Overview

Detailed Steps

WORKSource

Process: Documenting — TAA Pre-requisite Training in
the Service(s) Plan in SKIES

Pre-requisites are courses that are required prior to taking an advanced course into a
specific training program.

Process Steps:

1. Start at the Service(s) Plan, Services tab, Select>Training> Occupational Skills
Training as the needed Service in the Services Plan.

Select >Provider Service > Enter Provider name (training facility)

Update Planed Start and End Dates. Enter Actual Start Date

Enter Provider name >Select >Program Affiliation

Save

abrowbd

Detailed Steps for this Process:

1. Atthe Needed Services field, use the scroll bar to find the Needed Service
Occupational SkillsTraining. See Figure 1.
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2. Atthe Provider Service field, click on the “drop down arrow”

. See Figure 2.
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2. Click for Provider

Service list

3. The drop down list of Services display. Click on the “Prerequisite Training (TAA

only). See Figure 3.
a. Click “OK”.

(Figure 3 - Services)
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4. Complete the service information. See Figure 4.

a. Enter “Training Provider” name. This is the training facility on the CT3.

b. If applicable, click in the box(s) “DL” Distance Learning, “PT” Part Time.

c. Change the “Planned Start and End Dates” to reflect quarter attending Pre-
requisite training. Enter an “Actual Start Date” same as “Planned Start Date”. Do
not enter the “Actual End Date.”

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

Act”. X :
4. a. Enter Provider 4. b. If applicable,
Name check box(s)

(Figure 4 — Service Information) / /
Provider Service Training Provider  Provider _Py AT Course EIEI] BC pTV
PREREGUISITE TRAINING (TA& ONLY |5 vV =] Firr F

[ [ i

- [ =0

=] =] EOC) |

-] = _ ;] EE

aff Assigned Office Start Date End Date
|'W'|LSON, SARAHC. ;] lElELLINGHAM TECHMICAL COLLEGE ] ‘ Planned 11012008 1100152010
Actual
rrogram Lol o Frearam Silaten L _] Agreed Upaon Progress L=t A=) s N Lese
Cortract =
| ;] Instructions Completed
Actual -
Outcome
4. c. Change

4. d. Click drop down Planned and Actual
arrow to select program Dates
Affiliation

5. Click on the “Save” Icon. See Figure 5.

(Figure 5 — Save Icon)
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5. Click to save
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