Ohio’s Workforce System
Instructional Documentation
Subject: Special Grants
Date: July 21, 2011

Procedure: Adding a customer to a Special Grant

When to Use this procedure: When a customer is eligible
to receive services from a Special Grant.

Before You Begin Procedure #1

Before you perform this procedure, you must: have a SCOTI
username and password and be signed into the SCOTI system.
You must also be assigned to a special grant office. Special
grant offices are assigned by OWD.



Once you have signed in, SCOTI will give you a “pop up” display showing all offices
that are assigned to you. Pick the special grant office that you need to enter clients into.
In this example, the SCOT]I user is assigned to various offices and WLR — Franklin is
selected.
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Go to the WIA menu and choose “Select Job Seeker”
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First, Execute a Query to see if the client is already in SCOTI. If the seeker is not in
SCOTI, create a new seeker. In the example below, the seeker was not found in SCOTI
and a new seeker record will be created.

Pushing the “New Seeker” button will start the process of adding this person to SCOTI
by adding information to the basic intake screens.
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The General Information screen displays. The user should complete the required fields
and push the “Continue” button.
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The first tab of “Basic Intake” displays, which is the “General” tab where the user can
then start entering required information. Once this tab is filled in, the user can go to the
next tab by clicking on the “Additional” tab.

Notice that the “Special Grant Staff Office” and “Special Grant Staff” are filled in — this
appears as a result of choosing that office after signing into SCOTI.
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This is the second tab (“Additional”) of Basic Intake. Continue to fill in the required
fields. When finished, the user can go to the third tab of “Basic Intake” by pushing the
“Program Data” tab.
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This is the third tab (“Program Data”) of Basic Intake. Continue to fill in the required
fields. Once this tab is completed, the user can SAVE the record by pushing the save
icon.

SCOTI displays a pop-up message that the record has been saved. The user pushes the
OK button. The three screens of “Basic Intake” are saved. This adds a client to the
database.
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This is the first tab of “Basic Intake”. Note at the bottom of the screen there is no
information under “Program Involvement”. This client is just an applicant at this point —
neither eligible nor ineligible.
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To begin to add Special Grant Eligibility to a seeker, from the WIA menu, the user must
select “Eligibility”.
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Once “Eligibility” is selected, the eligibility screen is displayed. The user will select
“Add Special Grant”.
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Once the “Add Special Grant” button has been pushed, the “Add Special Grant” pop-up
box is displayed.
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The first item that is entered is the eligibility date for this individual. Once that is
entered, the user should select the arrow to get the list of values for the “Special Grant
Type”. Depending on how many special grants are assigned to this user determines how
many selections are available. In this example, the user has been assigned to two
different special grant types. It is important to pick the correct value. In this case the

user has picked the value “Rapid Response Assistance” and click “OK”.
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The user then selects the next list of values, which is the “Special Grant Name”. There
can be more than one value in this list so the user must carefully select the appropriate
special grant for this client. In this example, the user will pick “WLR — Waiting List
Reduction” and click OK.
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Once the “Special Grant Name” is selected, the next field “Special Grant Number” is
already filled in based on information that was entered by OWD when the grant was
created in SCOTI. The user will then go to the next field, and select the arrow to get the
list of values.

Most special grants will only have one reason for eligibility specific to the grant. Choose
the reason for eligibility and push the “OK” button.
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SCOTI will put the eligibility reason in the appropriate box. The user then clicks “OK”.
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SCOTI returns to the Eligibility screen and displays information about this special grant
eligibility. This person is now eligible for this special grant and services can be added.

However, if the user is also assigned to a WIA office, WIA eligibility could be calculated
as well (the “Calculate WIA Eligibility” button is active), and, if eligible, this client could
possibly be co-enrolled. If the user is ONLY assigned to a special grant office, the
“Calculate WIA Eligibility” button will not be active.
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This is a view of the General tab of Basic Intake after Eligibility has been calculated.
Under the “Program Involvement” section, notice that the Program Type of “WLR —
Waiting List Reduction” now has a status of “Eligible” and a status date.
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To ADD and SAVE services, go to the WIA menu and select “Services”.
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The “Services” screen will appear. Notice in the field titled “Program Affiliation” that
“WLR — Waiting List Reduction” is automatically listed. This is because this client is
eligible ONLY for one program so SCOTI defaults to that program. If this person were
eligible for more than one program, the Program Affiliation field would be blank and the
user could push the down arrow button to get the list of eligible programs for this client.
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The user can then proceed in filling out this form. The next field to complete is the
“Service Type”. The type of program determines the selection of this value from the
drop down menu. Service Types can be assigned as follows:

Adults and Dislocated Workers assign services in this order:

Core, Intensive, and Training.

(Exception: Training is the only option available if you select WIA Career Advancement
Account as the program affiliation.)
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After “Core” has been selected, SCOTI will put “C” in the “Service Type” field as shown

below.
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The user then needs to select from a wide variety of services from the drop down menu

for “Service/Activity”.
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The user selects the service from the drop down menu and pushes “OK”. SCOTI will
display the service on the “Service/Activity” field. In this example, the service of

“Outreach, Intake and Orientation” has been selected. Enter in Actual Start Date and
Planned End Date and Save the record.
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Proceed in filling out this form. The next “Service Type” is Intensive.
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This prompts a pop-up message asking if the seeker is currently

Employed, Employed but Received Notice of Termination or Military Separation, or Not
Employed. Select the appropriate button to answer this question.

In this example, the seeker is Not Employed.
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Next, select a service from the list to populate the Service/Activity field and push “OK”.
Enter Actual Start Date and Planned End Date and save the record to save your Intensive
Service.

B} oracle Developer Forms Runtime - Web =& x|
Wis Provider Staff Functions Reports Ll Administrative Help Window
h- El il ;‘l Tl @ Active Work Readiness Plan 10567 1107
Chio
Hame: GRAMNT, SPECIAL
Services | Yol Gosls I Exit | Summary |
Services
Staff Assigned IREYNOLDS, MARY ﬂ Program Affiliation I\NLR - Waiting List Reduction ﬂ
Service TAA Funded?
Type Service/Activity Provider Program YesiMo
|c_ 4 |OUTREACH, INTAKE AND ORENTATION & 4 | 1| =~
[T 3 30 1|
0 3] r
mi 1] r
N 3 [ Findlw B E
eRErEEE g MRS Senvices -
ONET Tt | SPECIALIZED ASSESSMENTSTESTINGAN-DEFTH INTERVIEWING | | —
DEVELOPMEMNT OF INDIVIDUAL EMPLOYMEMNT PLA)
Actual Start Date I ) A
ma 7 Training Start Date [ [CASE MANAGEMENT petais |
SHORT TERM PRE-VOCATIONAL SERVICES
Instructions
OTHER
INTERMEHIPE
. JOB SEARCH ASSISTANCE
Credentisiouteame | LITERACY ACTIVITIES RELATED TO BASIC WORKFORCE READINES
Servicesbctivity QUT-OF-AREA JOB SEARCH
e PARTHER INTENSIVE
RELOCATION ASSISTAMCE
WORK EXPERIEMNCE (PAID AND UNMPAID)
T —

Emdl Qance\l
Choices in list: 13

Record: 212 ] | | | [

&start| | @2 intemet .. -| |7 caleuiztor | ¥ 2 Wovellar... -] @2 NovellMe... +|[[Z Dracle Deve... (3 ACCESS IWF... | & spEcisGra...| | B[« (L@ OE]@ 148pm

27



For the Service Type of training, select Training
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After selecting Training as a Service Type, a popup message will need to be answered if
the Training service will establish an Individual Training Account (ITA). For this
example, we will select NO.

There are different lists brought back according to whether an ITA is established or not.
For this example, we will select NO.
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Click the drop down arrow under Service/Activity to select a Training Service from the
list and push “OK”.

Oracle Developer Forms Runtime - Web

Wia  Provider StafFunctions Reports LMI Administrative Help Window

10567 1107

Ohio )%= @ Active Work Readiness Plan .J

Hame: GRANT, SPECIAL

Services | ot GoEE I Exit | Summary |
Services
Staff Assigned IREYNOLDS, MARY 4 Program Affiliation IWLR - Waiting List Reduction 5
Service TAL Funded?
T Service/Activity Provider Programm Yeshlo

OUTREACH, INTAKE AND ORIENTATION

3 iy B
COUNSELING OR CAREER PLAMKIMNG (It B

B

Find[
P Semices N
ORET Coce 3 = | ADULT EDUCATION AND LITERACY ACTIITIES IN COMBINATION
ONET Title | CUSTOMIZED TRAINING

ENMTREPREMNEURIAL TRAIMING

Actual Start Date I JOB READINESS TRAIMNING

i OCCUPATIONAL SKILLS TRAIMING
ma ™ Training Start Date
OM-THE-JOB TRAIMIMNG

[

Instructions OTHER
RIVATE SECTOR TRAINING
Cregertialiutcome | WORKPLACE TRAINING \WITH RELATED INSTRUCTION
Serviceibctivity PARTNER ADULT EDUGCATION AND LITERACY ACTMVITIES IN COlN—
Cutecome PARTMER CUSTOMIZED TRAINING

PARTMER ENTREPREMEURIAL TRAINIMNG

PARTHNER JOB READINESS TRAINING

PARTHER OCCUPATIONAL SKILLE TRAINIMG _ILI
3

K1 —|
Eimdl Qamcell

Choices in list: 20

wstartl J 63 Internet ... vl lg Calculator I m MNowvell Group. .. I @GruupW\se M... | @ Oracle Deve... |) ACCESS_INF... I @SPECNL GR»Q---l J E <« bel a, 2115 PM

30



Click the drop down list for Provider.

If NOT establishing an ITA, the next message will ask you to select a WIB.
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Under this particular WIB, and having answered “NO” to the question

“Will this Training service establish an Individual Training Account (ITA)?”
The user will select a provider from the WIB list titled “SCOTI Training Service
Providers”.
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If the user had answered “YES” to the question

“Will this Training service establish an Individual Training Account (ITA)?”

A different list titled “ETPO Approved Providers” appears from which the user will
select a provider.
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Because this is a training type of service, SCOTI wants to know the ONET code of the
service and pops up this screen.
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There are several ways to find the ONET code. You could enter the number (if it was
known), the ONET title or a description. The description field is the easiest, and you can
use generic terms to get possible results. In this example, “accounting” was typed in the
“Description” field.
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Once “accounting” is entered into the description field, the user pushes the “FIND”
button. Results are returned. The first 5 results are displayed.
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The user can use the scroll bar if there are more than five results to view other possible
codes and titles of ONETS. The following example shows the next five results after the
scroll bar was used to scroll down the list.
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Once the user finds the appropriate code, the user pushes the “Select” button beside the
correct code and SCOT]I will fill the appropriate fields on the “Service/Activity” screen
with the appropriate information.
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The user must fill in the “Actual Start Date” and the “Planned End Date” before the
record can be saved.
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The user will then push the “Save Record” icon to save the record, and then push the
“OK” button.
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After a client has been enrolled in the program for awhile, services will be over and the
record should be closed. Each service has to be ended by entering the “Actual End Date”

“Completed Successfully” was chosen from the drop down list. SCOTI entered that
value into the field. The “Save Record” was pushed and “OK” was pushed to completely
save the record.
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The “Actual End Date” is filled in as well as the “Service/Activity Outcome”. Because
this is a training type activity, the “Credential/Outcome” field is highlighted and a
selection needs to be made.
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A selection needs to be made. Most selections require a “Credential Date” field to be
completed. In this example, “Occupational Skills License” was selected. Notice the
“Credential Date” field is now bolded. A date is required.
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Once the date is entered, the “Save Record” icon can be pushed. The pop-up box will
display a message that the record was saved and “OK” can be pushed. Both activities of
this client are now over. However, a “Close” must be done. “Close” is under the “Exit”
tab of the “Services” screen.
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When the “Exit” tab is pushed, the “Close programs” screen appears. This screen shows
information previously entered like “Eligibility Date”, “Actual Start Date”, as well as a
summary of services received by that customer. If all “Service End Dates” are displayed
on this summary, the record can be closed.

The user should push the “Close Special Grant” button.
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When the “Close Special Grant” button is pushed, SCOTI displays this screen.
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When the drop down arrow is pushed beside the “Special Grant Name” field, a box
displays all special grants this client is enrolled in. If more than one is displayed,
carefully select the correct choice. In this example, this person is only enrolled in one
special grant, so the user will choose that.
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SCOTI will fill in all fields related to this special grant. The user only has to choose the
drop down arrow by the “Close Reason”. (The “Close Date” is the latest “Actual End
Date” on the services page.)
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The user will pick the appropriate reason. The user can then save the record and the
person is closed out of the special grant. This is the way it works on every reason listed
except for “Entered Employment”. When “Entered Employment” is selected, additional
information is needed.
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Once the selection of “Entered Employment” is made, the user pushes the “OK” button
on the drop down list and SCOTI fills in that information on the “Close” screen and
returns the user to the “Close” screen.
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The user pushes the “OK” on this screen. SCOT] delivers a pop-up message “Closing
this Special Grant will end the funding source. Would you like to proceed?” The user
pushes “OK”.
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When the “OK” is pushed, SCOTI has another pop up message. This message is the
result of choosing “Entered Employment” as the close reason. Job Placement
information must be entered on all “Entered Employment” clients. The user will choose
“OK” to move forward.
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SCOTI returns with the “Locate Employer” search screen. If the employer is already in
SCOTI, then SCOTI will return to the “Summary” screen with employer details. The

user would then need to fill out the rest of the information pertaining to this client that is
entering employment.
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If the employer is not found, then the “Cancel” button can be selected. SCOTI will take
you to the “New Job” screen where all bolded fields need to be entered.
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In this example, the “Name” of the company has been entered as well as the street
address. Entering the zip code will fill in the “City”, “County” and “State” fields.

Although not required, it is suggested the user fill in all known fields such as phone and
fax numbers.
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In the “Employment Data” sections, the “Hire Date” and “Employment Start Date” are
defaulted to the current date. These can be changed, but are required fields. Also in this
section, “Hours Per Week” is required, as well as “Wage Details”. We suggest that all
information be filled in. Some have values from drop down menus that will be shown
later.
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The “Employment Type” is an optional field. There is a drop down menu attached to it.
For this example, “Private Sector Employment — For Profit” was selected. Notice also,
the “Hire Date” and “Employment Start Date” have been changed from the default.

“Hours Per Week” is filled in also.
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After pushing the “Wage Details” button, a pop-up is displayed. There is a small drop
down on the first field (“Per”); the user can pick “Hourly” or “Yearly”. In this example
“Hourly” will be chosen. Once that is picked the user can enter the hourly wage in the
“Base Salary” line and if “Tips”, “Commissions”, or “Other” are appropriate, information
can be entered in those lines as well. The user will then select “OK” to return to the main
“New Job” tab.
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When SCOTI returns to the “New Job” screen after “Wage Details” was entered, the
wage information is filled in. The next field is “Job Obtained by What Means?”, and is

optional. In this example,

“Worksource Center Services” is selected.
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Although it contains good information, the next field, titled “Benefits”, is optional. The
user can choose from a drop down list of benefits, one at a time. After entering each
benefit, select “OK” and the benefit is displayed. The user can click on the next open
benefit field to enter another.
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The four benefits are displayed. The user then selects the drop down arrow for the next
field, which is the “Job Title” field. The job categories are generic and relate to ONET
codes. A selection must be made. In this example, “Business and Financial Operations”
has been selected. The user would then push the “OK” button.
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SCOTI then displays a second list of values — these are the job titles (also based on
ONET codes) that are related to the job category. Select the appropriate choice and
choose the “OK” button. SCOTI will return you to the “New Job” screen and display the
chosen selection.
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There are three check boxes at the bottom of the screen. These are optional, but if the
information is known, the proper selection can be checked. The selections are: “Non
Traditional Employment”, “Training Related”, and “Recalled by Layoff Employer”. In
this example, the “Training Related”” box was checked.
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After all the information has been entered on the “New Job” tab, the user should push the
“Save Record” icon and then answer “OK” to the pop-up box.
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SCOTI will return to the “New Job” tab. (Another new job for this person could be
entered at this time.)
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If the user would like to view the information that was entered, the user should select the
“Summary” tab. This screen is displayed along with some information that should help
the user select a new job (if there is more than one). The user should click the button
under the “Placement Details” column.
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This is the screen that appears when the “Placement Details” button is pushed. Pushing
the “Return” button will return the user to the “Placement Details” screen.

B} oracle Developer Forms Runtime - Web
WA Provider StaffFunctions Reports LMl Administrative Help \Window

Tm. nar

Ohio | ll $T| | ‘i" @ 10567 1.23

Hame: GRAHNT, SPECIAL

FINANCIAL SYSTEMS OF FAIRFIELD COUNTY
063052011 $32.57 HOURLY

FRIVATE SECTOR EMPLOYMEN... = fsn

DRKSOURCE CEMTER SERVICES >

Finsncial Anslysts

E

&start| | @ 2 intemet Expl.., -| 7 calaulator | ® Grouptise Messe.. |[[Z] Oracle Develop... 3 AcCess mFoseC | B sreciaLarant .. | | @)« @B @ «00m

67



Pushing the Save Record icon will return a message “WLR — Waiting List Reduction has
been closed successfully”. At this time you can choose another menu item from the WIA
menu or use the blue door to exit.
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This is the end of the procedure.
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