Ohio’s Workforce System
Instructional Documentation
Subject: WIA Oil & Gas Programs
Date: October 29, 2011

The natural gas industry in Ohio is growing. There is an increased demand for a trained
workforce to replace the aging workforce of the existing industry. As a priority, the State must be
able to demonstrate the support it has shown to the industry via participant tracking and
reporting. The Workforce System has been enhanced with three new WIA programs in support
of the “Oil & Gas” industry. These new programs are identified as Adult Oil & Gas, Dislocated
Worker Oil & Gas, and Youth Oil & Gas.

Procedure: Adding a customer to WIA Oil & Gas Programs

When to Use this procedure: When a customer is interested in receiving training in
the “Oil & Gas” industry.

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 WIA office.
WIA offices are assigned by OWD.



Once you have signed in, SCOTI will display a “pop up”” box showing all offices that are
assigned to you. Select the WIA office that you need to enter clients into.
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Go to the WIA menu and choose “Select Job Seeker”
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First, Execute a Query (enter Name of seeker) to see if the client is already in SCOTI. If the
seeker is not in SCOTI, click the new seeker button.




The first tab of “Basic Intake” displays, which is titled “General” tab where the user can then
start entering required information. Once all information is completed on this tab, the user can go
to the next tab by clicking on the “Additional” tab.
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This is the second tab (“Additional”) of Basic Intake. Continue to complete the required fields.
When finished, the user can go to the third tab of “Basic Intake” by clicking the “Program Data”
tab.
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When finished, the user can go to the third tab of “Basic Intake” by clicking the “Program Data”
tab. **Note: A new field named “Interested in Oil & Gas Industry?” has been added on the

WIA ‘Basic Intake — Program Data’ screen.**
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Fell Grant Recipient? ves 05 po Dislocated WWiarker 7 i ves (plo Wiew Details |
“outh 5% YWindow? L O Trade Eligible? ives (*ipo Wisw Detais
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In order to calculate eligibility for any of the three Oil & Gas programs (Adult Oil & Gas,
Dislocated Worker Oil & Gas, and Youth Oil & Gas), the ‘“YES’ radio button must be selected
on the ‘Interested in Oil & Gas Industry?’ question . Once this tab is completed, the user can
SAVE the record by pushing the save icon.



To begin to add Oil & Gas Eligibility to a seeker, from the WIA menu, the user must select
“Eligibility”.
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WIA Office |ODJFS 4 | Special Grant Office 3 Trade Office 3
WA Staff [NABORS, MICHELLE 4 | Special Grant Staff i ! Trade Staff i !
Created By |SCOTI
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Program Type Status Status Date  Start Date Close Date
The tast ormat ELIGIBLE 03/05/2009 é
A DISLOCATED WORKER ELIGIELE 056052008 LI




Once “Eligibility” is selected, the eligibility screen is displayed. The user will then select the
“Calculate Eligibility” button.
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Eligibility and Status
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Progratm Mame Eligibiility Date: Eligibilty Program Status Start Date Close Date: History Data

The tast ormat 0740142003 [ 20 [ELiGELE cLEnT Sy~

A ADULT 12012007 W CURREMTLY EMROLLED  |12M2/2003

2 OLDER YOUTH 12012007 I? CURREMTLY ENROLLED |01 i01/2005

2 DISLOCATED WORKER 12012007 I? ELIGIELE CLIEMT -

|

Seeker Exit Date I Employment Status st Participation INot Emploved

wauth £ el T el CAA Declined Reason I i_l
Staff assigned to program ——————————— -
Staff Mame [nABORS, MCHELLE S jl Caleulate Higibility
-

Staff Office |NEG Dual Enrolimert (TAA) Office 18

Comments —— Special Grant Details

Grant Mumber INEGCOLS
Start Date |04r1 5/2009
End Date 125512012 Print a completed copy @l

Add Special Grant

Click on the “Calculate Eligibility” button. A pop-up box will display.
The first item that is entered is the eligibility date for this individual. Once that is entered, the
user should click the ‘OK”’ button.
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The system will then calculate the seekers eligibility and display the Oil & Gas programs that
they are eligible for. ***Note an individual can be eligible for all three new programs, as long as

he/she meets the program eligibility conditions.***

Eligibility Conditions:

» “Adult Oil & Gas”. All the same conditions as the WIA Adult program
» “Dislocated Worker Oil & Gas” All the same conditions as the WIA Dislocated Worker

program
» “Youth Oil & Gas”. All the same conditions as the WIA Younger Youth or WIA Older

Youth program
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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.

Click the green + sign to add a service.

3. To select services for the Oil &Gas program, you must first select “Oil & Gas” as the
Program Affiliation. From the drop down menu.
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4. The user can then proceed in filling out this form.
5. Enter in Actual Start Date and Planned End Date and Save the record.
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