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1. Navigating the User Dashboard

The user dashboard will be the first thing you see when logging into a specific program. The user
dashboard will include participants you have worked with in the system, recent data you have
entered and recent participants you have worked with.

. SN
A4

@ MyDashboard Wit f n _,
i= To-DoList '
New
Recent Participants/ Entities 4@  voucher Approval el
& My Favorites ~
Recent Participants
-l Recent Voucher Approvals rE-}
> Help You have no recent Participants.
> Participants Outstanding Vouchers (60+ days) e~}
Recent Entities
P g Roceot cwes Type participant’s last name in the Quick Search field
M Tmmm—— and click on “Search” (Only Active Participants will
> Entities . .. . .
3 oo show) or click on participant’s name if it appears in
g “the Recent Participants section (there are no recent
3 Proggar Administraion participants in this example).
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2. Navigating the Participant Dashboard

The participant dashboard will provide information that has been recorded in ETO that is specific
to the participant. The participant dashboard will include participant information, the programs
that the participant has been enrolled in (only site specific) and details of services that have been
provided for the participant.

I - oors

Participant Information @  Programs EE]

~
_ E] Programs
el .

CaseNumber: 211548 FR—
M.:rti:l‘: " “_ m Name Start Date End Date Reason for Dismissal
9/23/2024 WIOA Exit

- 2, Enrolled 9/23/2024
—— | Ewry
ZipCode: 53223 - 1. Intak 9/9/2024 9/23/2024 WIOA Enroliment

City, State: Milwaukes, W1
EMail:
CellPhone: (a14)
SSN: L ——
Gender: Male
DoB: I

e 40 years
ASSET PIN Number:

Training/Education Records. =@

[ rieioascducaton mecors Click on the + sign to expand for details /
There are no recent TouchPoints for this particpant. Click On the _ Sign to minimize. ‘

Credentials Earned EE

[ ,1 Credentials Earned

There are no recent TouchPoints for this participant.
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3. Adding an Enrollment to an Existing

Participant

Enterprise Enroll allows users to enroll an existing participant from any site in ETO to avoid

duplicating participant records.

v Participants

e From the User Dashboard Search use the left menu bar, select Enterprise Add Demo. by Group
Enroll. \ Duplicated Participants
° Type the participant data point Enroll a Participant in Community Resource Navigator - EMI - 1. Intake

e C(Click . Search . \

Below are all participants who are not currently enrolled in Community Resourt

e Scrollthrough the results. Click on the correct

] NAME CASE NUMBEI
participant’s name‘ |:\ Daywanda Fake Bush Fake 195614
]  CeseNumber Feke 140707
[ CeseNumberrrrrr Fake 140722
|:\ CaseNumberY Fake 140718
e Selectthe participant name, review the O] Coseliumber? Foko aoms
.. . [J  DupeCheckFake 140727
demographic information (Ex. DOB, SSN) O uplcsefate I
displayed to confirm you have the correct e e
participant identified.
e Ifthisis not the correct participant, go back to the list
* Program Start Date: &=
and continue to review each person until you find the
participant you are looking for. Once you confirm you (’ Enroll Participant "‘:,

have found the correct record, enter the Program Start

Date and select  ( ewirwceen )
e (o to View/Edit participant to update the demographics.

Please Note: ETO stores the most recent demographics when enterprise enrolling. Itis
very important to update the demographics using View/Edit Participant when using this

feature.
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4. Adding a Participant That was Not
Foundin ETO

Once you have confirmed that the participant is not already entered into the database via ENTERPRISE
ENROLL - NOT a quick search, you may add a new participant. Using left hand side navigation bar
e Expand “Participants”.

e Thenclickon “Add New Participant” and a new window will

“ Participants

appear. @& MyD Enterprise Enroll
e Scroll through the window, enter all the pertinent information. 1% F“‘“’“"
o Neveruncheck “Enrollin Program” i R

> Help View/Edit Participant

> Participants

Dismiss Participants

> Participant History
> MyWork

> Enties

3 TouchPoints

> Repors

> Program Admi

Program Enrollment

Enrallin Program
Frogram Stert Date

Add New Participant

Case Number

Career Planner - WIOA Adult EWS *

--Select-- -

ASSET PIN Number

Last Name *

First Name *

middle Name

Suffix

--Seleot—- v

Address 1

Address 2

Zip Code
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5. Quick Search for a Participant to View/Edit

Quick Search is available at the top of your ETO screen and functions as a quick way for users to search for
participants within the current program and site.

Using the menu bar at the top of the screen,

° Ty|?e the participant ‘s lastnameonly H, eto @ e ; ) - .
using one data point (e.g.: last P O o

name <OR>case number, etc.)at a
time.

In | Youthbuild - UNCOM - 2. Enrolled

e Select Program or Site

Youth Services

e C(ClickSearch W

¢ Reviewthe listof participants, =~ ®=s
click on the matching i
participant name.

FILTERED BY

e Selectthe mostappropriate choice.

Close
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@m 6. Alternate Search for a Participant Record to

View/Edit

There are several ways to view or update demographic information for a participant. You can complete a

Quick Search to find the participant and select View/Edit or from the User Dashboard

e On left hand side menu bar, click Participants to expand.

e Click on View/Edit Participant.

@ MyDashboard
1= To-Do List

= New

ipantsEntitics
W My Favorites
, Recent Participants

e
> Help You have na recent Participants.

» Participants
“ Participants
» Participant History

Enterprise Enroll
> MyWork

Y Entities Find Participant
S TeuchPoints Add New Participant
2 Reports View/Edit Participant

> Program Administration

Dismiss Participants

Adult Services
WIOA Aduk - - Enrolled

Within  Participants v In | WIOAAdult - EWS - 2 Envelled

4@ | Weucher Approwal

Recent Veucher Approvals

Outstanding Vouchers (60+ days)

e Inthefield indicated, enter the data pointyou wantto  View/EditParticipant

—’ baker

search by.
e Click (=
e Scrollthrough the list to find your participant.

e Click on theirthe correct name to view the

participant.

To se all Participants leave the box empty.

|} Include dismissed participants in results

Search results for williams

MAME

Williams, ING_GN

Williams

Williams. N

EE-)

CE)

CE-}

( search )|

Page 8 of 19



Participant view View Participant

Career Planner - WIOA Adult EWS

ASSET PIN Number
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7. Moving a Participant from One Program
to Another

To move Participant from one program to another (Example: Intake to Enrolled Program)
e From the Participant’s Dashboard, click on View/Edit Participant found in the left /' Participants

hand side menu bar. Enterprise Enroll
. . Find Participant
o Anewwindow will appear
— Add New Participant
o From View/Edit Participant screen, click on Enroll at \_ Envoll Perticipent )
the tOp Dismiss Participants

o Check the box [ next to the Program Name where you want to add participant.

o Program Start Date will default to today's date. To change this date, click onthe
date field to edit.

o Clickon Save and you will be returned to View/Edit Participant.

o Clickon Dashboard link attop of page. [ ve. n—-roo )

e The Participantdashboard willnow show both programs they are enrolledin.

Program Name

WIOA Adult - Il 2. Enrolled
WIOA Adult - Bl 1. Intake
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8. To Dismiss a Participantfroma Program

When intake is complete or when a participant is done with a program they were enrolled in, you will
need to dismisstheparticipantfromthe intake or other program.

e Using left hand side navigation bar, clickon DismissParticipants v FRETE
o Anewwindow will appear. Enterprise Enroll
o Enteridentifying . Find Participant
. . e Add New Participant

participant
. . View/Edit Participant
information .

o Click “Search” B

o A lISt of Below ara all Participants who ar currently envolled in WIOA Aduit - [l Envolled with last narme ke ‘smithi

participants’ = . | | I

names will appear.
o Checkthebox [Inextto participant name thatyouwantto dismiss fromthe program.

o Scroll below the list of names and enter the program end date.

\

* Program End Date:

o Use the drop down to select the appropriate dismissal =y

“ Dismissal Reason: - Belect — v

]

reason.

4 Y
|\ Dismiss Participant )

—

o Click Dismiss Participant =
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9. Recording Training/Education Records

D A |

=
EDCaTioN
-"’»;ﬂ ) N it
Training/Education Records are recorded to track the program a participant is being referred to, enrolled in,
completed, or did not start/complete.

Please note: A 'Training/Education Record' is recorded once for all phases of a specific training/education

service. The only time you would record multiple training/education records is if a participant was in

multiple services.

e From the Participant Dashboard, Select "+ New” button in the Training/ [ TreiinasEducstion Recoras
Education Records Dashboard touchpoint. T S e e et pereceent

e Complete fields within the Training Record shown below. + New

e Usethe drop down to select appropriate Tainina/Educeton Record tor [N G
funding source or begin typing the funding

source in the field which will narrow search
based on what was typed.

eriien,| W10A Acut: [ |

e Record training/education details based on
when the activity occurs. Every time a hew =
phase of the training occurs, edit the same
Training/Education Record' touchpoint.

e When recording the 'Training Provider/Vendor'
field, start typing vendor name in box instead of

using drop down arrow. \
Training Provider/Vender: * Training Title: *

e Selectappropriate 'ONET Group'. 'ONET Group'
is based off the first two digits of the 'ONET e
Code'. Once 'ONET Group'is selected, another\A ONET Group o
field populates where you select the ONET title.

ONET title should be the same as the 'ONET ‘

-- Select - ~

ining Record Notes

Code'.

Rermind Me:

e "Save"once complete. " D3 et Fllowsp Alrt o shrow up on your To-0 st

[J schedule Follow-up Alert tc show up on Other Staff's To-Do list
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10. Recording Credentials Earned

Credentials Earned are recorded to track a credential that a participant obtains through a training or

educational activity.

e From the Participant Dashboard, Select "+ New” button in thetouchpoint.

e Complete fields within Credentials Earned shown below.

e Usethe drop down to select
appropriate funding source or
begin typing the funding source in
the field which will narrow search
based on what was typed.

e Record credential earned details
based on the credential being
documented. Remember: Record
credentials only after the required
documentation has been obtained.

e Usethe drop down to select the
training record the credential is

Credentials Earned

[:11 Credentials Earned

+ New

Credentials Earned for _ On | 3/26/2025 =

Identifier:  WIOA Adult -

Credentials Earned

Funding Scurce ®

mm/ddivyyy -

NOTE: Please select the related training record below for this credential. The drop down list contains all training records in the following format:

[Funding Scurce] [Training Provider/Vendor] [Enrclled Date] [Training Title]

5 related to: *

Select the Training Record this credentia

Credantial Nama: ™

related to. Note the uniqueform/atv
of information.

[ save )

e "Save"once complete. -——

Credentisl Type: *

-- Zeleat -

Credentials Earned Notes:

Remind Me

[ schedule Follow-up Alert to show up on your To-Do list
[[J schedule Follow-up Alert to show up on Other Staff's To-Do list
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11. Recording Supportive Services Details

Supportive Service Details are recorded to track any supportive services a participant obtains. This includes
Childcare Assistance, Clothing or Work Apparel, Counseling, Housing Assistance, Legal, License Fees,
Other Supports, Transportation Assistance, or Work Tools & Equipment.

Supportive Services

e Fromthe Participant Dashboard, Select "+ New” button in thetouchpoint. [ supmortive services
+ New
e Complete fields within Supportive Services Details shown below.

e Usethe drop downto select
appropriate funding source or begin supportive Service Details for || -~ )
typing the funding source in field
which will narrow search based on entifier. Wi0A Adute
what was typed.

Supportive Services

o Enterthe date that the supportive
service was provided. Funding Source: *

¢ Recordremaining supportive service

. Supportive Service Date: *
details. i T
mrm/dd ..-\‘_..‘,. Y :I
. . Provider Name *

e Supportive Service Notes are

required and should contain details

of the supportive service provided. Suspartive Service: *

Select v
« "Save"once complete. "/
Supportive Service Notes: * @
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E 12. Recording Vouchers

Vouchers are recorded to track funds that a participant is provided for training/education, supportive
services orincentives. Voucher dates can be tricky. At the end of this section, see a special note on

voucher date definitions.

Please Note: A voucher cannot be created until a training/education, supportive service or incentive record

has been created.

Submit Voucher

o« Fromthe Participant Dashboard, Select "+ New” button in thetouchpoint.

Ii,xi' Submit Voucher

e Complete fields within Submit Voucher shown below. + New

Submit Voucher for (o 526205 &
e The Voucher Detail, Disbursements, and

Itemized Amounts tabs must be filled out - *,-|

completely in order to save record. i osbenmme s
e Usethe drop down to select appropriate ey -s-:- v

payment method or begin typing the method

in the f|eld Wthh Wlu narrow Search based on Voucher Effective From Date: Anticipated Date the specific class or service covered by this voucher will start

What was typed’ Voucher Effective Through Date: Anticipated Date the specific class or service covered by this voucher will end
e Voucher Effective dates may not exceed six &ﬂ R

months. E—— i o

‘oucher Effective Through * vy =

e Usethe drop downto select appropriate
payment recipient.

Next Page

e Atthe bottom of the screen, click C ’to proceed to the Disbursements tab.

raining End Date.

° ReCOrd the d|Sbu rsements; at the bottom Of the Vioucher Detail Disbursements Itemized Amounts Voucher Status

P Vo - - . -
( NextPage oucher Funding Source:

screen, click -
Amounts tab.

' to proceed to the ltemized

Fund Type: =

-- Select -- v
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e Recordthe itemized amounts. These will populate differently based on the fund type that is selected

above. If there are not any costs for a specific category,

Voucher Detail Disbursements Itemized Amounts Voucher Status

enter 0. Amourt
3 0
@ Response must be greater than or equal to 1

e The notes field must identify the specific items and amounts  w=-e

for each. Please note: Only the first three rows of the notes

field will appear on the printed voucher. .

o Atthe bottom of the screen click C=)

e TheVoucher Status tabis
for Program
Specialists/Managers to
update voucher status.

Voucher Date Definitions
Below is an explanation of the two sets of dates that appear on a voucher.

1. The Voucher Effective From and Through Dates are located on the Voucher Detail tab of the ‘Submit
Voucher’ Touchpoint.

e Voucher Effective From is the anticipated date the specific class or service covered by this
voucher will start or be provided.

e Voucher Effective Through is the anticipated date the specific class or service covered by this
voucher will stop being provided. The time duration of the ‘Effective From Date’ to the
‘Effective Through Date’ should not exceed six (6) months. The ‘Effective Through Date’ may
not extend beyond the Entire Training End Date.

Woucher Effective From Date: Anticipated Date the specific olass or service covered by this voucher will start
Vioucher Effective Through Date: Anticipatad Date the specific class or service covered by this voucher wil end.

The From and Through Date may not exceed 6 months. The Through Date’ may not extend beyond the Entire Training End Date.

Vaoucher Effective From *

mmyadfyyyy :I

“oucher Effective Through *
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2. Anticipated Training Start and End Dates are located on the Disbursements tab of the ‘Submit
Voucher’ Touchpoint.

e Anticipated Start Date represents the start date of the entire training or education program.
The entire program may include several semesters, or several terms of course work.

e Anticipated End Date represents the end date of the entire training or education program.
e The entire program may include several semesters or several terms of course work.
Anticipated Training Start Date: Anticipated start date of the ENTIRE training or education program.

Anticipated Training End Date: Anticipated end date of the ENTIRE training or education program.

Anticipated Training Start Date: *

Anticipated Training End Date: *
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13. Recording Employment Records

Employment Records are recorded to track subsidized and/or unsubsidized employment.

From the Participant Dashboard, Select "+ New” button in thetouchpoint.

Employment Records

I1,1 Employment Records

+ New

Complete fields within Employment Record shown below.

Record remaining employment record details.

Select appropriate 'ONET Group'. 'ONET Group' is
based off the first two digits of the 'ONET Code'.
Once 'ONET Group' is selected, another field
populates where you select the ONET title. ONET
title should be the same as the 'ONET Code'

[ Save )

"Save" once complete. ~—

Employment Record for NN on -7 |
Identifier:  WIOA Adult -

Employment Record

Funding Seurce: *

Creditte:
O Job Order
D Job Order and Event
2 Other Employment

( Clear el

Employment Category:

Employment Start Date: *

Employer: Employment Title:

Search for ONET codes here: ONET
ONET numeric format must be ##-#### ## (example: 00-0000.00)
Copy/Paste the ONET code below or manually type in the field

O'NET Greup *

- Select - -

Terminated? *
"i"Yes

ONo

Current Hourly Wage:

3

Hours Par Week

I5 this training-related employment?

Employment verified by Employ Mitwaukss vis The Work Numbsr?

OYes OYes

ONo ONo

Employment Record Notes:

Rermind Me
] schedule Follow-up Alert to show up on your To-Do list
(] schedule Follow-up Alert to show up on Other Staff's To-Do list
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14. Recording Incentives

INGENTWE

Incentives are recorded to track any incentives a participant earns.

o« Fromthe Participant Dashboard, Select "+ New” button in the Incentives touchpoint. [P} incantives
+"JEW
e Complete fields within Incentive screen shown below.

e Use the drop down to select appropriate Incentive
funding source or begin typing the funding\mmg Source*
source in the field which will narrow search v

based on what was typed.
Incentive Date *

e Enterthe date the incentive was earned =y m/dd/yy =

Incentive Category *

e Use the drop down to select the appropriate
incentive category.

-- Select - v

Incentive Amount *

e Ifincentive amount doesn’t populate based —
on the selected incentive category above, add Notes
incentive amount.

« Click on "Save" once complete. ="/

e Remember to proceed to Submit Voucher and enter a voucher for the incentive.

Employ Milwaukee is an Equal Opportunity employer and service provider. If you need this
information or printed material in an alternate format, or in a different language at no cost to
you, please contact us at (414)-270-1700. Deaf, hard of hearing, or speech impaired callers can
contact us through Wisconsin Relay Service at 7-1-1.

~ ¥
A proud partner of the americanjobcenter network
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