created, a line appears on the Cardholder tab for the
primary cardholder. Use the Cardholder tab to perform all future actions on
the primary card holder’s card.

STOP AND PRACTICE

Directions: Complete the Cardholder tab using Sophie’s
Financial Aid Application.
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Eligibility Review

After all data is entered in Intake-Common, you can view the funding streams
for which the customer may be eligible. The information entered in the Intake-
Common is used to determine if the customer is potentially eligible for any

or all funding streams. It's very important to remember that Intake-Common
and eligibility for financial aid for child care are dynamic. When you enter
new information into Intake-Common, it may cause a change in the customer’s
eligibility for child care financial aid.

Before you begin the process of creating a Program Detail, verify that you
have all information correct in the Intake-Common and that the customer is

potentially eligible for the funding you wish to use.

Click on the Eligibility Menu selection. The Eligibility Summary tab displays.

All Eligibility menu selection tabs are read-only.

vl Customer Information

WDA: |28 - GuIf Coast WDA
Customer Search
ssn:[ - - 2|
Last:
First:
TWIST ID

|

Customer

ssi: [ -~ I
Birth Date: [N Fnon-: NN =

Wik Other | WTW Primary Eligbles | WTw Other Eligitles | Child Care |
Summawl Wit Adub | Wik Disoeated Worker | WA Youth | Wik Youth Oppartunity |

oo =]

mvasT i

.t‘-\dvanced| Search |

Determined Patentially Eligible

Menu Selections
[+~ Intake - Common
N
(-4 Program Detail
Qp Agzessment
Q Service Tracking
'Qp Counzelor Motes
Q Change SS5M
4% TANF History
Q, SMAP ERT Histan
.4 Customer Calend:
: Qp Performance 0 atz
Q Cammon Measure

Choices
SMAPEET

WA Pragrams
Adult
Dizlocated \Workel
Youth
Y outh Oppartunity
Oitker

RIO

W Programs
Frimary Eligibles
(Other Eligibles

Child Care
TAMF Applicant
Choices
Transitional
SMaP ERT
Low Income
DFPS
i,
Special Projects

T

OOOHOO0O0 OO0 O X¥XO0O0xE O

There are tabs on the Eligibility menu selection you can use to verify the

customer qualifies for financial aid for any funding stream.
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The Summary Tab

The Summary tab displays an “X” next to all funding sources for which the
customer is potentially eligible:

® Choices
® SNAPE&T

® WIOA (TWIST still refers to WIOA)
- Adult
- Dislocated Worker
- Youth

® Child Care
- TANF Applicant
- Choices
- Transitional
- SNAP E&T
- Low Income
- DFPS
- WIOA

- Special Projects

Eligibility details for each funding source are provided on the detail tabs
identified by the funding source name. This allows you to view how the
eligibility determinations were made.

IMPORTANT NOTE:

Eligibility information can be entered under the Program Detail for WIOA.
Therefore, it is not necessary for eligibility to be established on the Intake-
Common before creating a WIOA Program Detail.
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The Child Care Tab

Click on the Child Care tab. The Child Care Eligibility Detail screen displays.

e ——. ==
'WDA: |28 - Gulf Coast WDA hd
Customer Search Customer-
First:

TWIST D)

Advanced | Search

Menu Selections
Irtake - Common
9
@ Progiam Detail
Assessment
-4 Service Tracking
-4 Counselor Notes
-4 Change 55N
-4 TANF History
-4 SNAP EAT Histon
-4 Customer Calends
-4 Peformance Dat:
Common Measure

Summay | WIAAUL | WA Dislooated Worker | WiAYouth | WA Youth Opporturity | WIA Other | WTwW Primary Elighles | %Tw Diher Elighles  Child Care

Determined Potentially Eligible

Common Eligibility
(3] Common Elgibiity
5] Met Chid Eligibliy
5] Requires Child Care
[X] AND Age
[X] Chid Age: < 13
[] OR Child Age < 19 with disabiity
[ AND Reason For Care

[ TANF Applicant
5] Met Common Elighilty
[] &ND TANF Appiicant Referal

[ Choices
%] Met Common Eligiily
["] 4ND Choices Reterral

[ Transiional
15 Met Common Eligibiliyy
[ AMD Transitional Referral
(] AND Met Transitional Board Income Guidelines
3] AND Met Transitional Work /Sehoal Guidelines

[ shaP E&T
[X] Met Common Elighiy
[] AND SHAP EXT Refenal

B4 Low Incame
%] Met Common Eligbilty
[ &ND Child Citizenship
[] AND Seff Referal
[ AND Board Income: and Work/Schaol Requiements
[ Basic
4 Met Basic Board Income Guideines
[ AND Met Basic Work/School Board Guidelines
[] OR Teen Parent
[] Met ge Elighily
[[]Age Lessthan 19
[] DR Less than 201in High School or Equivalent
[5< AND et Teen Parent Baard Income Guidelines
[ AND Met Teen Parent Work /S chool Guidelines
[T OR Pre Headstart
[ Child in Pre-k Headstar
[] AND Met Prek /Headstan Board Income Guidelines

[[] AND Met Pre-t./Headstat Wark/School Board Guidelines:

[ oFPS
%] Met Common Elighilty
[] &ND DFPS Refernal
[[] OFPS IneHome Refenal
[] OR DFPS Title I Referal
[] OR DFPS Tite 1B Referal
] OR DFPS Kinship Referral

[ wia
[ Met Common Eligiily
[ AND Child Citizenship
[ AND WA Reeferal
(] WA Adult
[] OR WA Youth
[T OR WA Dislocated worker

[] Special Projects
] Met Common Eligibity
[X] AND Child Citizenshin
[] #ND Special Projects Referral
[ NEG
[ Referral
[] AND Met NEG Board Income Guidelines
[T] AND Met NEG Work/School Board Guidelines
(] OR &RR&
[ Referal

I

This screen displays the individual qualifications needed to receive child
care financial aid. Look for an X in the box next to the type of funding.

® The top left corner of the display shows a common set of eligibility
criteria across all child care funding. This includes child age
requirements and reason for care.

® All Child Care funding sources and the qualifying criteria for each are

displayed on the rest of the screen. Each funding source lists the specific
criteria that must be met to qualify for that funding type. For example, to

qualify for Choices child care, all Common Eligibility Criteria must be
met, and there must be a Choices Referral in the Intake-Common.

® The box next to the type of funding must be marked for the customer to

qualify for child care financial aid using that funding.

® [f the box next to the type of funding you want to use is not marked,

determine the missing criteria and return to the Intake-Common to add

the information.
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IMPORTANT NOTE:

Do not create a Program Detail until you see an “X” in the appropriate box
on the Eligibility menu selection.

STOP AND PRACTICE

Directions: Review Sophie’s eligibility for both child care
financial aid and WIOA-Adult.
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Program Detail

The next step toward establishing a financial aid record for a customer is to
create a Program Detail.

A Program Detail is a “snapshot” of the information entered in Intake--Common.

It captures eligibility characteristics from the Intake-Common and allows you
to track and record services in TWIST for any funding source.

It represents the period of eligibility for child care financial aid. You can
establish one or more referrals up to the length of the eligibility on the
Program Detail.

Each Program Detail has only one eligibility characteristic which is
determined from the Family Tab on the Intake Common.

It allows you to establish eligibility for WIOA funding streams.

It allows you to specify the customer’s Parent Share of Cost, or Parent Fee.

IMPORTANT NOTE:

When you make changes in Intake-Common, they will not transfer to an
existing Program Detail. Therefore, if you change information in Intake-
Common that affects eligibility for child care financial aid, you must create
a new Program Detail and a new referral.
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Before creating a Program Detail, verify there is not already one established.
Click on the “+” sign to the left of the Program Detail menu selection. The
Program Detail screen displays.

v] Custorer Information EI@

WDA: |28 - Gulf Coast WDA 3|
Customer Search Custamer

ssh| - - =1 ssi: I arc: I
Last: Birth Date: [N rron-: N - mwaisT 0: ING—_—
First:

Initial Initial Eligibility
TWIST ID Application | Appointment | Petition E it Enrollment  |Start Date

Program Date Date Mumber Date Date
kel MGG | s 07/01/2012  00/0/0000 00/00/000000/00/0000 00/00/01

Child Care 00/00/0000  |00/00/0000 00/00/0000  |00/00/0000 07,/01,/2C

Menu Selections
- Intake - Common
4 Eligihility
2-%} Program Detail
el W 07T
L @ Child Care
Q Azzeszment
Q Service Tracking
-4y Counselor Notes
-4 Change 55N
4% TANF History
4% SMAP ELT Histon
Q Customer Calend:
-4y Performance Datz
Common Measure

] M | 3

Open Program Details are indicated with a red check mark. If there is an open
Program Detail for the funding stream you want to establish, confirm the
information you have and take the appropriate action. You may need to close the
current Program Detail and open a new one, or use the existing one. If you are
unsure, or don’t know what to do, get with your supervisor.

2-69

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20




® O O \Workforce Solutions Financial Aid

Creating a WIOA Program Detail

To add a new WIOA Program Detail, right click in the grey area and select Add.
The Program Type pop-up window displays.

—Menu Selections
- Intake - Common
i 4 Eligibility

Elm Pragram Detail

Azseszment
Q Service Tracking
-4 Counselor Notes
-4 Change 55N
4% TANF History
-4 SMAP E&T Histan
Q Custormer Calendz
Q Performance Dats
4 Common Messure

ﬂ Customer Information = =] =
WDA: | 28 - GuIf Coast WDA e |
— Customer Search — Customer
ssn[ - [= Ssil: [ =
Last: | girth Date: NN Fron-: NN =« wisT o: I
First: o o B
ks ! Initial Initial |Eligibility
TWIST DI Application | Appointment | Petition Exit Errolimert iStartDatt
Pragram [ ate | Mumber [late Drate
Advanced | Search | Child Cars 00000000 I 00/00/0000 | 00/00/0000

7 e o oo st S

Frogram Type Cd: |5 -l 'i

Application Date: |D?£D1 f2ma
Eligibility D ate: ID?H‘I 27201 j

Office 3:!2 - Test Office #2'wDA 28 SDE

Dffice 4:[2802 - Test Twao
Office 5:IU
Staff :|2581 - 40 (240), trainee

Complete the information in the pop-up window. Once you choose the Program
Type, additional fields may display, depending on the funding source. For

example:

® Program Type: WIOA - The Application Date and Eligibility Date displays.

® Application Date: Date customer completed the Financial Aid Application.

® Eligibility Date: Date the eligibility criteria is verified.

® Office 3, 4 & Staff: Update to the office who entered the assessment.
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Click OK, and the Program Detail displays with the new WIOA record.

? Customer Information EI@
WDA: |28 - GuIf Coast WDA |
Customer Search Cust
ss| - - - ssi. [ Voo I
Last: Birth Date: [N rhone: NN - TwisT 0: I
First: = = ——
el Initial Initial Eligibility
TWIST ID Application | Appaintment | Petition E xit Enrollment | Start Date
o] 8]
hdvancedl Search | Child Care 00/00/0000 000040000

Wl 07/01/2012 | 00/00/0000 00/00/0000  |00/00/0000 00,/00,/0C

— Menu Selections

; Intake - Common
4 Eligihilty
=] Tl Programm Detail
ia @ Child Care
A € WA 07
Q Agzessment
Service Tracking
Coungelor Notes
Change S5M

@

@
-
4% TANF Histary
A

&

L 4

<

SHaP E&T Higton
Cusztomer Calend:
Performance Datz

Common Measure

Save.

Click Program Detail in the left menu.
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Click the WIOA Program Detail with the red check mark. The Program Summary
screen displays.

?] Customer Information EI@
WDA: |28 - Gulf Coast WDA B3|
Customer Search Customer
85N - - (=] SSN: I o
tast| || BirthDate: NN Fronc: I - ST I0: I
First: -
e winAdit | wiADisloc Woker | WiAYouh | WIAYOR | wiAOther
TWIST ID

Advanced | Search Military ] Public: &st. l Farily l Ihcome l Income Redetermination

l
Emp. Statuz l Dizloc worker ] Dizability/Medical ] E xemptions ] Diocumentation l
l
l

Program Summary l Eligibility Surmmary l Characteristics l Certification l Education
Menu Selections
-4 Intake - C —_— .
Bl p4 I_:”“;hﬁ“y Amman Eligitility Determine Date: [0712/2012 Application Date:|07./01/2012
|__—_|Q Program Detail Eligibility E wpiration Date: 8/25,/2012 Out of Schaak [ age: INGNG_
Q‘} Child Care Assessed & Approved |00,/00,/0000 Exit D ate: |DD.’"DD.-"DDDEI
e @ WlA 070 for Intensive Services: Exit B | J
«it Feazon: hd
Q Aegezement Aezerzed & Approved
-4 Semvice Tracking far Training Services: |O0/00/0000 Labor Force: | ﬂ
Q Counselor Notes
-4 Change 55M
.4 TAMNF History
-4 SNAP E&T Histan . : -
Q Customer Calend: Office 3 |2 - Test Office #2'WDa 28 £ Program Type: Wi
-4 Performance Date Office 4: |2802 -Test Two Staff :|2561 - 40 [240) rainee
@ Comnon Measure Dffice & WDA: 28 Gulf Cosst WDA
] m b

On the Program Summary Screen, enter the Assessed and Approved for
Intensive Services Date and the Assessed and Approved for Training Services
Date.

Save.

IMPORTANT NOTE:

These dates are typically the same as the Eligibility Determination Date.

STOP AND PRACTICE

Directions: Using Sophie’s Financial Aid Application create a
WIOA Program Detail for Sophie and complete each tab as it
is covered.

Remember, information entered on the Intake-Common screen will show on the
Program Detail too. Be sure to verify that all demographic and basic eligibility
criteria are correct on common eligibility tabs. Complete the tabs on the Program
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Detail necessary to document the eligibility criteria you have verified for your
customer.

Use the following guidelines to determine which tabs to complete based on the
funding steam(s) the customer has provided documentation for:

® Adult

Exemptions

Employment Status

Public Assistance - if using to qualify as low income

Characteristics - other low income: homeless, foster child

Family tab/Income tab- if using to qualify for low income, or to show
“member of a family receiving public assistance or SNAP.”

- Documentation

® Youth
Exemptions -if using a Board designated (WDA) Youth Barrier

Education

Public Assistance-if using to qualify as low income

Characteristics -other low income, and Youth Barriers

Family tab/Income tab- if using to qualify for low income, or to show
“member of a family receiving public assistance or SNAP.”

- Documentation

® Dislocated Worker
- Employment Status
- Dislocated Worker

- Documentation

Review the eligibility requirements for each funding stream in Module One and
on the tabs at the top of the Program Detail screen:

® WIOA Adult

® WIOA Youth
- In-school
- Out-of-school

® WIOA Dislocated Worker
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Characteristics Tab

Click on the Characteristics tab. The Characteristics screen displays.

¥ Twist - Current User: trainee 40 (240) (2) - Training: 56 - [Customer Information] o[ s
¥l File Edit View Tools Window Help - & x
ARMEQODE? S H e P
‘WDA: | 28 - Gulf Coast WDA >
Customer Search Customer
SEN - - zl SSN: 240-18-3928 Name: IRENE A GANDARA
Last: Birth Date: 11/15M972 Phone: ( ) - Ext: TWIST ID: 5536641
First:
ws:sml— WIDAAdL | WIADislocatedWorker | WIDADisbcatedWorker | WiAYouh | WIDAYouh | WiAYDG | WIADther
’ Income } Income Redetermination ] Emp. Status | Dislos Worker ] Disability/Medical } Exemplions ] Documentation } Wl Aduit
avanced | Search | Frogiam Sunmay | Eligibiity Summary Characteristics \ Cerlfication | Educaon | Mitay | Pubicasst | Famiy
Linited Englsh Flunaway Youth
Menu Selections [z-Mo ] |[2-Hs =]
@ Intake - Common
@ Elgibiity Hispanic/Latino Criminal Justice: ZP'EEMWPEVE““"DYDW
—|IEw =
-4 Program Detal [ ]| [3-He | °
L WA, | T Dosfcient in Basic Lieracy Additional Assistance Needed
A Bssessment - -
-4 Service Tracking White Out-ofHome Pk "
@ Counselor Hotes ¥ Black or Afican American Culural Barier LT one Cecemen =
4 Change 55N [ American Indian or Alaskan Native -
4@ TANF History [ Asian
@ SNAP E4T Histon| | | [ Hawailan Native or Pacfic Islander Homeless
@ Customer Calend: [ Patticipant did not disclose 2-HNo =2
:: Periomares D35 || puthoiced o wtk inthe U5 Basi Skl Deficient
115 Cien =] | L[2-Mo IS
Selestive Service Foster Chid
[ ]| | [0-Natafoster chid i3
< >

RegistrationMo: [

Free or Reduced Lunch

High Poverty Area

Verify common eligibility criteria.

® Adultand/or Youth

- Identify low income characteristics: homeless, free or reduced lunch,
deficient in basic literacy, or foster youth by selecting “Yes” from the
appropriate dropdown menu.

® Youth

- Identify Youth barriers: homeless, deficient in basic literacy, runaway,
pregnant/ parenting, foster child, or offender by selecting “Yes” from the
appropriate dropdown menu.

Save.

STOP AND PRACTICE

Directions: Verify /update Sophie’s information on the
Characteristics tab.
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Education Tab

Click on the Education tab. The Education details screen displays.

?] Customer Information

WD |28 - Gulf Coast WDA
Customer Search
ssnf - - =l
Last:
First:
TWIST ID

Advanced | Search

WMenu Selections

&3

Customer

ssi: I - I
Birth Date: [ Pron-: INEEEE

wisadit | wiADisloc.woker | WiaYouh
Emp. Status l Diisloc Worker l Dizability/Medical l
Military l Public Asst. l Farmily l Income

Program 5 ummary l Eligibility Summary l Characteristics

TwisT io: [
| wievos |

E=emptions l

] Income R edetermination

l Certific.ation

(=N |EoR =

Wis Other |

Documentation l

Education

E Intake - Commior
-4 Eligibiliyy
0 Prograrm D etail

L 1R

-4 Assessment
-4 Service Tracking
-4 Counselor Notes
.4 Change S5SN
-4 TAMF Histary
-4 SMNAP EST Histan
-4 Customer Calends
.4 Perfarmance Date
Q Carnmon Measure

Highest Grade Completed: |12 - High 5 choal Graduate |
School Status: [ERITRTETTEN RERSITER MO _~

Verify /enter highest grade completed.

® Youth

- Select School Status from the dropdown menu. If an In-school status is
chosen, select Full or Part time from the Attend School dropdown.

Save.

STOP AND PRACTICE
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Public Assistance Tab

Click on the Public Assistance tab. The Public Assistance screen displays.

?] Customer Information EI@
WDA: |28 - Gulf Coast WDA 3|
Customer Search Customer
ssh| - - =l ssu: I o I
Last: girth Date: [ N rFnon- I - mwisT o:
First: A . I .
TWIS'I;EID ,7 Program Summary l Eligibility Summary l Characteristics l Certific:ation l E ducation l
wWishdit | WiADsoe Woker | Wiavouh | wiavos | wiaOter |
Advanced | Search Emp. Status ] Digloc worker ] Diizability Medical ] E=emptions ] D ocumentation l
Military Public Asst. l Farrily l Income l Income Redetermination l
LU ST Certification | Named | Cumently
-4 Intake - Common Amourt Date  |on Grant? | Receiving?
General Assistance Bl |—
Refugee Assistance 500 n
TANF £475.00 2 v
4 Assessment
4 Service Tracking SNAP £221.00/00/00,/0000 v v
.4 Counselor Notes 551 [ soo r
.4 Change SSN
4 TANF Histary SNAP EAT ABAWD <00 -
4 SHAP E&T Histon
4 Customer Calend:
.4 Pearformance Date
.4 Common Meazure

® Adult / Youth
Complete only if using TANF, SSI, or SNAP receipt as the low income criteria.

Enter the amount, or an estimate, of assistance the customer receives. Identify if
the customer is named on the grant and if currently receiving by clicking on the
appropriate box(es).

Save.

STOP AND PRACTICE

Directions: Verify /update Sophie’s information on the Public
Assistance tab.
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Family Tab

Click on the Family tab. The family information screen displays.

v] Customer Information

=8 N

WDA: [28 - Gulf Coast WDA =]
Customer Search - 1 — Customer

st I s I
Qi waws. rnens. AL TWWhai

sswf-- =
Lasty

Fret|
wstol

Advanced | Search

Menu Selections 1
-8 Iniake - Common J
4 Eligitility

-4 Program Detal

o} Child Care

LA @ Wi 070

& Assessment

'G Semice Tracking
4 Counsslor Notes
4 Change 55N
4 TANF History
4 SNAP E&T Histor
ﬁ Customer Calend:

* Performance Datz
t Common Measure

Program Summary l Eligibility Summary | Characteristics l Cerlification | Education |
Wibddd | WlADishe Woker | WiAYouh | WIAYOG | wiAOher |
Emp. Status 1 Disloc Worker 1 DizabilityAdedical | Exemphions 1 Diocumentation |

|

bilitary | Public Asst. Family I Income l Income Redetermination

Family Statue- |2 - Parert in Two-Parert Fan_ | Head of Hougshald IV

Number in Family: _a;

Complete this tab if the customer meets the low income qualification based on
family size and income, if (s)he is meeting the low income qualification as “a
member of a family receiving” SNAP or Public Assistance, or to show family size
and income to qualify for little or no co-pay as a Dislocated Worker.

Enter Family Size information from the financial aid application. Choose the
customer’s status in the family from the Family Status dropdown menu. Enter
the number of family members determined from the financial aid application.

Save.

STOP AND PRACTICE

Directions: Verify /update Sophie’s information on the
Family tab.
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IncomeTab

Click on the Income tab. The Income Determination screen displays with a list of
family members entered as Household Dependents and Income entered on the
Intake-Common screen.

?] Customer Information EI@
WDA: |28 - GuIf Coast WDA JE3 |
Customer Search Customer
ssh:| - - =] ssu: I .- I
Last: girth Date: [ NNG_E cho.- T - TwisT i0: [ NNG_
Fil 12’7
'I"'\fISiII:SID’i Pragram Summarny ] Eligibility 5ummarny 1 Characteristics ] Certification ] E ducation ] I ilitary ] Public szst. I
) Documentafion | wisAdut | WikDishc Woker | wiAYouh | WIAYDG | wiAOter |
Advanced | Search Family Income I Income Fedetermination ] Emp. Status ] Disloc Warker ] Dizability/Medical I E=emptions I
Income Determination Periad: Beginning:  01/01./2012 Ending: 0B/304201 2

Menu Selections
Intake - Common
A Eliiniliny ‘ Included ‘ Excluded ‘ Tatal Total Chil =

= i Farily Member B Month B Month B Months Inciuc
2 ' .;o%fmcﬁi;;tacﬂa[e i [\l Definition] [/14, D efinition)
A s 07 0
Q Azzessment
Q Service Tracking
A Counselor Notes
-4 Change 53N

m

4 TAMF History 2100
’ SHAP E&T Histon 20715.00 0.00 20715.00 3.452
Q Customer Calendz wa

v
' Perfoimance D atz Annualized Total: — 41430.00 41.430

Q Carnmion Measure

If nothing was entered on the Intake-Common, a blank screen displays.

v} Customer Information EI@
WDA: |28 - Gulf Coast WDA B3|
Customer Search Customer
sshf - - (=] s [ - I
Last: girth Date: [ NG——_E oo - wisT i0: I
First:

e ID’i Program Summary ] Eligibility 5ummary ] Characteristics ] Certification ] Education I tdilitany ] Public Agst ]
) Documentation | WiAAdul | wiaDisloe woker | Wiavowh | wilavOs | wiADme |

Advanced | Search Family Income \ Income Redetemination ] Emp. Status I Digloc W orker ] Digahility.M edical 1 Exemptions ]

‘ Income Determination Period: Beginning:  01/01/2012 Ending: 0B/30/2012

Menu Selections
Intake - Commaon
Q E ligibility ‘ Included ‘ Excluded ‘ Total Total Child C.

= i Family Member E honth E Month E bonths Included
oe ?%fftﬁ:‘ao"m Y [l Defirition) /121 Definitior) {Month]
+F % Chid Care
-4 Assessment
Q Service Tracking
-4 Counselar Notes
-4 Change 55H

€ TANF Histary
-4 SNAP EST Histon
4 Customer Calend:
Q Performance Date

Common Measure
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Complete this tab if the customer meets the low income qualification based
on family size and Income or to show family size and income to qualify for
little or no co-pay as a Dislocated Worker.
The Income Determination Period beginning and ending date populate based
on the application date. This is the 26-week period used to verify low income.
If the customer’s name is not listed on the screen, right click and select Add
under the Family Member line. The Income-Detail screen displays with the
customer’s name populated and highlighted.
ﬂ Customer Information |EHE”E|
WDA: |28 - Gulf Coast WDA - B3|
ST | S Plone b * =
Last:i— Birth Datg —
| First:| Prograr Da\ete Relationship
TWIST ID| Do
Advanced | Search I Famiy
— Menu Selections - | Incame
-- Intake - Comman (1
E: ,E:E';::x Dk Income Type WA Pior | Chid Cers Curen s e~
J@ e 1 Gross Wages/Salaries . -Tt — Lﬂﬂuun.l ”CEE'_\
Q i;ﬂs;ﬁ? Larg 2 Self Employment Income 1 4 [}
& Senice Tracking 3 RegPapments 55 Act. | K ]
’ Cotiaalar Hatss 4 Reg'wkm Compensation [} "
4 Changs 55 7 v
-4 TANF Higtory :
-4 SNAP ELT Histon
Q Customer Calendz
Q Performance Dat:
4% Common Measure
The Income Detail screen lists all income types used to determine eligibility
for both child care and WIOA. An “X” in the box in the columns to the right
of the screen indicates that income type is included in the calculation of
income for that funding source. An empty box indicates the income type is
excluded from the calculation.
Highlight the family member you wish to attach income to. Add the income
for the last 26 weeks for that family member in the WIOA Prior 6 mo.
column next to the income type.
To add income for other family members, highlight the name by clicking on
it or, if not listed at the top of the Income-Detail screen, right click and choose
Add to add a line.
When income is entered for all family members, click OK.
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Save.

The total annualized income displays.

@ Customer Information EI@
WDA: |28 - GuIf Coast WDA JBa |
Customer Search Customer
ssi| - - =T ssi: I o I
Last i Date N Pron=: N TwisT i: I
First:
MIS:D,i Pragram Summary ] Eligibility Summary ] Characteristics 1 Cerlification ] Education ] I ilitary 1 Public Azst. I
Documentation | WiAAdul | WiADisbewerker | WiAYouh | WIAYOE | wiaOther |
Advanced | Search Farmnily Income l Income Redetermination ] Emp. Status ] Disloc Warker ] Dizability/M edical ] Exemptions I

N Inzome D etemmination Period: Beqinning:  01./01/2012 Ending: 0B/30/2012
enu Selections
(-4 Intake - Common
* Eligibility ‘ Included Excluded ‘ Total Total Child C.
5. i Farnily M ember E hanth B Month & Months Included
5 ‘_f_;%ﬁw;'agT . 14, Defirition] [l Diefrition) iMonth]
- € Chid Care 11075.00
= 0 Azzessment 11078.00 0.a0 11078.00 oo
-4 Service Tracking w2 <12
Ay C Jor Mok —"9%
: CE::;Z?;SN” e Annuglized Tatal 22156 00 0
3 ‘ TANF History Ongoing Medical Expense: oo
A SMAP EST Histon
- Q Custorner Calend: Annualized Tatal [Less Expense) 22156.00 oo
-4y Performance Dat:
- ’Q’ Common Measure
] n 3
] T v

Compare this total with the income limits for the family size on the WS Income
Guidelines. If this amount exceeds the income eligibility guidelines, the customer
does not meet the requirements for receiving financial aid from Workforce
Solutions.

STOP AND PRACTICE

Directions: Verify /update Sophie’s and other family
member’s income information on the Income tab.
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Employment Status Tab

Click on the Employment Status tab. The Employment Status details screen

displays.

v] Customer Information

=N e =)

@ Eligitility

-4 Progiam Detail

-4 Aszessment
Q Service Tracking
-4 Counselor Notes
-4 Change 55N
.4 TANF Histary
4% SNAP E&T Histon
-4 Customer Calend:
-4 Performance Dat:
.4 Comman Measure

Employment Status: |3 - Not Employed

Lack Significant ‘\work Histary
Wworked less than 3 out of 24 months

—

Complete relevant fields.

® Dislocated Worker

- Select UI Comp. Status from the dropdown menu.

A note about Employment: A customer is employed at date of participation if, in

the seven days before application, (s)he:

WDA: |28 - Gulf Coast WDA ]
Customer Search Customer
ssh - - | ssi: IR anc: I
Last: girth Date: [ M rhon- DN TwisT o I
First: - " ; A
e ,7 Military l Public Asst. l F arnily l Income l Income Redetermination l
Pragram Summary l Eligibility Summary l Characteristics l Certification ] Education l
Advanced | Search wibbdut | wiADisheWoker | wiavouh | wiavOG | wiAOther |
Emp. Status l Disloc Worker l Dizability/Medical l Exemphions l Documentation l
Menu Selections
; Intake - Common Available for Work: |1 - Ves hd Unemployment Comp Status:

= | weeks Worked Last 26 Weeks: [1 3

® Did any work at all as paid employment unless (s)he 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 (s)he is currently on active

military duty and has been provided with a date of separation from military

service

® Did any work at all in his/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
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® Was not working but has a job or business from which (s)he 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

Save.

STOP AND PRACTICE

Directions: Verify /update Sophie’s information on the
Employment Status tab.
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Dislocated Worker Tab

Click on the Disloc Worker tab. The Dislocated Worker tab displays.

vl Customer Information EI@
WDA: |28 - Gulf Coast WDA JE |
Customer Search Customer
ssi - - =] ssn: [N .- I
Last: girth Date: | NN - D - TwisT 0: I
First:
TWIS:SIDli Program Summary l Eligibility S urnmary l Characteristics l Certification l Education l Military l Public szt 1
Documentation | WiaAdub | WiADisloc. worker | wiavYouh | wiavos | wiaOte |
Advanced | Search F arnily l Income l Income Redetermination l Emp. Status Disloc Worker l Dizability/Medical l Exemptions }
Planned Closure/Public Motice Natural Disaster Local Econamic Conditions
Nenu Selections R = [ =l [ =]
B b4 'E”“t;kb:itf”mm” Teminated/Laid Of Worker Profiled and Refened NAFTA/TAA
EQ Program Detail l = l = l =
; J@ Wil 070 Unlikely to Return Previous Self-Employment Trade Adjustment Azsistance
v @ Child Care | || | =1 [ =l [ =1
A 3
g Szf\fi?em::acking Permanent Closure/Substantial Layof | Displaced Homemaker Job of Dislocation Information
Q Counzelor Motes | =l [ =l Beqin D ate: |00/00,/0000
-4 Change 55N Dislocated Jab Hourly wage End Date: [00/00/0000
’ TANF H'Stm}'_ oo Length of Time "orked:
4% SMAP ET Histon
Q Customer Calendz
-4 Performance Datz
Q Common Measure

Complete only for customers who qualify as a Dislocated Worker.

Identify eligibility criteria by selecting the appropriate response from the
dropdown menu(s). For example, if the customer qualifies as a Dislocated
Worker because she was Previously Self Employed, but is not longer
employed because of a Natural Disaster, select “Yes” from the Previously Self
Employed and Natural Disaster dropdown menus.

Enter the Job of Dislocation employment dates.

Enter the Dislocated Job Hourly Wage.

Save.

Since Sophie does not qualify as a Dislocated Worker there is nothing to practice
on this tab.
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Exemptions Tab

Click on the Exemptions tab. The Exemptions screen displays.

v] Custemer Information EI @
WDA: |28 - Gulf Coast WDA =1
Customer Search Customer
sshi| - - =] ssi: I - I
Last: girth Date: [ NN Fron-: I < TwisT o
First: - " ; A
= Military ] Public Asst. l Farnily l Income l Incorme Redetermination l
TWIST ID
Pragram Summary l Eligibility Summary l Characteristics ] Certification l Education l
Advanced | Search Wi Adut | wiADisoe Woker | wiAvouh | wiAYDE | wAAOther |
Emp. Status l Digloc Worker ] Dizability/Medical Exemptions l Documentation l
Menu Selections

- Intake - Comman

-4 Eligihility

@ Program Detai [ 5% Window- Youth Income Exempt
P} Child Care

______ wq WA 0740 [ Local wWDa Youth Barrier
Q Assessment
0 Service Tracking
Q Counselor Motes
-4 Change 55N
4 TANF History
4 SNAP ELT Histon
Q Customer Calendz:
0 Ferformance D ate
Q Comman Measure

® Adult:
- If using family size/income to qualify the customer as low income, click
the Adult Income Exempt box.
® Youth:

- If using a board designated Youth Barrier, click the Local WDA Youth
Barrier box.

- If using the Youth 5% exemption instead of low income, click the 5%
Window - Youth Income Exempt

Save.

STOP AND PRACTICE

Directions: Verify /update Sophie’s information on the
Exemptions tab.
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Documentation Tab

Click on the Documentation tab. The Documentation screen displays.

v] Customer Information

WDA; |28 - Guif Coast WDA 3|
Customer Search Customer
ssnf - - = ssi: I 1.
Last: girth Date: N ARSI Fo--: N - s 0: NG
First:
Famllyl Incomel Income R edetermination l Emp. Status l Dizloc Worker l Disability/Medical l Exemplions l
TWIST ID

Menu Selections
[H- Intake - Cammon

-4 Elighilty

EQ Program Detail
G wia 070
----- " € Child Care
'Qr Azzezzment
Q Service Tracking
Q Counselor Motes
-4 Change 55N
-4y TANF History
4 SNAP E&T Histon
Q Customer Calendz
Q Performance D ate
Q Common Measure

Pragrar Summary ] Eligibility Surnmary l Characteristics l Certification l Education l tdilitary l Public Asst l

Advanced | Search Documentation | wisadil | WIADslocwoker | wiaYouh | wiav0s | wiaOter |

Criteria | Documentation Source

Use the Documentation tab to identify the “proof” the customer supplied to
meet eligibility criteria. The information you supply is based on the information
gathered from the customer and the criteria used for eligibility.

Right click in the grey area and select Add, to add a line. A Documentation
Criteria line displays.

w Customer Information

E=5 o8 =)
WDA: [28 - Guif Coast WDA -
Customer Search Customer
ssn - [ st I o I
Last: girth Date: I Fhone I - TwisT o: I
First: = " . o . .
'nwsﬁn!i Famly | Income | IncomeFedsteminaton | EmpStaws | DisbcWoken | DisabilyMedicsl | Evemptions |
! Pragram Summary I Eligibility Summary 1 Characteristics 1 Certific-ation I Education ] Military I Public Asst 1
Advaneed | Search Documentation ] Wil Achib | Wl Disloe. Worker | Wil Y outh | wila ¥0G | Wil Dther |
Criteria | Diocumentation Source Caomments
o g |- =

[ @ Intake - Common

Q Eligibility

-4 Frogram Detai

i I

- @ Chid Care

& Assessment

4 Service Tracking

Q Caounselor Motes

& Change 55N

4 TANF History

& SNAP E&T Histon

& Customer Calend:

@ Performance Dal

4 Common Measure
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® Choose the criteria from the Criteria dropdown menu.

® Choose the documentation used to verify that criteria from the
Documentation Source dropdown menu.

® Add comments, as needed.

® Right click and select Add to add additional lines.

® Repeat until all criteria for all funding streams are documented.
Save.

This example shows criteria for a customer who qualifies for WIOA Adult funds
using Family Size/Income to meet the Low Income requirement.

Criteria Documentation Source

2-Age 97 - Passport (U.S.)

3-Authorized to Work in the U.S. 97 - Passport (U.S.)

4-Selective Service 206 - Selective Service Internet
Verification/Registration

14-Individual Family Income 98 - Pay Stub

82-Individual Family Size 208 - Self Attestation

Note: 3-Authorized to Work in the U.S. may require multiple lines based on the
documentation the customer provides, i.e. One line for Driver’s license and one
line for Social Security Card.

STOP AND PRACTICE

Directions: Enter the documentation Sophie supplied based
on the Financial Aid Application and notes.
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Confirmation

To confirm all criteria have been entered and documented, click on the tab for the
appropriate funding stream.

v] Customer Information EI@
WDA: |28 - Gulf Coast WDA JE |
Customer Search Customer
ssh - - E3| ssi: I vame: I
Last: Birth Date: [ NN rhonc: I TwisT iD: I
First: . A " . .
'IWIS?ID’i Emp. Status l Dizloc wWorker l Diizability/M edical l Exemptions l Documentation l
Military l Public Azst. l F arnily l Income l Income Redetermination l
Advanced | Search Frogram Summary l Eligibility Surmmary l Characteristics l Certification l Education l
WA Adult ] Wik Disloc. Worker | wiaYouth | wiavos | wiaOter |

P Sl e Criteria | D ocumented |
-4 Intake - Comman
& Eligiilty [ Age 3o Dider X
’ P Detail [ aND UL S, E_Iltlzensh!p o Z
ragrarn L&t [] &ND Selective Service Registration L]
A WIA 07| (5] anD
""" JQ Child Care [ Adult Income Exernpt O
Q Aszessment [ O Low Income Individual .
Q Service Tracking [[] General Assistance LI
Q Counzelor Motes [ or Refuges Assistance L]
4 Changs 55N % ores L
-4 TANF History 5 o SHAP =
’ SNAF E&T Histon [] orlncome < or = Poverty / 70l <
’ Custamer Calend: [ or Disahility Barier to Employment ]
Q Performance Datz [] or Homeless ;
4% Common Measure [] or Foster Chid L]
< o n Determined Patentially Eligible Citizen / Eliaible Non-citizen and Selective Service Reaistered
Determined Patentially Low Income Eligible / Exempt

The eligibility criteria screen displays for that funding stream.

® Confirm criteria have been entered, indicated by an “X” in the box to the left
of the criteria.

® Confirm criteria have been documented, indicated by an “X” in the box to the
right of the criteria.

Note: TWIST can only store one income eligibility rule, therefore you must verify
a customer meets the income limits manually using the WS Income Guidelines.
The criteria Income < or = Poverty/70% will show, unless the customer meets
the Youth income limits based on family size.

STOP AND PRACTICE

Directions: Confirm Sophie’s eligibility for WIOA-Adult.
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Add Services

® The next step in creating a WIOA record is to add services. This is usually
done by the Tracking Units; however, you may be asked to add specific

services to a record.

Click on Service Tracking from the left menu. The Services Tab displays.

@] Customer Information

WDA: [28 - Gulf Coast WDA -
Customer Search Customer

P = ssn I o I
Lest: it Date: N Fnone: I Ext

TwiST D ~ | Services |Dany Time Tracking | Sugport Serviees | ITA/Financial dost

Advanced|  Search [AN Twist Services ~]

st o I

| YouthGosls | RefenalData | Optional Questions

Participation

(E=8HoR =)

Wenu Selections

Intake - Common cu| Service Description

| Fund Start Date | Fund End Date | Fund Descrption | Service Start Date | Service End Date |

4 Eligbilty

-4 Progiam Detail

[ Ly
. S ChidCae
A Assessment
= Tracking
-4 Counselor Notes
-4 Changs 55K
4 TANF History

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

window displays.

INEN}

) - —
] e i

— Service Information

Max Days:

I Start D ate: | 07/26/2002
Planned End D ate: I 07/26/2013
Plarined Hours: I Select Provider

Service Categony: |4 - Training Services - Occupational Skils |

3 Flanned Trainitg $: | .o
OMET: | -l
P | -

State:| = | FICE: | -

Service: |1 - Decupational®ocational Training

=l

Special Categony: |

=1

Public - Private: |

=

Cancurrent: |

=l

Training Wark Site: I - |

Hourly ' age: I 0o Subszidy [krly): | oo

County: [201 - HARRIS

City: | 35000 HOUSTON B3|

Subsidized: [ Degree/Diploma or Certificate?: |

=1

Completion Information

Actual End Date: | 07/26/2M2
Training Cost; | .og
Actual Hours: I

Completion Reason: |

Comments: |

Fund | Start

Fund Dretail
End | Sub Fund | AmoLnt

4 m |

First | Backl Mext | Last |

v | Deletel L1194 |Eancel|

1

Of

1
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Select the applicable service category from the Service Category dropdown
menu.

Select the applicable service from the Service dropdown menu.

Enter the Start Date and Planned End Date. (Hit the “tab” key to
automatically populate the end date with the time limit of the service.)

The County and City Codes will populate if set in staff tools. Change or enter
these codes, if necessary, to match the training location.

If adding a training service, indicate if the training will result in a Degree or
Diploma in the Degree/Diploma Credential box by choosing Yes or No.

The Select Provider button displays for certain types of training including
Occupational Skills training. To select the provider, click on the Select
Provider button. A message box displays reminding you to “Select ‘Retrieve’
after entering optional selection Criteria.”

- - N

v] Texas Workforce Commission - TWIST _

2

Retrieve |

4 1

Flow 1 of 1

Click “OK”. Click “Retrieve”. The provider screen displays with a list
providers.
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bervice Ilnformation

Kingwood College (NHMCCD) D
000719 Kingwood College (NHMCCD)
000719 |Kingw ood College (NHMCCD)
000719 |Kingw ood College (NHMCCD)
000719 |Kingw ood College (NHMCCD)
000719 |Kingw ood College (NHMCCD)
000719 |Kingw ood College (NHMCCD)
000719 |Kingw ood College (NHMCCD)
00719 |kingw0od College (NHMCCD)

T =1 =1 o o = =

=

ol

Row 1 of 3254 [~ &l Boards

® Scroll to find the correct school, location and program name. (You can
rearrange the list by clicking on the column headers.)

® Highlight the chosen provider and click “OK”. The Service Information
screen re-displays and the Select Provider button changes to Provider
Selected. The Classification of Instructional Programs (CIP) and Federal
Interagency Committee on Education (FICE) codes populate based on the
provider and program selected.

e o T E—

|| [ Service
Service Categary: Id - Training Services - Dccupational Skils x| Service: IT - Dccupational ™y ocational Training

Max Days:

Start Date: | 07/26/2012 Special Categony: |

Plarned End Date: | 07/26/2013 Public - Private: |

Planned Hours: I Provider Selected Concumrent: |
Plarned Trairing §. [0 Training Work Site: | il

OMET: [11102100 - |General and Operations Manage Houly'wage: | 00 Subsld}l[hrly] [ m
CIP; 520201 - [BUSINESS ADMIN, & MGMT., | Courty: [201 - [HARRIS
State: |[TX = | FICE: [010833 - |HOUSTON COMMUNITY COLL City: [35000 HOUSTON =l
Subsidized: | Degree/Diploma or Cerlificate?:lﬁ
C ) -
Actual End Date: lm Completion Reasar: |
Training Cost: I—EII]
Actual Hours: I_

Comments: |

Fund Detail
Fund Start | End Sub Fund I Amount

1

|
‘ First | Back | | Mest Last |‘ New De\etel ‘ 0K |Cance|

1081
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(-

Type in the name of the provider in the second Training Work Site field and
press Enter. A pop-up window displays the available training sites.

I ) =)
supational Skillz VI Service: |1 - Docupational/Yocational Training ]
Special Categon,: | |
Public - Private: | |
ider Selected | e
Training "Woark Site: | - |h|:uust|:|n comm .
——a—— S S =

| Texas Workforce Commission - TWIST

Code: | Hame: |h ouston comm

Worsite Code | Worsite Name |
Houston Community College

Houston Community College

(1]8 Cancel
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® Highlight the correct provider line and click “OK”. The Service Information
screen re-displays with the Training Work Site number.

IMPORTANT NOTE:

If you are unable to locate the correct training site, contact Philip Garcia;
philip.garcia@wrksolutions.com or(713) 627-3200.

® Type in the O*NET job title in the second O*NET field and press Enter. A
pop-up window displays.

i -
— Customer |
ssu. [
ot e ¥ 12+ Workorce Commission - TwisT : [ = |
Service Calfj== - ing  _~
A1 Twist Services ol |
Start Code: | Name: [manager -1
o Planned Eng Onet Code Onet Name a El o Dt
e =1 ce e
] 1 - OcoupationslAVacel| (At General and Operations Managers Iil = IMII
A s Planned Trai - .
11201100 vertising and Promotions Managers
11202100 IMarketing Managers
11202200 ales Managers
State: [TX 11203100 |Public Relations Managers
Subsidized: [~ 11301100  |Administrative Services Managers
11302100 mputer and Information Systems Managers
11303100 Financial Managers
11303102 Financial Managers, Branch or Department
11304000 Human Resources Managers
11304100 mpensation and Benefits Managers
11304200 raining and Development Managers 52

Ok Cancel

1 1

OK | Cancel,

J
‘ First Back || Nest Last ‘ New | Delste

1061
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Highlight the correct Job Title/Description and click OK. The Service
Information screen re-displays with the O*NET number.

Tt R =)
13 — Service Inf
Service Category: |4 - Training Services - Occupational Skills_ | Service: |‘I - Occupational A ocational Training ]|
Max Days:
Start Date: I O7/26/2012 Special Category: | ]|
Planned End Date: [ 07/26/2013 Public - Private: | =l
Plarned Hours: I Provider Selected Cancurrert: | JEa|
Flanned Taiagt ! Training Yok Site: I‘I 0633 - |H0ust0n Community College
ONET: Houly wage: | 00 Subsidy (hrly]: [ 00
3 - B B - Courty: (201 - [HARRIS
State: [TX | FICE: [010833 - [HOUSTON COMMUNITY COLL City: [35000 HOUSTON =~
Subsidized: [~ Dearee/Diploma or Eertificate?:l‘l -es JEd |
Completion Inf 5
Actual End Date: I 07/268/2012 Completion Reazon: | =1
Training Cost: I .on
Actual Hours: |
Comments: |
Fund Detail
Fund Start | End Sub Fund Amant
|

First | Backl et | Last | Mew | Deletel

1 0f 1

® Under the “Planned Training $” field, enter a “0” if the customer is receiving
an educational or training service NOT funded with Workforce Solutions
funds. Enter “99” if the customer is receiving financial aid from Workforce

Solutions.
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Go down to the grey area under Fund Detail and right click to Add. A Fund

Detail Line displays.

| - —
* (v e v E—

— Service Inf

Service Category: |4 - Training Services - Dccupational Skills_+ |
Max Days:

Service: |‘I - Occupational Y ocational Training JEd |

OMET: 11102100 - |General and Operations Manag: Houly'wage: [ .00 Subsidy (bl [ .00
CIP: E2D2D1 - |BUSINESS ADMIN. & MGMT 1 County: [201 - [HARRIS
State: |TX _»| FICE: [010633 - HOUSTOM COMMUNITY COLL City: IEDDU HOUSTOM -]
Subsidized: [~ Degree/Diploma or Eertificate?:l‘l ez 3|
Completion Inf
Actual End D ate: Im Completion Reasar: | |

Training Cost: I oo
Actual Hours: |

Comments: |

Fund Detail
End |
00/00/0000 |

Amaunt |
00j2-Te

Sub Fund |
=l

Fund | Start

E——— ][ oresztz |

4 |

First | Backl et | Last |

Mew | Delete |

101

Select the hardest to qualify for funding for which you have documentation.
The Start Date defaults. Do not enter an End Date until you are no longer
providing the service.

Scroll to the right, and make sure the correct office level 3 and 4 and staff
name are correct.

Click New to add additional lines to indicate other funding streams for
which the customer qualifies.

Click “OK”. The Service Description
screen displays with the service (s) added.
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vl Customer Information

WDA: [28 - GuIf Coast WDA |
Customer Search——— — Customer
ssn| - - - SSN: I Ve
Last: girtn Date: I  Fronc: NN TansT o
First:
TWIST ID Services |Da\|y Time Tracking I Support Services | I T&Financial Asst I “fouth Goals I Referal Data Optional Questions
Advanced | Search | IAII Tuwist Services ;I
—Menu Selections.
; Intake - Cammon CMl Service Description | Fund Start Date Fund End Date Fund Descriptio

0 Eligibility 1 - OccupationalVocational Training 7/27/2012
=-4% Pragram Detal 68 - Employability Development Plan

o @ Wb 07T
~of @ Child Care
- Q Azzessment

- m Service Tracking
i 0 Coungelor Motes
-4 Change 55N
A TANF Histoy
-4 SMAP E4T Histan
Q Custorner Calend:
= ’ Perfoimance Datz
& Q Cammon Measure

Save.

A pop up reminds you to create the ITA. Click Ignore And Save.

& - WIA Dislocated Worker (W1
96 - WIA Dislocated Worker (W

P oo e I

Double-Click on a row for addtional information on the specified error
Error Code | Error No | Sewverity | Error Description

|svsD | ooos4 | 1 [WIAWARNING: ITA Section on the TA/Financial Assistance Tab must be c

mwisT : I

07/26/2012

lgnore And Save |  Close [Mo Save]

Service ID: 2 Service: 1 Service Start Date: 07/26/2012 Fund Source: %6 Fund Source Start Date:

STOP AND PRACTICE

program and HCC, a week ago last Monday.
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Creating a Child Care Program Detail

Remember, before you create a Program Detail for child care, TWIST must show
the customer potentially eligible on the Eligibility menu selection.

1. The first step in creating a Program Detail is to enter the Program Summary

information.

Click on the Program Detail menu selection. The Program Detail screen displays.

v] Custemer Information EIIEI
WDA: |28 - Gulf Coast WDA =l
Customer Search Customer
ssuf - [=] | sov I nee
Last: girth pate: [ NN -0~ [N - rwisT o: [ NG—_
First: = = ———
e Iritial Iritial Eligibility
TWISTID Application | Appaintment E it Errallment | Start Diake
Program Date Date Date Date

Advanced

Menu Selections.
[+ Intake - Comman
-4 Eligibility
2R} Pragram Detail
A Asseszment
-4 Sewvice Tracking
-4 Counselar Nates
4% Change 55M
B TANF History
-4 SNAP ELT Histan
-4 Customer Calends
& Performance Datz
4 Common Measure

L1
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Right click in the grey area and select Add. The Program Type pop-up screen

displays.

-

? Customer Information

WD |23 - Gulf Coast WDA

Customer Search Cusi |
ssn[ - - =l
Last: Birth|

[l ices Woriore commizon T A

First: I
TWIST ID|

Advanced | Search |

—Menu Selections.
[#- Intake - Comman

Elw Program D etail
-4 hssessment
‘b Service Tracking
-4 Counselor Notes
-4 Change 55N
-4 TANF History
-4 SMAP EAT Histon
-4 Customer Calend:
‘b Performance Date
-4 Common Measure

Program Type Cd:

Dizability Exemption
[Law Incame Childzare]

Extended ‘v'ear Exemption
[Low Income Childcare]

1E - Child Care LI

Office 3: |2 - Test Office #2'wWDA 23 SDY

11-E5
12 -RIO

[ =T

14 - NCP Choices
17 - DFPS

2 |2BD2 -Test Two

i |D

:Em ~40 [2400], tainee

To create a Child Care Program Detail, select one of the following from the

Program Type dropdown menu:

® 16— Child Care (children not referred by DFPS)

® 17 —DEFPS (children referred by DFPS)

One Program Detail for all children of the parent needing care is sufficient,
unless it is a DFPS referral. In that case, create a Program Detail for each DFPS-
referred child. For example, Karen has four children requiring care -- two foster
children referred by DFPS and two children of her own. You will need to create
a total of three Program Details -- one for each of the foster children and one for

her own two children.
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If the Program Detail is for a child referred by DFPS, the Select Child dropdown
displays the child(ren) listed under Household Dependents and identified as
DFPS-referred. Select the appropriate child by clicking on his/her name from the
dropdown. If the child’s name is not on the list, click Cancel, and return to the
Intake Common to make the necessary corrections.

?] Customer Information ———eeeeeee @
won: [25~Gur Cossrion_{ 10| et Wortore Compson STV
0 Search Cus{
SEN:| - - -
Last: Birth
First: Program Type Cd: I‘I? -DFPS vl Office 3: |2 - Test Office #2 'WDA 28 SD¢
D Select Child Office 4: 2802 - Test Two
[DFPS Childzare] )
Advanced | Search | Office 5 ID
L Staff :|25I31 - 407240), rainee
—Menu Selections
[2F Intake - Comman
4 Eligibiliy
EI‘} Pragram Detai

o € wila 0T/
» € Chid Care
- 4p Assessment
Q Service Tracking
-4 Counselor Notes
-4 Change 55N
-4 TANF Histary
-4 SMAP ERT Histon
-4 Customer Calend:
4 Performance Date
.4 Cammon Measure

® Choose your Office 3: The contractor operating the career office.
® Choose your Office 4: The name of the career office.

® Staff: Choose the staff working with the customer.

® (lick OK.

DO NOT SAVE.
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2. Click on the plus sign to the left of Program Detail in the Menu Selections. A
dropdown displays with all Program Details associated with this customer.
Open Program Details are indicated by a red check mark.

v] Customer Information EI@

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

ssif - - =] ssu: [ -

Last: girth Date: [ N I Fro-- I - wisT 0: [

First Iniial Inial | Eligbilty
TWIST ID Application | Appointment | Petition Exit Enrallment | Start Date
Pragrarm [ ate Date Mumber [ ate [ ate

Advanced | Search Child Care

Wenu Selections
- Intake - Common
4 Eligibiity
a0

o @ Child Care
4 Aszessment
-4 Service Tracking
0 Counselor Naotes
-4 Change S5M
-4 TANF Histary
4 SNAP E&T Histon
-4 Customer Calends
-4 Performance Dat:
4% Commen Measure

4 I 2
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Click on the Program Detail under the menu selection to open it. The Program
Summary screen displays.

p] Custemer Information EI@
WDA: |28 - Gulf Coast WDA B3|
Customer Search Customer
ssuf - - =] ssi: I varc: I
Last: girth Date: [ NN rion- I - mwisT 0: [ NG
First:
e Farnily ] Income l Referal ] Share of Cost l Attendance l
Program Summary ] Eligibility S ummary ] Eligibility Detail Characteristics l Emplayment Histary l Education l

Advanced

Eligibility Start D ate: |07/26/201 2 l Eligibility End Date: D?£25£2D13 I
Menu Selections .
= Intake - Common Eligibility Characteristics: [10 - Law Income

-4 Eligibility
=] 0 Program Detail

. o . Termination Date Termination Feason
------ w@ Child Care Terminate E ligibility Period [A0/a60/0000 [ =l
Q Aszzessment

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

Q TANF Hist Office 3|2 - Test Office #2WDA 28 £ Program Type: Child Care

istary

-4 SNAP E&T Histan Office 4:|2802 - Test Two Staff 12561 - 40 [240] brainee
4 Customer Calend: Dffice 5: WDA 28 Gulf Coast WDA
-4 Performance Dat:

Carmmon Measure

Address | City | State | Zip | Cc

Mailing _:lausrm [T _~l[z4025 201 - [HeFR
d LU ' B|residence [Same) [ [&USTIN [T lf2a028 201 - [HARR

The Eligibility Start date automatically populates with today’s date if Referred
By in the Intake Common is “Self Referred.” The Eligibility End Date
automatically populates with today’s date plus 12 months.

For a new customer, the end date of the eligibility period will be the last day

of the last month of eligibility. For example, if a customer is eligible to begin
receiving child care financial aid on August 15, 2017, the end date of the
eligibility period is August 31, 2018. Change the Eligibility End date, as needed.
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IMPORTANT NOTE:

If the Start Date needs to be different than the system date, you must make
the change on the Program Summary before you save. If you change
the Start Date, you have to change the End Date to be within the Board’s

eligibility redetermination period.

Verify the address information. You must have both a mailing and residence
address for customers requesting financial aid for child care.

Save.
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Many of the tabs on the Program Detail are Read Only. You can use these tabs
to view the information in Intake-Common at the time the Program Detail was

created.

Read-Only tabs are:

® FEligibility Summary
® C[ligibility Detail

® Characteristics

® Employment History
® Education

® Income

Click on the Family tab. The Family Information screen displays.

‘ Eligibility Repayment 5chedule Status: | =]
Q_ Program Detail Fieason for Care: |3 - Both Employme_»

@ Assessment

4 Counselor Motes
@ Change 55N

4 m

,v CildCe Child Care Referred By: |9 - SelfReferred | Special Project: ~| Elighility Start D ate: [00/00/0000
0 Service Tracking Total wWeekly Wiork Hours: 45 Total School/Train Hours : 36 Eligibility End D ate: 00,400,/0000

L3

‘ TANF History

@ SMAPERT Histan
@ Customer Calend:
-4 Peramance Date
: Q Comman Measure

Delete  Relationship SEN Firgt Mame Last Mame

h\ld = - -
r Foe
el r—
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Age  Child Care | CCAS Child
Required | Mumber

E [ vl 2
T vl 3

9] Customer Information E@
WDA: [28 - Gulf Coast WDA 3|
Customer Search Customer
ssuf - [ ssi [ .- I
e L b Tt o: I
First:
W\rls:le ,7 Program Summary Eligibility Summary ] Eligibility Detail ] Characteristics 1 Employment History E ducation ]
Family Income: I Refenal 1 Share of Cost Attendance ]
Advanced | Search
Q Family Status: |2 - Parent in Two-Parent Far ¥ Head of Household
Menu Selecians Harital Status: | 2 - Married hd [ Non-Custodial Parent
- Intake - Common Dependent Under 1% [3 Mumberin Famil: | Mumber in Family (Child Carel &
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Double click on a Household member’s name. The Household Dependent Detail

screen displays.

.?] Household Dependent Detail

4 hold D d,

Relationship | S5M First Mame: 1 I Last Hame |Date Of Birth|  Age |Waek\_y School /Train Hrsl wheekly wWark Hrs

3-chid ~ - [ | . 0 |

— Care Age Children

Age Group | Child Care Required |Hispanic.fLatino| Race ‘ Gender | Citizenship |Chi|d of Foster Youlhl Child of Qualified Vetelanl

- School & 1 - Tes JE3 | ERLERE [z-Femal «|[1-Us. Ciizen  ~| |

™ Black or African American

r American Indian or Alazkan
Malive

™ Asian

r Hawaiian Mative or Pacific
Islander

Disabilty | Disahilty Code | Mo Medical Expense | Pre-K./Head Start \ DFPS Referral | DFPS Referral Type| DFPS Referral Start| DFPS Referral End| DFFS Chid Mo,

=

[z-H0 ] = i ~z-he —~|[n0/80/0000 [n0/00/0000 [

Cancel |

Editable fields are:

® Child Care Required. You can change this from No to Yes, but cannot change

it from Yes to No.

® Disability: You can change this from No to Yes, but cannot change it from

Yes to No.

® Disability Code.

STOP AND PRACTICE

Directions: Create a Program Detail for Sophie so you can
make referrals to care for her children.

Use today’s date as the start date. For training, leave the
Office 3, Office 4, and Staff as the default.
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Making Referrals

Referrals to authorize child care are made and changed on the Referral tab.

Timely data entry is critical to ensure parents receive their CCAA cards and can

report their child’s attendance.

Click on the Referral tab. The Referral Screen displays.

Assessment

Qb Service Tracking
Q Counselor Motes
-4 Changs 55N
Q TaMF History
4 SNAP ERT Histon
@ Customer Calend:
; Q Performance D ate
H Qb Common Measure

[

vl Customer Information EI@
WOA: [28 - Gulf Coast WDA k3|
Customer Search Customer
ssn - [] ssi: [ .- I
Last: girth Date: [N Fron- I - TwisT i0: I
First: R — . A A A
TWI‘S?ID — Program Summary 1 Eligibility S ummary ] Eligibility Dretail 1 Characteristics 1 Employment Histarp Education ]
Family l Income Referral Share of Cast Attendance l
Advanced | Search -
QQ Child ﬁ j Authorized Parent Share of Cost Required
Menu Selections.
Intake - Common “ o E
4 Elgbity Referral # Provider Name License Number Type of Care Refenal Type Summer "
=) Q Pragram D etail Fate
R} Child Care

Choose the child for whom you are creating a referral from the dropdown menu
on the top left of the tab screen. All referrals for the child will display.

vl Customer Information

Advanced | Search

Menu Selections
28 Intake - Comman

ssit: I o I

girth Date: [ Foon- I -

WOA: [28 - Gulf Coast WDA =1
Customer Search Customer
ssn:| - - |
Last:
First.
Program Surmmary
TWIST ID

Farnily

1 Eligibility Surnmary ] Eligibility Detail ]

] Income: Referral

st : I

Characteristics I
Share of Cost

=N ER =)

Emplayrnent History Education

Attendance

.

Authorized Parent Share of Cost Required

’Q Eligibility
E-’Q Program Detail
P} Child Care
A sessment
Q Service Tracking
& Counselor Notes
4 Change 55N
’Q' TANF Histary
4 SNAP E&T Histon
-4 Customer Calende
-4 Performance Date
-4 Common Measure

Referal #

Provider Name

Licerse Number

[

Tppe of Care Fieferral Type

l
l
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IMPORTANT NOTE:

It is not necessary to choose the child from the dropdown menu if the child
was referred by DFPS.

To add a new referral, right click and select Add. The Referral Detail screen

displays.

Child:

Provider Mame:
License Number:
Type of Care:
Referral Type:
Summer Fate:
‘Wweekend Rate:
Start Date:

End Date:

Inclusion Rate:
Wariable Schedule:
Erpected Retumn Date;
End Reason:

Inactive Date:

Transportation Required:

Press Enter to search by Provider Name or License Number

Davys Of the Week:

!
I— Search

IUUJ‘UUKUUUU
IUU/UU#’UUUD
r %
[ Days
IUUJ‘UUKUUUU
IUU/UU#’UUUD

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

OfficeStall Assignmentoptionsl)

Office 3: |2 - Test Office #2 W0
Office 4: | 2802 - Test Two
(Office &

Staff: 2561 - 40 [240], rainee vl

Fix Reason:

Ok Cancel

Complete the Referral Detail information.

® Provider Name: Enter the provider name, or part of the name, to do a
provider search. Only providers that meet the search criteria, have a valid
provider agreement, serve the child age group, and have rates for the type of
care will display.

® License Number: Will automatically populate if you've searched for the
provider. You can also enter the provider’s license number to populate the
Provider Name field.

® Type of Care:

Regular Day Care
Regular Night Care
Weekend Day Care
Weekend Night Care
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® Referral Type:
- Full - 6 to 12 hours of care
- Part - less than 6 hours of care each day

- Blended: Before/ After school, holidays, and school breaks. If using a
Blended Referral Type, you must also enter a Summer Rate of either:

e Full

e Part-Time
® Weekend Rate: Enter Full or Part-Time for weekend care.
® Start Date: Enter the date care is to begin.

® End Date: Enter the date care is to end.

® Transportation Required: Indicate whether the child needs transportation to
and/or from the care facility.

® Inclusion Rate: Mark the check box if the child has a disability and needs
specialized staff. The text box automatically populates with 190%.

® Variable Schedule: Use when the parent is not on a fixed schedule or works
a rotating work week.

- Click in the box to indicate a variable schedule.

- Enter the number of days care is needed. This number must be one day
less than the number of days checked in the Days of the Week field. For
example, if all seven days (Sunday through Saturday) are selected in
Days of the Week, the maximum number of days in the Days field must
be six.

® Days of the Week field: Check the box next to each day of the week care is
needed.
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® Expected Return Date: Enter the date the child is expected to return to care, if
there is an expected temporary suspension, for example,the child goes away
for the summer.

® End Reason: Choose the appropriate reason from the dropdown menu: If
you have entered an Expected Return date, enter 1-Suspension.

® Fix Reason: If you make an error after entering the referral and need to create
a new one, choose one of the reasons from the dropdown. You can only do
this within seven days of the start date.

® Office/Staff Assignment: Enter the office and staff working with the
customer.

Below is an example of a completed Referral Detail screen.

Press Enter to search by Provider Name or License Number

Chid ] Dy Of the Week,

Provider Name: IDa_l,l Care Center 1240 Sunday

License Mumber; __ Search | Monday

Tuesday

Type of Care: IW - Regular Day Care vI o ——
Referral Type: IW -Full vI Thursday

Friday

I jv Saturday

Sumrner Fate:

AR R

‘wWeekend Rate:

Start Date: 07/26/2012 DOffice/Staff Assionment(optional

End Date 0E/30/2013 Office 3: |2 - Test Office #2'W0: |
Office 4: | 2802 - Test Two

Transportation Required: |2 -Mao vI

Office 5.
Inchusion Fate: = Staff. 2561 - 40 [240), trainee
Wariahle Scheduls: r Days:l
Expected Retumn Date, IDU/UD;‘UUUU Fix Reason: I vl
End Reason; I vI
Inactive Date: IEII]/I]EI!I]I]I]I]

0K | Cancel |

IMPORTANT NOTE:

You can update Transportation and Inclusion on the Referral tab at any time.
All other fields are editable up to seven days after the Start Date.
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STOP AND PRACTICE

Directions: Add a referral for the Johnson children using
Sophie’s Financial Aid Application and the following
information:

® Sophie goes to school during the week and works part-
time Monday through Friday.

® The children will all attend the same Day Care Center:
(Day Care Center 1_ _ _ (Last three digits User ID)). Care
needs to begin tomorrow, and you can authorize financial
aid for eleven months.

® [saac needs after school care, and has a hearing
impairment. He does not need transportation.

® [Laurel is attending a public pre-K program and does need
transportation.

® Savanna needs full-time care.

® Leave all office and staff identifying information as the
defaults.
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Parent Share of Cost

Some working customers are required to contribute to the cost of child care. The
contribution amount is a percentage of the customer’s gross income, assessed on
a sliding scale. (See Module 1) Enter the customer’s share of cost on the Parent
Share of Cost tab.

Click on the Parent Share of Cost tab. The Parent Share of Cost screen displays
with a system-generated value for each month of care during an eligibility
period.

v] Customer Information E@
‘WDA: |28 - Gulf Coast WDA hd
Customer Search Customer
ssu[ - [=] ssu: [ - I
oot | | 5 ot I - I = s o I
Fi ",7
TWIS:SID ,7 Program Summary ] Eligibility Surmary 1 Eligibility Cretail ] Characteristics I Emplayment Histary Education ]
Family I Incaome Retenal Share of Cost I Attendance
Advanced | Search Parent Share of Cost
Menu Selections Copy System Calculations System [ $69(  goed[  seen e[ seen | seed sesq [
(-4 Intske - Common Authorized | [ | 0] #[ x| 0] |
’ Eligibility Provider Name WDA Jul12  Aug12 Sep12 Oct12 MNov 12 Dec12 Jan13 Feb
@ Progan Detol System|Day Care Center 1240 - 312600 Z6-GuFCostwDA| %69  $360| ¢360| ¢360| s$3a0| $390] saa| o
[ YO ChidCas e Py e e T~ S| e | | | \ | |
@ hssessment Authorized ‘Dap Care Center 1240 - 31 2800| 28 - Gulf Coast WDA | Dl 40 | 40 | 40 ‘ 30 | $0 | 30
.4 Service Tracking

L4 Counselor Notes

4 Change G5M

4 TANF History

4 SNAPEST Histon

.4 Customer Calend:

-4 Performance Datz -

“-4 Commen Measure d L C

Subsidy
Provider Subsidy Amount Start Date EndDate

This value is determined based on board area standards and any adjustments.
The eligibility characteristic on the Program Summary tab determines if there is a
parent share of cost. If the eligibility characteristic is:

® Low Income: Calculate the parent share of cost.

® TANF Applicant: Calculate the parent share of cost.
® Transitional: Calculate the parent share of cost.

® Special Projects: Calculate the parent share of cost.

® WIOA Adult/Youth/DW: Do not calculate parent share of cost. Display $0 for
system calculation.

® Other Non-TWC: Calculate the parent share of cost.
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If the eligibility characteristic is Choices or SNAP E&T, there is no parent share
of cost. The following message displays.

Parent Share of Cost

Parent Share of Cost is NOT applicable for Choices and SMAFP E&T eligibility characteristics.
The Parent Share of Cost will display for other eligibility characteristics after refemrals are saved.

There are three options on the parent share of cost screen from which you can
choose:

® Copy and accept the system values,
® Copy and change the system-generated values, or
® Enter all the values manually.

Use the System Calculation for the parent share of cost unless the customer’s
family size is more than six. To copy the parent share of cost TWIST calculated,
click the Copy System Calculations button. This populates the “Authorized” row
with the system-generated values. TWIST automatically pro-rates the first month.

vl Customer Information E@
WDA: [28 - Gulf Coast WDA 3|
Customer Search Customer
ssif - - = ssi: [ - I
Last: girth Date: [N Fron-: I - measT 0: N
First:
e ,7 Program Summary I Eligibility Summary ] Eligibility D etail I Characteristics I Employment History E ducation ]
v
Family 1 Income ] Refenal Share of Cost I Attendance

Advanced | Search Parent Share of Cost

{Copy System Caloulations |

Wenu Selections System [ 369 saed[  $3sq[  s3ed  saed[ $38d(  sa8d F}

-4 Intake - Common Authorized 369  $380[ sae0[ sasn[  sae[  ssed[ sasu[ g

Q Eligibility Provider Name WDA Jul12  Augl12 Sepl12 DOct12 HMHov12 Dec12 Jan13 Feb

- Progiam Detal

LK Child Care System|Day Care Center 1240 - 31230C | 28 - Gulf Coast WwDA | $63  $380[ s380|  $380| $380[ $380[ 4360 |_s
| Authorized |Day Care Center 1240 - 31 2suu| 28 - Gulf Coast WDA | EEI.EIUEIEI| $3eu| 3390 | $3su| 4380 | $3eu| 300 ﬁ

-4 Service Tracking

4@ Counsslor Notes

4 Change 55M

& TANF History

4 SNAP ELT Histon

& Customer Calends

@ Perfomance Date

Q Common Measure J L C

Subsidy
Provider Subsidy Amount Start Date End Date

From here you can change the values for each month, based on board or provider
discounts. If the system generated values should all be different, you can enter
the parent share of cost manually in each editable field.
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The TWIST calculated parent share of cost does not calculate the board discount
for a family with more than six members. Use the Workforce Solutions Discount
to Parent Share of Cost Desk Aid to calculate the appropriate parent share of
cost if the family is seven or larger and enter it manually into the TWIST Parent

Share of Cost tab. Copy the completed worksheet into the customers TWIST
Counselor Notes.

If the customer has chosen more than one child care provider for her children
additional lines will display with the parent share of cost distributed among the
different providers next to the System Calculations.

File Edit View Tools Window Help
PUSETESIEP |k |~ H o B
¥ Customer Information ==
WDA: |28 - GuIf Coast WDA hd
Customer Search Customer
ssi - =] ssu: [ v-n-: I
Last: girth Date: [ NN o~ I - east 0: NG N
First:
IWIS:D —— Program Surmmary 1 Elligibility Summary I Eligibility Detail I Characteristics I Employment Histary E ducation I I
Family l Ihcome I Fiefamal Share of Cost Attendance
Advanced | Search Parent Share of Cost
Wenu Copy System Calculations | System $33 $7§ S?ﬂ S?ﬂ S?ﬂ $7§ $7§ I:
Intake - Comman Authorized 75 79 79 79 375 375 I
4 Elgbiity Provider Name WDA Aug12 Sep12 Dct12 MNov12 Dec12 Jan13 Feb13 Mar
EI-Q Program Detail
-} Child Care System|Day Care Center 1220 - 31280C | 28 - Gull Cosst WDA | BE I Tl =T T 33
& fssessment Authorized ‘Day Care Center 1220 - 31 ZBDU| 29 - Gulf Coast WD | $33‘ $75 | 75 | $75 | 75 | 475 ‘ 475
Qr Service Tracking
-4 Counselor Notes
4 Change 55N System |Dap Care Center 1240 - 312800 | 28 - Gulf Coast Wi ‘ %19 ‘ $44| a4 | $44| a4 | $44 ‘ $44
Qr TANF Histary N
4 SNAPERT Histon Authorized [Day Care Center 1240 - 312800 28 - Gulf Coast WDA | o] | 50| $ 50| 50 0
@ Customer Calend:
-4 Pertormance Dat: .
-4 Common Measure < o, G
Subsidy
Frovider Subsidy Amount Start Date EndDate |
< m 3
Ready [Mem: 1438.1 MEDS/21412 12:03 PL_A
= —

Work with the customer to determine which provider will receive the parent’s
share-of-cost payment. Manually enter the total System Calculation into the
appropriate provider Authorized share of cost line, and ensure $0 share of cost is
entered on the other provider Authorized lines, as shown in the example above.
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Share of Cost.

Printing Referral Forms

(2450) from the Referral tab.

Click on the Referral tab. The Referral screen displays.

STOP AND PRACTICE

Directions: Copy the System Calculations for Sophie’s Parent

You can print the Authorization for Child Care Enrollment Selected Referral

If the customer is responsible for a portion of the cost of child care, print the authorization
for care form after you have entered the parent’s share of cost on the Share of Cost tab.

4 Assessment
: Q Service Tracking
4 Counselor Motes
4 Change 55N
-4 TANF Higtory
L4 SMAP ET Histon
{4 Customer Calend:
-4 Peiformance D at:
-4 Common Maasure

4 m 2
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v] Custorner Information EI@
WDA: | 28 - Gulf Coast WDA hd
Customer Search Customer
ssuf-- =1 | so [ vore
tost[ | | s oote. [N o [N T o
First: B i g 2 A 2
e ,7 Program Summary ] E ligibility Summary 1 Eligibility Detail ] Characteristics I Employment History Education ]
Family I |ncome: Referral Share of Cost Attendance ]
Advanced | Search Thid ’ﬁ j
Wlenu Selections
[ Intake - Comman 4] L
-4 Eligibility
E|Q Program Distai Refemnal # License Number Type of Care Refenal Type
© D Chid Care
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Click on the printer icon at the top of the screen. Alternately click on File, and
then click on Print Preview. The Print Selections screen displays.

P Texas Workforce Commission - TWIST

T —

Prirt Selections
{double-click to select)

h for Child Care Enrollment-Selected Provider - 2450

h for Child Care Enrollment-Selected Refemal - 2450
ild Care Hligibility Certffication Report - 2060

Double click on the form name you wish to print.

Auth for Child Care Enrollment - Selected Provider - 2450: Allows you to
print the Authorization for Enrollment form for a single provider with all
children listed with a referral to that provider.

Auth for Child Care Enrollment - Selected Referral - 2450: Allows you to
print the Authorization for Enrollment for only the referral selected.

Child Care Eligibility Certification report - 2050: Allows you to print the
application for financial aid for child care to use when a customer who is
receiving financial aid recertifies. Note: Use this form or the Workforce
Solutions Financial Aid Application, whichever is easier for the customer.
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A preview of the form displays.

28 - Gulf Coast WDA Form 2450
Board Name AUTHORIZATION FOR CHILD CARE ENROLLMENT

Date: W22

Fram: {Child Care Contraciar)
T0: Day Care Center 1240

101 First Street Office Address and Telsghare Mo

Best City, TX 77777

D PROVIDE D DISCONTINUE D UPDATE  Childzare. according 1o the terms of cur agreemans, ta the childnen of the family isted below:

Licensad D Relatine D Listed Home

Family Mame Telephane ha.
I I
Address (Street, City, Stte. ZIF)
eee—
CARE AUTHORIZED TRANSPORTATION
CHILD'S FULL MAME DATE OF BIRTH| DAYS OF PEFEREAL TYEE AUTHORIZED REFERRAL
THEWEEK lyaratie] Ful | Par [glerced] ves | Mo [StetDete | Eniome
WYY X X 077282012 | 08/30:2013
WYY X X 077282012 | 08/30:2013
HY YWY X X 077282012 | 08/30:2013
REFERRAL TYPE: Full day - Six to twehes howrs of cane autharimed.
Part day - Less tham six howrs of care 2utharze=d.
Slended - Before and afier school care, halidays,
and summer care authorized
Action Reguined
D Collect Familly Fes Ame. D Reduce Family Fes Am: D Collect {nther Child Care Subsidy
Parent Share of Cogt

072012 (22 082012 122 112012 122042 012013 072043 082018 042043 082018 0872013
o) 380 a0 360 380 360 38O 380 380 380 380 38D

Subsidy Amaunt  Subsidy Start Dt Subsidy End Cr.

5 .00 D000 OO0

Comments:

This is a view of the Auth for Child Care Enrollment - Selected Provider -2450 selection.
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® Review the form for accuracy.

® Send the document to MicroSoft OneNote to complete the form.
1. From the Referral tab on the customer’s record:

i. Click on the print icon at the top of the screen. The Print Selections
pop-up displays.

[ 9| Texas Workforce Commission - TWIST ) |

Print Selections
doubleclick to select

Mh for Child Care Enrollment Selected Refemal - 2450

[:hlld Care Eligibility Certffication Report - 2050

2k, Cancel

ii. Select’Auth for Child Care Enrollment-Selected Provider -2450" by
double-clicking on it.
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The Form 2450 Print Preview screen displays.

- N
B Texas Workforce Commission - thsr- ‘ [
| -

28- Guf Coast WDA

Form 2450
Board Name: AUTHORIZATION FOR CHILD CARE ENROLLMENT

Date: 10/9/2014

From: {Child Care Contractor)
TO: Day Care Center 1240
101 First Street

m

Office Address and Telephone Nao.
Best City, TX 77777

|:| PROVIDE |:| DISCONTINUE |:| UPDATE  Childcare, according ta the temms of our agreement. to the children of the family listed below

Licensed |:| Relative D Listed Home

I
Family Name Telephone No.
BELL. DONNA J - -

Address (Street, City, State, ZIF)
2341 CORTAAPT 2216 AUSTIN. TX 24028

CARE AUTHORIZED TRANSPORTATION
CHILD'S FULL NAME DATE OF BIRTH| 0aYs OF REFERRAL TYPE AUTHORIZED REFERRAL
l THE WEEK [varisbie| Ful | Fat |Blended] Yes | No | Stat Date | End Date
| | Bell. Kalya 08/24/2008 | WYvvYyn | | x | | | | x  [wsos204] 020208 -
4 " 3
Print | Cancel ‘ Save As |

| | | | [z |

2. Click the Print button at the bottom.
*  Select the ‘Send to OneNote” option.
Note: the version of OneNote will depend on the version of software on

your computer.
*  Click Print.
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General |

r Select Printer

@ Microsoft XPS Document Writer @WorkForce 630(Metwork)
i Send To Onebote 2013 !
I WorkForce 630 Series- Metwork FAX

* ] ’

Status: [~ Printtofle Preferences |

Location:

CrorEre Find Prirter... |

— Page Range

(ol Number of copies: |1 Ei

 Selection " Current Page

" Pages: I

3. Modify Form 2450 in OneNote

[ ™
oo e

Where do you want to insert the Printout?
Pick a section or page:

2|
Recent picks
s Financial &id (current section) (Work Stuff)
School notes (Liza's Motebook)
Quick Motes (Lisa's Motebook)
Passwords (Lisa's Motebook)
Elearning (Work Stuff)
[ Untitled page (current page) (Work Stuff=Financial Aid)

All Notebooks

n. Lisa's Motebook

Work Stuff

|:| Always send printouts to the selected location [customizable later in OneMote Options).

4. OneNote prompts you to choose a location. Open the file by double-
clicking on it.
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5. Choose the View menu option.

e Frndout - Onalictn
n HOWT MIEET DR HIETORY i) TEW

i v ) S R R =t o

1%
Korrral "l P ege Deckda Puge  Fuls Hida FPapm  loom 2 Kaw  Hew Docoed fard i LT AT
Wit Vs Deddop  Colors Linssc Fage Tile  Soe [:¥] o LEPRIE RN ainces  Wesdos  Osebsie Tool on Top
WL Fagn dstug 2eom YWindcw

" Wiork ST - [l (i e ey VEG D Vin RE— -

Frintout

- Gl Comed W0
B Horme

Froewn 0500
MUITHOREATION FOR CHILD CARE EROLLMERNT .
]
T Fohid Caem Commmmmce) 1
TE: Dwy Care Cosler 1245 |
107 Fiemt St Dfficn Aot and Talsphona Mo
Baat City, T 11777 |

jmcu:{ r! RSO —| UFGATE  Creidome. porordeg b e ieees of o agremrsend o e chaiees o e ety byl i
| Parmity Marra | Tuimphars Ha.
BELL, DOHRS,

Actiram (St Ty Siis TI)
T34 CORTE SFT 2116 AUSTIML TN J4003

CHILDYS FULL HANE | QAT OF BaFTH

6. Click on the Hide Page Title button.
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7. Click in the “From: (Child Care Contractor) field to enter the FASC
address and phone number

Workforce Solutions CSC
P.O. Box 924586
Houston, TX 77292

713/334-5980

I Work Stuff = SFinaneisl Parfarrands Suppont! Fhsarming ECs Bust Stufl | Pawwonds | +

- Guif Coast WDA s 2450
Hoard Nams AUTHORZATION FOR CHILD CARE EMROLLMENT
[T [ T
Fro (Chid Cang Contracton
10 Day Caré Cenbar 1.240
107 Fursl Siresl O Address aed Teleprone Mo
Besi City, TX 77777 Waorkforoe Solutions CSC
.0, Box 924586
Houston, TX 7719 TIS/ 151980
|_| PROVIDE l ]E{‘;L'DHTIH_E [ | UPCATE  Chidcare aocordeng io the terms of pwr agreement. bo the chiddren of fe famiy beted below
F-ll“"“d [jﬁﬂu’w |__' Listed Homa
Family Mame Teleghone Ha
BELL. DCiNA

8. Scroll down to the Comments section. Insert the Authorization code and
the name of the individual you spoke with to authorize care.
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9. Print.
Note: The Authorization code is:

83(Last name, first name initials)(last two number of customer’s SSN)
(Today’s date ##/ ##/ ####)

Note: If you don’t have the customer’s SSN, use 00 instead.

! Work Stuff - Financial Aud Performance Support! Elearning ECs Just Stuff Passwonds

Fart cay - Lezs than so hours of cans suthonezsd
Bleraiad - Halore and aher school cans, hobdays,
Bl aumman care authorzed

Acdon Regured
[] cotect Famity Feeamt. [ | Reckice Famity Fee it || Collect Dtier Chikd Care Subsicy
B i A S e A ——————
02004 112004 12200 012015 (@IS 032015 G205 052015 062015 072015 042015 CN20NS
B 10 1M 1@ W 1 W 1M 1 M W B
Subaidy

. Authorization code: BIHRET10092014
Comments

Spoke with: lohn Dough

® Send the form to the provider to start care.

STOP AND PRACTICE

Directions: Print the Child Care Authorization Referral form
for Day Care Center 1 _ _ _ (last three digits of your user ID).
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Counselor Notes

Notes and comments should paint a clear picture of what the customer wants
and needs; and what the current status is. Any authorized person should be able
to read a note and know what’s going on with a customer or provider. Well-
written notes are critical. They must be Clear and concise, Relevant, Informative,
and Timely. They must always Include next steps; and be Complete, Accurate,
and Legal. This ensures your notes meet the CRITICAL standards established by
Workforce Solutions.

Not all counselor notes and provider comments need to be written in narrative
form. While most conversations with customers take the traditional narrative
form, it is acceptable to use brief or bulleted statements when appropriate. In
fact, you may find it is easier to use a combination of both to meet the CRITICAL
standards. Use your professional judgment to determine a style that best suits
the information you are conveying. Refer to Workforce Solutions Counselor
Notes-Meeting the Critical Standards, in WS Issuance 13-03 located http://
www.wrksolutions.com/ staff-resources/issuances/issuances-13/1303-unified-
communication-twist-counselor-notes-guidelines for more information on
writing effective notes.

1. With the customer’s record open, click on the Counselor Notes menu
selection.

2. Right click in the gray area and select Add to add a line.
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The Counselor Note screen displays.

3. Enter all relevant information.

f Texas Workforce Commission TWIST ID: 5598422 -- BELL, DONNA ‘* — 1
Mote Group: lm Licenze Mo.: li TWIST ID: W
Provider: |
Office 2 |2 - Test Office #2'wDA 28 SDA 10 | Creation Date:  [10/09/2074
Office 4: | 2802 - Test Two | Mote Date:  [10/09/20714
Office 5 | ]| Progress: [
| Staff. [2561 - 40 (240, kaines = Reminder Date: [00/00/0000
Subject: |Hefena| change to Blended Urresolved lssue: [
— Description
Donka called today to report that Kalua will be attendig grade school as of 10/23/2014 and will be attending day care part- .

time. She needs transportation from school to the day care provider.
Start date: 10/23/2014

End date: 09/08/2014

@uth. code: B3HRE710092014

Parent fee: Septerber $185 / October $85

Spoke with John Dough

Mailed Parent Fes Sdiustment Letter and 2450, |

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

| | | | Mew Naote | 1] 4 | Eancel|

1 0f 1

Note Group: Enter the funding stream for which you are writing the note.
Office 3: Automatically populates with the contractor name.

Office 4: Automatically populates with the office name.

Staff: Automatically populates with the staff logged into TWIST.

Subiject: Refer to the Subject Lines desk aid at http:/ /www.wrksolutions.com/
staff-resources/issuances/issuances-13/1303-unified-communication-twist-
counselor-notes-guidelines for a list of approved subject lines. If there is not
one defined, create one based on the reason for the note. For example; Referral
change-full to blended.

Description: Create your note using the Critical Guidelines as a guide.
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IMPORTANT NOTE:

Use the Subject Lines Desk Aid to find a subject line that accurately describes
the topic of your counselor note. If you're not sure it’s the appropriate subject
line, read the description. Type it as is into the Subject Line field, and enter
your note. If you can’t find an appropriate subject line in the list, enter your
own. Be sure it accurately describes the topic. Do not use generic subject
lines that force the reader to open and read the note to determine the subject.
For example: Discussion, Conference, Combo, Convo, Case Note, Counselor
Note Update, COM SER, Office Visit, Other and Miscellaneous - are too
generic and not helpful.

IMPORTANT NOTE:

The use of acronyms/abbreviations, such as “Convo” or “COM SER”
seem useful because they’re faster, they fit in the space available, and your
immediate co-workers or people in your unit understand them; however,
newer staff or staff from another part of the system may not. Use only
standard abbreviations and approved abbreviations found in this desk aid.

IMPORTANT NOTE:

You cannot delete a note once it has been saved but you can change it for up
to ten (10) days..
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Updating the Customer Record

Once the customer’s record has been created, update it, as needed.
® Record test scores

® C(lose the Program Detail

® Change type of child care referral

® Enter and update an Activity Interruption

® Show eligibility redetermination

® Change the parent’s share of cost

Updating the WIOA Record
Record TABE Scores

TABE scores are used to report Educational Functioning Levels (EFL) for out-of-
school youth under the Literacy and Numeracy Gains performance measure. The
Board tracks and reports the number of out-of-school youth advancing one or
more Educational Functioning Levels (EFLs) between the pre- and post-tests.

Out-of-school youth who remain deficient in basic skills and continue to receive
services after one year will continue to count in the performance measure. Youth
who are basic-skills deficient and continue to receive service the following

year must be tested in each educational area in which the youth pre-tested as
deficient —by the anniversary date of the first service -- to determine an EFL gain.
The scores obtained from the post-test at the end of the first year are compared to
the scores from the post-test administered at the end of the second year. Scores
are compared in this manner for each year a youth remains basic-skills deficient
and continues to receive WIOA Youth funded services (up to three years).
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To enter TABE test scores in TWIST, from the customer’s record, select the
Assessment menu item. The Testing tab displays.

¥ File Edit View Tools Window Help

AUHMAEDReDER |+~ H oW

WDA: |28 - Gulf Coast WDA JE |

Customer Search Customer
ssuf -- =] ssi: I Nome: I
Last: girth Date: [ N rron-: I - st i0: I
First: . .

Optional Questions l WOTC l
TWIST ID - - — -
Testing l Service Plan l Employability Status Meeds ] B arriers l

Advanced | Search DoL

Reportable;

EFL ‘ Test Date

Pre/Past ‘ Categary ‘

Menu Selections

[# i Intake - Cammon
4 Eligibility

-4 Program Detail

R} Bssessment
4 Service Tracking
4% Counselor Nates
4% Change SSN
4% TANF History
-4 SNAPERT Histan
4 Customer Calend:
4 Performance Date
Common Measure

4 I

4 1 2
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Right click, and select Add. The Test Detail screen displays.

:xas Workforce Comst;(;— T\U}E—J

oL D Functional Area:] _:]
Reportable:
EFL: TABE Form: v]
Test Date: ﬁD.-"DD.-"DDDD Scale
Score:
Pre/Past: | | Grads Level: |
Categary: ] _:_J Test Description:l
Test: | >|  TestTupe Description:l

ist | Back || Newt | Lao ‘ New | Delete‘:. oK |Eancell.i

® Enter the Test Date.

® Select the appropriate Pre/Post category from the dropdown menu. Note:
If you select options 3-Refused Testing or 6-Unable to Test, document the
reason in Counselor Notes. Customers who refuse testing or who are unable
to test are not excluded from the literacy and numeracy gains measurement.

® Select ABE from the Category dropdown menu.
® Select the appropriate test administered from the Test dropdown menu.
® Select the appropriate Functional Area.

® [f you selected TABE 7-8, 9-10 from the Test dropdown menu, select the
appropriate TABE Form. Otherwise, this field does not apply.

® Enter the Scale Score; not the grade equivalency level. The scale score is used
to compute and derive all other scores, including grade levels.

® Skip the Grade Level, Test Description and Test Type Description fields.

® C(lick OK.
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Save.

® Add the Service 68-Objective Assessment

STOP AND PRACTICE

Directions: Record Sophie’s TABE score,
on the Assessment tab.
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Close the Program Detail

Select the Program Detail you wish to close from the menu selections. The
Program Summary screen displays.

v] Customer Information

[E=5[E=R =X
WDA: |28 - Gulf Coast WDA ~l
Customer Search Customer
SSNf - - =l SSN: I =
Last: girth Date: [ NN cron- I TwisT io:
First: . .
wsﬁmi Documentaton | Wisadut | wWikDisoe.Worker | wiaYouh | wiAYOG | WwiaOthe
Family ] Income] Income Redetermination l Emp. Status l Dizloc worker l Diizability M edical l Exemptic

Advanced | Search

Menu Selections
‘ Intake - Common
4 Elighiity
Q Program D etail

-4 Hzsessment
Q Service Tracking
-4 Counselor Notes
.4 Change 55N

-4 TANF Histary

-4 SMAP ELT Histon
4% Customer Calend:
.4 Performance Date
Q Commaon Measure

Program Summaryl Eligibility Summary ] Characteristics ] Certification l Education l Military l Public &3

Eligibility Determine Date: (071242012

Eligibility Espiration Date: 8/25/2012

Agzessed & Approved |07/12/2012

for Intensive Services:

Agsessed & Approved

for Training Services: 07hz/2mz

Office 3|2 - Test Office #2'WDA 28 ¢

Office 4;[2802 - Test Two

Office 5

Application D ate:|07/01/2012
Out of School: B Age: 25
Exit D ate:[00/00/0000
Exit Reason: |
Labor Force: |

LefLed

Frogram Type: WA
Staff : 2561 - 40 [240) trainee
WD 28 Gulf Coast WA

® Enter the Exit Date.
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® Choose the customer’s employment status from the Labor Force dropdown.

File Edit View Tools Window Help

AUMAETRERSDEP | k|& H o

v] Customer Information EI@
WDA: |28 - Gulf Coast WDA -
Customer Search Customer
SSN:| - - E3| SSN: I Nam::
Last: girth Date: [ N rhon:: I Ext: TwisT ID: I

First: ’7 l

e Documentation witAdut | WIADisoe Worker | WiAYouh | WwIAYDE | wisOthe
Family] Income] Income Fedetermination l Emp. Status l Digloc “Worker l Dizability/Medical l Exemptic

Advanced | Search Program Summal_l,ll Eligibility Surarnary l Characteristics l Certification l Education l Military l Public Az

Menu Selections Eligibilty Determine Date: [07/12/2012 Application DateJ07/01/2012
b4 'Er]:;'ikbﬁifmmm Eligibiity Expiration Date: 5/25/2012 T ——
-4 Frogram Detal f«os[slist;gifeﬂg;r\?i\;i (FETE Evit Date:[07/30/2012
W wila 0740 pssessed & Approved Exit Reazon: | 77 - Entered employment ﬂ
: gz?:ii:sem:rr:cking far Training Services: |07/12/2012 Labor Force:

Q Counzelor Motes
-4 Change SSN

-4 TANF Histary
@ SNAP ERT Histor Office %[ - Test Office HZWDA 28 £ Program Type: WA
€O Calend.
ustamer Calend:
0 Performance D ate Office 4:|2802 - Test Two Staff : (2561 - 40 [240) brainee
-4 Common Measure Dffice & WD 28 Gulf Coast WDA
4 L 3
Save.
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Updating the Child Care Record

In addition to processing a customer’s initial eligibility and authorizing financial
aid for child care, you may also:

® Change referral information

® Adjust the parent’s share of cost

® Adjust attendance in CCAA,

® Re-determine/recertify eligibility, and
® Discontinue financial aid for child care.

When a customer’s child care needs require a change which does not affect the
eligibility or the eligibility period only a change to the referral is required. Such
as a:

® Change in the type of care

® Change to the days needed

® Transfer to another provider

® Change to the referral end dates

® Customer requests a suspension of care

® Customer has a permanent loss of work or school/training ends
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No Change in Eligibility Criteria

Any time the customer has a change in child care needs which has no effect on
eligibility, close the current referral and create a new one with the necessary
changes. Use the standard actions below to modify a record when there is no
change to the eligibility criteria:

1. Create a new referral with the changes to the record
2. Close the original referral

3. Verify and update as needed the Parent Share of Cost
4. Print Form 2450

5. Notify the customer and provider of the changes

6. Enter a Counselor Note documenting your actions

Change to Blended Care: Blended care is a combination of full and part-time
care depending on whether or not school is in session. When a child begins
attending school, change the required hours of care from full-time to blended.
This allows the provider to bill for the correct number of hours. If the change
isn’t made, providers might continue to bill for full-time care when they have

only provided part-time care Make sure the customer understands the difference
in the types of care, and that you have the correct date for blended care to begin.

Suspend Child Care: Under certain circumstances, financial aid can be
suspended for a limited period of time when a customer has interruptions in
work, training, or education. If the customer returns to school or work within
the time allowed, she doesn’t have to reapply for financial aid or be placed on
a wait list. However, the provider is not required to hold a place for the child.
Encourage your customer to talk with the provider about the child’s return.
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1. Create a New Referral

With the customer’s record in focus:
a. Open the current child care Program Detail:

*  Click on the plus sign to the left of the Program Detail menu
selection.

*  Double click on the current child care Program Detail, indicated by
a red check mark.

The child care Program Detail displays with the Program Summary
screen in front.

b. Click on the Referral tab.

v] Twist - Current User: trainee 40 (240) (2) - Training: 30 - [Customer Infcvrmaﬁon_ l-:-iihg
@ File Edit View Tools Window Help _[&]x
sHEMAEQHOIEP B W o ®
WDA: [28 - GuIf Coast WDA &3
Customer Search Customer

ssh:[ - - =] SSN: 240-17-9928  Name: DONNA J BELL
Last: Birth Date: 011211984 Phone: [ ) - Ext: TWIST ID: 5598422
irst: q
TW\:I’:‘T‘D ,7 Family 1 Income ] FReferral I Share of Cost ] Attendance ]
Program Summary 1 Eligibility 5 ummary I E ligibility Detail ] Characteristics } Employment Hiztary Education ].
Advanced | Search
Eligibiity Start Date: [10/08/2014 Eligbility End Date: |03/08/2015 I

Wenu Selections

‘ Intake - Comman
4 Eligibiiy

EQ Program Detail
L} Child Care
& Assessment

& Service Tracking
Q Counselor Notes
4 Change 55N

Eligibility Charactenistics: |10 - Low Income Recertification Date: [10/09/2014

Temination Date Temmination Reason
Terminate Eligibility Period 0070070000 [ | I

Inactive Date:  |00/00/0000

& TANF History

A SHAP E&T Histon
Q Customer Calend:
4 Perfomance Dat:

Office 3 |2 - Test Office #2'wWDA 28 £

Office 4: (2802 - Test Two

Officee B

Program Type: Child Care
Staff :[2561 - 40 [240) rainee
WwhA: 28 Gulf Coast \WDA

4 Common Measure

| State | Zip | Cc

[T« _xlfza0za 201 - [HaRR

[T _xlfzanzs 201 - [HaRR

Address | City
Mailing [2341 CORTA £PT 2216 [ROSTIN
E] i " | |Residence [Same) [ |2341 CORTA APT 2216 [&USTIN
4 n
Ready

' MJI
[Mern: 1815.8 ME[10/09/14 4:33 P
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The Referral screen displays.

c. Choose the child whose referral you need to change from the Child
dropdown menu.

d. Right click on the current referral and choose “Duplicate Referral.”

r o
@ Twist - Current User: trainee 40 (220) (2) - Training: 30 - [Cushumerlnfnnnaﬁon_ T o ]

¥ File Edit View Teols Window Help

| =] =

PUEMEDRe=E? |+ H = | W

WDA: [28 - Gulf Coast WDA -

Customer Search Customer
SEN - - = SSN: 240-17-9928  Mame: DONNA J BELL
Last: Birth Date: 01/12/1984  Phone: { ) -
First:

Fanily | Incame

Ext TWIST ID: 5588422

| Fiosrem Sumnay | Eigibity Summary | Efgibiity Detal | Characterisies | Emplovment History | Education

Referral | Share of Cost | Attendance

Mﬂ Chid [Bell Kaba -]

Parent Share of Cost Required

Menu Selections

-4 Intake - Commaon

. G

4 Eligibiity
-4 Program Detail
# §} Chid Care
4 Assessment
4 Servics Tracking
-4 Counselor Notes
-4 Change S5N
-4 TANF History
4 SMAP E&T Histon
& Customer Calendz
& Peifomance Dat
4 Common Measure

eferral # Provider Name

Ready

License Mumber

I
I

[Mer: 1618.5 MI[10/09/14 4:42 PLJ
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The Referral Detail screen displays.

i

Press Enter to search by Provider Name or License Number

»

Child Bell, Kalya Days Of the Wesk:
Provider Mame: IDay Care Center 1240 Sunday -
Livense Number 512800240 Search e |
Tuesday 2
Type of Care: T HEGHE TE) TarE Wednesday [V
Referral Type: |1 -Full vl Thursday 2
Summer R ate: I vl = 2
Saturday H|
‘wieekend Flate I vl
Start Date: 0070070000 DOffice/Staff Assignment/optionall: 3
End Date: 070070000 Office 3: |2 - Test Office #2 WD: > |
X X Office 4: | 2802 - Test Two -
Transpartation Required: |2 -Mao vl X —
Office 5 hd
e e | % Staff: 2561 - 40 (240), bairee |
Warishle 5chedule: r Da_l,ls.l
Expected Return Date: IUD:’DD.-"DDDU Fix Reason: I vl
End Reasor: I vl
Inactive D ate: IUD."DDJDDDU p
ak | Cancel |

e. Complete or change the field(s) as needed.
f. Click OK, but DON'T SAVE.

2-134

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



Module 2: Creating and Updating the CustomerRecord @ © ©

2. Close the Original Referral

a. From the child’s referral screen, open the current referral by double
clicking on it.
b. Change the End Date to the day before the new referral begins. For

example if the new referral begins on October 23, 2016, enter an End
Date of October 22, 2016 for the current referral.

c. Click OK.

d. Save your changes.
3. Verify the Parent Share of Cost

Working customers receiving financial aid for child care must pay a share of
the cost of child care to the provider. The parent’s share of cost is based on
income and is assessed on a sliding scale. The parent works with the provider
to determine when and how the share of cost will be collected. If the fee is not
paid, the provider may choose to stop care. Share of cost is for both regulated
and unregulated providers.

® Customers qualify for a 40% reduction in the parent share of cost if
the family size is greater than six. Use the Discount to Parent Share of Cost
Worksheet to determine the parent share of cost.

® Occasionally a customer may have a crisis and request a temporary
reduction in his/her share of cost. Consult with your supervisor if you feel
the request is warranted. Document any changes to the share of cost in
Counselor Notes.

® The share of cost rate schedule is available in TWIST > WDA
Administration > Child Care Administration > Share of Cost.

® Parent’s share of cost can not be raised above the amount determined at
initial eligibility unless a child is added to the customer’s record.
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P| Hle Edit View Tools Window Help
AU MSETE @k |

B o b

a. Click on the Share of Cost tab. The Parent Share of Cost screen displays.

oo T 0 o e I =

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

san: - - =1 S3N: 240-17-9928
Last: Birth Date: 01/12/1984
First:
Program Summary I
TWIST ID

Advanced | Search

Name: DONMA J BELL
Phone: [ )} - Ext:
Eligibility O etail

Refernal

Eligibility Summary I
Family I Income ]

Parent Share of Cost

"Cupyuéy;l;ﬁutalculalluns

TWIST ID: 5598422

Characteristics
Share of Cost

Employment Histom
Attends

Menu Selections.

System |

F=E | I | I | | I S | S |

=4 Intaks - Common

Authorized |

FEE | I | A | A | A | A |

Q Eligibility

Provider Name WwWDA

Oct14 Hov 14 Dec14 Jan15 Feb15 Mar15 Apr

=] € Progiam Detall

JG Child Care System |Day Care Certer 1240 - 312800 |

28 - Gulf Coast WDA ‘

$59| # 2D| # 2D| $1 2D| $120 |

$120 |_

Q Assessment

Q Service Tracking
QP Counszelor Motes
-4 Change 55
-4 TANF Histoy
-4 SMAP ELT Histon
’ Cugtamer Calend:
Q Peiformance Dat:
-4 Common Measure < 0

Authorized |D ay Care Center 1240 - 31 ZED[|

Subsidy

Provider | Subszidy Amaunt

c. Save your changes.
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$120| $1ZD| $1ZD| $1ZD|

$120 |_

| Start D ate ‘ End Date |

b. Verify the parent fee on the “Authorized” line is correct.
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4. Print Form 2450

When a change is made to the child care requirements, the provider must be
notified in writing using an Authorization for Child Care Enrollment Form

(2450). Print this form from the Referral tab in TWIST after you update the
customer’s Share of Cost.

Refer to page 2-110 for instructions to print and make changes to form 2450.

5. Notify the Customer and Provider of the Changes

Workforce Solutions provides a number of letters and forms to notify
customers of changes to their child care. These letters are located on the
Workforce Solutions website at: http:/ / www.wrksolutions.com/ staff-
resources/ services-we-offer/ financial-aid-services#Issuances-Letters .
d. In this example, complete and print the Parent Fee Adjustment Letter.
e. Mail the completed Form 2450 to the provider.

f. Malil the customer the appropriate letter.
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Change in Eligibility Criteria

A change in a customer’s eligibility criteria, such as number of children needing
care, requires changes be made to the TWIST Intake Common record and a new
Program Detail created.

Use the standard actions below to update a record when there is a change in the

eligibility criteria:

1. Modify eligibility criteria in the Intake Common

2. Close the existing Program Detail with the appropriate termination reason
3. Open a new Program Detail

4. Create a new referral,

5. Verify the Parent Share of Cost,

6. Print Form 2450,

7. Send a new 2450 to the provider,

8. Notify the customer of the changes using the appropriate letter,

9. Enter a Counselor Note documenting your actions.
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1. Modify eligibility criteria in the Intake Common.

a. Make changes to the customer’s income. From the Intake-Common
screen click on the Income tab. Click on the parent’s name. The Income

Detail screen displays.

-
P o e 8 8 T s e oo (= Sl
v] File Edit View Tools Window Help ml?“?‘
129 2] = i
o gD RO =E? k|7 ||k
WDA: [28 - Guif Coast WDA 3|
— Customer Search——— — Customer
SN - - - SSN: 240-17-9928  Mame: DONNA J BELL
Last: Birth Date: 01M2/1584 Phone: { ) - Ext: TWIST ID: 5558422
First " Enhanced Service  (* Specialized Service
TWIST ID|
|dentity | Contacts | Characteristics I Education | Military I Ermplayment History I Public Assistance |
Advancedl Search | Card Holder I
Family Income |Emnluymenl8tatus | Diglocated "Worker | Dizability/M edical I Optional Questions |
i~ Menu Selections
Intake - Common |ncome Determination Period: Eeginning: Ending: 0040040000 ol
‘r Eligibility
2@ ;”zfmcﬁsac" Included Evcluded Total | Total Chid Care
P il Lare Family Member E Month £ Manth £ Months Included
‘P Assessment (Wl Definition] il Definition) [Manth]
-4 Service Tracking Kalva Bel
-4 Counselor Notes a%la b 00
‘, Change 55N Katie Bell an =
-4 TANF Histary ] 1,500.00
4 SNAP EAT Histon o m i 1.500.00
4 Customer Calends
‘r Performance D at: Ongoing Medical Erxpense: oo
Qp Commaon Measure Monthly Total [Less Medical Expense]: 1.,500.00
w2 %12
Annualized Total: an Annualized Tatal: 18,000.00 =
] M 3 B o I D
Ready

[Mem: 1761.0 ME10/14/14 404 PM_21)

b. Make changes to the customer’s income..

[CECTETTTR TR

Delete | Relationship

Farnily Member(First, Middle [nitial, Last Name) Bith Date | Age

 [3-Chid

K.alya I Bl 08/24/2008 E

[~ |3-Chid

K.atie |B el 077232011

Income Type

“Wilé Prior | Child Care Current Comments Wwild | Chid Care| Ta »
E ko, Amt Manthly Amount Included | Included | Inch[

1 Gross Wages/S alanes

.0 1.500.0

b
=

2 Self Emplayment Incame

.o

3 Reg Payments 55 Act

.o

4 Reqg'Wkm Compensation

.o

I5 Comp. & Diz Payments

.00

E Interest/Dividends

uli]

7 Railroad Retirement

.o

S Other Pension

.o

9 Other Included Incom

.00

10 Mon-Cash Income

uli]

11 Child Suppart

.o

12 Public Assistance

.o

13 Unemployment Benefit

O000DRKRKEORO
BB (= 54 4 B4 B B B [

.00

<

c. Click OK.

Cancel |
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d. Save.
Make additional changes to the customer’s Intake Common as needed.

2. Close the Existing Program Detail with the Appropriate Termination Reason
a. Click on the plus sign to the left of the Program Detail menu option.

b. Click on the current open Child Care Program Detail, indicated by a red
check mark. The Program Summary screen displays.

-
v] Twist - Current User: trainee 40 (240) (2) - Training: 6 - [Cuslomerlnformation]— [“:" n=l éj

¥ File Edit View Tools Window Help N
AUAETRADCET |5 H o B

WDA: |28 - Gulf Coast WDA B3|
Customer Search Customer
ssh: - - I~ SSN: 240-17-9928  Name: DONNA J BELL
Last: Birth Date: 01/12/15984 Phone: { } - Ext: TWIST ID: 5598422
First: .
TWISI;SID ,7 Farnily ] Income ] Feferal I Share of Cost I Aftendance
Program Summary l Eligibility S urnmary l Eligibility Dretail l Characteristics l Employment Histary Education
Advanced | Search
Eligibility Start Drate: [10/14/2014 Eligibility End Date; |09/14/2015 |
W Selecti o
SLls-eil Eligibility Characteristics: |10 - Low Income Recertification Date: [10/14/2014 I
- Intake - Common |
E ligibilit -
H: P[Iglg[:; Detail Terminate Elgibilts Period Termination Date Temination Reason
T Chid Care | | ete FloB Pened | [0 /1472014 T NG e ok fiaing o sl
4 Assessment Inactive Date:  00,/00/0000
-4 Service Tracking
- Counselor Motes
: %m:gaii r{i Office 32~ Test Office H2WDA 28 ©  Pragram Type: Child Care
-4 SMAP E&T Histon Office 4:[2802 - Test Two Staff 2561 - 40 [240] trainee
@ Customer Calend: Office 5 WDA: 28 Gulf Coast WD 1
0 Performance Dat:
.4 Comman Measure
Address | Clity | State | Zip | [
- . Mailing [2341 CORTA APT 2216 JAUSTIN [T x1]24028 201 - |HARR
4 -l " | |Residence (Same] [J2341 CORTA &PT 2216 [BUSTIN [T xlfz4028 201 - [HARR

[Fem: 1738.4 ME10/14/14 4:13 P

c. Click the Terminate Eligibility Period button. The Termination Reason
dropdown displays.

d. Enter the Termination Date: Date child care ends.

Select the Termination Reason from the dropdown: Choose the
appropriate reason. In this example choose 118-No longer working,
training, or in school.

f. Save your changes.
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3. Open a New Program Detail

a. Click Program Detail from the menu selection. The Program Detail
screen displays.

b. Right click to add a line. The Program Type screen displays.

<
¥ o oo common ot D e
||
Program Type Cd: I vI Office 3 |2 - Test Office #2'WDA 28 5D

1-E3 2802 Test Two

12-RID |

&.rra |

14 - NCP Choices _ | :[257 - 40 240, brainee

16 - Child Care =

17 - DFPS |_

oK Cancel |

c. Select Program Type 16-Chld Care.
d. Click OK

Click on the new Program Detail, indicated by a red check mark. The
Pending Changes pop-up displays. Click “No”.

11‘ w Twist - Current User: trainee 40 (240) (2) - Training: 6 - [Customer Information] - — - o B R
B File Edit View Tools Window Help [ ]s]x
NEEE LI TE LRI
WDA: |28 - Gulf Coast WDA. A

~ Customer Search Customer
::| 88N - - hd SSN: 240179928  Name: DONNA J BELL
| et

First:

Birth Date: 0171211984  Phone: ( ) - Ext: TWIST ID: 5598422

| S Iniial Initial Eligibilty

TWIST D! Application | Appointment - Peition Ervoliment | Start Date
Proqram 1
. Advanced | Search | | (EAGINEE

Child Care

- Menu Selections.
Q Intake - Common
4 Eighlly
2R} Progiam Detal
.4 ChidCae 10
4 ChidCae
& Assessment
& Service Tracking
A Counselor Notes
-4 Change SSN
Q TANF History
-4 SNAP EAT Histar
L4 Customer Calend:
Q Performance Date
Q Common Measure

Cancel

< [ »

|! Ready [Mem: 1743.2 ME10/14/14 $22PM_7
praTTR ror u
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The Program Summary screen displays.

f. Enter the Eligibility Start Date: the day the medical leave begins. This
should be the day after the date entered as the Termination Date for the
previous Program Detail.

g. Enter the Eligibility End Date: Enter up to 90 days from the start date.
This should correspond with the doctor’s note.

?] Twist - Current User: trainee 40 (240) (2) - Training: 6 - [Customer Information] o 5 e S

P File Edit View Tools Window Help e
REAEDTHMa2E? |+ H o @

WDA: |28 - Gulf Coast WDA ~1
Customer Search Customer
SSN:| - - zl SSM: 240-17-9928 Mame: DONNA ) BELL
Last: Birth Date: 01/12/1584 Phone: ( } - Ext: TWIST ID: 5598422
First: .
) Family ] Ihcome ] Referal ] Share of Cost ] Attendance ]
v
Program Summary l Eligibility Summmary l Eligibility D etail l Characteristics l Emplayment History Education l

Advanced | Search

) Eligibility Start D ate: [10/16/2014 Eligibility End Date: |01/30/2014
?"” Sl‘:fig'?zommn Eligibiity Characteristics: [T0 - Low Income Fiecerification Diate: [00,00/0000
Hg El‘g;i!:: Detal ) o ) Termination D ate Temmination Reason
- 0 i Cara 10 Terminate Eligibility Period [00/00/0000 | =]
¥} Child Care Inactive Date:  |00/00/0000

.4 Assezsment
-4 Service Tracking

-4 Counselor Notes Office 3:[2 - Test Office #2'WDA 28 ¢ Pragram Type: Child Care
-4 Change 55N

-4 TANF History Office 4:|2802 - Test Two Staff ;| 25671 - 40 [240] rainee
4 SNAP ELT Histon Dffice 5: WD 28 Gulf Coast'wDA

Q Customer Calend:
Q Performance Dat:
Q Commar Measure

Address | City | State | Zip | Cc

Mailing |2341 CORTA APT 2216 [BISTIN [T= _~1f24028 [201° - [HARR

d L " | |Residence (Same) [~[2341 CORTA APT 2216 [BUSTIN [T+ _~l[24025 [207 - [HARR
Ready [Mem: 1724.1 ME10/14/14 434 P
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4. Create New Referral(s)

a.

Click on the Referral tab. The Referral screen displays.

-

= = M
?] Twist - Current User: trainee 40 (240) (2) - Training: 6 - [Customer Informaticn] —\ l“:' =l ﬂ

¥ File Edit View Tools Window Help
ARAEPRLET k|5 H o W

— || =] =

WDA: [28 - Gulf Coast WDA =]
Customer Search Customer
ssn:[ - - =] SSN. 240-17-9928  Name: DONMA J BELL
Last Birth Date: 01A12/1984  Phone: ( } - Ext TWIST ID: 5598422

First.

mwsto Prograrn Surnimary 1 Eligibility S urrimary Eligibility Detail 1 Characteristics ] Employment Histary Education ]
Farnily ] Income Refenal } Share of Cost I Attendance ]

Advanced | Search Chid R

Menu Selections.

i Intake - Common 4| o L
Eligibility
E--: Program Detail IRl |
.4 Chid Care 1C
- {} Child Care
Q Agsessment
4 Service Tracking
4 Counselor Notes
@ Change 55N
4 TANF History
4 SNAP ERT Histon
4 Customer Calends
4 Performance Dalz
Q Common Measure

Pravider Mame | License Number

Type of Care | Refernal Type |

< T

< | [ [

Ready [Mem: 1724.1 ME10/14/414 4:34 P4

= = ——

d

Choose the child for whom you are creating a referral from the
dropdown menu on the top left.

Right click and click Add to add a new referral. The Referral Detail
screen displays.

Vit A =

Press Enter to seaich by Provider Name or License Number

Chid Bel, Keya Das Ofthe Week:
Provider Name: Sunday [
Mordly
License Nurrber [
M Tugsday r
Type of e ]' Wednesday [~
Reenal Type: = Thisdy [
Summer Rate: - LY r
Satwdsy [
“wleekend Rate: v
Ofice/Steft Assigrmentoptional
Start Date: 00/00/0000
End Dale T Offce 3 |2 Test Office #2 WDy |
Offce & |2002-Test T~ +
Tiansporston Required B =

e .
Inchision R r * Sift[2661 - 40240, et

Yariable Schedule: [" Das ’7

EipecledRelun Date.  [JV00000 FixReason v
End Reason: v
Inacive Das /3076000 I+

[o] [e=]

. Complete the Referral Detail information

Repeat for all children needing child care.
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5. Verify the Parent Share of Cost
a. Click on the Share of Cost tab. The Parent Share of Cost screen displays.

v] Twist - Current User: trainee 40 (240) (2] - Training: 6 - [Customer Infon'nation]— ["‘:' = éj
¥ File Edit View Tools Window Help _ ==
ABAETRALSETF | H o I
WDA: |23 - Gulf Coast WDA Ea|
Customer Search Customer

ssn:f - - =1 SSN: 240-17-9828  Name: DONNA J BELL
Last: Birth Date: 01/12/1984 Phone: ( )} - Ext: TWIST ID: 5558422
First: L B . - 2 2

T"v’ISl:Dli Program Surnmary l Eligibility Surnmary 1 Eligibility D etail Characteristics Employment History l E ducation l
‘ Family l Income l Fieferal Share of Cost l Attendance l
Advanced | Seach Parent Share of Cost
Menu Selections Copy System Calculations | System [ $0] | | 30

- Intake - Common Authorized | 870 st2d[  s1ed[  sizg
@ Eligiilty Provider Name WDA Oct 14 Nov 14 Dec 14 Jan 15
$ Program Deti System Dy Care Conter 1240 - 31280 25 -GufCoastwDA|  §70|  $120]  $120] 120
@ Chid Care 1C et ey e e e - | JAdrhoss | | | |
L b Child Care Authorized Day Care Center 1240 - 31260 | 25-Guf CosstwDA | 700000[  #$120[ #7120 $120

’Qr Azsessment
Q Service Tracking
Q Counzelor Maotes
Q Change S5M
4@ TANF History
4@ SNAP EXT Histan
Q Custamer Calend:
Q Performance Date A i
Q Common Measure

Subsidy
Provider Subsidy Amount Start Date | End Date |

Ready

|Mern: 1658.3 ME[10/14/14 455 P

b. Delete amounts on the Authorized line.

c. Manually enter the System Calculations from the top Systems boxes
into the Authorized amount boxes.

d. Save your changes
6. Print Form 2450 (see above)
7. Notify the customer and provider of the changes (see above)

8. Enter a Counselor Note documenting your actions (see above)

2-144

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



Module 2: Creating and Updating the CustomerRecord @ © ©

Change in the Parent Share of Cost

A parent’s share of cost may be reduced during the 12-month eligibility period
but may not be raised above the originally assessed amount, unless a child who
needs care is added to the family.

® Change in number of children in care:

- Refer to the Parent Share of Cost screen under WDA administration to
estimate the new cost to the family.

- Give/send Notice of Parent Fee letter to customer, and new 2450 to the
provider.

® Eligible for discount: Families with seven or more family members are
eligible for a discount in parent fees. Use the Discount to Parent Share of Cost
spreadsheet to calculate the adjusted payment. Give/send Notice of Parent Fee
letter to customer, and new 2450 to the provider.

® Reduction requests: If the customer requests a temporary reduction in fees,
she must be referred to your organization’s contact person responsible for
reviewing, authorizing/denying the request.

® Customer type changes to a type that does or does not require a parent fee.
This requires a change in the Referral Type on the Intake-Common, a new
Program Detail, and new referrals. This is covered earlier in this module.

Transportation and Inclusion Rate can be updated on the Referral tab at any time.

All other fields are editable up to seven days after the Start Date. Any time you
make changes to the Referral, print a new Child Care Authorization form and
send it to the provider to notify them of the changes.
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Transfers

Workforce Solutions will change child care providers at the customer’s request.
Instruct customers requesting a transfer to contact the FAPO to handle the
transfer.

After the seven day window to make changes to the referral:

1. Close the current referral.

- From the Program Detail Referral tab, choose the child whose referral
needs updating from the dropdown list.

- Double click on the referral you wish to close. The Referral Detail screen

displays.
=
P Referral Detail
Press Enter to zearch by Provider Mame or License Number
Child: _ Drays OF the wWiesk:
Provider M ame: |Da_l,l Care Center 1240 Sunday -
License Mumber: __ Search ey v
N : : Tuesday ~3
Type of Care: ; wednesday [
Feferral Type: |3 - Blended ﬂ Thursday i
Summer B ate: |'I - Full ﬂ Friday M
Saturday [
Weekend Fate; | ﬂ
1 Start D ate: 07127202 Office/Staft Aszighmentloptional |
— -
End Date: TR I Office 3 |2 - Test Office #2 WD.-j
Office 4 |2BEI2 - Test Two ﬂ
R R P Toes
i q ! = Dffice 5: | =]
Ineluzion Fate: [ % Staff: | 2561 - 40 [240], trainee - |
Varisble Schedule: [ Daps
e
Expected Return D ate: 00000000 Fix Reazon: | j
End Reazon: | ﬂ
Inactive Date: 00000000
(1] Cancel

Iea A4 ar 4 tarlo7 o o a—
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End Date: Enter the day the referral should end, or the last day of care.

Expected Return Date: If this is a suspension of care, enter the date the
child is expected to return to care after the suspension.

End Reason - Enter if care is ending, or expected to end because of:

*  Suspension: Enter if you are closing the referral, or planning to close
the referral due to a suspension. Note: this reason can be entered
when the referral is created, if there is a planned suspension in care.

* Inactive (Error)
e  Excessive Absences
Click OK.

Save.

IMPORTANT NOTE:

If the change requires all referrals on the Program Detail to be closed, do not
terminate the eligibility period to do so. Close each referral manually.

2. Create a new referral, with the necessary changes. Do not create a new
referral for a suspension until the customer returns.

3. Update the Parent Share of Cost, as needed.
4. Print the Child Care Authorization form.
5. Notify the provider.

6. Enter a Counselor Note to document the change.
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Adjusting Attendance

Customers who receive financial aid for child care must ensure their children
attend child care regularly. Children who accumulate sixty-five (65) or more
absences in an eligibility period do not qualify to receive financial aid for child
care for the following 12-month period. Absences due to a child’s documented
chronic illness or disability, or court-ordered visitation are not counted in the
sixty-five day limit and should be adjusted accordingly. The service year starts
the date the child begins receiving financial aid for child care and renews on the
anniversary date. Letters are sent to the parent when a child’s absences reach
fifteen, thirty, and forty-six, reminding them the child will not be eligible at re-
determination if the child accumulates 65 absences.

® TANEF/Choices. Customers tagged TANF/Choices must be authorized for
financial aid for child care during a sanction period to allow the customer to
demonstrate cooperation.

® Child Protective Services. Customers with child care financial aid paid with
Child Protective Services will not lose financial aid for as long as child care is
authorized and funded by the Department of Family and Protective Services.
the FASC will not send letters to these customers.

Letters instruct the customer to contact a specified career office or FASC for
answers to questions.

Staff makes all decisions to adjust customers” absences. Document the decision
and any adjustments to absences in TWIST counselor notes and send an issue
though the FACS system to notify FAPO of the attendance adjustment. The
parent must provide documentation supporting:

® Illness - temporary extended illness or a child’s chronic medical condition or

® Extenuating circumstance - Issues beyond the parent’s control that
necessitated absences, such as a death in the family or transportation issues
(car repair etc.).
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To adjust attendance:

® From the customer’s Child Care Program Detail, click on the Attendance tab.
The Attendance screen displays.

¥ e | =olbee

File Edit View Tools Window Help
2R SAETMMeIE? k| H o I

vl Customer Information EI@

WDA: |28 - Gulf Coast WDA JE |

Customer Search Customer
ssif - - =] SN I are: I
Last: girth Date: [N rhone: I mwisT io: I
First:

Program Surmimar Eligibility 5 urnimar Eligibility D etail Characteristics Emplayrent Histor Education
e g w | Elgbilty v | Elgbily | | Employ Y

Farily l Ihcome l Referral l Share of Cost Attendance
Advanced | Search

Menu Selections

-4 Program Detai « -
4 Applicart: Provider Merth 123 45 g | TotalAdditions o
Q Applicants Total Absences

-4 Applicants Abszence Adjustment

""" L ES 06 Month-0 ay Add Subtract |
Q Applicants|
Q Applicant:| .
Q Applicants
Q Applicants

Q Applicant:
4 SNAPEL
4 SNAPES
..... w’ applic:
.4 Child Care
----- ¥ Child C
----Q_Assessment 2
CR T b

. Anniverzary D ate:
cric S
: Current 'ear Absences

Tatal Subtractions 1]

Ready _ [Mern: 14037 ME0S/0112 1:07 P

Select the child whose attendance needs adjusting from the dropdown menu.
The Attendance Detail screen displays.
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First:

Program Summar Eligibility S umrmar Eligibility O etail Characteristics Emnployment Histor Education
| g Y ] ibilty Y ] ibilty ] ploy Y |

Family l Inconne l Referal l Share of Cost Attendance
Advanced | Search

Menu Selections

[=-4% Program Detai » t

Q Applicant: Pravider Month 1 2 3 4 5 g | TotalAdditions ]

' -4 Applicant| Etemity Christian Childcare Jul 2012 [FIFIFIFIFIE Total Absences

l 4 Applicants Absence Adjustment

i’; ES i MonthDay | add Sublract |

pplicants -

Q Applicants 2 |08 01 |
Q Applicant;

Q Applicant;

Q Applicant

A SNAPEY

| -4 SNAPEY
|
|

. Anniversary Date:
Cric:
: j Current Year Absences

Total Subtractions 1]

- @ Applic:
-4 Child Care

PN} Child C
A bssessment T
< [y b

Ready [Mem: 1429.4 ME03/01/12 12:59 P

The left side of the screen shows a Read-Only view of the child’s attendance. The
right side of the screen displays Service Year and Absence details.

Enter the Absence Adjustment in the appropriate field to Add or Subtract
Absences.

Save.

Go to the Counselor Notes menu selection to add a note explaining the
adjustment.
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Re-determine Eligibility

Changes that require you to re-determine eligibility and recertify the need for
financial aid for child care include:

® The eligibility period is expiring

Use the following guidelines to conduct a redetermination/recertification:
® Do a quick eligibility review to confirm customer will continue to qualify.
® Use the redetermination application application.

® Complete the Documents checklist to indicate the documents needed.

When the customer returns the required documentation:

® Review the information on the Intake Common, including Characteristics,
Education, Employment History, Family, and Income, if applicable. Make
changes as necessary.

® Confirm Eligibility.
® C(lose the current Program Detail (see instructions below).

® Create a new Program Detail, specifying the new period of eligibility. Verify
the start and end dates before saving.
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Create a new Referral for each child needing care.
Print the Authorization for Child Care Enrollment (2450).

Notify the FAPO, or process and mail Form 2450 to the provider with the
new eligibility start and eligibility end dates. If the provider won’t get the
new authorization for before the original end date, contact the provider by
telephone with the new authorization dates. If you are unable to reach the
provider, notify the FAPO to contact the provider immediately. In this case,
do not use an authorization code. The FAPO will enter the authorization
code.

Write a counselor note documenting the changes and the authorization code.
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Discontinue Child Care

Stop financial aid for child care and notify the provider to end child care services
when:

® The family income exceeds 85% of the State Median Income (SMI). Refer to
the Workforce Solutions Income Guidelines, Child Care chart, Sustaining
Income column. .

® The parent asks to end care.

To discontinue child care financial aid for the reasons listed above, you must
send a Denying Financial Aid letter. This letter:

® Tells the customer why we are denying or discontinuing financial aid;
® Provides the customer with the steps necessary to appeal our decision; and

® Includes the appeal form appropriate to that customer’s situation.

2-153

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20




Q@ O © \Workforce Solutions Financial Aid

The letter has a space for you to indicate the reason for discontinuing care.
Choose the reason from the Reasons to Deny chart; then copy and paste it into

the letter. The reason also informs the customer if she has 15 additional days of
financial aid to make other arrangements for child care. You must include the
appropriate Notice of Right to Appeal with the letter. There are two appeals forms.
Refer to the Reasons to Deny chart for the appropriate form. Notify the provider of
the new end date with the updated 2450.

The FAPO is responsible for stopping financial aid for child care under the
following circumstances:

® Provider will no longer care for the child(ren)

® Changes in law or funding outside of the parent’s control

The FAPO sends the Denying Financial Aid letter and processes the changes and
discontinuations.

IMPORTANT NOTE:

Failure to complete the step notifying the provider to end child care services
can result in disallowed costs. If you discontinue financial aid for child care
in TWIST but fail to notify the provider to discontinue care, the provider
may continue to provide child care for which she will bill.

Terminate the eligibility period when the family is no longer eligible to receive
child care services. This action ends all referrals within the Program Detail as of
the termination date. The termination date must be prior to or on the eligibility
end date and cannot be prior to seven days of the system date. Terminating the
eligibility period terminates all open referrals. Terminate the eligibility period
and all referrals on a Program Detail from the Program Summary tab.
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Open the Program Detail. The Program Summary screen displays.

File Edit

View Tools

B ETES

Window Help

19 [ k||+ H &0

v] Customer Information EI@
WDA: |28 - Gulf Coast WDA JEa|
Customer Search Customer
sshef - - 2 SSN. D Vame: I
Last: girth Date: [ N rhorc: B - TwisT ID: I
First: .
Family ] Income l Referal ] Share of Cast l Attendance l
TWIST ID

Advanced

04
4
P4
P4

¢

Menu Selections
; Intake - Comman

Program Summaryl Eligibility Surnmary l Eligibility Dretail l Characteristics l Ermployment Histary ]Education]

Eligibility Start Date: |07/12/2012 Eligibility End D ate: [07/10/2013
Eligibility Characteristics: |10 - Low Income Recertification Date; (071242013

-4 Eligibilty
E" Program D_Etall . o . Termination D ate Termination Feazon
o #'i'l Child Care Terminate Eligibility Period [o0/00/0000 | =1
& it

0 Service Tracking

Courselor Motes
Change S5M
TAMF History
SMAP E&T Histan
Custarner Calendz

m

.4 Performance Datz
4% Common Measure

Office 212 - Test Office #2 'wWDA 28 £ Program Type: Child Care

Office 4:|2802 - Test Two Staff : 2661 - 40 [240).rainee

Office & WhDa 28 Gulf Coast wDa

Address | City | State | Zip | Cg
Mailing [a05TIN [T =ll2d028 [z01” - [HaRR
Residence [Same] [ JASTIN IT< _xll24028 201 - [HaRR
4 n 2

Ready

[rem: 1572.8 ME0S/02412 4:00 PM

Click on the Terminate Eligibility Period button. The Termination Date and
Termination Reason fields open.
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Enter the Termination Date. Choose the Termination Reason from the dropdown

menu.
File Edit View Tools Window Help
AUMAETRaEP | H o
v] Customer Information EI@
WDA: |28 - Gulf Coast WDA 3|
Customer Search Customer
85N - - (=] SEN: I tame: I
Last: girth Date: [ rhone: I - TwisT ID: I
irst: .
TWI;:SItDli Family ] Inzarme l Referral l Share of Cost l Attendance l H
Program Summalyl Eligibility Surarary ] Eligibility Detail ] Characteristics ] E rployrnent History ] Education ]
Advanced | Search
Eligibility Start Date: [07/12/2012 Eligibility End Date: |07 /10/2013
W Selecti
5@ Intske - Common | || Elabity Characteisis: [10-LowTncome Recetiication D ate: [07/1 272013
-4 Eligibility
E" Program D.etail Termination D ate Termination Reazon I
b @YI» Child Care Terminate Eligibility Period DBA02/201 2 T Tomont Sl the T ne
Ay Assezsment
-4 Service Tracking
-4 Courselor Notes
g EE;”FQEE;E Dffice 3|2 - Test Office #2WDA 28 £ Program Type: Child Care
-4 SNAP ET Histon Office 4 |2802 - Test Two Staff :|2561 - 40 [240) trainee
: gusfmme' Ca';"dté Dffice 5: WDA: 25 Gulf Coast'WDA |
erformance Dat
.4 Common Measure
Address | City | State | Zip | Cc
Mailing [AUSTIN Tx _=ll24028 201" - [H&RR
4 |l " | |Residence (Same] [AUSTIN T _xl[z4028 201 - [H&RR
n 2
|Mem: 15248 ME08/02/12 4:02 PM
)

STOP AND PRACTICE

Directions: Terminate the eligibility period for Sophie
Johnson.
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Activity Interruption

If a family experiences a permanent loss of employment or education but has a
plan to return, they may continue to receive child care for up to 90 days or until
the eligibility period expires, whichever comes first, while they seek employment
or enroll in school. Enter the Activity Interruption in TWIST to track the time.

To enter an Activity Interruption:

1. Click on the Activity Interruption tab from the customer’s active Child Care
Program Detail. The Activity Interruption screen displays.

vl Twist - Current User: trainee 40 (240] (2) - Training: 8 - [Customer Information] EI@
vl File Edit View Tools Window Help - 8 x
2R AETEHODET | EH o I
WDA: |28 - Gulf Coast WDA JEd |
Customer Search Customer
SSN:| - - Zl SSN: 240-17-9928  Name: DONNA J BELL
Last: Birth Date: 01/12/15984 Phone: [ )} - Ext: TWIST ID: 5598422
First: A P . e . .
— ,7 Program Summary l Eligibility Surmmary l Eligibility D etail l Characteristics Employment History E ducation ]
v L .
Farnily l Income l Referral l Share of Cost l Attendance Activity Interruption

Ad d| Search
ﬂﬂ Interruption 1d

Menu Selections.
; Intake - Common
4 Eligiility
-4 Program Detai
L b Child Care
-4 Aszessment
-4 Service Tracking
Counzelor Motes
-4 Change 55N
-4 TANF Histary
-4 SMAP EXT Histon
-4 Customer Calendz
-4 Performance Datz
4% Common Measure

| Intermuption Reason | Intermuption Start Date | Activity Return Date | Required Activity Return Date |

Ready [Mern: 1024.0 ME02/28/17 5:25 PM
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2. Right-click and select Add a line. The Activity Interruption pop-up displays.

Interruption Reason: |
Interuption Start D ate: W
Activity Return D ate: W
iequired Activity Retun Date; [00/00/0000

ok |

return to work or school.

Click Ok

Save. An Interruption line displays.

Cancel |

Il

Select the Interruption Reason from the dropdown menu.

Enter the Interruption Start Date. Refer to the Managing Interruptions Desk
Aid for more information on when to begin interruptions.

Leave the Activity Return Date blank. This is the day the customer reports a

The Required Activity Return Date automatically populates with the date
three months from the Interruption Start Date.

Advanced | Search

] Twist - Current User: trainee 40 (240) (2] - Training: & - [Customer Infermation] =N ==
Y| Eile Edit View Tools Window Help N
AU AETHODE? B H oW
WA [28- Gulf Coast WDA =
Customer Search Customer
T - =l SSN: 240-17-9928  Name: DONMA J BELL
Last Birth Date: 01/1211984 Phone: ( )} - Ext TWIST ID: 5598422
First:
?,MS:D’— Frogam Summay | Eigbily Summay | Ehgibii Detal |  Characterisics | Employment Histoy | Education |
’ Famly | Income |  Fefarsl | ShamofCost | Attendance Activily Interuption

Interruption |d Interuption Reason

Wenu Selections
# ; Inkake - Comman
b Q Eligibility
-4 Program Detail
-} Child Care
A Assessment
@ Sewice Tracking
2 Q Counselor Notes
4@ Change 55N
4 TANF History
@ SMEP ELT Histon
@ Customer Calend:
Q Performance Date
= Q Comnmaon Measure

Ready

Intermuption Start Date | Activity Rietum Date | Required Activity Retum Date

|Mem: 1024.0 ME02/28/17 5:32 PM
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To record the customer’s return to work or school/training:

1. Double click on the Activity Interruption line. The Activity Interruption pop-
up displays.

2. Enter the Activity Return date as the day the customer returns to work or

school/training.
3. Click OK
4. Save
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Module 3: Using the Workforce Solutions Financial Aid
Management System (FAMS)

INTRODUCTION

The Financial Aid Management System (FAMS) is a web-based system for
recording all financial aid transactions and information, except child care, for
customers. The system is used to:

Record scholarship awards to customers

Create future commitments for substantial assistance

Create vouchers and payment requests

Record short-term support issuances and track cash substitute inventory
Pay bills-done by the Financial Aid Payment Office (FAPO)

Track budgets

Create Financial Aid Reports
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NOTES
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Management System (FAMS)

FAMS GLOSSARY OF TERMS

Account - Financial aid given to customers is tracked in either a Support
Account or Training Account in FAMS.

Account Budget - The amount of funds available in a customer’s Training
or Support Account. Budgets are based on the financial aid limits and can be
adjusted only with a manager’s approval.

Alert - A feature on Case Notes in FAMS that creates a reminder on the Home
page regarding that note.

Approved - A voucher can be printed only after it has been marked “Approved’
by the FAPO. Vouchers which have not been approved display the watermark
‘Invalid Voucher.’

Career Office User - A User created for the Financial Aid Support Center (FASC)
to assign customers approved for substantial financial aid to the office, indicating
approved eligibility.

Check Request - Used when support services are provided by a vendor who
does not accept Workforce Solutions purchase orders.

Crumb Trail - A list of the pages you visited to arrive at the current page,
displayed as links. Click on any of these links to quickly navigate to those pages.

Customer Record - An electronic record containing basic customer information
such as name, date of birth, address, and phone number

Customer Service Representative - The staff person at the career office
providing services to the customer.

Cap - The maximum amount Workforce Solutions will pay for training
regardless of the total cost. Also referred to as Financial Aid Limits. The limits
are:

- Scholarship/Training: $6,000

- Basic Education Training: $3,000
- Other Support: $1,000

- On-the-Job Training (OJT): N/ A
- TAA:$17,000
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Disbursement Receipt - The transaction used in the Support Account to record
the issuance of a cash sub, i.e. gas card, bus pass, gift card. This provides a
receipt of the transaction for the customer to sign.

FAPO - Financial Aid Payment Office
Fund Source - The funding stream used to pay for the customer’s financial aid.

Line Item Categories - Item categories available to list on a voucher. For
example, Basic Education: Books, Global Cash: Tuition; Career Training;
Supplies, etc.

Outcomes - The result of the customer’s training, i.e. where they went to work.

Program - A Program in a Support Account is a defined category of financial aid,
i.e. short-term, or substantial. A Program in a Training Account is the customer’s
area of study. For example, Nursing or Accounting.

Provider - The school or business to whom payment will be made, i.e. Vendor.

Purchase Order (PO) - A voucher created in FAMS which allows customers
to receive products or services for which the vendor will invoice Workforce
Solutions. The vendor then submits the PO and invoice for payment to FAPO.

Quick Search - The quick search field at the top of the screen allows you to
search for customers by:

- Last Name

- First Name

- Social Security Number
- TWIST ID

- Voucher ID

- Account ID

Scholarship Voucher - A form generated by FAMS authorizing payment
for specific items for a customer from a vendor. The vendor then submits the
voucher and invoice to FAPO for payment.

Submit for Approval - The button on the View Voucher screen which sends the
voucher to the FAPO for review and approval.

Support Account - Allows Workforce Solutions staff to track a customer’s
receipt of both short-term and substantial financial aid not related to training or
OJT. Only one Support Account can be open at a time.

3-4

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



Module 3: Using the Workforce Solutions Financial Aid
Management System (FAMS)

Total Cost - The total cost of a training program. This includes tuition, books,
supplies, and other costs.

Training Account - Allows Workforce Solutions staff to track a customer’s
receipt of Workforce Solutions training scholarships and training support. Only
one Training Account can be open at a time.

Voucher - Authorization for payment. A voucher may be in the form of a:
- Check Request,
- Scholarship Voucher, or

— Purchase Order.
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Module 3: Using the Workforce Solutions Financial Aid
Management System (FAMS)

WORKFORCE SOLUTIONS FINANCIAL AID

Workforce Solutions financial aid policy defines two forms of financial aid for
customers:

® Short-term Assistance is one time assistance to help a customer go to work
or continue working, and

® Substantial Assistance is for longer term needs for work search and
education assistance and is part of an extended relationship between
Workforce Solutions and the customer. It requires the customer to complete
the Workforce Solution Financial Aid Application and be determined eligible
for one or more fund streams.

Both forms of financial aid are further restricted by annual limits. Refer to the
Financial Aid Limits by Type of Assistance desk aid and the most recent financial
aid issuances on the Workforce Solutions website for more information on limits
and Workforce Solutions financial aid policy.

We use two systems to track the financial aid given to customers:

® TWIST to track customer services, write notes, and determine funding
eligibility, and

® FAMS to track financial aid distribution and limits.

Although Workforce Solutions financial aid is defined as short-term and
substantial assistance, we track financial aid in FAMS as:

® Training - any costs involved in education or training, including tuition,
books, fees, supplies and other support such as uniforms, immunizations and
tools, and

® Support - any financial assistance other than that related to training and/or
training support.
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Because of this there are slightly different processes in FAMS for recording the
assistance provided to customers who need:

® Short-term assistance

® Substantial assistance that is not education/training or education/training
related

® Training/education tuition, books and fees
® Additional training/education support

This module will take you through all aspects of using the FAMS; logging on,
creating a customer record, opening and working in a Training and Support
Account, creating vouchers, and closing an account.
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Logging In

To log in to FAMS:

1. Open Internet Explorer. FAMS only works in Internet Explorer.

2. Type https:/ /apps2.cpaz.com/Gazelle_Texas_NCI in the address bar to log
into the live system. Type https:/ /apps2.cpaz.com/Gazelle_Texas_NCI_
Training2/Login.aspx to login to the Sandbox.

3. Press Enter. The Gazelle Sign In screen displays.

User Name:

Password:

4. Enter the User Name provided to you by your supervisor.

5. Enter your password. Passwords are case sensitive and must contain at least
one upper case letter and one number.

6. Click Sign In or press Enter.

PASSWORD RESET:

To have your password reset, contact your Local Information Security
Officer (LISO). If your LISO is not available ask your manager/
supervisor to request your password be reset through the Workforce
Security email (workforcesecurity@wrksolutions.com). Too many failed
login attempts triggers FAMS to lock you out. If this happens, wait
approximately ten minutes to try logging in again.

The Customer Service Home page displays.
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acu stomer Service Home @

Sarvin
i 2 add customer

& My customers Type: [All: My Training and My Support and My L i Account Status: Open | V|

I d BB 1y accounts Account Kind: Account Status: [Open ||

Reports

W

Admin

My Dashboard . . "
— —————— Allcustomer accounts in FAMS are assigned to a career office, not to
staff; therefore, the links to view “My” information should return no
(-] inil . .. .
- tu Fundsource Training Qutcome results. The person creating a Training or Support Account assigns the
- @ My Participants Accounts

Support account to the “Career Office.”

® My Program Enrollments

@ My Fundsource Enroliments

‘© My Program Training Outcome

® My Provider Enroliments I-I
© My Provider Training Outcome Alerts display on the Career Office Home page. An Alert tells the office
a voucher is approved and can be printed.

6 My Alerts

Page Size: Refresh

Date -~

Activity Kind Alert Kind

View Clear Alert| 9/9/2015|Voucher Void |Void Voucher|Wrong Amount. McCoy, Lisa Support
View Clear Alert|8/26/2015Case Note  |Case Note | voucher approved Im8/25/2015|McCoy, Lisa|Williams, Janie|Training

There are 2 Alerts. v

Navigate through FAMS using the left navigation bar and the Crumb Trail at the
top of the screen. Your navigation options will change based on your permissions
and the Crumb Trail will change as you move though the system.

Use the Customer Service Home screen:

® Search for customers

® Add customers

® View career office customers and accounts

® View Alerts
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Locating,Viewing, and Creating Customer Records

To locate a customer record:

1. From the Customer Service Home screen, select how you want to search for
the customer from the Search dropdown menu on the top right of the screen

a.

o

0o a0

.

Last Name
Career Office oy
First Name 15 | Sign Out | Change Password
Account Number FopTe— e —
TWIST ID :
Customer | First Narme)
Voucher Number ey vuar Officn)
Account éld]
SSN

8. Press Enter or click Search. To search using only the last four digits of the
customer’s SSN, select SSN as the search method and enter the last for digits
of the customer’s Social Security Number. The Select Customers list displays.

@ hitpsi//appsl.cpaz.. O ~ @ & || @ Gazelle Select Participant

Flle Edit View Favorites Tools Help
75 [E) Google @ Gaze.. 9 Texa. [fd Wele.. 2]The... Tt~ ~ [ = v Pagev Safetyv Toolsv @~ [ OR O}

- 2 |
. ~
( : ll Welcome, Lisa McCoy
- . aE e Wou last signed in on 9/2/2015 | Sign Out | Change Password

Customer [Last Name)
williar

Customer Service Home | Add Customer | Select Customers

mSelect Customers

Q Your search for Customers with a Last Name like 'williams® returned 2 records.

ms

Customers

Reports
Page Size: |50 Refresh
_' Last Name_~ First Name Middle Initial TwistiID SSN Date of Birth Phone

Admin view| Williams Janie Q 000007845 10/24/1978|(713) 555-1212|Houston
view Williams |Kkyra 456456745 | [(234) 242-4234|North Palm Beach
"

Support

There are 2 Customers.

Choose your customer from the list by clicking on the “view” link to the left of
the customer’s name. If the customer record does not display in the list, you must
create a new record.

If you locate a duplicate customer record, notify the Systems Analyst at FAPO.
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The View Customer screen displays the customer’s record. The customer record
displays basic customer information such as contact information, Support and
Training Accounts currently open, and Lifetime Expenses based on all accounts.
There are also links to view any closed Support or Training Accounts.

The Crumb Trail at the top shows where
you are and how you got there. Use the
links to navigate to previous pages.

o1

Grayed out buttons mean:
e There is an account open, or
e You don't have access

Customer Service Home | My Customers | View Customer

;" ! View Customer - Audry Marker

5‘-‘;‘;:}“ | Edit Customer | | Add Support Account | Add Training Account |

r Customer Information

Reports TwistID: 024548 I I

S5N: Mone, ‘None’ defaults if you don’t enter an SSN.

Name: Audry Marker

Date Of Birth: 5/29/1977

Gender: Female

Street Address: {Home} . . .
124 Credatate Cirde Basic customer and contact information.

Tomball, TX 77375
Primary Phone: {Mobile) [832) 345-5666 axt.
Secondary Phone: Mone.
Email Address: {Homs) AMarler@gmail.com

Support

Customer Support Account

View this suppert account Y
Account ID: SA1S67832613188 Support Account IDs begin with ‘SA’. I
Account Status: Open 1
Workforce McCoy, Lisa When an account is created, the Workforce Solutions
Solutions Staff: Staff field is changed to the Career Office.
Career Office/Unit: Financial Aid Payment

Offica/N/A The Career Office/Unit is also the Career Office.
Pragram: General Support
Budget Adjustment: £0.00 I 'l
Encumbrances: £0.00 .
Expensas: 0,00 The total budget is based on the Program chosen

when the account is created.

Available Budget:  $&00.00

View Closed Support Accounts (1)
Customer Training Account
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Customer Training Account

View this training account

Account ID: TA1172992373160 Training Account IDs begin with ‘TA’.

Account Status: Open

Workforce McCoy, Lisa

Solutions Staff: Encumbrances: Shows money given to the customer in

Career Office/Unit: Finandal Aid payment  the form of a voucher or PO for which Workforce
office/N/A Solutions will be billed.

Program: Accounting Expenses: Money paid to the customer such as cash

Budget Adjustment: $0.00 substitutes or checks.

Encumbrances: £0.00 I I

Expenses: £0.00

Available Budget is the amount remaining in the account

Available Budget: $6,000.00 after Expenses are subtracted from the cap on the account.

View Closed Training Accounts (0] | I

o All financial aid given to the customer is
Customer Lifetime Expenses (All Accounts)  refiected in the Lifetime Expenses.

Account Type Expenses Encumbrances
Support £0.00 £0.00

Training £0.00 £0.00

Total $0.00 $0.00

Edit Customer || Add SupportAccount || Add Training Account v

To edit the customer’s information:
1. Click the Edit button at the top or bottom of the screen.
2. Make changes.

3. Click Save.
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To create a new customer record:

Career Office Staff create the customer record in FAMS. Before you add a new
customer, search using a variety of criteria to avoid creating a duplicate record.
When you create the customer’s record FAMS assigns it to you. When a Training
or Support account is created the person assigned to the customer is changed by
FASC staff. Once a customer record is created it remains in the system.

1. From the Customer Service Home screen, click on the Add Customer link.
The Add Customer page displays.

Ll
( ; ll Welcome, Lisa McCoy
—
< 5 a Z e e ‘ou last signad in on 9/2/2015 | Sign Out | Change Peseword

Customer [Last Name)

Customer Service Home | Add Customer

& %ﬁdd Customer

Cus bomer

Service
_— Save || Cancal

Customer Information

TwistID: *
S5N:
First Name: *

Middle Initial:

Admin

' Last Name: *
-
—— Date OFf Birth: ]'—’31 4
Gender: |r-'lale V]
Address Kind: *  [home | v]
Address 1: * s

2. Enter the customer’s information. Items marked with an asterisk* are
required fields.

a. TWIST ID - a unique TWIST ID is required for each customer

b. SSN - not a required field, but enter it if you have it. SSN is a unique
identifier for the customer which allows staff to search using the full
SSN or the last four digits.

c. Customer’s full name
d. Date of Birth
Gender
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f. Address and Phone Number. FAMS automatically fills in the City, State
and County fields if you enter the Zip Code and then click the “Autofill’

button. If multiple cities are associated with the Zip Code, select the
city from the dropdown menu in the City field.

z1p: * ]| Autofl |

7. Click Save. A reminder displays
at the top of the page when
required information is not

@ hitpsi//appsicp.. O ~ @ © | @ Gazelle Participant

w5 & Google @ Gaze.. ¥ Texa.. [ Welc.. 2] The.. % Find.. £ Brea..

%Md Customer

completed.

[ Save || Gancal |
] A text entry is required. - TwistID
o
Reports o The date is invalid. - Date Of Birth

¢ J— phone number is required.

Customer

L R S—
Support
S s 1

First Names
N e —
Last Name: *

Date Of Birth: fiz2s191 |73
Gender: Male

Address Kind: *

Address 1: * [1234 Skywalker Lane

8. Complete the information and click Save. The View Customer screen
displays.

Customer Service Home | Add Customer | View Customer

& &View Customer - Audry Marker

Customer

e | Edit Customer ||  Add SupportAccount || Add Training Account |

ot

Reports

@ The Cust has been successfully created.

Customer Information

A\ TwistID: 024546
;‘_" SSN: Mone,
Rt Name: Audry Marker
" Date Of Birth: 5/29/1977
~ Gender: Female
Support Street Address: (Home)
124 Credetate Circle

Tomball, TX 77375
Primary Phone: (Mobile) (832) 545-6666 ext.
Secondary Phone: None.
Email Address: (Home) AMarker@gmail.com

To make changes to the customer’s information, click Edit at the top or bottom of

the screen.
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Support Accounts

Open a Support Account when a customer requests financial aid other than
training or training support. The Support Account allows you to track the
customer’s limits for financial aid other than training or training support. Each
Support Account earmarks a specified amount for that customer. This limit
restricts the amount of funds that can be paid to the customer from that account.
Only one Support Account can be opened for a customer at a time. Once the
Support Account budget has been reached, no further support can be given until
the budget is adjusted or the account is closed and a new one is opened. Only a
manager can authorize a budget increase for more than the established financial
aid limits. When the Support Account is closed any remaining funds are released
back into the general funds.

Short-Term Support:
Cash Sub

1. Career Office staff assess the customer and make the eligibility determination
via the application Addendum. They enter a TWIST Counselor Note
documenting eligibility and suitability and complete the Support Service
Award Contract. The counselor note must also reflect verification the
customer has not previously received support from Workforce Solutions.
They submit the Cash Sub Request, the signed Orientation to Complaint
form, and the customer’s I-9 documentation to the designated Career Office
staff to obtain the short term support.

2. Designated staff verifies information/ eligibility, locates or creates a customer
record in FAMS, and opens a Support Account - Short Term on the customer
record.

3. Staff swipe or scan the distributed cash sub(s) into the Support Account and
print the Disbursement Receipt.

4. The customer signs the Support Service Award Contract, and staff scans it
into DocuWare.

5. The Tracking Unit enters the cash sub on the Support Service tab, opens
service(s) in TWIST as needed, and closes the Support Account.
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Check Request

1.

Career Office staff assess the customer and make the eligibility determination
via the application Addendum. They enter a TWIST Counselor Note
documenting eligibility and suitability and complete and the Support Service
Award Contract form. The counselor note must also reflect verification the
customer has not previously received support from Workforce Solutions.
They scan the Cash Sub Request, the signed Orientation to Complaint form,
and the customer’s I-9 documentation into DocuWare.

The Tracking Unit verifies information/ eligibility, locates or creates a
Customer Record, opens a Support Account in FAMS, creates the Check
Request, and submits it to FAPO for approval.

FAPO reviews the request, cuts a check, and sends it to the Career Office.
Note: checks are cut on Monday and Friday and delivered on Wednesday
and Friday.

Customer signs the Support Service Award Contract and staff scans it into
DocuWare and enters a Counselor Note in TWIST documenting distribution
of check.

The Tracking Unit confirms information in both TWIST and DocuWare,
opens services, enters the support on the Support Services tab, writes a
Counselor Note in TWIST, and closes the Support Account.

3-17

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20




©® O O Workforce Solutions Financial Aid: A Blended Learning Course

Substantial Support (other than training or training support):

® Career Office staff conducts the initial assessment, determines the customer’s
suitability, access to other funding sources, and willingness to establish a
working relationship with Workforce Solutions.

® Career Office staff helps the customer complete the financial aid application
and collect documentation, and document the discussion in a TWIST
Counselor Note.

® The application and documents are scanned into DocuWare and labeled.

® FASC staff makes an eligibility determination, creates a TWIST Program
Detail, and Counselor Note. They send an email or FACS Issue to the
designated career office staff to inform the career office of the customer’s
eligibility determination, and notifies the customer of the eligibility
determination and of the requirement to return to the Career Office to
complete the process.

Cash Sub

1. When the customer returns to the career office, staff completes the assessment
and service plan, completes the Support Service Award Contract and submits
it to the designated staff.

2. Designated staff verifies information/ eligibility, locates or creates a customer
record in FAMS, and opens a Support Account - Substantial on the customer
record.

3. Career office staff swipes the distributed cash sub(s) into the Support
Account and prints the Disbursement Receipt.

4. The customer signs the Support Service Award Contract and Disbursement
Receipt then staff scans both into DocuWare and writes a Counselor Note in
TWIST indicating distribution of the cash sub and whether or not to close the
Support Account.

5. The Tracking Unit enters the cash sub on the Support Service tab and opens
service(s) in TWIST, as needed, and takes appropriate action on the Support
Account based on the Counselor Note in TWIST.
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IMPORTANT NOTE:

If a Global Cash card is given to the customer, the Tracking Unit will
create a Purchase Order in FAMS for the Global Cash load/re-load, and
move the Support Service Award in DocuWare to the Global Cash list.
The FASC will add funds to the cards within twenty-four hours.

Check Request

1. When the customer returns to the career office, staff completes the Support
Service Award Contract and scans it into DocuWare.

2. The Tracking Unit verifies information/ eligibility, locates or creates a
Customer Record, opens a Support Account - Substantial in FAMS, creates
the Check Request and submits if for approval. and enters a Counselor Note
in TWIST

3. FAPO reviews the request, cuts a check, and sends it to the career office.
Note: checks are cut on Monday and Friday and delivered on Wednesday
and Friday.

4. Career office staff contacts the customer upon receipt of the check.

5. The customer signs the check stub and Support Service Award Contract,
career office staff scans it into DocuWare, and enters a Counselor Note in
TWIST documenting distribution of the check.

6. The Tracking Unit confirms information in TWIST and DocuWare, opens

services, enters the support on the Support Services tab, creates a Counselor
Note in TWIST, if needed, and takes appropriate action on the Support
Account based on the Counselor Note in TWIST.
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Create a Support Account
To create the Support Account:

1. From the View Customer screen, click Add Support Account. The Add
Support Account screen displays with Workforce Solutions Staff populated.

Welcome, Lisa Mol

Ga}e Il Vou last signed in en 9/2/2015 | Sign Out | Change Pacs

My Customers | View Customer | Add Support Customer (TwistID)
Account

& @Add Support Account - Audry Marker

Customer

Service
Rep Save Cancel

H Support Account Information

Reports Description: |

Solutions Staff: *
Fund Source: * | || select || Clear |

#{. Workforce |MCCO\;, Lisa || Select |

Admin

Program: * | || Select || Clear |

Support

2. Complete all fields.

a. Description: enter the category of short-term support; i.e.
transportation, uniforms, tools, etc.

b. Change the Workforce Solutions Staff name to the name of the office
from which the request was submitted.

c. Select the Fund Source. Note: The Fund Source can be changed later, if
needed.

d. Program: Select either Short-term support or Substantial support

Click Save. The View Support Account screen displays. An account
number is assigned to each new account. Support Account numbers
begin with ‘SA’.
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Other Actions: Add Voucher:

r |Add Case Note |Check Request
i

Account Summary

Reports

Customer Name: Marker, Audry
% Customer TwistID: 024546
Admin Customer S5N:
Account ID: SA1987833613188
1 Account Kind: Support
Account Status: Open
Workforce Solutions Staff: McCoy, Lisa
Career Office/Unit: Financial Aid Payment
Office/N/A
Budget Adjustment: $0.00
Encumbrances: $0.00
Expenses: £0.00
Available Budget: $600.00

Support

Support Account Information

Description: Tools to go to work at ABC
Co.

Fund Source: DW 2015
Program: General Support

Program Information

Budget: £600.00

Account Activities

® Account Summary: Provides all Support Account details as well as a
summary of activity.

® Support Account Information: Displays the Fund Source and the Program
for this account.

® Program Information: Displays the total budget for this Support Account.

® Account Activities: Displays the entire history of all activities within this
account. Manual Case Notes may be added to the activity list.

Once the Support Account is created, click Edit on the top of the screen to change
the description.
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Working in the Support Account

Actions you can take in the Support Account are:
Add a Case Note

Hold Account (FAPO Only)

Change Workforce Solutions Staff

Close Account

Change Fund Source

Enter Cash Sub

Adjust Budget Amount

Add a Check Request

Add a Purchase Order

Add a Case Note

Case Notes become a permanent part of the customer’s record in FAMS and can be
used as reminders by setting an Alert on the note. An Alert on a Case Note puts it
on the Home screen of the -

person to whom the account is : \E?’Md Case Note - Audry Marker

assigned. To add a Case Note:

| Save Cancel |

Account Summary

1. Select Add Case Note

. Customer Name: Marker, Audry
from the Other Actions Customer TwistID: 024546
. Customer S5N:
dropdown menu and click Account 10: s1987833613188
Account Kind: Support
Go. The add Case Note Ao ot onen
Workforce Solutions Staff: McCay, Lisa

screen displays.

Screen displays.

E Career Office/Unit: Financizl Aid Payment
Support Offica/N/A
Budget Adjustment: 30,00
2. Check the “Set an alert on Encumbrancess 4000
. Vi Expenses: $0.00
this note” box for an Alert Avatlable Budgat: sea0.00
to show on the Home Cace Note
age. Alert:
p g [[Iset an alert on this note
Motes: *
3. Enter your note. |
4. Click Save. The Case Note

| Save Cancel |
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Change the Workforce Solutions Staff Assigned to the Account

When a customer’s record is created in FAMS, the person who creates it is noted
as the Workforce Solutions Staff. When a Support Account is created, the option to
change the staff name for the account is activated. The staff name must be changed
to the appropriate staff’s name when a support service is being recorded (shown
above); however, if edits need to be made to the account, the staff name can be
changed at other times.

From the View Support Account screen:

1. Select Change Workforce Solutions Staff from the Other Actions dropdown
menu and click Go. The Change Account Workforce Solutions Staff screen
displays.

Customer Service Home | My Customers | View Customer | | (TwistID) o
View Su rt Account | Change Account Workforce Solutions
Staff 024546 |Search)

& %Change Account Workforce Solutions Staff - Audry Marker

ustomer

Service
Re

Account Summary

F Customer Name: Marker, Audry
Reports Customer TwistID: 024546
Customer SSN:
&‘ Account ID: S5A1987833613188
Adn{ir.l Account Kind: Support
Account Status: Open
¥ Workforce Solutions Staff: McCoy, Lisa
Career Office/Unit: Financial Aid Payment
Support Office/N/A
Budget Adjustment: £0.00
Encumbrances: £0.00

Expenses:
Available Budget:

Workforce Solutions Staff

£0.00
£600.00

Reason: *

Last Name Starts With:

e

Page Size: |50 Refresh

(3 |Alexander

2. Enter a Reason for the change.

3. Choose the staff to whom you are assigning the account.
a. Enter the first few letters of the staff’s last name.

b. Click Filter.
c. Click the button next to the name of the staff to whom you wish to assign
the account.

d. Click Save.
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Cash Subs

Workforce Solutions uses Cash Substitutes (Cash Subs) as one way to provide
financial aid. Cash Sub cards are available from a variety of vendors to meet the
customer’s needs: Wal-Mart, Target, Home Depot, JC Penny, Chevron, etc. Cash
Sub cards are sent to the career office after they have been scanned into FAMS to
record each card in the office’s Cash Sub inventory. When a Cash Sub is given to the
customer it is scanned to remove it from the inventory.

From the Customer Record:

1. Click on the Support Account ID. The View Support Account screen displays.

Customer Service Home My Customers Customer [TWIST [0)
Customer | View Support Account

la\ﬁew Support Account - Janie Williams

Edit
Other Actions: ~ Add Voucher:
|Add Case Note |»| Ga|Check Request |v||Go|

Account Summary

Customer Name: Williams, Janie
Customer TWIST ID: 352698555
Customer S5N:

Account ID: SA14527311596171
Account Kind: Support
Account Status: Cpen
Workforce Solutions Staff: McCay, Lisa
Career Office/Unit: N/ATMSA
Budget Adjustment: £0,00
Encumbrances: 40,00
Expenseas: £0.00
Available Budget: $800.00

Support

Support Account Information

Description: Tools, Uniform, and
Transportation to go to work

Fund Source: TANF Choices 2015
Program: General Support

Program Information

Budget: £B00.00

Account Activities

Page Size: Refresh A
| pate. | kid | User |

View  9/18/2015 Account Open McCoy, Lisa
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Choose Disburse/Return Card from the Other Actions dropdown menu and

click GO. The Disburse/Return Card screen displays.

*
welcome, Lisa McCoy
You last sgned Inon 91772005 | Sign Out | Change Password

i ) Cusicmer (TwiST 10)
Customer Service Home | My Customers | View Customer | Disburse/Return Card T Search

;é— ] Disburse/Return Card

® Disburse Card(s)
& Return Card(s)

Card Number Category Code Card Value

Remove [Imake a selection] [~ £0.00

Save | [ Validate | | AddCard | | Cancel

Support

With your cursor in the Card Number field, swipe the card you will give the

customer. The Card Number field is filled.

Choose the Category from the dropdown menu. This is the Line Item
Category or reason you're giving the customer the card.

Choose the Career Office.

Click Validate. The Validation message displays.

) ) Customer (TWIST ID)
Customer Service Home | My Customers | View Customer | Disburse/Return Card — Jseamh

aé JDishurse{Relurn Card

® Disburse Card(s)
r O Return Card(s)

If the card was not a part of the inventory, it
will not be validated and cannot be given to
the customer.

Reparts Validation Card
Message Card Number Category Code value
CS1002
Career Office
Ramove| & Card not Suppart Services:Clathing for Employment I—. $0.00
validated for I Bay City

disbursement. A Card not found.

Suppart Iﬂ | alidate | Add Card |Osnoa|
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If the card can be validated, the Card Value is populated.

EE J Disburse/Return Card

If the card can be validated, the Card Value

® Disburse Card(s) is pOpUIated-
r ) Return Card(s)
e
Reports Card Number Category Code Card Value
‘\. Remove‘abc123 ||Transportation: ExxonMaobil ($20) Career Office . . $20

Support

7. Choose from these options:
a. ‘Remove’ to remove the card from the Distribution List.
b. “Add Card’ to add an additional card to the Distribution List.
c. Validate.
d. Click Save to distribute the card(s).

NOTE:

If a card cannot be validated, check the office inventory control. If there
is a problem contact the FAPO system analyst.
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Create a Check Request

A Check Request is issued when support services are being provided by a
vendor who does not accept purchase orders. For example, when the participant
requires new equipment for his job and the supplier requires payment at the
time of purchase. Check Requests are processed by FAPO every Monday and
Wednesday and are delivered to the offices by Wednesday and Friday.

Purchase Order/Voucher

A Purchase Order/Voucher is issued to a vendor as a legal promise to pay upon
successful delivery of goods or services. Staff creates a Purchase Order/Voucher
which is given to the vendor by the customer. The vendor submits the invoice
along with a copy of the Purchase Order/Voucher to FAPO for payment. A
Purchase Order/Voucher is also created when a Global Cash card is issued and
reloaded. A Purchase Order/Voucher can only be created by FASC staff or the
Tracking Unit.

To submit a Check Request or a Purchase Order/Voucher:

1. From the View Support Account Home page, select the appropriate option
(Purchase Order or Check Request) from the Create Voucher dropdown
menu and click Go. The Add (Check Request or Purchase Order) Voucher
screen displays.

-}:&Add Check Request Voucher - Audry Marker 9

Sawe | Cancel

Account Summary

Customer Name:
Customer TwistID:
Customer 55N:
Account 1Dz
Account Kind:
Account Status:

Career Office/Unit:

Suppaort

Budget Adjustment:
Encumbrances:
Expenses:

Available Budget:

Voucher Details

Workforce Solutions Staff:

Marker, Audry
024546

SA1587833613188
Support

Open

McCay, Lisa

Financizl Aid Payment
Office/N/A

50,00

0,00

0,00

600,00

Identifier:
Status:
Kind:

Fund Source:

Provider: *

Published

Comment:

Gz139122600218
Open
Check Request

DW 2015

Total Amount: £0.00
Create Date: 9/8/2015

Issue Date: 5/8/2015 |7
Expiration Date: 10/8/2015

Days To Issue: 0

Days To Expiration: 30
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2. Select the appropriate Provider/Vendor.

a.

Click Select to the right of the Provider field. The provider list
populates.

Type the first few letters of the provider name in the ‘Name Starts With’
field and click Filter.

Select the provider from the list by clicking on the Select link on the left
of the provider name.

Available Providers

Mame Starts With: houston Filer
Page Size: |30 j“’ Bafresh

I Housmon Community +9g7 Training 1 Privase - Approved: Support:
s A Cellege Bustan TX 77072 s raining : Public - Approved

Thera are 1 Providers.

NOTE:

If the provider is not listed, send a FACS request to FAPO using the Add
Vendor template in FACS to have the provider added. Include as much
provider information as possible, such as name, address, phone number,
contact etc.

4. If there are any specific comments or instructions you would like to have
printed on the voucher, add them to the ‘Published Comment’ field.

5. Add individual line items.

a.

b.

C.

d.

e.

Select item Category.
Add a Description.
Add the Amount.
Click Update.

Repeat until all items are included on the voucher.

6. Click Save. The voucher is created if:

- The Support Account has enough budget remaining to pay the voucher,

and

- The Fund Stream used to create the Support Account has enough funds

remaining to pay the voucher.

The View (Check Request or Purchase Order Voucher) displays.
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Workforce Solutions Financial Aid Payme CHECK REQUEST

nt Office # (Gz191867629118
1 P.0. Box 741361
%rHCII'EESdUUQHS B B T THIS FORM IS FOR INTERBAL USE ONLY

workforceserurity @wrksolutions.com
(F13)667-3400
e wriesolutions com

Issue Date: 9/8/20

Participant

Audry Marker

S5M: 024545

124 Credetate Circle

Tomball, TX 77375
[832)545-6656
AMarker@gmail.com
Account #: SATS8733613168

Outside Vendor

abing with Check Request.
or retum to:
Category Unit Price { Fea  Quantity Total
ChothingUndforms 35.00 1 £35.00
CiothirgUniforms 75.00 1 §75.00
Testing 25.00 1 §35.00
Grand Totak 135.00
Comments
Only 1 set of women's scrubs and 1 #4 Stethoscope,
Participant Signaturs: Diat=t
Approved By: Diate:

(Printed name and signature)

From the top or bottom of the page, click Submit for Approval, to send the
voucher to the FAPO to approve.

3-29

Workforce Solutions © 2005.
Version 3.2-gc (24), 2/24/20



©Q® O O \Workforce Solutions Financial Aid: A Blended Learning Course

Print the Voucher

Once the voucher is approved the watermark is removed and career office staff
can print the voucher. From the view voucher screen:

1. Print the Check Request or Purchase Order voucher.

2. Check Request: Have the customer sign the check stub; then scan it into
DocuWare.

3. Purchase Order/Voucher: Instruct customer to present it to the vendor to
complete purchase.

Adjust the Budget on a Support Account

When a Support Account is created in FAMS, a budget limit is assigned based on
the Program selected and the Workforce Solutions Financial Aid Limits policy.
Occasionally, there may be a reason for a manager to override these limits to
provide the support the customer needs. The manager must explain the need

for the increase and authorization in a TWIST Counselor Note and send a FACS
request to the FASC to make the adjustment in FAMS. The FASC will adjust the
budget for the Support Account to match the approval of funds. Trackers adjust
the budget for Short-term Support Accounts.

From the View Support Account page:

1. Select Adjust Budget

‘.ﬁ Adjust Budget Amount - Janie Williams

Amount from the Other
Actions dropdown menu

Save Cancel

Account Summary

Customer Name: williams, Janie
Customer TWIST ID: 000007845
Customer 5SN:

Account ID: SA1604328126180
Account Kind: Support

Account Status: Opan

and click Go. The Adjust
Budget Amount screen

displays.

Enter a Reason for the
adjustment.

Workforce Solutions Staff:
Career Office/Unit:

Budget Adjustment:
Encumbrances:
Expenses:

Available Budget:

Adijust Budget Amount

McCoy, Lisa
Financizl Aid Payment
ffice/N/A

£0.00
$0.00
£0.00
£200.00

Reason: *

Amount: * 0.00| (Increase or Decrease] )]
Adjustment Scenarios

Current Budget:
Available Amt.:

200.00
200,00

New Adjustment: Recaloulste
New Budget:
New Available Amt.: [ 200.00] | Resaloulste

Use the Recalculate buttons below to see the effects of changing different elements of the budget.

Recalculste

Zave Cancel
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3.

4.

Enter the Adjustment Amount. The Adjustment Amount you enter will raise
or lower the Budget for this account by that amount. Use the Adjustment
Scenarios section of this page to see the effects of your changes.

a. New Adjustment: Enter the amount to adjust the budget. This will
auto-populate the New Budget, New Available Amt, and Adjustment
Amount fields.

b. New Budget: Enter the amount the total budget should be. This
will auto-populate the New Adjustment, New Available Amt, and
Adjustment Amount fields.

c¢. New Available Amt: Enter the amount which should be available in
the account. This will auto-populate the New Adjustment, New Budget,
and Adjustment Amount fields.

When you are satisfied with the Adjustment Amount, click Save. The Budget
Adjustment Confirmation displays on the View Support Account screen.

Close Support Account

You close a Support Account:

When you give a customer short-term support,

When the customer has reached the limit of substantial support for the year
(October 1 - September 30),

Any time financial aid support is given after the beginning of the grant
year. Close the previous year’s Support Account and open a new one for the
current year.

When the customer no longer needs Workforce Solutions services.

From the View € | I CEsTe
CuStomer Screen/ Customer Service Home | My Customers | View Customer Customer (TwistlD)
. | View Support Account mﬂ
click the Account ID
of the Support Account 'aview Support Account - Audry Marker @
you wish to close.
1 Other Actions: Add Voucher:
The View Support e Bl e e ol 28
Account page for the A count summany
CuStomer dlsplays Customer Name: Marker, Audry
\ Customer TwistID: 024546
Admin Customer S5N:
Account ID: SA1987833613188
‘A" Account Kind: Support
Account Status: Open
Support
Workforce Solutions Staff: McCoy, Lisa
Career Office/Unit: Financial Aid Payment
Office/N/A
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2. From the Other Actions dropdown menu, select Close Account and click Go.
The Close Account screen displays.

In the Account Outcome ﬁ
Close Support Account - Audry Marker

section of the screen a cﬂ,
warning displays i [ Save || Canoel|
reminding you that once P Account Sy
the account is closed it RIS Customer Name: | Horker sy
cannot be reopened. i::s:;:trr[fs " 5A1987833613188
Account Kind: Support
If there are active . Worktoree Sotutions Staff e, o
vouchers -- indicated by ~ JRITT e o/ ORean Y
a warning in the Account Budaet Adiustment: by
Outcome section -- do not Expenses: $0.00
close the account. Austiable udaet: e
Account Qutcome

Warning: once this Account is closed, it can not be opened again.

Warning: this account has active vouchers, which may become
orphaned if this account is closed.

Actual End Date: * I |zj

Save Caneel

3. Enter the Actual End Date and click Save. Confirmation of the closure
displays.

Customer Service Home | My Customers | View Support Account

lalﬁew Support Account - Audry Marker

Edit
Other Actions: Add Voucher:

Add Case Mote 'Gui Check Request W i=3:-'

a The account has been successfully dosed.

Account Summary

Customer Name: Marker, Audry
Customer TwistID: 024346
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Training Accounts

Open a Training Account when a customer requests an education/ training
program or OJT. The Training Account establishes a budget for all expenses
including, but not limited to tuition, books, supplies, and other support such
as uniforms, tools, immunizations, etc. A Training Account is associated with
a specific training provider/vendor and the training program in which the
customer is enrolled. It has a budget based on the Eligible Training Provider
List (ETPL) for that program. Once the Training Account budget is reached, no

further support can be given until the budget is adjusted or the account is closed

and a new one is opened. Only a manager can authorize a budget increase for
more than the established financial aid limits. When the Training Account is
closed, any remaining funds are released back into the general funds. Only one
Training Account can be open for a customer.

Use the Training Account to:

® Create vouchers and immediately earmark money for the customer
® Track vouchers issued to vendors and employers

® Print vouchers and award letters

® Manage the financial aid limits for each customer

Initial Request

1. The Personal Service Representative (PSR) develops a financial aid plan with
the customer and starts a Service Plan in TWIST. He/she helps the customer

complete the Workforce Solutions Financial Aid Application and collect

relevant documentation, including training costs, if available; then scans and

submits all documents to the FASC through DocuWare.

2. FASC staff reviews documentation and determines eligibility, notifies eligible

customers with a phone call, directs the customer to return to the Career

Office within ten days, and creates a TWIST Counselor Note to notify the PSR

of actions taken, including instructions provided to the customer.

3. If the customer needs the voucher now (indicated by the Counselor Note),

the Fulfillment Team opens the Training Account, creates the voucher(s) and
submits it for approval. If the voucher is not needed now, the PSR will send a

request via FACS requesting the voucher when it’s needed.

4. FAPO reviews all newly created vouchers and approves them for funding
only. If not approved, FAPO notifies the FASC via FACS.
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Career Office Staff notifies customer of the available voucher, prints and
prepares the voucher and clears the Alert.

The PSR reviews and has the customer sign the Customer Responsibilities
Agreement and voucher; then scans the signed copies into DocuWare.

The customer confirms he/she started school with the PSR who then enters a
counselor note in TWIST with the subject line “Training Start Confirmed”.

The Tracking Unit runs a “Voucher Creation Report” in FAMS and a
Counselor Note Report in TWIST to look for “Training Start Confirmed”
subject lines; compares the two reports, and opens services for customers on
both. If the customer does not appear on either report, the Tracker notifies the
PSR.

The vendor/provider submits a voucher and invoice to FAPO for payment.

1.

IMPORTANT NOTE:

When funding is not available, customers will be notified of their
eligibility but will be placed on the Scholarship Registry, or wait list,
until funds become available.

For subsequent semesters/terms:

The PSR conducts a reassessment of the customer’s situation, updates the
Service Plan, obtains new/updated cost information, writes a Counselor Note
in TWIST, scans documents in DocuWare, and sends a request for a new
voucher via FACS.

FASC staff review the request, create the voucher in the Training Account in
FAMS, submits it for approval, and enters a Counselor Note in TWIST.

FAPO reviews vouchers submitted for approval and approves them for
funding only.

Career office staff notifies the customer of the available voucher, prints and
prepares the voucher and clears the Alert.

The PSR reviews and has the customer sign the Customer Responsibilities
Agreement and voucher, and scans the signed copies into DocuWare.
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6. The customer confirms he/she started school with the PSR who then enters
a counselor note in TWIST with the subject line “Training Start Confirmed”.
The Tracking Unit runs a “Voucher Creation Report” in FAMS and a
Counselor Note Report in TWIST to look for “Training Start Confirmed”
subject lines, compares the two reports, and opens services for customers on
both reports. If the customer does not appear on either report, the Tracker
notifies the PSR.

The vendor/provider submits a voucher and invoice to FAPO for
payment. For training support after eligibility is approved:

1. When a customer requests support for training, such as tools, uniforms,
or supplies after eligibility is approved, the career office staff assesses the
customer’s need. They ask about any attempts the customer made to obtain
support via other organizations and how the support will help customer
achieve goals. They enter this information into a Counselor Note in TWIST.

Cash Sub

1. Career office staff complete the Support Service Award Contract and submits
it to the designated staff.

2. Designated staff verifies information/ eligibility, locates or creates a customer
record in FAMS, wipes the distributed cash sub(s) into the Training Account
and prints the Disbursement Receipt.

3. The customer signs the Support Service Award; then staff scans it into
DocuWare and writes a Counselor Note in TWIST indicating distribution of
the cash sub and whether or not to close the Support Account.

4. The Tracking Unit enters the cash sub on the Support Service tab and opens
service(s) in TWIST, as needed, and takes appropriate action on the Support
Account based on the Counselor Note in TWIST.

IMPORTANT NOTE:

If a Global Cash card is given to the customer, the Tracker will create a
Purchase Order in FAMS for the Global Cash load/re-load, and move
the Support Service Award in DocuWare to the Global Cash list. The
FASC will add funds to the cards within twenty-four hours.
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Check Request

1. When the customer returns to the career office, staff completes the Support
Service Award Contract and scans it into DocuWare.

2. The Tracking Unit verifies information/ eligibility, locates the Customer
Record, creates the Check Request, opens services, enters the support on the
Support Services tab, and creates a Counselor Note in TWIST.

3. FAPO reviews the request, cuts a check, and sends it to the career office.
Note: checks are cut on Monday and Friday and delivered on Wednesday
and Friday.

4. Career office staff contacts the customer upon receipt of the check.

5. The customer signs Support Service Award Contract career office staff scans
it into DocuWare, and enters a Counselor Note in TWIST documenting
distribution of the check.

6. The Tracking Unit confirms information in TWIST and DocuWare.
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Create a Training Account
From the View Customer screen:

1. Click on the Add Training Account button at the top or bottom of the screen.
The Add Training Account screen displays.

| MyCustomers | View Customer | Add Training Cmtomer {TWET D)

lﬁﬁdd Training Account - Mia Murphy g

Sawve || Cancel |

Training Account Information

Description: [ |
Workforce -

Solutions Staff: +  MeCey. Liss || Setect]

Fund Source: * [ || Select || Clear
Program: * [ || Select| Clear
Provider: * [ || Select | | Glear

Support

B e —
Anticipated End )

Date: *

1s Self-Enrolled? Cives (®No

Self Funding Kind:  |NA ¥

Save Cancel

2. Complete the information:
a. Description: Enter the purpose of the account.
b. Workforce Solutions Staff: Change to the Career Office Name.
i. Click the Select button on the right.

ii. Enter the first few letters of the office name in the Last Name Starts
With field at the top of the page.

iii. Click Search.
iv. Click Select to the left of the name you wish to choose.

c.  Fund Source: Click the Select button on the right to choose the
appropriate Fund Source.

d. Program: Choose the training program.
i. Click the Select button on the right.

ii. Enter the first few letters of the program name.

iii. Select the program. Be sure to select the correct vendor.
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7 ®

Select the Provider/Vendor. When you choose the program the
Provider/Vender populates. If it doesn’t, click on “Select” to the right to
choose the Vendor

Enter the Start Date for the training
Enter the Anticipated End Date

Enter Self-Enrolled and Self-Funding information if Workforce
Solutions is not paying for tuition and fees and you have the
information. These are optional fields.

Click Save. The View Training Account screen displays

la\ﬁew Training Account - Mia Murphy @

Support

Other Actions: ~ Add Voucher: Run Report:
|4dd Case Note |»| Bal |Chack Request || |Go| [Budget Workshest|v | |Ga|

a A new training account has been successfully created.

Account Summanry

Customer Name: Murphy, Mia
Customer TWIST ID: 224687
Customer 55N:
Account ID: Tal4e413607413%9
Account Kind: Training

Account Status: Open

Workforce Solutions Staff: McCaoy, Lisa

Career Office,/ Unit: Financial Aid Payment
Office/N/A

Budget Adjustment: $0.00
Encumbrances: £0.00
Expenses: $0.00
Available Budget: £3,000.00

Training Account Information

Description: 2nd Semester Training

Fund Source: Dw 2015

Program: Adult Basic Educaticn

Provider: St. Michzels Learming
Academy Inc,

Start Date: 9/21/2015

Anticipated End Date: 12/11/2015

Is Self-Enrclled: MNa

Self Funding Kind: A v

® The Account Summary section shows all Training Account details and
budget activity.
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® Training Account Information shows the funding stream, the vendor, and
the training/education program.

® Program Information shows the total budget for this account.

® Account Activities shows all actions taken on this account and manual case
notes entered.

Program Information

Budget: %$3,000.00 Total Cost: £0.00

Credit Hours: 0 Clock Hours: 0
Account Activities

Page Size: |25 . Refresh ~

To: St. Michaels Learning &

View |9/15/2015 Voucher Creation|McCoy, Lisa ITA Scholarship # Gz14

View |9,"9,|"2015 |Acoount Open McCoy, Ijsa| |
There are 2 Activities. v
L4 >

Other Actions: Add Voucher: Run Report:

IAdd Case Note ICheck Request IBudget Worksheet| |

Once an account is created, click the Edit button on the top right to change the:
® Description,

® Start Date,

® Anticipated End Date,

® Self-Enrollment status, and

® Self-Funding Kind.
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Working in the Training Account

Actions you can take in the Training Account:
Add a Case Note

Hold Account (FAPO Only)

Change Workforce Solutions Staff

Close Account

Change Fund Source

Enter Cash Sub

Adjust Budget Amount

Add a Check Request

Add a Purchase Order

Add a Scholarship Voucher
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Add a Case Note

Case notes become a permanent part of the customer’s record in FAMS and can
be used as reminders by setting an Alert on the note. An Alert on a case note
puts it on the Home screen of the person to whom the account is assigned. To

add a case note:

1. Select Add Case Note from the Other Actions dropdown menu and click Go.
The Add Case Note screen displays.

,zzghdd Case Note - Audry Marker

| Saws Cancel |

Account Summary

Customer Name: Marker, Audry

Customer TwistID: 024346

Customer 55N:

Account ID: SA1987833613188

Account Kind: Support

Account Status: Cpen

Workforce Solutions Staff: MciCay, Lisa

Career Office/Unit: Financizl Aid Payment
Support Office/N/A

Budget Adjustment: £0.00

Encumbrances: £0.00

Expenses: 0,00

Available Budget: 600,00

Case Note
Alert:

[J5at an alert on this nots
Motes: =

| save || Canecal |

7

2. Check the “Set an alert on this note” box for an Alert to display on the Home

page.
3. Enter your note.

4. Click Save.
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Change the Workforce Solutions Staff Assigned to the Account

When a record is created in FAMS, the person who creates it is noted as the
Workforce Solutions Staff. When a Training Account is created, the option to change
the staff name for the account is activated. The staff name must be changed to the
Career Office name when the account is created (as shown above); however, if edits
need to be made to the account the staff name can be changed at other times.

From the View Training Account screen:

1. Select Change Workforce Solutions Staff from the Other Actions dropdown menu
and click Go. The Change Account Workforce Solutions Staff screen displays.

%Change Account Workforce Solutions Staff - Mia Murphy

| Sawe Cancel |

Account Summary

Customar Name: Murphy, Mia
Customer TWIST ID: 224687
Customer 55N:
Account ID: TA1464156074135%
Account Kind: Training
Account Status: Cpen
Workforce Solutions Staff: McCay, Lisa
' Career Office/Unit: Financizl Aid Payment

Support Offica/N/A
Budaget Adiustment: 20,00
Encumbrances: £363.00
Expenses: £0.00
Available Budget: %2,633.00

Workforce Solutions Staff

Reason: *

Last Namie Starts With:

Mmooy

| [Filter |

Page Siza: |50 Refrech

) McCoy

Lisa HGAC/N/A

There are 1 Workforce Solutions Staff.

)

W

2. Enter a Reason for the change.

3. Choose the staff to whom you are assigning the account:

a. Enter the first few letters of the staff’s last name.

b. Click Filter.

c. Click the button next to the name of the staff to whom you wish to assign the
account.

d. Click Save
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Cash Subs:

Workforce Solutions uses Cash Substitutes (Cash Subs) as one way to provide
financial aid to customers. Cash Sub cards are available from a variety of
vendors to meet the customer’s needs: Wal-Mart, Target, Home Depot, JC Penny,
Chevron, etc. Most Cash Sub cards sent to the career office have been scanned
into FAMS to record each card in the office’s Cash Sub inventory. Some items,
such as bus cards are not scanned, but identified by inventory numbers. When a
Cash Sub is given to the customer it is scanned or recorded in FAMS to remove it
from the inventory.

From the Customer Record:

1. Click on the Training Account ID. The View Training Account screen
displays.

L

la\ﬁew Training Account - John Smith @

Edit
Other Actions:  Add Voucher: Run Report:
|Add Case Note |»| Ga |Check Request | v | |Go| |Budget Warkshest v | | Gol

Account Summary

Customer Name: Smith, John
Customer TWIST ID: 1234
Customer S5M:

Account ID: TA1148393711172
Account Kind: Training

Support Account Status: COpen
Waorkforce Solutions Staff: McCoy, Lisa

Career Office/Unit: MAASNSA
Budget Adjustment: $1,000.00
Encumbrances: $85.00
Expenses: £60.00
Available Budget: §2,773.00

Training Account Information

Description:

Fund Source: Adult 2015

Program: 120 Hour Fipe Welding
Provider: Sparc Academy

Start Date: 3172015
Anticipated End Data: 10/2/2015

Is Self-Enrolled: Mo

Self Funding Kind: MA

Program Information

Budget:
Credit Hours:

$1,920.00
0

$1,920.00
0

Brroant Acbivibioc
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2. From the Other Actions dropdown, choose Disburse/Return Card and click
GO. The Disburse/Return Card screen displays.

welcome, Lisa McCoy
-
" - Wou last signed In on 9/17/2015 | Sign Out | Chenge Pesmword
_ azelle

Customer (TWIET D)

Customer Service Home | My Customers | View Customer | Disburse/Return Card

-_jé J Disburse/Return Card

® Disburse Card(s)
r O Return Card(s)
-

[ Jsea

Reports Card Number Category Code Card Value

Remove r[make a selection] || 50,00

Save | [ vaiidate | | Add Gard | | Gancel

Support

«»

With your cursor in the Card Number field, swipe the card you will give the
customer. The Card Number field is filled.

4. Choose the Category from the dropdown menu. This is the Line Item
Category or reason you're giving the customer the card.

5. Choose the Career Office.

6. Click Validate. The Validation message displays.

Cusiomer (TWEST ID)

Customer Service Home | My Customers | View Customer | Disburse/Return Card  JSearch

4E_J Disburse,/Return Card
n

Customer If the card was not a part of the inventory, it

Service

- ® Dishurse Card(s) will not be validated and cannot be given to
r O Return Card(s) the customer.

Reports validation

Message Card Number Category Code Card

Value
CE1002

Career Office

ISuppon: Sarvices: Clothing for Employment $0.00

Remove & Card not
validated for
disbursement. JAN Card not found.

Save | | validste | | AddCerd | | Cancal

Suppart
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Customer Service Home |

Customer
Service

Reports
.\-.
Admin

Support

My Customers

| View Customer | Select Account |

35 Disburse/Return Card

@® Disburse Card(s)

() Return Card(s)

Card Number

Category

is populated.

View Support Account | Card

If the card can be validated, the Card Value

Code

Remove|abc123

|Tran5portation: ExxonMobil (320) Career Office

Card Value

[Astrodome |

. $20

7. Choose from the options:

a.
b.
c.

d.

Remove to remove the card from the Distribution List
Add Card to add an additional card to the Distribution List

Validate

Save to distribute the card(s)

Change the Fund Source of the Training Account

Some circumstances require a change from the current fund stream to continue
funding a Training Account:

® Funds are no longer available in the fund stream,

® The grant year has changed,

® The customer is no longer eligible for the funding stream, or

® More services are available from an alternate funding stream.

You cannot change the funding stream for vouchers already created. When
the funding stream is changed, all unused funds budgeted for the account are
returned to the general funding stream account.
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To change the account funding stream:

1. Select Change Fund Source from the Other Actions dropdown list and click
Go.

Change Fund Source

Current Fund Source: D'W 2013

Reason for Change: *

Title Starts With:

| || Fitter |
Page Size: Befresh ~
o | S | i | i
Date Date Dake
() |Adult 2015 T/1/2015 9/30/2015 712015
(") |Adult 2016 7/1/2015 a/30/2016 7/1/2015
() [TaA 2015 7i1f2014 9/30/2015 10/1/2014
There are 3 Fund Sources. b
£ >

| Sawve Cancel [

2. Enter a Reason for the change.
3. Select the new funding stream.

4. Click Save.
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Create a Scholarship Voucher, Check Request, or
Purchase Order

Check Request

A Check Request is issued when support services are being provided by a
vendor (other than the training vendor) who does not accept purchase orders.
For example, when the participant requires specific equipment for training

and the supplier requires payment at the time of purchase. Check Requests are
processed by FAPO every Monday and Wednesday and are delivered to the
offices on Wednesday and Friday. A Check Request can be created by the FASC
or Tracking Unit.

Purchase Order

A Purchase Order is issued to a vendor (other than the training vendor) as a
legal promise to pay upon successful delivery of goods or services. Staff creates
a Purchase Order which is given to the vendor by the customer. The vendor
submits the invoice along with a copy of the Purchase Order to FAPO for
payment. A Purchase Order is also created when a Global Cash card is issued
and reloaded. A Purchase Order can only be created by FASC staff or the
Tracking Unit.

Scholarship Voucher

A Scholarship Voucher is issued to the training vendor identified when the
Training Account is created and may include tuition, books, fees, and any other
expenses paid to the training vendor. FASC staff create the voucher. Career office
staff print the voucher and present it to the customer who then gives it to the
vendor. The vendor submits the voucher (along with a copy of the invoice) to
FAPO for payment.

If Workforce Solutions is paying for both tuition and books, create a separate
Purchase Order for bookstores that operate independently from the school. For
example, at both the University of Houston and Houston Community College,
Barnes & Noble© operates the bookstore. You will need to create a Scholarship
Voucher for the school for the tuition and fees and a Purchase Order for Barnes &
Nobles for books and supplies.
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To create a Scholarship Voucher, Check Request, or Purchase Order:

1. From the View Training Account Home page, select the appropriate option
(Scholarship, Purchase Order or Check Request) from the Create Voucher
dropdown menu and click Go.

The Add (Scholarship, Check Request or Purchase Order) Voucher screen
displays.

@ Sl © https://apps.cpaz.. O ~ @ ¢ | @ Gazelle Voucher
e '

Customer Service Home |
| Add ITA Scholarship Voucher [ |Search

—\
\. ! Add ITA Schelarship Voucher - Mia Murphy

Sawve Cancel

Account 5 ¥

r Customer Name:
Reparts Customer TWIST ID:
Customer SSN:
Account ID:
Account Kind:

Murphy, Mia
224687

TA1464156074139
Training

Suppart

Account Status:
Workforce Solutions
Career Office/Unit:
Budget Adjustment:
Encumbrances:
Expenses:

Available Budget:

Voucher Details

Cpen
McCoy, Lisa
H-GAC/N/A

£0.00
£365.00

£0.00
$2,635.00

Staff:

Identifier:
Status:
Kind:

Fund Source:

Provider: *

Published
Comment:

Voucher Line Items

Gz153406851810 Total Amount:
Open Create Date:
ITA Scholarship Issue Date:

D 2015 Expiration Date:
Days To Issue:

Days To Expiration:

50.00

915/2013
3/15/2015 | 7]
10/15/2015

0

20

[St. Michaels Learning Academy Inc.

o Career Tkem
e T e

Add new line item|

Grand Total: $0.00
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2. Verity the Issue Date is correct. Vouchers expire 30 days from the Issue Date.

3. If creating a Check Request or Purchase Order, select the appropriate
Provider/Vendor. If creating a Scholarship Voucher, skip to step three.

a. Click Select to the right of the Provider field. The Provider List
populates.

b. Type the first few letters of the provider name in the ‘Name Starts With’
tield and click Filter.

c. Select the provider from the list by clicking on the “Select” link to the
left of the provider name.

Voucher Line Ttems ~

e T

5100 [Basic Education :

edit delete  Tuition  Fall 2015 late start Tuition/Program Costs) MA (Mo Code) MNA&
&dd new line item W
< >

NOTE:

If the vendor is not listed, send a FACS request to FAPO using the Add
Vendor template in FACS. Include as much vendor information as
possible, such as name, address, phone number, contact, etc.

4. If there are specific comments or instructions you want printed on the
voucher, add them to the “Published Comment’ field.

5. Add individual line items:
a. Select item Category.
b. Add a Description.
c. Add the amount.
d. Click Update.

Repeat until all items are included on the voucher.
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6. Click Save. The voucher is created when:

- The Training Account has enough remaining budget to pay the voucher,
and

- The funding stream used to create the support account has sufficient
funding to pay the voucher.

The View (Scholarship, Check Request or Purchase Order Voucher) displays.
Scroll down to view the voucher.

SERVICE VOUCHER
Date Youche: Issued: 5572015
Workforce Solutions Sovion Ao TRRTIAZALT
Astrodoze Smrvicm SLai Datm 505/ 2016
2315 Szlls Lo 2 T e L e lags fte

Houstan, TH 77025 Smrvicm SLat Dare

Customer Information: ol /Yegdor Information:

Jarie W lka snbmd (coLi2d)
123456397

1234 Sepmales Lame T 5ol
Hougan, TH 77375

(TL3EE L

Aocoun ¥ TA1329131124192

Description of Costs
Catego ry Unit Price { Fee  Quankity Total
Cavem: Tong: Tutian) Piogiam Costs Tuiy 30000 1 3300.00

m Reimbursable Cost Authorized by This Youcher $300.00

ted during U peviod descibed . The ostome: may pachase U e ms upta te
e i ot i oo memnt e e v i By of Ll custamen and
meAlinAlEE betemen U venda s and W bfaics Sokbo m | Uie ve wdor must

g Lie cusiomepnn Lt Dan G0 cakenda days o Ll S ocioe Sl Dale

v=d o FLS-FEE 0136, o1 e-ma bed 10 fa.ofMioe ke tsaobGons om.

falkawingitems : Campates, P intes, Softears, Ta biets, Game devios, Hati
v Atany Gme.

s
mims ave 30 days fiom the dale of our e pt of au ineos
Wordorce Solutions Staff:
st me Signaiume: Date:
D= fanages: = D

e Soltions
id Payrvent Office

Fa.office@wrksolutions.com

B33-4G9-10B3 (5627 ), smbect Financ al fid oplion
kit Viouche: must e mmiomed smalio e autieate,
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All vouchers have the following dates:

— Date Voucher Issued: This date the voucher is created and cannot be
changed.

- Service Start Date: The date the customer is scheduled to begin classes or
receive services. This can be changed by clicking on Change Issue Date on
the bottom of the View Voucher page.

- Voucher Expiration Date: Vouchers expire thirty (30) days after the
Service Start Date. Vendors have been notified not to accept expired
vouchers.

- Invoice Deadline: Vendors have sixty (60) days after the Service Start
Date to bill FAPO.

7. Click the Submit for Approval button to send the voucher to FAPO for
approval.
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Print aVoucher

Once a voucher is created a watermark displays until it is approved by the FAPO.
When the voucher is submitted for approval, FAPO staff review it and mark it
Approved. This creates an Alert in FAMS; “Voucher Approved [Voucher Number].
The Alert appears on the career office Customer Service Home page under Alerts
and on the customer’s Training Account Activity. When the voucher has been
marked ‘Approved’ the watermark is removed and staff have authorization to print
the voucher. Each career office must establish a process to ensure the voucher is
printed and given to the customer.

1. Scholarship: Print the Scholarship Voucher and Award Letter from FAMS, and
review them with the customer. Have the customer sign the Award Letter and
voucher; then scan both into DocuWare.

2. Check Request: Have the customer sign the check stub; then scan it into
DocuWare.

3. Purchase Order: Instruct customer to present it to the vendor to complete the
purchase.
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Void aVoucher

Once a voucher is created, only the Service Start Date can change. For any other
changes the voucher must be voided and a new one created. Only FAPO and the

FASC can void vouchers.

To void a voucher:

1. From the View Voucher screen, scroll to the bottom of the screen and click

Void. The Void ITA Scholarship Voucher screen displays.

\

& ’é!'d'uid ITA Scholarship Voucher - Mia Murphy

Customer

Service Sawe || Cancel
Rop | |

Account S v

F Customer Namea: Murphy, Mia
Reparts Customer TWIST ID: 224687
Customer 55N:
Account ID: TA1464156074139
Account Kind: Training
Account Status: Open
‘Workforce Solutions Staff: McCoy, Lisa
. Career Office/Unit: H-GAC/N/A
B Budget Adjustment: £0.00
Encumbrances: $1,863.00
Expenses: $0.00
Available Budget: $1,135.00
Void Voucher
Reason: *

Incorrect items and amounts.

| Save Cancel |

2. Enter the Reason for voiding the voucher.

3. Click Save. The View Voucher screen displays with a confirmation of the

voided voucher.

L
:' E View ITA Scholarship Voucher - Mia Murphy

[ Void || Changelssue Date || oucher Desail

r a The voucher has been successfully voided.
i

Account Summary

Reports
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Adjust the Budget on a Training Account

When a Training Account is created in FAMS, a budget limit is assigned based on
the Program selected and the Workforce Solutions Financial Aid Limits policy.
Occasionally, there may be a reason for a manager to override these limits to
provide the support the customer needs. The manager must explain the need for
the increase and authorization in a Counselor Note in TWIST and send a FACS
request to the FASC to make the adjustment in FAMS. The FASC will adjust the
budget for the Support Account to match the approval of funds.

From the View Training Account page:

1. Select Adjust Budget Amount from the Other Actions dropdown menu and
click Go. The Adjust Budget Amount screen displays.

'ﬁhﬂjust Budget Amount - Mia Murphy @

| Hawe Cancel |

Account Summary

F Customer Name: Murphy, Mia

Reports Customer TWIST ID: 224687
Customer 55N:
Account ID: TA1464156074135
Account Kind: Training
Account Status: Open
‘Workforce Solutions Staff: McCoy, Lisa
Career Office/Unit: H-GAC/MN/A

Sapseet Budget Adjustment: £0.00
Encumbrances: £353.00
Expenses: £0.00
Available Budget: £2,625.00

Adjust Budget Amount

Reason: *

Adjustment Amount: * (Increzse or Decrease)

Adjustment Scenarios

Use the Recalculate buttons below to see the effects of changing different elements of the

budgzt.
Current Budget: 2000.00
Available Amt.: 2635.00

Hew Adjustment:
New Budget:

Recacst
Recaloulate

Mew Available Amit.: 2635.00| | Recalculate

| Save Cancel |

2. Enter a Reason for the adjustment.
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Enter the Adjustment Amount. The Adjustment Amount raises or lowers
the Budget for this account by that amount. Use the Adjustment Scenarios
section of this page to see the effects of your changes.

a. New Adjustment: Enter the amount to adjust the budget. This auto-
populates the New Budget, New Available Amt, and the Adjustment
Amount fields.

b. New Budget: Enter the amount the total budget should be. This
auto-populates the New Adjustment, New Available Amt, and the
Adjustment Amount.

c. New Available Amt: Enter the amount which should be available in the
account. This auto-populates the New Adjustment, New Budget, and
the Adjustment Amount.

When you are satisfied with the Adjustment Amount, click Save. The Budget
Adjustment Confirmation displays on the View Training Account screen.

Support

L

'a\ﬁew Training Account - Mia Murphy Qi
Edit

COther Actions:  Add Voucher: Run Repart:

|4dd Case Note |v| Ga |Check Request | v | |0 [Budget Worksheet|v | |Ga|

6 The budget amount has been successfully updated.

Account Summary

Customer Name: Murphy, Mia
Customer TWIST ID: 224887
Customer 55N:
Account ID: TALI46415607413%
Account Kind: Training
Account Status: Open
Workforce Solutions Staff: McCay, Lisa
Career Office/Unit: H-GAC M/ A
Budget Adjustment: (%1,500.00)
Encumbrances: §365.00
Expenses: £0.00
Available Budget: §1,135.00
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Close the Training Account

Close the Training Account when:
® The customer has completed the training program.

® The customer has reached the limit of substantial assistance for the year
(October 1 - September 30).

® Financial aid is given for the first time after the beginning of the grant year
(lose the previous year’s Training Account and open a new one for the
current year).

® The customer no longer needs or wants Workforce Solutions services.
To close the Training Account:

1. From the View Customer screen, click the Account ID of the Training
Account you wish to close. The View Training Account page for the
customer displays.

-
'a\ﬁew Training Account - Mia Murphy @
Edit
Other Actions: _ Add Voucher: Run Report:
|A2d Case Note |»| Gal |Check Request |w | |Go| [Budget Worksheet|v | |Ga|
Account 5 Vi
Customer Name: Murphy, Mia
Customer TWIST ID: 22487
Customer 55N:
Account ID: TAl464156074139
Account Kind: Training
Support Account Status: Cpen
Workforce Solutions Staff: McCoy, Lisa
Carear Office/Unit: H-GAC/MN/A
Budget Adjustment: ($1,500.00)
Encumbrances: £365.00
Expenses: £0.00
Available Budget: £1,135.00

Training Account Information

Description:
Fund Source:

2nd Semester Trzining
Dw 2015

Program: Adult Basic Education
Provider: St. Michzels Leamning
Academy Inc,

Start Date: 9/21/2015

Anticipated End Date: 12/11/2013

Is Self-Enrolled: Mo

Self Funding Kind: MA&

Program Information

Budget: $3,000.00 Total Cost: £0.00
Credit Hours: o Clock Hours: 0
Account Activities
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2. From the Other Actions dropdown menu, select Close Account and click Go.

3.

4.

The Close Account screen displays.

a3

Suppaort

ﬁclose Account - Mia Murphy g

~y

| Sawe Cancel |

Account Summary

Customer Name:
Customer TWIST
Customear SSN:
Account ID:

Account Kind: Training
Account Status: Open
Workforce Solutions Staff: McCay, Lisa
Career Office/Unit: H-GAC/N/A

Budget Adjustment: (4$1,500.00)
Encumbrances: $365.00
Expenses: £0.00

Available Budget:

Account Qutcome

: $1,135.00

Murphy, Mig
ID: 224687

TA1464156074129

Warning: once this Account is closed, it can not be opened again.

Warning: this account has active vouchers, which may become orphaned if this

account is closed.

Outcome: *
Actual End Date:
Job Start Date:

Employer:
Job Title:

Houry Placement Wage: ——————om)

|Completed: Case Closure
S I |

. 1
1

| Save || Cancel |

In the Account Outcome section of the screen a warning displays reminding
you that once the account is closed it cannot be reopened.

If there are active vouchers, also indicated by a warning in the Account
Outcome section, do not close the account.

Select the appropriate Outcome from the dropdown menu.

Enter the Actual End Date and click Save. Confirmation of the closure
displays.

la\ﬁew Training Account - Mia Murphy

Edit

Other Actions:

Add Voucher: Run Report:

Reports a The account has been successfully closed.

[add Case Note [+ Gol [Check Reguest % [Go] [Budget Worksheet|+] [Go|

‘k Account Summary
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Module 4: Using DocuWare @ © ©

INTRODUCTION

DocuWare is a web-based document management system that allows Workforce
Solutions staff to transmit, share, store, and retrieve documents such as

financial aid applications, eligibility documents, and tracking paperwork. Using
DocuWare allows staff to assist customers in a timely and efficient manner. It
also helps staff throughout the system communicate more effectively regarding
customer records.

Glossary of Terms

Area - Areas define the accessibility of documents. For example; confidential
documents are stored in the confidential area.

Auto Index - DocuWare automatically puts a document on a particular index
based on criterion selected when it’s stored.

Core Document - A Label used to ensure customer documents that don’t
change, such as proof of birth and citizenship, are available anytime the customer
applies for financial aid.

Desktop Apps - An application installed from DocuWare that allows additional
functionality in DocuWare such as “Drag and Drop Documents.”

Document Tray - A holding place for items scanned or imported into DocuWare
but not yet stored. A place for Financial Aid Support Center (FASC) staff or
Trackers to manipulate documents.

File Cabinet - The logical container for documents. The name of the File Cabinet
is Workforce.

Import - Using the Import button on top of a Tray in DocuWare brings up a
windows file explorer window to select a file to import to that Tray.

Import App - Used in the background by an import computer to import PDFs to
a Tray specified by the import configuration from a scanner (MFP).

Index - An identifying field, i.e. First Name, Last Name, TWIST ID, SSN.

Index Fields - Used to identify a document so you can search for it in DocuWare.
There are up to 50 Index Fields available.

Label - Used to identify and route the document scanned to the appropriate
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place or team. The Label assigns a document to a specific List. For example;
1817s and 2583s are automatically assigned to the Tracking Unit’s List; New
Childcare-FA App is automatically assigned to the FASC team List.

Layers - Layers tell you if there are additional documents clipped to the original
document.

Lists - Lists group documents according to specified Functions or Labels. Lists
are defined by the group that will work with the document. There are 46 defined
Lists in DocuWare and one ‘My List” for every Tracker and FASC user.

Paperclip - Allows you to clip a document to a document consisting of multiple
pages stapled together.

Passport Page - A blank page titled Passport used to separate documents when
scanning them into DocuWare. The Passport Page triggers DocuWare to create a
new document after it is scanned. Always keep a copy in your My Tray. It’s also
available on the Workforce Solutions website.

Search - A function on the DocuWare home screen. Searches are set up with
index criteria based on permissions. Example of set searches are:

- Quick
- Advanced
- Admin

Split - You can split a stapled document to insert a new page in the location
of the split. You can then staple the sections back together. Use split instead of
staple when you have a large number of pages in a document.

Stamp - Stamps are used to identify actions on a document. Stamps include:

- Approved: The Eligibility Team has determined the customer as eligible. The
Approved stamp moves the document to the List for the Fulfillment Team to
work.

- Approved Filed: The Eligibility Team has determined the customer as eligible.
The Approved Filed stamp moves the document to the Filed List. No
fulfillment is needed.

- Confidential: The Confidential stamp puts the document on a List only staff
with management permissions can view.

- Delete: A page or file is not needed or a duplicate. This does not delete the
file, but removes it from basic searches and from a monitor’s view. When
the stamp is used, the reason for deleting must be documented. A file or
document can be permanently deleted only with approval from management.

- Deny: The Eligibility Team has determined the customer ineligible. Staff will
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be prompted to choose the reason the application is denied.

- File: Indicates an application or document has been worked and can be filed.
This stamp is mainly used by the Tracking Units but may be used when an
application has been completed but does not need to be fulfilled.

- Fulfill: When an application has been completed by the fulfilment team,
the document is stamped. Fulfill to establish a completion of the process.
Documents stamped Fulfill are filed.

- Move: Overrides the Auto Index by changing a document’s Label or function
allowing any open (no completed date) document to move to another List.

- Office Action Needed: Used on documents added to the Action Needed List
for whichever Career Office initially uploaded the document. Specific actions
needed will be recorded in the ‘Notes’ field. Response from the office will
be typed in the ‘Office Note’ field on the document and an email notification
sent to the FASC or Tracking Unit. Example: Signature Needed.

- Work: The Work stamp indicates a document is currently being worked.

Staple - A multi-page document is stored in DocuWare “stapled. Stapled
documents can be “unstapled” so additional pages can be added or so pages
can be rearranged. The document can then be stapled back together in a specific
order by clicking on the pages in the order they should appear.

Wild Card - (*) used for Searching. Fills in beginning or end of a string to tell
DocuWare to search. Ex. To look for a customer using only the last four digits of
his/her SSN enter *#### in the SSN index field. The star alerts DocuWare that
characters are missing,.
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LOG ONTO DOCUWARE

DocuWare functions best when using the Google Chrome web browser and will
not function in Linux or Mac browsers.

To log onto the DocuWare system, enter https:/ /DocuWare.wrksolutions.com in
your web browser address bar. Save the address on your desktop or as a Favorite on
your taskbar.

1. Leave Organization blank. Enter your Username. Usernames are not case
sensitive.

2. Enter your password. Passwords are case sensitive.*
3. (Click Login.

You must change your password every 90 days. DocuWare will remind you two
weeks prior to that date.

Doculnare

DocuWare account NG

Organization: ||

Usemame:

Password:

Keep me logged in

Open Cient in new window

> Loga |

*As a first time user select “>Forgot your password?” to change the setup
password.
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1. Enter your Username.

2. (Click Send. DocuWare will send an email link to your wrksolutions email
address.

3. Click the link. You will be redirected to a Change Password page.

CHANGE PASSWORD x

New Password: l |

Confirm:

Your password must be at least six characters long and must contain at least one
upper case letter, one lower case letter, and one number. Once your password is
changed you'll be prompted to log-on. Enter your Username and Password.
Your DocuWare workspace displays. The workspace is unique based on the
permissions assigned to you.
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You can duplicate your Dashboard by clicking on the Show Split Pane icon at the
top right of the Dashboard. This helps when you are storing documents.

- omEm
[ & [ I ey ) [ T - 0 =10

Re E8r Ve Foverler  Toak bep

Docwvare PO ——
Qs

= -~ Dashboard ==.- Viewer

o T 318 10 GacImests i s Dex

Docur ot Trays ghe vl 3 LOTOerary Spoce 1o work o8 Secume

o stirted
> term by e Pl Cabect

B it docuware weiaelutions.com Docuiae Platfor 2 « & || Bl Docuiaee
File Edt View Fovoites Took Help

mccoylou
QXUINOI'E The Woodlands Religious Community, Inc. ~ ~ &l D 1 R>» < § e e @ x
p— :
'WORKFORCE - QUICK SEARCH OFFICE x
© v =
Last Name ~ |
First Name ~
TWIST ID ~
SSN w

Label

i DOCUMENT TRAYS Q 'WORKFORCE x
v

o You closed all your Document Trays. Click on "Document Trays" to open

one.
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The Dashboard

Use the Dashboard to store documents, search for records, and view the Office
Action Needed List. The tabs at the top of the screen expand, based on your user
permissions.

Doculnare

PO G ALV Q WORKFORCE 538 OFFICE ACTION NEEDED ASTRODOME 0,
v

MY TRAY X

& Import = Scan Store - I

lid
Passport Page

® Document Trays Tab - Before a document can be stored it must be scanned,
dragged, or imported to a Document Tray. All scanned documents enter
DocuWare in Office Tray, while files from a computer can be imported or
dragged and dropped into either the Office Tray or ‘My Tray’. From here
documents are stored and indexed. A document is not accessible to all staff
until it is stored. Managers and supervisors also have a Confidential tray. All
personal staff documents must be scanned, dragged, or imported into the
Confidential tray.

® Workforce Tab - The Workforce tab accesses the Workforce File Cabinet and
opens your search options. You can perform a search using up to 14 indexes
including Name, SSN, and TWIST ID. A document is not in the Workforce
File Cabinet or accessible to all staff until it is stored.

® Office Action Needed List - A list of documents which need the attention of
office staff before the Tracking Unit or FASC can take action.

® Settings - Change the way you view documents on your Dashboard by
clicking on the Settings icon. Click on the arrow next to your name to set up
your default settings and to log out.
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The Viewer

When you double click on a document on your Dashboard it displays in the
Viewer.

1.

10.

Displays the number of pages in the document and the page you are
currently on.

Displays the number of documents in the List on your Dashboard and the
document number of the one you are viewing.

Displays the document name. Documents scanned into DocuWare are given
a DocuWare number, shown here, and those imported from a computer
retain the name of the document as it is stored on the computer.

This tool allows you to split the document in two pieces at the current page.
This arrow shows and hides the tool bar.

Displays tools available to manipulate the document. Tools to note:

a. Edit Index Entries allows you to change the indexes once the document
has been stored

b. One Click Indexing lets you select text on the document while open in
the Viewer to populate index fields when storing the document.

Use Display tools to improve the quality of the document.
Annotations: DO NOT USE.

Overview displays a thumbnail of the first page of the document. If multiple
documents are clipped together the first page of each document will display.

Links to other documents. For example, click on the TWIST ID link to
conduct an automatic search in the Workforce File Cabinet for all documents
with the same TWIST ID.

4-9

Workforce Solutions © 2005.
Version 3.19-gc (24), 10/17/19




©® O O \Workforce Solutions Financial Aid: A Blended Learning Course

atform/WebClient C;-):C;\’ ‘ 3J—k4 =

A &< 2 7>» <4246 > doc05102820150320085056

2R ED

i
g

eioe sumt e oe fle

T
{1 s
$

¥
Foes 20000 s
Books, Tooks, Supples. e $147600 s
TransrotstovSubeinience Cous 3
[ e Cown | 05005 3
Total TAA Trawing Costs $10 104 45

-

o Oher Furdng Sources §

3 e vyt bang corrpleion

[ TS0 Winrg & reascrathy wabesn Vrr & o o AR 300 gVeed B & VR AgRry
5 The workar is s % urviamuhe 2ed corpsems e Taiveg.
@ e Tk & wunioiin 5t S 3 ramcratin cowt 456 T etk Crut Samitis of e TCoMalon
W res jescution wxseowed by TWE Trade Senios.

HAH AR AL

1511:10 A [ * i ;:
2Im -
pot A ssbissece (TR For 88,060 oo o part v s O

4-10

Workforce Solutions © 2005.
Version 3.19-gc (24), 10/17/19



Module 4: Using DocuWare

Connect DocuWare Desktop Applications

DocuWare provides additional applications (apps) for download that allow
actions such as dragging documents directly into DocuWare, using Windows
Explorer to manage documents, and importing files directly from network
scanners. While the apps are not required to use DocuWare, they make some
tasks easier and more efficient. The apps must be downloaded to your computer
by your contractor IT department. The first time you log into DocuWare after the
apps are installed, you must connect to the apps to use them. If you use multiple
computers, repeat the process for each computer you use.

1. Click on the arrow to the right of your user name. A dropdown menu
displays.

B #15//10.11.31.202/Doc uWare/Platfomm/WebClient

File Edn
x @ Convert v [ Select

View Favontes Tools Help

Y Login 2] eDoc - Login &) eDoc Arc

Dx.UkOre The Woodlands Refliouws

Q searcues
v

2. Select Connect Desktop Apps from the dropdown menu.

3. A pop-up window displays with the message: Do you want to allow the
requesting application access to your local DocuWare services?

N

DocuWare Desitop Apps —to

Do you want 10 allow the requesting application access 1o your local DecuiWare services?

4. Select Yes. A pop-up displays acknowledging your successful connection.

nk

testuser <7

ommuney, Inc
Your Docuviare Desktoo A00s Nave been connectad
D succefuly. You may now stat uang your apos
2
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ENTER DOCUMENTS INTO DOCUWARE

You are ready to begin using DocuWare.

Documents can be entered into DocuWare several ways. The method you use
depends on your preference and the method available for a particular document
or user:

® Scan from your office scanner
® Import from your computer
® Drag from your computer and drop into the Document Tray

® Managers and supervisors can also scan, import, or drag a document into the
Confidential tray.

Scan

The scanner in your office is set up with a selection to scan documents directly
into the office document tray in DocuWare. While each scanner is unique, use
the following steps as a guide to scan documents into DocuWare. Remember,
scanning only puts the documents into the document tray. You must store the
document from your computer for it to be accessible by anyone else.

1. Begin by putting the document into the document feeder or on the glass.

2. From the home screen on the scanner, select the designated DocuWare
option.

3. Select the type of document you are scanning;:

a. Select Confidential if you are a manager or supervisor scanning
documents for internal applicants or their family members.

b. Select DocuWare for any other documents.

Documents can be one page or multiple pages. The documents go directly into
the DocuWare system in a portable document format (.pdf) to the DocuWare
Office Document Tray assigned to the scanner used. Confidential documents are
sent to the Confidential Office Tray, which only managers and supervisors can
view. When scanning documents, remember:

® When you scan multiple documents together, DocuWare handles them as
one stapled packet.
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A Financial Aid Application and all supporting documentation is considered
one document.

Cash Sub requests should always be stored separately from other documents
unrelated to the cash sub or check request.

Scan a customer’s medical documents separately and Label them Medical,
which allows only designated staff to view the documents.

Managers and Supervisors scan confidential documents, staff or staff family
member documents, as separate documents using the Confidential button on

the scanner.

IMPORTANT NOTE:

If you have any problems connecting to the system, connecting
to your Desktop Apps, or ideas on ways the system could work
better for you, please contact your IT department.
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Drag and Drop
Set up

DocuWare accepts most common file types such as a Word document, Excel
spreadsheet, TWIST letter, picture, or other common types; however, documents
manipulated in Microsoft OneNote must be converted to PDF format before
dragging them into DocuWare. When you receive an electronic document from
a customer, or create one from TWIST, save it to your computer first; then drag it
into DocuWare. To work with documents not scanned into the system, set up a
DocuWare Working Folder on your desktop to streamline the process.

~ |
Set up a DocuWare Working folder on your desktop: r
1. Right click on your desktop and select New>Folder. ’QL ’
2. Rename the folder DocuWare Working Folder. s

3. Press Enter on your keyboard. Your new folder displays on your computer
desktop.

Move files here when you receive them so you can convert them to .pdf when
needed and drag them into DocuWare.

Set the default location for downloaded items to your DocuWare Working
folder:

1. From your Internet browser select Tools from the menu bar.
2. Click on View Downloads. The View Downloads pop-up window displays.

3. Click on the Options link on the bottom left. The Download options pop-up
displays. Change the Default location by clicking on the Browse button and
navigating to your DocuWare Working folder on you desktop.

4. Click Ok.

5. Click Close.

Set Adobe PDF as your default printer:
1. Click on the Windows Start icon on the bottom left of your computer.
2. Select Control Panel and click on Devices and Printers

3. Right click on the icon for Adobe PDF and select Set as default printer.
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Convert Microsoft Office files to Adobe files:

If you do not have Adobe Acrobat Pro on your computer,

1. Save the original document to your DocuWare Working Folder.

2. Open the file to convert and select “Save As” from the menu option.
3. Select your DocuWare Working Folder by double clicking on it.

4. Name the document and select “PDF” as the Save as File Type.

5. Save.
v Save As EX|
T « Destop » Docuware Woring Folder v O Seprch Deocuware Working Fol., O
Crganize » New foider - w
e Dekion - Mame ° Diate modifed Type
Documents
& Dowrloads
B M
= Pictures
A Videas
% Hazcom (&)
s 05 (C)
L Lsa's Stutt ()
< 50 Cord 01
- v < >
Fle geme B -
Seve sz type  PDF -
' Ta i A 3
J Option..
7] Cper fie sfter publish
= Hide Folder Took ~ Save Cancel
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If you have Adobe Acrobat Pro on your computer,

1. Save the original document to your DocuWare Working Folder.
2. Right click the document and select “Convert to Adobe PDF.”
3. Select your DocuWare Working Folder as the Save As location.
4. Rename the file as needed.

5. Save.
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A document can be dragged and dropped into the DocuWare Document Tray.
You have access to Document Trays based on your permissions. Career Office
staff have access to one shared Tray for the office. Career Office managers and
supervisors have access to two Trays -- the Office Tray and a Confidential Tray.
Every Customer Tracking Specialist (Tracker) and FASC staff has an individual
Tray called, “My Tray” used to manipulate documents for specific applications
and files they are working. There are also additional Trays set up to assist with
FASC and Tracking Unit workflow.

IMPORTANT NOTE:

Financial aid applications and supporting documentation for Workforce
Solutions staff and their family members should be scanned and stored
into the office Confidential tray in DocuWare by an office manager, only.
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To drag a document into a DocuWare Tray:
1. Open DocuWare.

2. Navigate to the file you want to move to DocuWare in Windows Explorer.

° { B 019915128000 O « € | I Ounwittene

st
o Aesdaede balge st Comrunty, ine.

Docwvare
I

& T DCU YA

St o e

drag & Gog B¢ enpert 3 P B0 Ont states, Dscurant Tray

3. Click on the file to import. Remember, the file must be in a PDF format to
drag into DocuWare.

4. While holding your left mouse button, drag the file to the DocuWare
Document Tray until “Import File in the Tray” appears; then release the
mouse button.

5. DocuWare imports the file and displays it in the Document Tray for your
office.
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Import

To import files from your computer to DocuWare while in DocuWare:

From your DocuWare Dashboard,

1. Select the Document Tray to which you wish to import the file by clicking on
the Document Tray dropdown at the top left of your screen. The Document

Tray displays.

Doculnare The Woodands Rakgows oy e, [l R X

&3 DOCUMENT TRAYS Q searcues < 0 -

| oous ]
[om T |37
. TE]TER
o - o |37
ouseuar__|

0 There are no documents in this Document Tray. You can drag & drop

or import a hle to get started. Document Trays give you a temporary 4

2. Click Import on the top left of the screen. Windows Explorer opens.

3. Select the file to upload and click Open, or double click on the document. The
document uploads to the system and appears in the Document Tray.

http://1011.31.202/00c O ~ & || Bl DocuWare

File Edit View Favorites Tools Help

testconroeuser
The Woodlands Religious Community, Inc.

&3 DOCUMENT TRAYS EE OFFICE ACTION NEEDED CONROE
v

£ Import = Scan

(G FOF [P [vor ] > o No

FLORLFSESELL UM 2015021814485...  2015021814485...  2015021814485... document
J opened

ANNOTATIONS ,

To view documents in DocuWare, simply double click on the thumbnail or
record line of the document to open it in the Viewer. You can also right click the
line and select Open in New Viewer Window to open an additional Viewer with

the document displayed.
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Store Documents

Now that you have documents in DocuWare, you must store them in the
DocuWare File Cabinet with the appropriate identifiers or indexes. These
identifiers allow anyone to locate the files in the system and they help organize
the workflow for the Career Office, the FASC, FAPO, and the Tracking Units.
Once files are stored they cannot be removed and can only be stamped “Deleted”
by FASC or Tracking Unit staff.

1. With the document highlighted, click on the Store button. A dropdown list
displays your storage options. Managers and supervisors have the option to
store a document as Confidential.

Doculnare

&3 DOCUMENT TRAYS
el

The Woodlands Religious C ty, Inc.

Q searcues 0

% TEST DOCUMENT TRAY

&) Import = Scan & -

Workforce - Initial Store Dialog
Workforce - NCI Astrodome [nitial
Test - Standard Store Dialog

2. Select the appropriate option by clicking on it. The index screen for the
File Cabinet displays. If the document was scanned from an NCI customer
scanner the index shown below left displays. If a document is entered any
other way the index shown below right, displays.

Docw '

" . y w | testuser
nare The Woodlands Religious Community, Inc. | mukore s R . ¥
& DOCUMENT TRAYS Q  WORKFORCE i= usis ' TAsKS x

i e Q searcues 0
Storing into file cabinet "Workforce™ I
Storing “Test” into file cabinet “Workforce™
cCancel (@ Reset Store = 8 -
CCancedl (@) Reset EES o -
Last Name * i
First Name * - Last Name v
TWIST ID ~ | First Name

S5N - TWIST ID v

Label * v SSN o
e
ocation Label .
Location  Astrodome v
Office Note v
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3. Complete all fields.

a. Last Name and First name are required.

b. TWIST ID is required appropriate for the customer.

c. SSNis optional, but complete it if you have it. Enter without dashes.
d. Label is required. See important note about Labels below.

e. Location auto populates based on your permissions.

f. Scanned Location auto populates with the office location when a

document is scanned from an NCI career office.

g. Office Note is for use by Career Office Staff only.

4. Click Store. The document saves in the File Cabinet.

A NOTE ABOUT LABELS:

The Label assigned alerts FASC or Tracking staff of the document in the
system. If the Label is incorrect, the process for approving an application
or recording information may be delayed or the document may be
missed altogether. Refer to the Appendix for a list of document Labels
and an explanation of when to use each. If you make a mistake before
saving, remove the Label by clicking on the “X” in the Label field and
selecting the correct Label. You cannot change a Label once it has been
stored.
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One Click Indexing allows you to complete index fields by clicking on text on the
document in the Viewer.

1. Before you select Store, open the document in your Viewer.
2. Click on the One Click Indexing icon on the tool bar.

3. Move your cursor to the text in the document where you want to populate
the field highlighted on the Index, and click. The information populates the
field.

Note: Since the SSN field in DocuWare has only nine characters, a SSN with
dashes will not fit the field.
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LOCATE CUSTOMER RECORDS

Use the Search tab in DocuWare to locate customer records. DocuWare stores
records with up to fifty key indexes which allow you to broaden or narrow your
search results. There are two methods to search -- Quick Search and Advanced
Search. Quick Searches are set up for different permissions with specific fields
available to search. Only staff with certain permissions have access to Advanced
Search.

1. Begin your search by clicking on the Searches tab at the top of the screen. The
Search screen displays your default search. Click on the Searches dropdown
option to choose from the list of your most recent searches.

- oI
e@[_ bt/ 101131.202/00c O ~ C | M lnbox(60)-bm B8 Docoware x| | iR S8
EBle [Edit Yiew Favortes TJTeools Hep
[hllque The woedlands Relglous c:rrwn::-l’: - -
M ... a
WORKFORCE - QUICK SEARCH CSC & TRACKING x
® Reset Ex
Last Name || ~ ]
First Name
TWIST ID
SSN
Label -
Lacation v
Labeded Date o= =
- BN
Assignad To -
Status 0
Offica Note
Motes
Scanned Dale r__l'
Store Date :_,

2. Enter the search criteria you wish to use. You can search using one or
multiple indexes. You can search last name and first name with partial

information. Other search criteria must be entered completely and accurately.

Use an asterisk (*) to indicate missing characters when using search criteria
other than name.
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Double click the line to display the document in your document Viewer on

the right side of your screen. You can also right click and choose Open in
Viewer. The document displays in the Viewer. Use the arrows on the top left
of the Viewer to scroll through the document pages. Use the scroll slider on
the bottom of the search window to scroll through the indexes for the search

results.

New Viewer Window.

B rerp 12103030 St e vieac i O = € | I8 cocuars
Mo L3t Vew Towte Toch e

To open the document in a new window, right click and choose Open in a
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EDIT INDEXES

When you store a document you add information to identify which customer
it belongs to and how it should go into the workflow, i.e. is it a new financial
aid application for a scholarship or is it a missing document for a customer

to continue receiving child care. Occasionally, something will be entered
incorrectly or need to be redirected. You can edit the indexes for documents

saved in the file cabinet, based on your permissions. Most staff can only edit the
First Name, Last Name, TWIST, Social Security Number, and Office Note fields

so check with your supervisor if something needs to change which you don’t
have access to.

1.

2.

Select the document to change by clicking on the line.

Right click your mouse.

Select Edit index entries.

Make changes to the fields, as necessary.

=] TPUdip TPUdip
ol SNAP Billy 85747577 587 m
(0 segery el e e
— Wiey Sephanie {1 Open in a new viewer window Curi+Ak+Enter
e Preston Jamesia g4 Cri+AR+U
Kobina Jacquise @ Delete Del
il Jacobs Jerred (@ Editindex entries Cul+Al+1
=0 Lyde Patricia
= Lamb Deanna ¢ Cip Cui+Ak+C
tests P 1 Send... >
= e i Download...
S Print... >
WADE DEMETRIA [y Copy to... >
- Luna fan & Linked documents... >
w4 Bonifla Thakia 13908807 150 7

If you have the document open in your Viewer, click on the Tool icon Show
Index Entries.
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IMPORTANT NOTE:

If you discover a customer with multiple TWIST IDs, take the proper
steps to have the records merged and notify the FASC or Tracking Unit
of the duplication.

You can use the Edit index entries to assign multiple files to yourself or other
staff.

1.

Select the document or documents to assign by clicking on the line, or
holding the CTRL or Shift key on your keyboard and clicking on multiple
lines.

Note: Hold the CTRL key to select non-adjacent lines and hold the Shift key
to select adjacent lines.

Right click your mouse.
Select Edit Multiple index entries.
Select the Index “Assigned To.”

Enter your Username or the Username of the staff to assign the documents.

Bl AR e i e S

/ B DocuWare x \
€« C' 8 httpsi//docuware.wrksolutions.com/DocuWare/Platform
mccoylccu
wore The Woodlands Religious Community, Inc.
& DOCUMENT TRAYS Q WORKFORCE im LISTS (o
v
WORKFORCE - ADVANCED SEARCH CSC & TRACKING X

Edit index entries of 8 documents

< Cancel Edit

o You are about to edit the index entries of 8 documents. Please pick a field and
the new value you would like to give for all the documents

Field to edit: | Assigned To v

New value: v
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ADD NOTESTO A DOCUMENT

Use the Notes Index to communicate with the Career Office. You can add Notes
at any time by editing the index fields. To add Notes after a document is saved:

1. Locate the document to which you want to add notes and click on it to
highlight or double click to open in the Viewer.

2. Right click and select Edit Index Fields or click on the Edit Index Entries icon
in the Viewer toolbar.

3. Click the Notes field. Add comments.
4. Save.

Do not remove notes. Add notes to the end of the previous note.
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NOTES
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LISTS

Lists are used to group documents according to specific Functions or Labels.
Lists are defined by the group that will work with the document. Labels and
Stamps determine which list a document(s) goes on. There are over forty defined
Lists in DocuWare and a “My List” for each FASC and Tracking Unit staff. Users
have access to Lists based on their permissions in the system. For example, a
Career Office user has access only to the Office Action Needed List. To view
Lists:

1. From your home screen click on the Lists tab. If you have a List or Lists open
in the search window it will not display on the dropdown.

2. Select the List to view by clicking on it.

testcc
Doculnare The Woukanis Rtgous Conmnig e
&a DOCUMENT TRAYS Q WORKFORCE x “A

. ® ) )
WORKFORCE - ELIGIBILITY CHILDCARE ANW (D) Workforce - Eligibility Childcare New Workforce - Fulfillment Scholarship Working

Workforce - Eligibility Childcare Working e Workforce - My List e
Workforce - Eligibility Scholarship ANW o Workforce - Office Action Needed CSC

TYPE  LAST NAME FIRST NAME n
Workforce - Eligibility Scholarship New e Workforce - Updates o

higgins Thomas ) 7Y
Workforce - Eligibility Scholarship Workin Workforce - Work/Trng Support

Ivresha Reeves 2 L 2 g

Daniel-Prudhomme Sandra Workforce - Fulfillment Childcare ANW

test test Workforce - Fulfillment Childcare New

pance ErEE. Workforce - Fulfillment Childcare Working m

Stansel Katie

i Workforce - Fulfilment Scholarship ANW

FuE Edwards Christena

Bradford Brittney Workforce - Fulfilment Scholarship New o

Saucedo Jamie 7941656 634247881 ChCare - New FA /| s

® ELIGIBILITY - Displays a list of documents stamped ‘Ready” or ‘Not
Approved’, waiting on an initial or redetermination of eligibility.

® MY LIST - Displays a list of documents assigned to you or documents you've
stamped “Work”.

® NEW - Displays new documents requiring action by the designated team.

® RECEIVING - Displays stored documents which the receiving team staff
must review to verify the documentation is present for an eligibility
determination to be made. Once reviewed the item is stamped ‘Ready” which
moves it to the Eligibility list.
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UPDATES - Includes items such as updated school schedules, certain OAG
information, suspensions, suspension updates, new job, etc. Sometimes
there are updates that need to go to eligibility staff and cannot be worked by
fulfillment.

WORK/TRNG SUPPORT - The Work/Trng Support List includes cash

subs, but is not exclusively cash subs. These documents require immediate
attention and must be completed on the same day if FAMS data entry is
required for Career Offices to balance their card inventory. Documents on
this List will typically be assigned to staff to work to ensure cards are entered
and Chase cards are loaded timely.

OFFICE ACTION NEEDED CSC - The Office Action Needed List is a shared
List which displays documents previously stamped Office Action Needed
by the FASC or Tracking Unit. “Office Action Needed” indicates a document
requires action by Career Office staff for the FASC or Tracking Unit to move
it through the workflow. When corrections are made, the Career Office staff
will enter an Office Note to notify the FASC or Tracking Unit. They will

also enter TWIST notes, when applicable. Once the Career Office takes the
needed action you must remove it from the List by using a Stamp - “File” to
retain the document, or “Delete” if the original document is not needed. This
changes the status of the Document.
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WORKING INTHE DOCUMENT TRAY

The Document Tray is where documents “land” before they are stored in the File
Cabinet. The FASC or Tracking Tray is a public area where scanned documents
land before they are stored. Anything in an Office Tray is not visible by staff
outside of your office or group (Tracking Unit or FASC). My Tray is a private
Tray you can use to manipulate documents without other documents getting in
the way. Always clear the Tray by storing documents before moving to your next
task.

Combine and Separate Documents

Once documents are in your Document Tray you can manipulate them in a
number of ways. Multiple documents (scanned together) enter the Tray as a
“Stapled” packet. When .pdf documents/packets need to be separated so they
can be stored as individual documents, use the Unstaple/Staple functions

or Adobe Pro to separate and put together pages. Only .pdf files can be
manipulated using the Unstaple/Staple function.

Unstaple and Split
1. Right click on the document in your Tray.

2. Select Unstaple. The pages are separated in the Tray

Docwlnare - o

v
oS VI Q WORKFORCE 35 OFFICE ACTION NEEDED CONROE m
x

* COMROE TRAY

& Impot o Scan &

.. ALAWAD_ALL 3. ALAWAD_ALI 3.

3. ALAWAD ALL 3. ALAWAD_ALL 3. _ALL_3..  ALAWAD_ALI 3.

You can also separate documents using the Split tool. Splitting a document
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1.

2.

1.

2.

separates it into two sections at the point the split is made. To split a document:

Open the document in the Viewer.
Navigate to the page you want to be the first page of the split.

Click the Split tool on the top right of the Viewer. -
The document splits and displays as two documents in your 1
Tray. The second document will have the same name as the

first with (2) after it. e

Store each document with the appropriate indexes.

Staple

Stapling documents together creates a single new document which you can store
with new indexes. Original indexes are retained in the copied document unless
you change them. You can only staple together files in .pdf format.

Use the staple function to connect pages of .pdf documents in your Tray.

Click on the page you would like to appear first in the document.
Hold down the CTRL button on your keyboard.

Continue holding the CTRL button down, and click on subsequent pages in
the order they should be in the documents.

Release the CTRL button.
Right click.
Select Staple. The stapled document appears in your Tray.

Store the document with the appropriate Indexes.
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Staple Two Documents Not Yet Stored

1.

In your Document Tray hold down the CTRL key on your keyboard and click
on each page in the order you want them to appear.

Release the CTRL key.
Right click within the highlighted section and select Staple.
Double click on the document highlighted to view the pages in the packet.

Store the document using the appropriate Labels.

Add a Page to the End of a Document in the Tray

1.

2.

Import the page to add into your Tray.

Select the document in your Tray you wish to add the page to

Hold down the CTRL key on your keyboard and click on the new Page.
Release the CTRL key.

Right click within the highlighted section and select Staple.

Double click on the document highlighted to view the pages in the packet.

Store the document using the appropriate Labels.
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Join a Document in the Tray With a Stored Document

New items received which relate to a customer’s application/file should be part
of documents already stored in DocuWare. To join the items:

1. With DocuWare in split-pane mode, search for the existing stored document,

2. Left click and drag the new document over the existing document (Works
best when top left corner of new document touches line of stored document)

3. Release mouse button. A confirmation pop-up displays.
4. Click Store. The indexes of the stored document are copied to the new item.
5. Verify and/or change appropriate indexes.

6. Click Store. The document will be placed on the appropriate list for
processing.

oo B e 00031202 D = C §| Bl Docuware

Fide fdt Yiew Fpeontes Took Help

Doculnare

Use Adobe Pro to Manipulate Documents (FASC Only)

FASC staff have Adobe Acrobat Pro software which allows them to take a
document out of DocuWare, edit it, and save it back into DocuWare. This
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is helpful when financial aid application missing documents are stored in
DocuWare and when a document must be rescanned.

Join Two Stored Documents

1.

2.

Locate the document for which you do not need to maintain the indexes.

Right click, select Download PDF with Annotations. Document will
download into your Docuware working folder.

Delete the downloaded document from DocuWare. Double click the
document to open it. Stamp it Delete with the reason, Duplicate.

Locate the document for which you wish to maintain the indexes. Note: Use
this method only if the document has a status of Labeled or Denied. Right
click and select Edit. The document will open in Adobe Pro.

Select thumbnail view and drag the first document into Adobe PRO.
Arrange documents in proper order, deleting any unnecessary pages.
Select File, Click Save. The manipulated document is returned to DocuWare.

Delete the document from your working folder.
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1.

2.

Separate Items from a Document

Core documents such as birth certificates, social security cards and other I-9
documentation should be separated from other documents in a customer’s
financial aid packet and stored in DocuWare for future use. To do this:

Select the document in DocuWare.

Right click, select Download as PDF without Annotations. The document
will download into your DocuWare working folder.

Open the document using Adobe PRO and select thumbnail view.
Delete any non-core documents.

Select File, click Save.

Drag the saved document into My Tray in DocuWare.

Store with the appropriate indexes, use proper Proof of label.
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USING STAMPSTO MANAGE DOCUMENTS

Stamps are used to identify the status of a document in the workflow. All Stamps
display the username of the staff who applied the Stamp and a time stamp.
Stamps should be applied to the first page of a document in a blank area when
possible. Once a Stamp is applied, there is no way to remove it. Each Stamp
affects a document differently.

APPROVED: The Eligibility Team has determined the customer as eligible.
The Approved stamp moves the document to the List for the Fulfillment
Team to work.

APPROVED-FILE: Indicates the Eligibility Team has determined the
customer as eligible but the file doesn’t need to be fulfilled. For example a
Financial Aid application for scholarship when the Cost Obligation form has
not been received or when school begins later.

CONFIDENTIAL: Moves a document to the Confidential area in DocuWare.
It puts the document on a List only staff with management permissions can
view.

DENY: Indicates the Eligibility Team has determined the customer ineligible.
Staff will be prompted to choose the reason the application is denied. Choose
one of the options from the dropdown, or type in your own reason.

DELETE: Designates document that need to be removed from DocuWare,

i.e. duplicates, unneeded documents. Stamping a document with the Delete
Stamp doesn’t actually delete the file, it removes it from basic searches. When
this Stamp is used you must provide a reason for deleting the document
before you can Stamp.

FILE: Indicates tasks related to a document have been completed and the
document is ready to be filed. Documents stamped “File” do not move to
another List. For example: a cash sub has been entered in FAMS and TWIST.

FULFILL: When an application has been completed by the fulfilment team
the document is stamped “Fulfill” to establish a completion of the process.
When a document is stamped “Fulfill” is it filed.

MOVE: Use Move when a document needs to move to a different List, but
needs to retain its original Label.
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NOT APPROVED: Used by the Fulfillment team to indicate an approved
document needs to have the calculations used to make an eligibility
determination reviewed for accuracy. Using this stamp returns the document
to the list of the staff who stamped the document Approved.

NOT READY: Used when a document makes it to the Eligibility team

but does not have all the documentation needed to make an eligibility
determination. Using this stamp begins the denial process for the application
and returns it to the Receiving team to review, attempt to retrieve missing
documents, or deny the application.

OFFICE ACTION NEEDED: Used when Career Office staff must take action
or provide more information for a document to be processed, i.e. signature
needed, missing pages for cash subs or Job Search Logs. This Stamp moves
the document to the Office Action Needed List. Marking a document “Office
Action Needed” is a two part process:

1. Stamp the document “Office Action Needed.”

2. Edit Index Entries to add Notes telling the Career Office what needs to be
done.

Using this stamp requires a follow up action on your part once the Career
Office has taken the needed action.

READY: The document contains all required forms and documentation for
an eligibility determination to be made.

RELABEL: Use the Relabel Stamp when a document is stored with the
incorrect Label, for example when an application is labeled for Child Care
but should be for Scholarship.

WORKING: Alerts other staff working on the file by changing the status to
“Working.”
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INTRODUCTION

The Financial Aid Communication System (FACS) is a web-based software
program used to communicate changes and other information about a
customer’s financial aid application. FACS is used by the Financial Aid Support
Center (FASC), FAPO and the Career Offices to:

Update the progress of a customer’s financial aid application,

Notify the FASC of changes to a customer’s financial aid needs or eligibilty
criteria,

Notify the Career Office of eligibility approval/denial,
Notify the Financial Aid Payment Office (FAPO) of child care billing Issues,
Notify the FASC of a customer’s need for a new voucher,

Request the FASC set up Training Accounts, etc.

5-1

Workforce Solutions © 2005.
Version 3.19-gc (24), 10/17/19




Q@ O © \Workforce Solutions Financial Aid

Glossary

Communicating in FACS requires an understanding of its unique terminology.
Reference the glossary below for explanations of various terms.

Closed Issue - An Issue that has been worked and resolved.
Group - A collection of users or other groups.

Issue - A ticket for action needed to be taken.

Issue Types - Categories of commonly used Issues.

Next Action - Select the user or group who should take action on the Issue.
Items are referred to as “Next Actioned” to a person or group.

Open Issue - An Issue that requires an action.

Quick Pick - A shortcut to create a new Issue. It applies predetermined settings
that may include, Status, Issue Type, Next Actioned to, Subject, Body Content,
etc. Quick Picks should be selected first whenever available to save time and
ensure necessary fields are not overlooked.

Saved Search - A function in FACS that allows you to save search criteria you
use frequently.

Status - An Issue is either Open and requires an action, or Closed and is
complete.

Submitter - The user who creates/submits an Issue.

Substatus - The status of an issue is either Open or Closed. A Status may also
have a Substatus which allows you to organize issues into more concise sub-
categories within Open and Closed. This helps you quickly identify to what
extent issues have been addressed and where they are in the resolution process.

Blank: Automatically set when an issue is closed.

Pending: Automatically set when an issue is entered and the status is
initially “open.” It also converts to this substatus when the issue is
assigned.

Working: Automatically set either when there is an “Add Note” event or a
“Next Action” event to a status.

On hold: not currently in use.

Response Received: Automatically set when the event is “Note Added by
Submitter.”
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Log In

To login to the FACS system go to: https:/ /facs.wrksolutions.com/. The logon
screen displays.

al https/facswrks.. O ~ @ & | B9 jssueTrak

File Edit View Favorites Tools Help

Financial Aid
Communication)|

Worlkforce Solutions *Ysi éﬁgﬁf’lssue‘rral'

Please Sign In

User ID: |\

Password: sssssss

Forgot your password?

Switeh To Mobile Format

el Desk Seftware, CLStomer SUppor SOtware, and 5318 Tracking Software by 15sUsTrak, Inc.

Enter your user ID and password. Passwords are case sensitive, must be a
minimum of six characters, and include both letters and numbers. You will be
locked out of the system after five failed attempts. If you forget your password,

enter your User ID, click the “Forgot your password?” link, and follow the
instructions.

Passwords expire every 90 days. You can change your password any time by
clicking the “Change Password” link in the left navigation bar.
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Home Page

Your FACS home page defaults to the My Issues page. If you prefer, you can
contact the system administrator at the Financial Aid Payment Office (FAPO) to
set it to the Dashboard. To navigate to this page while logged in, select My Issues
or Dashboard from the navigation menu on the left.

8 Financial Aid Communication System |55ueT|'-a|(’
Workforce Solutions

Home - Issues for testjoe2, testjoe2

My Neighborhood Centers

Dashboard

Dashbs d Setti - o

ashboard Settings B Show Open Issues Issues you submitted

My Settings

Change Password
Submit Issue

e Summary (includes all cataguiics isted below)
* As Submitter ( 0
. )
Search Issues 2 As Next Action ( 2) |
Lookup Issue # .
Knowledge Base

Reports B ™My Reports .

Log Out

As Task Assignee { Q) Issues sent to you to resolve
As Task Available ( 0)

Hide Shared Reports

Active Users by Career Office = ~
All Issues assigned to Admin = 3
All Unassigned Issues
Issue Search by User (S) =

Issues created last month by Issue Type = o

Issues created last month by Issue Type (copy) =

Issues open for more than 7 days: By Next Action = o

(S} Saved Search * Shared

Edit Report Delete Report

www.issuetrak.com

2 - Copyright € 2001-2012 IssusTrak, Inc.

Use the left navigation bar to access different pages. Keep track of Issues for
which you are responsible for under the “Show Open Issues” section on the My
Issues page. The “As Submitter” link displays a list of all Issues you've submitted
and the “As Next Action” link displays a list of Issues that have been assigned to
you, or a group you're a part of, to resolve.

Important Note: Check the “As Next Action’ link frequently so Issues can be
resolved timely.

Below the “Show Open Issues” section the My Reports section displays a list of
shared reports and available saved searches.
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SUBMIT AN ISSUE

Quick Picks

Commonly addressed Issues are set up in FACS as Quick Picks. A Quick Pick is
a template that automatically populates information and values for those issues,
such as:

® Subject

® Description

® [ssue Type

® Subtype, Priority

® Email Distribution List, etc.

Quick Picks also pre-define the workflows such as Assigned To, Next Action,
Tasks, etc.

Use Quick Picks whenever possible. You can still change or add information as
you submit a Quick Pick, but the base template helps ensure similar issues have
the same or similar values and processes in place regardless of who submits

or works it. Quick Picks are also a valuable time-saver, reducing the input and
update time required.

To create a new Issue using a Quick Pick:

1. Select Submit an Issue from the left navigation bar. The Submit page displays.
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B hitps://facswiksolutio.. O ~ @ O f| B¥ josucTrak

File Edit View Favorites Tools Help

inancial Aid icati _ Gulf
Financial Aid Communi < ::.:tnsmzem(mcs) = |ssuelrak

Worlkforce Solutions

2. Select the appropriate action from the Quick Pick dropdown menu. (Refer to

the Issue Types chart at the end of this section to select the appropriate Issue
Template.)

- The Subject line automatically populates.

- The Full Description field populates with prompts for the information
required for the Issue.

- Add the information requested in the Full Description field.
- The Issue Type automatically populates. Do not change the type.

- In the Next Action field, select the individual or group responsible for
taking the next action on the Issue. Quick Picks are typically assigned
to a default group. For example, New Vendor Creation is assigned to
the Funds Analysts. Assign the Next Action to a group instead of an
individual whenever possible — this ensures the Issue is worked by
whoever is available. If the Next Action field is left blank:

e No one will know who should take action on the Issue, and

*  Theissue will sit in limbo, and appear on the “Unassigned/Not
Next-Actioned weekly report.

- Add the Career Office. In the career office field, begin typing the name of
the career office, the full name and number will display for you to select.
You can also click the magnifying glass to the right of the Career Office
field for a pop-up list of all options.

- Click on the Include Attachments check box if you have documents
to submit which support the Issue. You will be asked to select the
attachments after the next step.
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- Add a New Note to include any additional information that might help
the person or group complete the actions needed, if necessary.

- Complete the fields for:

e Customer First Name

e  Customer Last Name
e TWISTID

3. Click Submit Issue. If Include Attachments is checked you will be prompted
to upload the documents. Refer to the Attach Documents to an Issue
section below to add attachments. The new issue will be assigned the next

available issue number, the My Issues page displays with “Issue (Issue#) was
successfully submitted” at the top of the page.

== https://facs.wrksolutio.. O ~ @ & == lssueTrak

File Edit

Workforce Solutions

View Favorites Tools Help

weicome, Moy, Lisa o @ Legow (RS

Financial Aid Communication System (FACS) - Gulf CuasllssuET[‘ak

oo

Subrit s

el [sii

Lodkup [ &

K Bl

Rt

(s Open = 7 Days
L st Mk Atianid
THA (i Opirion =10 el
Thk [swoes Oper 10 days

Issuea2d6818 was suocessfully submithed!

My Issues

& Summary {Inclode alll categer s |Hted balow)
= A Sutenitar { 2}

® &g Mat Action | O)

& A Task huskraa | 0}

= Aa Task Avababia [ 0)

Hide Shared Rasrs

Acthve Users by Career Office *

All Issues assigred to Admin *

All Unassigned Issues ®

FAPQ Issues (RamdrezCarril o) to next adtion *
Iszue Search by User (5]

Izsues cpen for more than 7 days: By Mext Action *
Open Issues submétted to Admin *

(£) Saved Search

m Edit Report Delete Report
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ATTACHA DOCUMENT TO AN ISSUE

Documents supporting an Issue may be attached, if needed. Documents must be
created and saved before you can attach them to an Issue.

Create the Issue and check the Include Attachment check box.

Click Submit Issue.

_|ol x|

Fle Edt View Favorites Tools Help |Links * ﬂ"‘
Tssue Status: Open | =l |

Task Manager | Task AssignedTo Completed

¥ Include Attachment? (upload screen will display on submit)
[ Suppress Email Notifications for this Issue
= Reun

I S 1 e i 1 e e

The attachments pop-up displays.

Click the Browse button to the right of the Filename field. Locate the file you
wish to attach and click Open.

a http://facs.theworksource.org - GSS # 4562 - Microsoft Internet Explo - |El|i|
Fle Edit View Favorites Tools Help |L'|nks > .'l',"" |
Add Attachments
Filenames:
Browse... I
Browse... I J
Save Selected Attachments I Reset I
[« I _>|_I
] Done | T T [ | mternet y

The Attachments window displays with the path to the document in the
Filenames field. Repeat until all documents are selected.

Click on Save Selected Attachments.
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a http:/ /facs.theworksource.org - GSS # 4562 - Microsoft Internet Explorer - |EI |i|

Fle Edit View Favorites Tools Help |Ijnks >

& |

Add Attachments
Filenames: |C:\My Documents\FACS User List.xls Browse...

Browse...

Browse...

i

<}Qﬂ\ﬂe Selected AttachmerM Reset I

[

I»Iﬂ

AP

T e

4
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SEARCH FOR AN ISSUE

You can search for Issues using a variety of information in the Issue including,
but not limited to:

® Issue Status

® Jssue Type

® Subject

® Submitted By

® Assigned To

® Next Action

® Dates

To search for a specific Issue or set of Issues:

1. From the Home Page, click Search Issues from the left navigation bar. The
Search Issues screen displays.

BB https://facs.wrksolutions.com/lssue! O ~ @ ©

€5
Eile Edit \iew Favorites Tools Help

Home Welcome, McCoy, Lisa ¥ @ Log Out m

Financial Aid Communication

System (FACS) - Gulf Coast ISSUETPak

== IssueTrak X

Workforce Solutions

My Neighborhood Centers

S BEEr Search Issues
Search Issues
Lookup Issue =
Knowledge Base Search | Reset
Reports
Issues Open >7 Days
Tssues ot Next Actioned Search Criteria
TAA Issues Open> =10 days
TAA Issues Open<10 days fssue Status:
Priorty:
Issue Type: [Cshow Inactive Issue Types
Subtype 1
Subtype 2:
Subtype 3:
Search All: keyword search
or
Subject: keyword search
Notes: keyword search
" v
< >
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2. Complete the fields for the Issue(s) you wish to find. For example:

Status: Open/ Closed.

Issue Type: A specific Issue type. See Issue Type List at the end of this
section. Note: This field combined with the “Date Opened” field is the
most common type of search.

Search All: Use this as a keyword search to locate Issues with specific text
in the Issue’s Subject, Description, Notes, or Solution. Search for Issues
related to a specific customer by entering the customer’s TWIST ID in the
text field.

Submitted By: To locate Issues submitted by a particular person.

Next Action By: To locate Issues currently Next Actioned to a specific
person or group.

Organization: To search by contractor.
Career Office: To search by office.

Date Opened/Closed: To search for Issues created or completed within a
specific time frame.

3. Select the Search Output Options: Define how you want to receive the search
results.

a.

Search Title: Name your search. (Choose a name which accurately
defines your report.)

Output: Select the format you want the results to display. Options
include Count Only and Detailed Output to Excel.

Sort Order 1-3: Select the way to have the results organized. For
example, you can choose to have results ordered first by Assigned To,
then Required by Date, to return a list of Issues for staff responsible and
the dates the actions are due.

Save New Search (Optional): If you wish to have the option to run this
search at a later time select the Save New Search button to the right.

Retrieve Saved Searches: Click this button to run a search previously
saved.
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Click Search. The search results displays in the form you identified in step 3b.

Important Note: Fields with the magnifying glass icon to the right of them
require a system search to populate the field. Click on the (), to select from
options for these fields.

-
= ~
Financial Aid Communication System (FACS) - Gulf I T k
orkforce Solutions
Hy Maigh borhood Canbers
— Search Issues
Search Dnauss
Lockup I »
Pre—— [ o | recet |
[
[asusas Opers =7 Days
[k rat Mt Actisnd Search Criteria
TAR (ka8 Operno=10 days ~
e e s
Friarity: ~
smue Typa: M | Dsnow 1nactive tese Types
Subtype 1: ~
Subtype 2: I~
Subtype 3: ~
Search all: ey word search
ar
Subrjact: eyword search
Motes: ey wor search
Salution: eyword search
* ekt s it Bk b saonch exeria
Submitted By: Q
W
Entered By: a
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CHANGE NEXT ACTION

Occasionally Issues will be assigned to the wrong person or group. To change to
whom an Issue is assigned:

1. With the Issue selected, click on Next Action from the left navigation bar. In
the Next Action field, begin typing the name of the person or group, a list of
names displays in a dropdown. Make your selection.

2. Click Update.

Priority: Medium
Total Time Open: 00:00
Adj Time Open: 00:00

Responsibility
Assigned To: -Unassigned-

Next Action:| Chauncey, Joseph
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RESOLVING ISSUES

An open Issue requires action on the part of the person to whom it’s Next
Actioned. Once the resolution has occurred, the responsibility for the Issue
returns to the original submitter. Occasionally, some action must happen or
question(s) must be answered before an Issue can be resolved. Use FACS to get
questions answered, change or add attachments, or get manager approval.

Questions

Use the Issue to ask or answer questions regarding the requested action by
adding a note.

1. With the Issue open, click Add Note on the Issue or on the left navigation bar.
The New Note field displays.

2. Type in your question or the answer to the question.

olutions.com/C5l 0 ~ @ &

BB IssueTrak 2246060

Welcome, McCoy, Lisa & @ Log Out m

Tools Help

Mew Note: || w2 nlg;’. 5|gg$|m|g_|'a}°|ﬁgg‘{@1| ”
B 7 Ulfer v V|| BE 3y > vEE eSS
< >
Labor Hours: 00 |: 00 | hrs:mins
Customer First williams

[rr——

3. Click Add Note at the top or bottom of the page.

4. Send the Issue back to the appropriate staff by changing who is responsible
for the Next Action.
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Changing an Attachment
To make edits to an attachment on an Issue and/or change an attachment:

1. With the Issue open, click Attachments on the left navigation bar. The
Attachments screen displays.

Financial Aid Communication

WOF'(]CO!*CE Solutions System (FACS) - Gulf Coast |SSUETI‘B|(

My Neighborhood Centers
Issue Detail

Attachments for Issue #246060
To add attachments, first select files and then press Save.

Issue #: 246060
Subject: Can't Complete Referral

Delete

Clone/Copy
Submit Issus Attachments: iy handout_Sophie_Fa_spplication.pdf (168.9 KB)
Search Issues - - T

=
Lookup Issue Add Attachments

Knowledge Base
Filenames: Browse...

Reports
Issues Open >7 Days
Issues not Next Actionad Browse...

TAA Issues Open>=10 days

Browse...

TAA Issues Open<10 days

2. Click on the document name to open the attachment. Make the necessary
changes and save the document to your computer.

3. Close the document. The FACS Attachment screen displays.

4. Delete the original document from the Issue by clicking Delete to the right of
the Attachment field.

5. Add the edited document by clicking Browse and selecting the document
from your files. Add additional documents, as necessary.

6. Click Save.

7. Change the person responsible for the Next Action to the appropriate staff.

Request Approval

If the person who submitted the Issue does not have authority to request an
action, send the Issue to someone who can approve it by changing the person
assigned the Next Action.
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CLOSE AN ISSUE

Once an Issue has been resolved it may be closed or “Next-Actioned” to the
person who initially submitted it to notify them of the resolution(s) and alert
them to close the Issue. Check with your supervisor to determine the process
for your office. Issues should be closed in a timely manner once resolved. Issues
for which a user has been identified as the next person to take action will be
displayed on the As Next Actioned link on the home page.

To close an Issue:

1. With the Issue open click on the Close button on the top of the screen or
select Close from the left navigation bar.

6 = 3| BB https://facswrksolutions.com/C51 O ~ @& & BB lssueTrak #245672

File Edit View Favorites Tools Help

Workforce Solutions

Welcome, McCoy, Lisa & @ Log Qut m

Financial Aid Communication

System (FACS) - Gulf Coast Issuelrak

My Neighborhood Centers

Submit Issue

Search Issuss

Lookup Issue =

Knowledge Base

Reports

Issues Open =7 Days
Issues not Next Actioned
TAA Issues Open==10 days
TAA Issues Open<10 days

View Issue #245672

Lo | e

= Emal Issue

Overview
Issue #: 245672

Issue Status: | Open - Pending history

Organization: H-GAC histary
Submitted By: McCoy, Lisa on 05/10/2016 2:14PM 713-574-0663 history

Subject: Test-Scholarship Financial Aid

Description: | Test for training
PRIORITY ATTENTION: _OTHER._

Customer Name:
TWIST ID:

General description of issue:
» Customer needs pricrity services for over $200
immediately or will need service within the next 24-48
hours.

Description of resolution needed:

The Solutions field displays. Add notes regarding what you did to resolve
the Issue. Don’t duplicate notes in TWIST.
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Scroll to the top or bottom of the screen and click Close Issue.

https://facswrksolutions.com/CS| O = @ € || B8 issueTrak 2245672

File Edit View Favorites Tools Help

Welcome, McCoy, Lisa # @  Log Out

= Issue Type:| Scholarship Financial Aid | erak tip

Subtype 1:
Subtype 2:
Subtypa 2:

Priority: Medium
Total Time Open: 15:46
Adj Time Open: 19:46
Labor Hours: 00:00

Responsibility
Assigned To: -Unassigned-

Next Action: | Chauncey, Joseph Q

Email Notification: View/Maintain Distribution List...
O Suppress Email Motifications

Resolution Info

Solution: | \dd comments or notes regarding the solution here. This should not duplicate any

notes already in TWIST or documents in the document management system.

The closed Issue verification displays.

ma hitps;//facswrksolutions.com/CSl O ~ @ & || B |csueTrak 2245672

Eile Edit View Favorites Tools Help

Home Welcome, McCoy, Lisa # @ Log Out

Financial Aid Communication

stem (FACS) - Gulf Coast Issuelrak

My Neighborhood Cefiters
——— Issue was succassfully closed!

Add Mote

Artachmeants

Edit i 672

Deleta
Clone/Copy
e [ ngavote |
Search Issues
Lookup Issue = = Email Issue
Knowledge Base
Reports Overview
Issues Open =7 Days Issue #: 245672
Issues not Next Actioned - P - ' ]

If there are Tasks on the Issue which need to be completed a pop-up message
will display.
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Microsoft Internet Explorer

! E All tasks must be completed before closing the issue.

a. Click OK. The Close Issue page displays.

b. In the Task Manager section of the page click the “task complete?” link
for all tasks not completed.

e | http://facs.theworksource.org - GSS # 1971 - Microsoft Internet E... |:”E|B|

Fle Edit View Favorites Tools Help qr
' ”~
Task AssignedTo Completed
Task Manager v Update Accounting System 12-Dec-2005 03:03PM
File Voucher task complete? —
w
3 [ >
&] P Internet

c. Click the Close Issue button.
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REPORTS AND SAVED SEARCHES

The reports relevant to your work will display on your Home/My Issues page.
Some of the reports you may use are:

Report Name

Description

Active Users by
Career Office*

Active Users by Career Office

All Unassigned
Issues *

This report shows all Issues not assigned. They may
have been Next Actioned.

Issues created last
month by Issue Type*

Shows issues created /submitted in the last calendar
month regardless of status ordered by Issue Type.

Issues open for more
than 7 days: By Next
Action®

Shows “open” issues which have are older than 7 days,
sorted by Issue Type, Career Office, and then Subject.

Issue Search by
User(s)

Lists Issues by “Assigned to” user.

Sample Open Issues
by Issue Type*

Open Issues grouped by Issue Type showing Priority,
Issue Number, Subject and Status. It includes a count
of Issues by Issue Type value and for the overall
report. The details are sorted by Priority in ascending
order. This is a shared report.

Sample Open Issues
by Priority*

List of open Issues sorted by Priority which displays
the Issue Number, Subject, Issue Type and Status. It
includes a count of Issues by Priority and for the
overall report. The details are sorted by Issue Number
in descending order. This is a shared report.

* = Shared
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Access Saved Searches

On the My Issues page under the My Reports header, saved searches are
indicated with an (S).

1. Click the Hide Shared Reports link under the My Reports bar.

2. Your saved searches display.

Run a Report

To run a report:

1.

Select Reports from the left navigation bar. The Summary Report screen
displays. Select the report you wish to run. Note: This example shows the
Summary of Issues by Issue Type report.

Click Run.

File Edit View History Bookmarks Tools Help

uite (Workfor.. % | B IssueTrak X

€ © @ hitpsy/facswrksolutions.com/Report Select.asp @ || Q search TE 3 &g 2

B Most Visited :: Getting Started b» Bing™ Traffic :: Free Hotmail == IssueTrak: East Texas Mail Merge Part I &7 Self Service Portal :: Getting Started |2/ Latest Headlines >

Financial Aid Communication

Worlkforce Solutions ~ SYstem (FACS) - Gulf Coast IssueTrak

My Neighborhood Centers
Submit Issue

S — Select Summary Report
Lookup Issue #
Knowledge Base
Repost Summary of Contract Time by Organization 0
Saved Searches summary of Contracts Expiring by Organization
Summary of Contract Overage Time by Organization
T T iy Summary of Issues by Priority

Scheduled Reports Summary of Issues by Priority (Day)

Summary of Issues by Priority (Month)
Summary of Issues by Assigned To
summary of Issues by Inactive User

Summary of Issues by Issue Subtype
summary of Issues by Career Office
summary of Issues by Next Action

Summary of Issues by Organization
Summary of Issues by Submitter (Caller)
Summary of Issues by Submitting Department
Summary of Issues by Support Rep
Summary of Labor Hours by Organization
Summary of Labor Hours by User

Summary of Total Time Open by Organization
Summary of Total Time Open by User

m

Summary Reports:
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3. The report parameters page displays. Select your date from the dropdown
to choose a range such as: This week, Last Month, Last Year, etc., which will
automatically populate the start and end dates. Or manually set the date
range you wish to view.

4. Click Show Report.

E=RFENc)

File Edit View History Bookmarks Iools Help

B IssueTrak

T BH A A=

ree Hotmail gm IssueTrak: East Texas Mail Merge Part I &% Self Service Portal || Getting Started [ Latest Headlines >

Welcome, Chauncey, Joseph 1 @ Log Out

€  © @ hitps//facs.wrksolutions.com/Report_Date Q.asp c |l

|8} Most Visited "} Getting Started b» Bing™ Traffic

Financial Aid Communication System

(FACS) - Gulf Coast Issuelrak

Workforce Solutions

My Neighborhood Centers
Submit Issue

Issues by Issue Type - Select Date Range

Search Issues
Lookup Issue #
Knowledge Base

LETInE * Date Range:| Last Month : Start: 11/01/2014 End:| 11/30/2014 mm/dd/yyyy
Saved Searches
s Sort By: | Issue Type B

Report Writer

Scheduled Reports * Required

The report displays. Use the links on the Reports page to view more detail.

The report displays. Use the links on the Reports page to view more detail.

e ]
ak = &

€)© ) @ htpsfocs wrksolutons com/Report_Defaultasp & ][ search e 8 A e 2=

File Edit View History Bookmarks Tools |

Help

Suite (Workfor., % | Qi IssueTre

(8} Most Visited | ! Getting Started 13 Bing™ Traffic | | Free Hotmail mm IssueTrak: East Texas [{l] Mail Merge Part 1 &7 Self Service Portal || Getting Started =/ Latest Headlines »

Financial Aid Communication

System (FACS) - Gulf Coast ISSUETrak

Worlforce Solutions

My Neighborhood Centers
Submit Issue

Search Issues

Lookup Issue #
Knowledge Base

Issues by Issue Type - Results

4 Back

I

Reports Issues by Issue Type
Saved Searches
Summary Reports Recorded From 11/01/2014 To 11/30/2014

Report Writer Issue Type Opened Before Opened Closed Left Open On
Scheduled Reports
11/01/2014 In Period In Period 11/30/2014
4 Week Seeking
Authorize Care/
Add a child
Bill Services
Billing Inquiry

NI
R o o
SN

&

Can't Complete
Referral

CCAA Issue

Child Care Billing
Issue

Child Care Priority
Child w/Disability
Closure of Care
Customer Waiting
in Office-
Immediate Need
Data Entry Issue
E-mailed Issue
Fraud Referral
General Question-

Bl © \
Bl B o e w

Bk B oo oB o o
Eol B ow o of
b B B o ol

[
N
N

o B
N B
i~ ok
Bl

[swmmory |~ |~ HighightAl MotchCose 2012 matches x
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DO’S AND DON’TS WHEN USING FACS

Do

Use FACS to:

® Request withdrawals, suspensions, four-week seeking, etc.

® Request a new voucher.

® Request a new vendor creation, or a fund source change.

® Check the status of an applications ONLY if it is outside the time frame for
a case to be screened according to the weekly Funding Alert, or if priority
service is requested.

® Check your Home Page - “Next Actioned to Me” link frequently.

® C(lose out Issues you submitted which have been resolved. Select the Quick
Pick which applies to a message, whenever possible. This will ensure the
Issue is submitted correctly.

® Complete the appropriate Issue Type and Next Action fields if you don’t use
a Quick Pick template.

® Ensure Child Care related Issues are assigned to “NCI Customer Service.”

® Ensure voucher, payment request, and cash substitute Issues are sent to

“Funds Analysts.” .

Request any payment related issues through a Career Office manager or
Designee.
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Don’t
Use FACS to:

® Request eligibility to be processed for scholarships if funding is not available.
If the customer will be placed on the registry, priority service is not needed.

® Check case status. Refer to the weekly Funding Alert for screening time
frame.

® Effect reports by changing the Next Action field or Issue Type on Quick Picks.

Manager/Supervisors

Use the “Search Issues” page to:

® Confirm Issues assigned to your staff are being worked.
® Ensure Issues are completed correctly.

Note: Occasionally the “Next Action” field will be left blank, which prevents it
from being sent to the appropriate team. Filter Issues by Career Office and Next
Action for a list of Issues assigned to your office which are not ‘Next Actioned” to
someone.

See Search for Issue for more information.
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WORKFORCE SOLUTIONS FINANCIAL AID
POST-ASSESSMENT

Name: Date:_ /__ /_

Directions: Circle the letter of the BEST response to each of the following
statements.

1. Workforce Solutions financial aid is divided into two categories:
A. Child Care and Other
B. Short-term and Substantial
C. Scholarships and Child Care
D. Over $200 and under $200

2. Enter income data from the Financial Aid Application into TWIST on the:
A. Employment Status tab
B. Income tab
C. Assessment tab
D. Income Redetermination tab

3. Marco has applied for Workforce Solutions financial aid to go to school.
He lives with his mom, dad, and two sisters. Marco has an eight year old
daughter. What is his family size?

A. Six: everyone in the household

Three: Marco, his mom and dad

Two: Marco and his daughter

Five: Marco, his mom, dad, and two sisters

mY N

Either C or D, whichever benefits Marco

4. When calculating income for WIOA eligibility:
A. Use only the most recent complete month’s income
B. Use the most recent ninety days of income
C. Use the last twenty-six weeks of income
D. Only use 65% of the last twenty-six weeks of income
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. For an Out-of-school Youth you must determine the customer’s economic

eligibility with which challenge?
A. Homeless
B. School dropout

C. Received a high school diploma and is basic skills deficient or an
English language learner

D. Pregnant or parenting

. When applying for WIOA funds, Selective Service registration must be

documented on:

A. All customers seeking financial aid from Workforce Solutions

B. All males born on or after January 1, 1960, who are at least 18 years of
age

C. All males with active military service records after January 1, 1962

D. All customers who express an interest in entering military service
during war time

. When assessing income for WIOA:

A. Verify 65% of income earned in the 26 weeks prior to the date of the
Financial Aid Application

B. Multiply the amount on the customer’s paycheck by 12

C. Require self-employed customers to submit 12 months of business
receipts

D. Make a determination based on the documentation received

. In a two-parent family applying for financial aid for child care:

A. Both parents must each be working 25 hours per week

B. Both parents must each be working or going to school 25 hours per
week

C. Both parents must be working and/or going to school for a combined
total of 50 hours per week

D. None of the above

. What desk aid provides Workforce Solutions guidelines for eligibility

documentation sources for WIOA and child care?
A. Income and Family Definitions desk aid
B. Validating and Entering Qualifications desk aid
C. WIOA Eligibility Checklist
D. None of the above
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10. An individual may meet the economic eligibility criteria to qualify for
WIOA funds based on all but which of the following qualifiers:

A. Receives public assistance, or received public assistance in the last six

months
B. Is homeless

C. Has aged out of foster care

D. Receives, or is eligible to receive, free or reduced priced school lunch

Becky White submitted a WS Financial Aid Application requesting assistance to
attend school, dated September 26, 2016. Her last day working was August 6,
2016. She also submitted all supporting documentation and two paychecks with

the following information:

c Gross Pay - Gross Pay -
B Pay Date This period YTD
3/1/2016 -
3/31/2016 4/1/2016 $2,670.54 $28,322.81
8/1/2016 -
8/31/2016 9/1/2016 $909.86 $37,601.30

11. What is the income determination period? (Use one of the resources

mentioned in class)

A. March 26, 2016 through September 24, 2016
B. March 25, 2016 through September 26, 2016
C. March 27, 2016 through September 25, 2016
D. June 26, 2016 through September 25, 2016

12. What is Becky’s income for the income determination period?

A. $11,949.03
B. $9,278.49
C. $1,991.50

D. Not enough information to determine
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13. Customers immediately eligible for child care financial aid include:
A. Individuals with low income
B. Families with children with disabilities
C. Low-income families with more than six children
D.

Choices participants

14. Providers of child care are classified as:
A. Regulated and unregulated
In-network and out-of-network

Licensed and unlicensed

OnNnw

Day care

15. Prior to adding a customer to the wait list, you must:
A. Establish eligibility
B. Determine the number of children that need care
C. Record the customer’s contact information

D. Count the number of family members

16. Instruct customers added to the wait list to:
A. Call the career office once a month to keep their name on the list
B. Notify the career office if their address changes
C. Go to the nearest office if they get a letter from Workforce Solutions
D. Recertify every 12 months

17. Prior to awarding financial aid for child care, make sure the customer:
A. Has signed the Parent Agreement
B. Has signed the Personal Responsibility Agreement

C. Knows how much the day care charges

18. Which of the following documentation is required to determine eligibility
for financial aid for child care assistance?

A. Children’s social security number
B. Child’s proof of citizenship

C. Parent’s proof of citizenship

D. Form 2050
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19. A customer eligible of Financial Aid for child care will receive care for a
minimum of:

A. 6 months
B. 12 months
C. 18 months
D. 24 months

20. Cooperation with the Attorney General’s office must be documented for:

A. All children under 18 in the household whose non-custodial parent is
not also in the household

B. Only children who will be in child care

C. Only children in the household not the natural child of both parents
D. None of the above
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APPLICATION FOR

FINANCIAL AID/SERVICES Workforce Solutions

INSTRUCTIONS

If you are applying for Financial Aid from Workforce Solutions, you must have a current employment plan developed with
a Workforce Professional at a Workforce Solutions Career Office. Individuals applying only for assistance with child care
expenses do not need an employment plan and may complete and submit a Financial Aid Application per the directions
below.

Workforce Professionals at a Workforce Solutions Career Office can answer questions you may have regarding the
Financial Aid Application and provide information regarding the documents required to support your application.

Workforce Professionals at a Workforce Solutions Career Office will not be able to tell you if you are eligible for Workforce
Solutions Financial Aid.

Customers can apply for financial aid by using an online fillable PDF version of the application found at
www.wrksolutions.com or using paper forms from the office. It is not possible to save the information entered onto the
PDF form. Customers must:

1. Complete Sections 1, 2 and 3 and sign each section
2. Read and sign the Orientation to Discrimination Complaint Procedures form
3. Complete the Addendum sections if they apply to you
a. Veterans Addendum — applies if you are a Veteran or a Federal Qualified Spouse
b. Addendum for Child Care Assistance — complete if you are applying for Child Care Assistance.
Once you have completed the parts of the Financial Aid Application package per the guidance above, you must
print the Financial Aid Application and submit it with the documents that support your eligibility for financial
assistance. The Workforce Solutions Career Office can help transmit your completed application to our Financial
Aid Support Office or you can transmit your application directly to:
Financial Aid Support Office
P.O. Box 924586
Houston, Texas 77292

Fax number — 713-266-2495
Email — supportcenter@wrksolutions.com

If you need an accommodation to complete the application process please contact your local Workforce Solutions Office
for assistance.

WHAT ARE THE PRIMARY SERVICES YOU ARE HOPING TO RECEIVE FROM US?

[ Help with paying for school or training. *

[J Help with Child Care expenses. Please complete Section VI: Addendum for Child Care Assistance

[J Help with paying for transportation, clothing, etc. to accept or keep a job. *

[ Help with getting work experience or training while on a job*
[ Other *
* Did you discuss with a Career Office Workforce Professional? [J YES [ NO

www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the americanjobcenter network

Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities. (Please request reasonable accommodations a minimum of two
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FINANCIAL AID/SERVICES Workforce Solutions

SECTION | — APPLICANT INFORMATION

Name (First, MI, Last): Date of Birth Age
Residence Address: City, State, Zip Code and County
Mailing Address City, State, Zip Code and County
Phone Cell Phone Alternate Phone Alternate Cell Phone
E-mail Social Security No*: Today’s Date:
Are you a citizen of the United States? [] YES [JNO If no, are you authorized to work in the U.S.? [J YES [JNO
Do you or your spouse currently serve in the military? [ YES [JNO
Males 18 and older - registered for Selective Service? [JYES [ONO |pgq you or your spouse serve in the military? [ YES [JNO
If yes, complete Section V: Veterans Addendum 5.
Race - Please check all that apply. Ethnicity: Hispanic/Latino: Gender:
[J White [ Black or African American [ Asian [J American Indian or Alaska Native | [ YES [J NO [ Male [ Female
[J Hawaiian Native or Pacific Islander [] Choose not to answer [ Choose not to answer [J Choose not to answer
EMPLOYMENT
Are you currently employed? What is your most recent occupation? Years of experience in this occupation
O YES ONO
Name of employer: Number of hours per week: | Start Date: End Date: . O Weekly [J Bi-weekly
Pay Frequency: [ Twice/Mo. [ Monthly

If you are employed, have you received a lay-off notice? [JYES [JNO Have you remained at worksite overnight? [ YES [ NO

If you are unemployed, how did your last job end? [J Quit [J Laid off [J Terminated [J Company Closed

Are you available to work? [JYES [JNO Have you been unable to find a job in your most recent occupation or industry? [ YES [ NO

Do you believe you need services from Workforce Solutions to help you get a better job, or keep a job to | What kind of work do you hope to find?
support yourself and your family? [J YES [JNO

Do you believe you are unsuccessful in your job search because you: (Check all that apply)

[ don’t speak English very well; [ need to improve your interviewing skills;

[ don't have a high school diploma, GED; [ lack occupational skills to earn self-sufficient wages;
[ cannot read or do math well; [ don’t have the skills to successfully job search;

[ other: Explain: [ don’t know how to use a computer;

If you have more than one employer, add that employer on Section IV.

EDUCATION

Are you currently attending school or training? O YES ONO If NO, date you last attended school:

If attending high school, name of school: What grade are you currently in? Have you missed 10 days or more of school?
OYEs ONO

If attending post-secondary school or training, name of | No. of class No. of semester credit hours Job Corps: [JYES [ONO

school: hours/week:

Have you applied for FAFSA? [ YES [JNO Do you receive scholarships, grants, or loans to help | If Yes, enter amount, if known:
If YES, when did you apply? you go to school? [J YES [JNO $

What is the highest grade you've completed? [1<9 [19 [J10 [J11 [JTwelve grade completed — No Diploma
[ High School Diploma [] GED [] Skill Certificate [] IEP Certificate [] 1 year completed College [] Associate Degree
[ Bachelor's Degree [] Masters [] Doctorate

*Optional

www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the americanjobcenter network

Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities. (Please request reasonable accommodations a minimum of two
business days in advance.) Relay Texas Numbers: 1.800.735.2989 (TDD) 1.800.735.2988 (voice) or 711 PAGE 2 | 212-FAID-E-1219
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FINANCIAL AID/SERVICES Workforce Solutions

ADDITIONAL INFORMATION

Are you a foster Have you ever been a Did you age out or at 16+years left for
child? QYes CINO foster child? Qves [INO guardianship or adoption? QYEs OINO

Have you ever been convicted of a misdemeanor? JYES [ONO re?g:y);ou ever been convicted of a O YES [ONO
Do you have a record of arrest? [JYES [ NO |Whatwas your release date?

Are you a teenager who is currently pregnant or parenting? O YES ONO Do you consider yourself a runaway? [J YES [J NO

Are you a Seasonal Farm Worker? O YES [JNO | Are you afood processor worker? O YES [ONO
Do you have family assets that exceed $1,000,000.00? [JYES [OJNO | Are you disabled? O YES [ONO
Do any of the situations apply to your family? Your current nighttime residence is:

You reside with a parent or guardian: [J YES [J NO Motel, car, or campsite? [] YES [JNO

You reside with friends/family other than parent or guardian: [J YES [J NO Shelter or temporary housing? [JYES [ NO

Have any of these agencies determined your family is experiencing homelessness? [] YES []NO
[J Homeless Shelter [] School District [] Transitional Housing Program [] Other Social Service Agency

Identify Shelter/School/Social Service Agency:

Primary Language Spoken at Home

[ - English
[J - Spanish
[ - Native Central, South American and Mexican languages (e.g., Mixteco, Quichean)
[J - Caribbean languages (e.g., Haitian-Creole, Patois)
[J — Middle Eastern and South Asian languages (e.qg., Arabic, Hebrew, Hindi, Urdu, Bengali)
[J - East Asian Languages (e.g., Chinese, Vietnamese, Tagalog)
[J — Native North American/Alaskan Native languages
[ - Pacific Island languages (e.g., Palauan, Fijian)
[J - European and Slavic languages (e.g., German, French, Italian, Croatian, Yiddish, Portuguese, Russian)
[J - African languages (e.g., Swahili, Wolof)
[J - Other (e.g., American Sign Language)
[ - Unspecified (Unknown or head of household declined to identify home language)
CHECK ANY BENEFITS YOU (OR A FAMILY MEMBER) RECEIVE NOW OR RECEIVED IN THE LAST SIX MONTHS:
Now Last six Start Date | Type of Benefit Covered by the Benefit
months
O O Temporary Assistance for Needy Families (TANF) [ You [ Family Member
O Supplemental Nutritional Assistance (SNAP) Cert Date [ You [ Family Member
O O Supplemental Nutritional Assistance (SNAP) ABAWD O You
Oa O Supplemental Security Income (SSI) $ .
Last Date Pd O You [ Family Member
O O Social Security Disability Income (SSDI) O You [ Family Member
O O Unemployment Insurance [ You
O O Trade Act Assistance (TAA) O You
O Free or reduced-price school lunch [ You [J Family Member — Who?
O O Refugee Assistance
Od Other State/Local Income Based Public Assistance g ClYou [ Family Member
ource
O Ticket to Work Program Holder
www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the amerlc’a;]‘obcenter network

Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available
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APPLICATION FOR :
FINANCIAL AID/SERVICES Workforce Solutions

SECTION V - VETERANS ADDENDUM

Veterans and Qualified Spouses
Eligible veterans and their qualified spouses receive preference for service when Workforce Solutions has limited resources. Please check a box below if
it describes you.

[0 Federal/State Qualified Veteran — | served in the active military, naval, or air service and was discharged or released there from under conditions
other than dishonorable as specified at 38 U.S.C. 101(2). Active services include full-time duty in the National Guard or Reserve component, other
than full-time for training purposes.

Branch: Component (Active, Reserve, or Guard): Date entered:

Date discharged: Type of discharge:

Military occupational specialty (clear text):

If employed, have you been able to find employment related to your military occupational specialty? [] YES [] NO

Do you plan to return to active military service? [] YES [ NO

[J Federal Qualified Spouse
[J 1 am the spouse of a veteran who died of a service-connected disability

[J 1am the spouse of a member of the Armed Forces serving on active duty who at the time of application for priority, is listed in one or more of the
following categories and has been so listed for a total of more than 90 days:

* Missing in action
« Captured in line of duty by a hostile force, or
*  Forcibly detained or interned in line of duty by a foreign government or power

[0 1am the spouse of a veteran who has a total disability resulting from a service-connected disability, as evaluated by the Department of Veteran
Affairs

[J 1 am the spouse of a veteran who died while a total disability resulting from a service-connected disability, as evaluated by the Department of
Veteran Affairs, was in existence

[J State Qualified Spouse
[J 1 am a spouse who meets the definition of a federal qualified spouse

[ 1 am the spouse of any member of the Armed Forces who died while serving on active military, naval, or air service.

| (print your name) attest that | meet the definition marked above and the associated
eligibility criteria. | certify the information stated above is true and accurate to the best of my knowledge, and | understand that if | have misrepresented
myself, there may be grounds for immediate termination or services and/or penalties as specified by law. | understand | must report any change in my
veteran status to Workforce Solutions within 10 calendar days. | further understand that if the definition marked above is based on a military record that |
know is fraudulent, fictitious, or has been revoked, | also may be subjected to penalties as provided in Acts 2011, 82nd Legislature, Chapter 386 (SB
431), as codified in Texas Penal Code Section 32.54.

Signature of Applicant Date

www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the amerlc/a;'j‘obcenter network
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APPLICATION FOR

FINANCIAL AID/SERVICES Workforce Solutions

GULF COAST WORKFORCE BOARD
ORIENTATION TO DISCRIMINATION COMPLAINT PROCEDURES FORM
(29 CFR Part 38)

This Orientation to Discrimination Complaint Procedures form addresses discrimination complaint procedures for the listed programs and
services administered in the local workforce development area by the Workforce Development Board and its Contractors:

Workforce Innovation and Opportunity Act (WIOA)

Temporary Assistance for Needy Families (TANF) / CHOICES
Supplemental Nutrition Assistance Program Employment & Training (SNAP E&T)
Child Care Services (CC)

Trade Adjustment Assistance (TAA) and Trade Readjustment Allowances (TRA)

THE RECIPIENT OF THE FEDERAL FINANCIAL ASSISTANCE IS:

Gulf Coast Workforce Board Equal Opportunity (EO) Officer: Bobi Cook
3555 Timmons Lane Telephone Number: (713) 627-3200
Houston, TX 77227 Relay Texas: 1-800-735-2989/ TTY 1-800-735-2988 (Voice)

The Gulf Coast Workforce Board (the Board) shall resolve equal opportunity complaints in a fair and prompt manner. Acts of restraint, interference, coercion, discrimination, or reprisal
towards complainants exercising their rights to file a complaint under this procedure are prohibited. This procedure applies to all applicants and participants who have cause to file a
discrimination complaint related to activities or programs administered by the Board. If you have an equal opportunity complaint concerning any of these programs, you may submit your
written complaint to the Board or Contractor EO Officer, as appropriate.

After your equal opportunity complaint has been received, the EO Officer will notify you of the next step in the complaint process. As long as you wish to pursue your complaint, the Board
or Contractor will follow the steps described below. You should study the Discrimination Complaint Procedure carefully, and if you feel that the required steps are not being followed,
contact the EO Officer. Remember, if you feel you are not being provided enough help at any stage of the complaint process, you should contact:

Texas Workforce Commission (TWC) Telephone Numbers:

Equal Opportunity Monitoring (512) 463-2400

101 E. 15th St., Room 242-T Relay Texas: 1-800-735-2989
Austin, TX 78778-0001 TTY 1-800-735-2988 (Voice)

EQUAL OPPORTUNITY IS THE LAW

It is against the law for this recipient of Federal financial assistance to discriminate on the following bases: against any individual in the United States, on the basis of race, color, religion,
sex (including pregnancy, childbirth, and related medical conditions, sex stereotyping, transgender status, and gender identity), national origin (including limited English proficiency), age,
disability, or political affiliation or belief, or, against any beneficiary of, applicant to, or participant in programs financially assisted under Title | of the Workforce Innovation and Opportunity
Act, on the basis of the individual’s citizenship status or participation in any WIOA Title |-financially assisted program or activity. The recipient must not discriminate in any of the following
areas: deciding who will be admitted, or have access, to any WIOA Title |-financially assisted program or activity; providing opportunities in, or treating any person with regard to, such a
program or activity; or making employment decisions in the administration of, or in connection with, such a program or activity. Recipients of federal financial assistance must take
reasonable steps to ensure that communications with individuals with disabilities are as effective as communications with others. This means that, upon request and at no cost to the
individual, recipients are required to provide appropriate auxiliary aids and services to qualified individuals with disabilities.

What to do if you believe you have experienced discrimination. If you think that you have been subjected to discrimination under a WIOA Title I-financially assisted program or activity,
you may file a complaint within 180 days from the date of the alleged violation with either: the recipient's Equal Opportunity Officer (or the person whom the recipient has designated for this
purpose); or the Director, Civil Rights Center (CRC), U.S. Department of Labor, 200 Constitution Avenue NW, Room N-4123, Washington, DC 20210. If you file your complaint with the
recipient, you must wait either until the recipient issues a written Notice of Final Action, or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see
address above). If the recipient does not give you a written Notice of Final Action within 90 days of the day on which you filed your complaint, you may file a complaint with CRC before
receiving that Notice. However, you must file your CRC complaint within 30 days of the 90-day deadline (in other words, within 120 days after the day on which you filed your complaint with
the recipient). If the recipient does give you a written Notice of Final Action on your complaint, but you are dissatisfied with the decision or resolution, you may file a complaint with CRC. You
must file your CRC complaint within 30 days of the date on which you received the Notice of Final Action.

PROCEDURES ON HOW TO FILE A COMPLAINT

. WORKFORCE INNOVATION AND OPPORTUNITY ACT (WIOA) / TRADE ADJUSTMENT ASSISTANCE (TAA) and TRADE READJUSTMENT ALLOWANCES (TRA):
If you think you have been subjected to equal opportunity discrimination under a WIOA Title | or a TAA/TRA financially assisted program or activity, you may file a
discrimination complaint within 180 days from the date of the alleged violation with either the Board/Contractor Equal Opportunity Officer (or designee) or Director, Civil Rights
Center (CRC), U.S. Dept. of Labor, 200 Constitution Avenue NW, Room N-4123 Washington, DC 20210. If you file your complaint with the Board or Contractor, you must wait
until you receive a written Notice of Final Action or 90 days have passed (whichever is sooner) before you can file with the CRC. If the written Notice of Final Action is not
issued within 90 days of the day you filed your complaint, you have 30 days following the 90-day deadline to file a complaint with CRC (that is, within 120 days of the day you
first filed your complaint). If you receive a written Notice of Final Action on your complaint but are dissatisfied with the decision, you may file a complaint with CRC. However,
you must file your CRC complaint within 30 days of receiving the Notice of Final Action.

. TEMPORARY ASSISTANCE FOR NEEDY FAMILIES (TANF) / CHOICES and/or CHILD CARE SERVICES (CC):
If you think you have been subjected to equal opportunity discrimination under a TANF/Choices and/or Child Care (CC) program or activity receiving federal financial
assistance, you may file a complaint within 180 days from the date of the alleged violation with either the Board/Contractor Equal Opportunity Officer (or designee) or U.S
Department of Health and Human Services (HHS), the Office for Civil Rights, 1301 Young Street, Suite 1169, Dallas, TX 75202, (800) 368-1019. Those filing complaints
against child care program services receiving USDA federal financial assistance may choose to contact the U.S. Department of Agriculture (USDA), Office of Adjudication,
1400 Independence Avenue, SW, Washington, D.C. 20250-9410. If you file your complaint with the Board or Contractor, you must wait until a written Notice of Final Action is
issued or until 90 days have passed (whichever is sooner) before you can file with the U.S. Department of Health and Human Services.

. SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM EMPLOYMENT AND TRAINING (SNAP E&T):
If you think you have been subjected to discrimination under a SNAP E&T financially assisted program or activity, you may file a complaint within 180 days from the date of the
alleged violation with either the Board/Contractor Equal Opportunity Officer (or designee) or the U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, SW, Washington, DC 20250-9410, (202) 260-1026. If you file your complaint with the Board or Contractor, you must wait either until a written Notice of
Final Action is issued or until 90 days have passed (whichever is sooner) before filing with the U.S. Department of Agriculture.

Please do not sign this notice until you have read it and understand its contents.
By my signature below, | acknowledge this orientation to the discrimination complaint procedure and the statement regarding Equal Opportunity Is the Law. | affirm that | have read the

Orientation to Discrimination Complaint Procedures Form and that | have been given the opportunity to ask questions about its contents. | understand that the One-Stop application form is
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APPLICATION FOR

FINANCIAL AID/SERVICES Workforce Solutions

SECTION VI - ADDENDUM FOR CHILD CARE ASSISTANCE

If you are applying for Financial Aid for Child Care Assistance:

1. Carefully read this document

2. Initial you understand and agree to each responsibility that will apply to you should we award Financial Aid
3. Sign and Date the Parent Acknowledgement page
4

Submit this form with your Financial Aid Application

PARENT AGREEMENT

Your Rights

1. You have the right to expect good service from Workforce Solutions.

You will receive financial aid regardless of race, color, national origin, age, sex, disability, political beliefs, or religion.
We assure you that we will treat any personal information you give to Workforce Solutions as confidential.

You may choose the child care arrangement best meeting your needs, including care provided by a child’s relative.

You have the right to report a change in work or education/training that may result in an increase in the level of financial aid you receive.

o o K~ 0 DN

We'll notify you fifteen (15) days before we end or change the payment of care unless you voluntarily withdraw or in cases where fraud has been
determined.

7. If you are required to pay a monthly fee to your child care provider, you have the right to report a change in family composition or income which
may lower your monthly fee. If you failed to pay your portion of the child care parent fee as agreed below, Workforce Solutions will discontinue your
child care.

8. If your child care is discontinued due to excessive absences or failure to pay your monthly parent fee, you can reapply after a 60-day waiting
period.

Your Responsibilities

Workforce Solutions wants you to understand your responsibilities if we determine you are eligible for financial aid for child care assistance.

Please read the responsibility statements below, initial each responsibility signifying you understand your responsibility and will comply, and
sign in the space provided at the bottom of this document.

Some Responsibility statements will not apply to all families receiving financial aid for child care. These are identified with the * symbol. If you have
questions regarding any of these responsibilities, please contact Workforce Solutions at 1-888-469-5627, select option 3, and then option 2 -- or call
713-334-5980.

1. Family/Income*

I understand | qualify for child care financial aid based upon my family’s income and size.

If my family experiences a change in income or family composition that would put my family income above the limits detailed at
http://www.wrksolutions.com/for-individuals/financial-aid-for-child-care. | must report such change to Workforce Solutions within 14 days. Failure to
report this information within 14 days may result in disallowed costs | will have to repay.

Important: We can help. If you are not sure if your change in income or family composition would result in your family exceeding the limits on the chart
referenced above, you can contact Workforce Solutions and our staff will help determine if your change in income or family status results in your family
exceeding the limit.

Parent’s Initials

. =
www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the americanjobcenter network
Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available

upon request to individuals with disabilities. (Please request reasonable accommodations a minimum of two
business days in advance.) Relay Texas Numbers: 1.800.735.2989 (TDD) 1.800.735.2988 (voice) or 711 PAGE 9 | 212-FAID-E-1219
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APPLICATION FOR a®a)

FINANCIAL AID/SERVICES Workforce Solutions

2. Work/Training Education*

| understand | am able to get child care so | can work, go to school, or attend job training classes. If | am no longer working, no longer in school, or no
longer attending job training classes, | will notify Workforce Solutions within 14 days of the change. Failure to report this information within 14 days
may result in disallowed costs | will have to repay.

Important: We can help. If you are not sure if your change in income or family composition would result in your family exceeding the limits on the chart
referenced above, you can contact Workforce Solutions and our staff will help determine if your change in income or family status results in your family
exceeding the limit.

Parent’s Initials

3. Contact Information

| understand | must report any changes in my family’s residence, primary phone number, or email address. | will notify Workforce Solutions within
14 days of the change.

Parent’s Initials

4. Parent Fee*

If | am determined eligible and awarded financial aid and required to pay a parent share of cost fee, | agree to pay my monthly parent fee to my
chosen child care provider. Workforce Solutions assesses a sliding scale fee based on my family’s gross income, composition and the number of
children in care. | understand that my parent fee may decrease depending on changes in family composition, income or the number of children in
care. | must notify Workforce Solutions if | have changes in my family composition, income or number of children in care. Workforce Solutions may
adjust my monthly parent fee based on the changes | report. My monthly fee will not increase unless the number of children in care increases. |
understand that failure to pay the parent fee may result in termination of my financial aid for child care.

Parent’s Initials

5. Choice of Providers

| understand if | choose:

a. arelative to provide care for my child: the decision to choose my child’s relative is mine alone for which | am fully responsible. | understand that my
child’s relative is not subject to health and safety requirements required of a regulated child care provider. | am responsible for setting requirements for the
care provided by my childs relative. | understand that neither the Houston-Galveston Area Council, through Workforce Solutions nor any of its
employees, affiliates or contractors, is responsible for actions or omissions of my child’s relative providing child care or for the health and safety of my
child.

b. aregulated provider to provide care formy child: the decision to choose a particular provider is mine alone for which | am fully responsible. |
understand neither the Houston-Galveston Area Council, through its Workforce Solutions workforce system nor any of its employees, affiliates or
contractors, is responsible for actions or omissions of a regulated provider or for the health and safety of my child.

c. aregulated provider that has earned Texas Rising Star (TRS) certification: | understand that the TRS designation indicates that a provider
has quality standards that exceed State minimum standards and should be considered when choosing a provider to care for my child.

Parent’s Initials

6. Reporting Attendance

If | am determined eligible and awarded financial aid, | understand:

a. | must use the attendance card to report my child’s attendance and absences;

b. | can designate up to three individuals as alternate card holders to report attendance/absences on my behalf; and the secondary cardholder must
be at least 16 years old, unless the individual is the child’s parent;

c. | (or my alternate cardholders) must review the receipt generated by the attendance card machine to confirm my child’s attendance is approved
for the day.

d. I must inform Workforce Solutions within six (6) days when my attempt to record attendance is denied or rejected and cannot be corrected at the
child care provider site.

Parent’s Initials

. e
www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the americanjobcenter network
Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available

upon request to individuals with disabilities. (Please request reasonable accommodations a minimum of two
business days in advance.) Relay Texas Numbers: 1.800.735.2989 (TDD) 1.800.735.2988 (voice) or 711 PAGE 10 | 212-FAID-E-1219
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APPLICATION FOR

FINANCIAL AID/SERVICES Workforce Solutions

7. Security Agreement Requirements for the Attendance Card

a. | will not let any other individual, child care provider, or its owner, director, assistant director, or employees possess, accept, or use my card or
PIN, (or my alternate cardholders’ card or PIN), to perform the attendance/absence reporting function on my behalf.

b. 1 will not designate the child care provider staff, owner, director, or assistant director as an alternate cardholder.

c. | am responsible for any misuse of the attendance card by my alternate cardholders.

d. | am responsible for informing alternate cardholders of these requirements and their responsibility for using the attendance card.

e. | will report misuse of my attendance cards and/or PINs to Workforce Solutions.

Workforce Solutions will take appropriate action against anyone who fails to abide by the above security requirements for the attendance
card, including denying referrals to a vendor holding a card, moving children to another vendor selected by the parent, withholding vendor
payments or reimbursement of costs incurred, recoupment of funds, and may include filing criminal charges with the appropriate

authorities.

Parent’s Initials

* Exceptions:

Family Income is not a requirement for all customers. These families also do not have a share of cost, and care may be authorized
to look for work:
e Parents eligible for financial aid because they are participating in TANF Choices or SNAP E&T

e  Parents of children experiencing homelessness.

YOUR PROVIDER SELECTION

You should have chosen a child care provider for your child(ren) and contacted them to determine if space is available. Please list the
details for your chosen provider below. If you have more than one provider, use the second box for the additional provider.

Provider name: Address: Phone:
Child name (list each child who needs care on | Currently attending | Transportation Days of the Type of Desired start
a separate line) w/ provider? Needed? week care Care** date
(circle one) (circle one) is needed (circle all) (circle one)
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full

**Circle part time if you need before and after school care during the school year, and full time care only during the summer and school breaks
** Circle full time if you need care for a child age 5 or younger who will be in care 6 or more hours per day

www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the americanjobcenter network

Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities. (Please request reasonable accommodations a minimum of two
business days in advance.) Relay Texas Numbers: 1.800.735.2989 (TDD) 1.800.735.2988 (voice) or 711 PAGE 11| 212-FAID-E-1219
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APPLICATION FOR

FINANCIAL AID/SERVICES Workforce Solutions

Additional provider, if applicable:

Provider name: Address: Phone:
Child name (list each child who needs care on | Currently attending | Transportation Days of the Type of Desired start
a separate line) w/ provider? Needed? week care Care** date
(circle one) (circle one) is needed (circle all) (circle one)
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTFSS Part / Full
Y/N Y/N MTWTESS Part / Full
Y/N Y/N MTWTFSS Part / Full

**Circle part time if you need before and after school care during the school year, and full time care only during the summer and school breaks
** Circle full time if you need care for a child age 5 or younger who will be in care 6 or more hours per day

Parent Acknowledgement

1. lunderstand that a person, who obtains or attempts to obtain by fraudulent means services to which the person is not entitled, may be prosecuted
under applicable state and federal laws.

2. |l also acknowledge the Parent Handbook can be found on the Workforce Solutions website and Workforce Solutions staff are available to answer
my questions.

3. If I receive Financial Aid from Workforce Solutions, | will ensure my child attends child care on a regular basis.

4. If I receive Financial Aid from Workforce Solutions, | understand that if my child exceeds forty (40) total absences any time during my 12-month
eligibility period, my child will not be eligible for child care services for 2 months from the date care was ended, and | will have to reapply for
services. Absences due to a child’s documented chronic illness, disability, or court ordered visitation do not count toward the maximum absences
allowed.

5. If I receive Financial Aid from Workforce Solutions, | acknowledge that failure to meet my provider’s established attendance policy may result in the
provider ending my child’s enroliment.

6. | acknowledge that failure to pay my parent share of cost may result in the termination of my child care financial aid.

7. | give permission to Workforce Solutions to contact third parties to verify income and family composition or to use information from the financial aid
application for identification and verification of income.

8. | acknowledge the information on this Parent Agreement including my: Rights, Provider Selection and Responsibilities. | have the right to request a
change in my provider selection.

9. | acknowledge that | have the right to appeal a decision by Workforce Solutions to terminate my child care services. If care is terminated due to
absences or a failure to pay the parent share of cost to the provider, child care financial aid will not continue during the appeal process.

10. | acknowledge the information | provide to determine my eligibility is subject to validation through cross-checks against state and federal databases,
and that | may be asked to participate in face-to-face interviews and provide original documents to verify my identity and eligibility for child care

financial aid.
Parent Signature Printed Name Date
www.wrksolutions.com 1.888.469.JOBS (5627) A proud partner of the americanjobcenter network

Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities. (Please request reasonable accommodations a minimum of two
business days in advance.) Relay Texas Numbers: 1.800.735.2989 (TDD) 1.800.735.2988 (voice) or 711 PAGE 12 | 212-FAID-E-1219
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OO OO
O3 Application for Financial Aid 5O

DocuMeNTs CHECKLIST

We keep your application on file for days. By (date) / we need the
documents checked below as proof that the information on your application is true and correct.
You can fax the documents to me at:

If you cannot get some of the required documents please call me at:
I can help you get what need or tell you about alternatives.

Documents Needed For You (only those checked by your counselor)

Government or School Issued Picture ID (name document)
US Birth or Hospital Certificate or Passport

Non-citizen Eligible to work in US

Pay stubs for 26 weeks beginning and ending
Pay stubs for the weeks
Letter from your employer on letterhead showing employment dates, work hours and pay

Child Support Income award or payment history, or verification of receipt of cooperation with the Attorney General
Current class schedule including semester end date and credit hours

Current school transcript

High school students — letter stating number of days and hours you attend school

Employment verification form signed by your employer

Proof of employment challenge for youth (list document)

Other (list):

OOOOOO0O0O0O0O00a

For Your Adult Family Members (list names of family members)

Pay stubs for 26 weeks beginning and ending
Pay stubs for the weeks
Letter from your employer on letterhead showing employment dates, work hours and pay

Other (list):

0000 e

For Your Children under 13 years old or under 19 years old if disabled

[l Proof of her/his Citizenship or her/his Legal Immigrant Status
[ Proof of child’s disability
[0 Name and telephone number of daycare facility you children will attend

As soon as we have all the necessary documents, we will be able to tell you if you qualify for Workforce
Solutions financial aid. We must always receive confirmation that funds are available before awarding
financial aid.

Workforce Solutions
Workforce Solutions is an equal opportunity employer/program. Auxiliary aids and services are available upon request

to individuals with disabilities. Texas Relay Numbers: 1-800-735-2989 (TDD) 1-800-735-2988 (voice) or 711 233-FA3-E
11/14
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WORKFORCE INNOVATION AND OPPORTUNITY ACT
AUTHORIZATION TO WORK - CHECKLIST

Copies of the appropriate documents must be maintained in the customer’s official record

For individuals to participate in Workforce Innovation and Opportunity Act programs, they must be authorized to

work in the United States. Please complete the following form, choosing one item from List A, or one item from List

B and one item from List C.

Alejandro
Print Name: Last First Mi Maiden Name
Date of Birth (month/day/year) Social Security Number
All documents must be unexpired
LISTA LISTB LISTC
Documents That Establish Both |dentity Documents That Establish Identity Documents That Establish Employment
and Employment Eligibility Eligibility
OR AND

I:‘U.S. Passport or U.S. Passport Card

I:‘Permanent Resident Card or Alien
Registration Receipt Card (Form I-551)

I:'Foreign Passport, that contains a temporary
I-551 stamp or temporary I-551 printed
notation on a machine-readable immigration
visa

I:'Employment Authorization Document that
contains a Photograph (Form 1-766)

I:‘In the case of a nonimmigrant alien
authorized to work for a specific employer
incident to status, a foreign passport with
Form 1-94 or Form 1-94A bearing the same
name as the passport and containing an
endorsement of the alien’s nonimmigrant
status, as long as the period of endorsement
has not yet expired and the proposed
employment is not in conflict with any
restrictions or limitations identified on the
form

I:'Passport from the Federated States of
Micronesia (FSM) or the Republic of the
Marshall Islands (RMI) with Form 1-94 or
Form I-94A indicating nonimmigrant
admission under the Compact of Free
Association Between the United States and
the FSM or RMI

|:|Driver's License or ID Card issued by a State
or outlying possession of the United States
provided it contains a photograph or
information such as name, date of birth,
gender, height, eye color, and address

I:‘ID Card issued by federal, state, or local
government agencies or entities, provided it
contains a photograph or information such
as name, date of birth, gender, height, eye
color and address

I:'School ID Card with a photograph
I:'Voter’s Registration Card

I:‘U.S. Military Card or Draft Record
I:‘Military Dependent’s ID Card

I:'U.S. Coast Guard Merchant Mariner Card
I:'Native American Tribal Document

|:|Driver's License issued by a Canadian
government authority

For persons under age 18 who are unable to

present a document listed above:

I:'School record or report card
|:|Clinic, doctor, or hospital record

I:‘Day care or nursery school record

I:‘Social Security Account Number card other
than one that specifies on the face that the
issuance of the card does not authorize
employment in the United States

|:|Certificate of Birth Abroad issued by the
Department of State (Form FS-545)

I:‘Certification of Report of Birth issued by
the Department of State (Form DS-1350)

DOriginal or certified copy of a birth
certificate issued by a State, county,
municipal authority or territory of the
United States bearing an official seal

I:'Native American Tribal Document
I:‘U.S. Citizen ID Card (INS Form 1-197)

I:‘Identification Card for use of Resident
Citizen in the United States (Form 1-179)

DEmponment authorization document
issued by the Department of Homeland
Security

I:'Screenprint of Ul screen Current Claim
Status

I:‘UI award letter

|:|Expedited Eligibility through RRES, RES, or
TAA

Workforce Solutions Office Staff Signature

Print Name

Date

Addendum Instructions

Visit www.wrksolutions.com
for the most current version.
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| Child Care | | Scholarship | | Transportation | | Other |

SR e

Application for Financial Aid

SELF-CERTIFICATION

I hereby certify under penalty of perjury, that the following information is true:

I attest that the information stated above is true and accurate, and understand that the above
information, if misrepresented or incomplete, may be grounds for immediate termination of
Workforce Solutions services and/or penalties as specified by law.

Signature: Date: / /

Signature of Parent or Legal Guardian:

Address:

Phone Number:

The above self-certification documents the following eligibility criteria:

| CERTIFICATION

I certify that the information recorded on this form was provided by the individuals whose signatures appear above.

Workforce Solutions Career Office Staff Signature:

Printed Name: Date: / /

Workforce Solutions

Workforce Solutions is an equal opportunity employer/ program. Auxiliary aids and services are available upon request
to individuals with disabilities. Texas Relay Numbers: 1-800-735-2989 (TDD) 1-800-735-2988 (voice) or 711 234-FA4-E
08-03-11
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| Child Care | | Scholarship | | Transportation | | Other |

O O,
O-0% Employment/Income Verification 50

Date:

TO WHOM IT MAY CONCERN: This is authorization to release the information concerning the
employment of

Please provide the gross income for the period from to

We appreciate your cooperation and prompt return of this information.

Thank you,

Employee’s Signature Employee’s Social Security Number

| TO BE COMPLETED BY EMPLOYER

Employer’s Name:

Street Address:

City: State: Z1P:

Telephone:

Employment Start Date:—— End Date:

Pay Frequency: Gross Monthly Salary /Rate of Pay:
Gross Wages from to $

Usual Number of Weekly Hours:

Employer’s Signature Title Date

PLEASE RETURN TO: Workforce Solutions: Financial Aid Support Center
Address:P.O. Box 924586
City, State, ZIP: Houston TX 77292
Attn: Call Center

Email: csc@wrksolutions.com

Workforce Solutions
Workforce Solutions is an equal opportunity employer/ program. Auxiliary aids and services are available upon request
to individuals with disabilities. Texas Relay Numbers: 1-800-735-2989 (TDD) 1-800-735-2988 (voice) or 711 243-FA11-E

06/18/15
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Child Care | Scholarship | | Transportation | | Other |

SR s

Application for Financial Aid

INcoME RECONSTRUCTION WORKSHEET

Use this form to reconstruct income received during 26-week income determination period when little or no
documentation is available. Work backwards from the application date.

Income determination period: / to /

Yok | From To Wageper | x| Howns | oher | = Total
1 / / $ X + = [$
2 / / $ X + = [$
3 / / $ X + = [$
4 / / $ X + = [$
5 / / $ X + = [$
6 / / $ X + =|$
7 / / $ X + =|$
8 / / $ X + =|$
9 / / $ X + =19
10 / / $ X + =|$
11 / / $ X + = [$
12 / / $ X + =|$
13 / / $ X + =13
14 / / $ X + =|$
15 / / $ X + =|$
16 / / $ X + =|$
17 / / $ X + =|$
18 / / $ X i = |$
19 / / $ X + =|$

20 / / $ X - = [$
21 / / $ X + = [$
22 / / $ X + = [$
23 / / $ X + =|$
24 / / $ X + =|$
25 / / $ X + = [$
26 / / $ X + = |$

Total estimated income received for the 26 week period | $

I hereby attest that this is an accurate summary of income I received during this period.

Signature of Self-Employed Date / /

Workforce Solutions
Workforce Solutions is an equal opportunity employer/ program. Auxiliary aids and services are available upon request

to individuals with disabilities. Texas Relay Numbers: 1-800-735-2989 (TDD) 1-800-735-2988 (voice) or 711 236-FA6-E
08-03-11
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| Child Care | | Scholarship | | Transportation | | Other |

SR s

Application for Financial Aid

SELF-EMPLOYMENT INCOME VERIFICATION

The net self-employment income must be determined for the period beginning _ /_ and ending __ /
IRS documents or the self-employed individual’s profit loss statement for the income determination period
may be used to document the net income. Where this information is not available, the self-employed
individual must complete this worksheet covering the 26-week income determination period.

Applicant Application
Name : Date :
Self-Employed

Individual’s Name :

Relationship Starting/Ending
to Applicant : Dates of Business :
Description

of Business :

Description of Operating
Expenses of Business :

From To Gross Receipts Expenses Net Income

1
R I R RS S ool SRl RSNl RSN RS RS2

I hereby attest that this is an accurate summary of my business income.

Signature of Self-Employed Date / /
PHONE VERIFICATION |
The above information was verified on this date by telephone (phone no: )
with , who is the self-employed individual or

representative thereof.

Staff Signature Date / /

Workforce Solutions
Workforce Solutions is an equal opportunity employer/ program. Auxiliary aids and services are available upon request

to individuals with disabilities. Texas Relay Numbers: 1-800-735-2989 (TDD) 1-800-735-2988 (voice) or 711 235-FAS5-E
08-03-11
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Workforce Solutions

Financial Assistance Request Form

Customer Name (First, MI, Last) TWIST ID DOB
© Offi Staff N q
areer BHee A Name [1Short Term [ Substantial
[l TANF/Choices [JABAWD [/ Gen Pop | WIOA []Adult [/ DW |[1OSY [/ISY @it
[ Transportation Amount [l Work Related/ Training Amount [ Check Request
- Payee:
Metro Bus Pass ] Wal-Mart :
$. $
Chevron Gas Card g [ Target s
Address:
|| Exxon Gas Card $ [ JcPenney :
Other/Be Specific:
Home Depot
$ s |
[ Other/Be Specific: City, State & Zip:
$
[ Reloadable Card [ Reloadable Card Phone #:
(Last 4 digits) # (Last 4 digits) #
Contact Person:
Reload Amount $ Reload Amount $
Expiration Date Expiration Date Amount: §

Explanation of need for Financial Aid:

Customer Acknowledgement

[T understand that I must use the financial assistance provided to me for the purposes stated above. Staff may ask for documentation that I
used the financial assistance for the intended purpose. If it is discovered I used this financial assistance provided to me for other purposes, I
will be held responsible for repaying the amount provided and risk losing any additional assistance from Workforce Solutions including but
not limited to: child care, training assistance, work support.

[T understand that I must use the cash card for the intended purpose. If I use the cash card for any purposes not covered by this
agreement, I will be responsible for repaying those costs and risk losing any additional assistance from Workforce Solutions including but not
limited to: child care, training assistance, work support. Funds will be removed from cash cards after 45 days of inactivity.

Printed Customer Name Customer Signature and Date

Staff Verification:
New Customer Continuing Customer Requesting Additional Services
[ Orientation to Complaint Form {1 Opened Service Tracking
U Determined eligible for financial assistance (Short-term or substantial) [ Limits Verified (TWIST) (FAMS)

1 Addendum and documents to satisfy work status (Short-term) I New Reloadable Card documents

[ Call Center determination of eligibility (Substantial) [ Fund Source Matches TWIST (if applicable)

[ Career Office/Tracking Unit determination of eligibility [1Job Search WIT Application activated(if applicable)
[JNew Reloadable Card documents [1Map Quest printout (if applicable)
[ Limits Verified (TWIST) (FAMS) [ Counselor Note
[1Job Search WIT Application activated (if applicable) [ Financial Aid Application (if applicable)

) Counselor Note

[l Financial Aid Application (if applicable)

‘This request for financial assistance has been reviewed: (a) the customer needs the assistance and such assistance is not reasonably available from other resources, (b)
where appropriate, the employment, or the offer of employment, was verified, and (c) the requested amounts are reasonable.

Requesting Staff: Reviewed By:

Staff Signature and Date Signature of Authorized Staff and Date

Page 1of 1 Updated 04/23/18
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