Overview

Detailed Steps

WORKSource

Process: Documenting — TAA Approved Training in the
Service(s) Plan in SKIES

TAA Approved Training — Training that the participant is receiving which is not funded by
the TAA Program.

Important facts about this process:

Program Staff must approve this training.

The TAA Program prohibits the participant from providing any personal funds toward the
cost of training.

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 and Actual Start Date

Select >Program Affiliation >Enter Provider Name

Save
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Detailed Steps for this Process:

1. Atthe Objectives 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.

Figure 2 — Provider Service
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3. The drop down list of Service display. Click on the “TAA Approved Training”. See

Figure 3.
a. Click “OK”.
(Figure 3 — Services)
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4. Complete the service information. See Figure 4.
a. Enter. the name of the funding source paying for training.such as WIA or WRT.
b. If applicable, click in the box(s) “DL” Distance Learning, “PT” Part Time.
c. Change the “Planned Start and End Dates” indicating the dates the approved
funding source will be paying for the training. Enter the “Actual Start Date” as the
same date entered into the “Planned Start Date”. Do not enter the “Actual End

Date.”
d. Click on the “drop down arrow” to attach Program Affiliation “Trade Assistance
Act”.
4. b. If applicable,
4. a. Enter name of check box(s)
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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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