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Process: Documenting – TAA On-The-Job Training in 
the Service(s) Plan in SKIES 

 

On-the-Job Training (OJT) is skills training provided by an employer at the employer’s 
place of business.   

 

Important Facts about this Process: 
1. OJT provides knowledge or skills essential to fully perform on the job.  
2. It is a full-time subsidized employment activity. 

 Process Steps: 
1. Start at the Service(s) Plan >Services tab 
2. Select >Training >On-the-Job Training as the needed Service in the Services Plan 
3. Select >Provider Service > Enter Provider name (training facility) 
4. Update Planed Start and End Dates  and Actual Start Date 
5. Select >Program Affiliation 
6. Enter the Provider Name 
7. Save 

Detailed Steps for this Process: 
1. If the Needed Services field is not blank, place the cursor in the Needed Services 

field. See Figure 1. 
a. Click on the “green plus sign”.  
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(Figure1 – Objectives Needed Services) 

1. Place the cursor 
in this field 

 

1. a. Click on the 
green plus sign 
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2. A blank field displays. Click on the “drop down arrow” under the Objectives Needed 
Services. See Figure 2. 

 

3. The Services Types list displays. Click  the Services Type “Training”. See Figure 3. 
a. Click “OK”.   

 
b. The Group Type displays. Click On-The-Job-Training from the Group Type. 

See Figure 3a. 
c. Click “OK”.  
 

  

3. Click on 
Services type 

3. a. Click OK 

 

 

(Figure 2 – Objectives Needed Services) 

2. Click for the 
Service type list 

(Figure 3 – Services Type) 

(Figure 3a- Group Type) 

3. c. Click OK 

3. b. Click on On-
the-Job-Training 
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4.  Click on the drop down arrow for Provider Service. See Figure 4. 
 
 
 
 
 
 
 
 
 

 
 

 
5. The Services list displays. Click on “On-The-Job Training”. See Figure 5. 

a. Click OK. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

 

 

(Figure 4 – Provider Service) 

   (Fig. 4) 

4.  Click for Provider 
Service list 

5. Click the Service 

5. a. Click OK 

(Figure 5 - Services) 
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6. Complete the service information.  See Figure 6. 
a. Enter training provider name.   
b. Change the Planned Start and End Date to the dates displayed on the OJT 

Training Plan.  Enter the Actual Start Date. Do not enter the “Actual End 
Date.” 

c. Click on the “drop down arrow” to attach Program Affiliation “Trade Assistance 
Act”.   

 
 

 
 

 
7. Click in the box “Established an Individual Training Account”. See Figure 7. 

a. Click on the “Save” Icon. 

 

 
 
 
 
 

 

 

 

6 a. Enter Provider 
Name 

6. b. Change 
Planned and Actual 

 

5. c. Click drop down 
arrow to select program 

 

(Figure 6 – Service Information) 

7. Click in box 

(Figure 7- Save Icon) 

7. a. Click to save 


