Worlkforce Solutions

Creating an Individual Employment Plan/Individual
Service Strategy (IEP/ISS) using
WorkInTexas.com (WIT)

The purpose of this desk aid is to provide step-by-step instructions for staff creating an IEP/ISS
for a participant.

What is an IEP?

An ongoing strategy jointly developed by the participant and a Workforce

Solutions professional which identifies the participant's employment goals.

An IEP/ISS must include timelines and action steps for the participant and Workforce
Solutions to help them gain employment.

A Wagner-Peyser (W-P) application must be completed BEFORE goals and objectives

can be established.

WIT only allows one IEP/ISS per participant; however, a participant may have open goals and
objectives across multiple programs.

To begin entry of the IEP/ISS:

. Login to WIT.

The home page displays.

MHome @ Accessiiity @My Dashboard (3 Sign Out & Services for Individuals 88 Services for Employers 1M Labor Market Analysis.

Welcome to My Staff Workspace!
\“ ' WORKIMTEXAS  This page allows you to customize the content you are interested in. Click on a button in the grid to access the details of a
' work item, or select another function from the menu on the left hand side of the screen.

m MyStaff Resources My Siaff Account Directory of Services

w Pinned Links

o
Employment and Wage Statistics (OEWS) in Texas [ Occupationial Employment Projections - Long Term in Texas @ industry Employment Projections - Long Term in Texas
%] /b Openin [] !ob Openings by Industry in Texas
s advertised online for Texas. BB Ar ob apenings advertised online I Top skills advertised in o s for Texas.
BB Top certifications advertised in online job postings for Texas, LB ols and technology advertised in online job postings for
Texas
w Widgets
¥ My Messages ¥ Customer Relationship Management (CRM) * Labor Market Services
gy Lnisad Messaoes ) ng Leads L cts
sl [ nizations that nt anly 3 astions abou
<} ata st of organizations that are potential Find imonly asked questions about the
customers local labor market
16 Read Messages .
- Contact List Q Area Profile
2 E3.

Access a comprehensive list of all your contacts, Access a summary of the labor market in a selected area

From the home page, click on the menu in the top left corner and select under Services
for Workforce Staff -> Manage Individuals -> Assist an Individual.

The screen below appears.
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@ My Dashboard  (Sign Qut & Services for Individuals  48& Services for Employers

W Home Q) Accessibility

88 Labor Market Anshysis

Please enter your search criteria below to help you find an Individual.

\l", WORKINTEXAS

X pin 1o Dashboard

[ Quick Assist | General | Office ]

Quick Assist

B For help dlick the information icon

You have 1 saved Individual item(s) in My Search Lists

Here are the 100 most recent individuals you assisted:

| wittams * | Assist
[Iop| Search| Bottom]
General Criteria
Individual Username (Login | ‘@ Exact match (O Begins with
Name):
Individual Username:

3. Find the participant’s profile and click Assist to put them i

n focus.

You can search under your recent individuals assisted or you can scroll down the page

and search by email address, phone number, or name.

WIT. Both options yield the same result. See below:

Once you have the participant in focus, there are two options to access the IEP/ISS in

[ Assist an individual | Staff Services | Individual Portfolio ]
B0 My Individual Profiles = [ My Individual Plans B [ staff Profiles
B ) personal Profile B Empleyment Plan Profile H M General Profile
] Gereral Information 1 Résumeés Symmary
) Background Job Application [1 Case Notes
) Agtivities 1 Online Application O R | Activities
Paths ] State Application [ Documents (Staff)
) Mem Temolates - Identity Issues
) Documents ) Virtual Recryiter I F 7 Case Management Profile |
B [ Search History Profile I | Employment Goals I 3 JINATY
Jobs B [ Iraining_Pan Profile \ privorais
| Employers 1 Classroom Training s Plan
Programs Qoline Training | Assessments
Scholarshios B[O eenefits Plan Profile B [ Repart Profile
Qccupations - Qiker Benefits 0 Tracking
() Industries H [ Einancial Plan Profile ) Statistics
s Elpancial §sarary iy

Employment Goals.

Option 1: Start at My Individual Plans, click Employment Plan Profile then
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e Option 2: Start at Staff Profiles, click Case Management Profile, then Plan.
5. The next screen will display the Service Plan Wizard.

Click Create Individual Employment Plan/Service Strategy.

Reésumes Job Applications Online Application State Application Templates Virtual Recruiter

Objective Assessment Summary

There are No Cyectve Assetiment Summanes
Create Objective Assessment Summary

Individual Employment Plan/Service Strategy

Create Individual Employment Plan/Service Strategy

Return to the Directory of Services

6. You will then be guided through the five-step IEP/ISS process.

The following screen will display.

€ or 4.
Step 1 of 4.
'[WORK TEXAS  Enter your information below. When you are finished dlick the Next> > button.

Plan Goals Objectives Services

+ Indicates required fields B For help dlick the information icon.

Identifying Information

Plan ID Number 0
State ID 150947934

User Name
User ID 12787349
Some participant data will auto-fill.

Preferred Name

Created By Not Available
Create On

Last Edited By
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7. Once here, scroll down to the bottom of the page to begin entering the plan information.
STEP 1: Plan Information

» The Plan Start Date is the day of your conversation with the participant.
= The next two lines will auto-fill. Plan Closed On will remain blank.

Currently Participating In

Currently
participating
in the
following
programs:

Wagner Peyser: Application Date: 09/20/2017
Participation Date: 03/08/2022

Plan Information g

* Plan Start Date ‘:l (mm/dd/yyyy) Today

*LWDB/Region

| Gulf Coast WF Board v ‘

*Plan started in office location

482 WF Solutions Lake Jackson l

Plan closed on I:I (mm/dd/yyyy) Today
T —

= Scroll to the bottom of this screen and click Next to enter the participant’s
goals. The following screen will display:

IEP/ISS Goals

m Date Established Est. date for Completion Actual Completion Date I

No History Records

p Click Here to Proceed

I Add New Goal I

Exit Wizard
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STEP 2: Entering Goals

= After clicking, Add New Goal, scroll down past Program Affiliation and enter the

following:

v Type of Goal

v' Term of Goal

v Description of Goal

v Date Established

v Estimated Completion Date.

* .
LWDB/Region | Gulf Coast WF Board - |
L]
Office | 482 WF Solutions Lake Jackson |
* Program Affiliation [[] wational Farmworker Jobs Programs (NFIF)
[] snap Employment and Training
[ tanF

D Title | - Workforce Development (WIOA)
[ Title 11l - Wagner-Peyser (WF)

*Type of Goal Employment

Mone Selected

*Term of Goal Z|
Training

Education

Basic skills

Work Readiness  [2ining (X)

Other

‘ e

* Date Established .;mm,dd,m,y] % Today
* Estimated Completion Date (mm/dd/yyyy) BB Today

Actual Completion Date I:l (mm/ddfyyyy) B8 Today
* Completion Status

* Description of Goal

For all participants, staff must identify the program the goal is related to
by checking the box next to Program Affiliation.

For participants pursuing education and training, staff should enter a long-
term employment goal with the participant’s interested occupation as the overall
goal in the goal description field.
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*Program Affiliation 2] Title 11l - Wagner-Peyser (WP)

% -
Description of Goal CDL (Truck Driving)
WIOA DW
)
% .
Date Established mm/dd/yyyy) Today

(i
* gt i
Estimated Completion Date (mm/dd/yyyy) Today
Actual Completion Date I:l (mm/dd/yyyy) Today
*Completion Status

For the goal term, use the following guidelines:

v" Short Term — goals that can be completed before a participant’s next visit
such as completion of a resume, enrollment in High School Equivalency
(HSE) preparation program, or selection of training program(s).

v' Long Term — goals that may be ongoing throughout the period of participation
or result in successful closure of the programs, such as completion of training
program(s) or attainment/retention of unsubsidized employment.

v Intermediate — goals that fall between short- and long-term goals and may be
a step toward a long-term goal, such as successful completion of one
semester of a two-semester training program, completion of HSE preparation
program, or interview with employer(s).

= Click Save. The wizard will redirect back to the IEP/ (ISS) Goals screen,
showing the plan and goal you just entered.

IEP/ISS Goals

# Goal | Date Established |  Est. date for Actual Last Edit Date Program Staff Status| Action
Completion | Completion Date

3288070 Employment - Overall Occupation: 06/01/2023 06/30/2023 06/01/2023 WP HUBENAK, SHARON Open  Edit
Accountant Delete
1
Add New Goal
|
Exit Wizard

» To enter additional goals, click Add New Goal and follow the same process
above.
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STEP 3: Objectives

WIT offers pre-defined objectives which may be used when the participant and the
Workforce Solutions professional agree that the objective is necessary to achieve the
employment goal. To enter an action step for goals entered in Step 2, staff will
select “add new objective.”

= From the last step, click Next to enter the objective information.

Objective Information

* Goal

” Hazardous Material Hauler WIOA DW - H

None Selected
CDL Endaorsement Training (%) Combination
Hazardous Material Hauler WIOA DW

* " Support services/Transportation
LWDB/RegIDn | UU?\pLUd‘:I YW puara p -

Goal Date Established

o .
Office Location | 487 Workforce Solutions Katy M = ‘

*Program Affiliation | Title 111 - Wagner-Peyser (WP) ¥ |

» Choose the goal the objective will be related to.

» Then enter the action step(s) connected to the goal:

Objective Information

* Goal

| Hazardous Material Hauler WIOA DW M ‘
Goal Date Established
* LWDB/Region | Gulf Coast WF Board - |
* Office Location

| 487 Workforce Solutions Katy M~ |

*Program Affiliation

Title Ill - Wagner-Peyser (WP) +

* Objective Upon training completion, active

* You can add new or additional objectives by clicking Add New Objective to select a
pre-defined objective or enter the remaining action steps for the participant and
Workforce Solutions to help them achieve the objective.
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Objective Information

oo Y B T I )

CDL Endorsement Training {X) Combination Notify staff of training start/status 01/11/2024 01/16/2024 01/31/2024 Starks, Kimberly Open | Edit
Delete
€DL Endorsement Training {X) Combination Provide attendance & progress report bi-weekly 01/11/2024 01/16/2024 03/14/2024 wp Starks, Kimberly Open | Edit
Delete
CDL Endorsement Training {X) Combination Inform staff of any changes affecting program 01/11/2024 01/16/2024 03/14/2024 wp Starks, Kimberly Open  Edit
<completion (address, new job, etc) Delete
Hazardous Material Hauler WIOA DW Upon training completion, active job search with staff 01/11/2024 01/16/2024 03/14/2024 wp Starks, Kimberly Open Edit
Delete
Hazardous Material Hauler WIOA DW Maintain weekly contact 01/11/2024 01/16/2024 03/14/2024 WP Starks, Kimberly Open Edit
Delete
Hazardous Material Hauler WIOA DW Report employment 01/11/2024 01/16/2024 03/14/2024 wpP Starks, Kimberly Open Edit
Delete
Support services/Transportation Submit gas transaction receipts within 5 days of 01/11/2024 01/16/2024 03/14/2024 wp Starks, Kimberly Open  Edit
purchase Delete
Support services/Transportation Request gas assistance reload when submitting 01/11/2024 01/16/2024 03/14/2024 we Starks, Kimberly Open | Edit
attendance documents Delete
Add new objective
Select pre-defined objectives
Exit Wizard
= Once all the objectives and action steps have been entered, click Next at the
bottom of the screen to proceed to services.
STEP 4: Services
A list of the services the participant has received for the current Wagner-Peyser
application will display.
IEP/ISS Services
Service/Activity Begin Date End Date Provider Staff
8808851 - WP 205 - Develop Service Strategies (IEP/ISS/EDP) A - 06/01/2023 A - 06/01/2023 Employment Service 13981459
.
The service 205 — Develop Service Strategies will auto-populate once the IEP/ISS is
entered.
» Click Finish. The employment plan/service strategy is now complete.
= Click Next to review and sign.
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STEP 5: Review and Sign the Service Plan

= Locate the IEP/ISS with an OPEN status. Then click Display/Print.

B pas “ e

Objective Assessment Summary

There are No Objective Assessment Summaries

Create Objective Assessment Summary

Individual Employment Plan/Service Strateqy

316575 Gulf Coast WF Board 482 WF Solutions Lake Jackson

Douglas, Jessica 03/08/2022 Edit
Delete
Display/Print

Create Individual Employment Plan/Service Strategy

= A review page will display the following information:
Identifying Information

Currently Participating In

Plan Information

IEP/ISS Goals

Objective Information

IEP/ISS Services

Remote Signature

AN NN NN
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Individual Employment Plan

General Information

Plan ID: 1333

State ID: 28172 -
User Name: 28TWEETLEDEE

User ID: 47424

Name: OFHara, Scarlett

Preferred Name:

Created By: Kimberly Starks (47373)

Created On: 0171172024

Last Edited By: Kimberty Starks (47373)

Edited On: 0116/2024

Plan Information

Plan Start Date: 0171172024
LWDB/Region: Gulf Coast WF Board
Plan started in office location: 487 Workforce Solutions Katy M

Plan closed on:

Goals and Objectives Established:

Goal 173
Goal # Goal Term of Date Estimated Actual Last Program Staff Status
Goal Established  Date for Completion Edit Date
Completion Date
1154 Training - COL Long Term | 01/11/2024 |D1/11/2024 D1/11/2024 WP Starks, Kimberly | Open

Endorsement Training
(%) Combinaticn

Comments:
Objectives to Goal 1/3: COL Endorsement Training (X) Combination

Objective Date Actual Last Edit Review Programi(s) Staff Status
Established | Completion Date Date
Date

Matify staff of training 0171172024 01/11/2024 |D1/31/2024 |WP Starks, Open
start/status Kimberty
Comments:
Provide attendance & 0171172024 0111172024 |03M14/2024 |WP Starks, Open
progress report bi-weekly Kimberly
Comments:
Inform staff of any 0171172024 0171172024 |D3M14/2024 |WP Starks, Open
changes affecting program Kimbery
completion (address, new
job, etc.)
Comments:

Goal 23

Goal # Goal Term of Date Estimated Actual Last Program Staff Status

Goal Established  Date for Completion Edit Date
Completion Date
1155| Employment - Long Term | 01/11/2024 |D3/0S9/2024 011172024 WP Starks, Kimberly | Open

Hazardous Matenal
Hauler
WIOA DW

Comments:
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» Review and confirm all information was completed. The IEP/ISS is now ready to
sign and send to the participant for their signature.

» Click on Capture Signature on the Applicant Signature line. A box will appear.

» Click Message to send the request for signature to the participant's WIT
Inbox. Click Manual for a participant who is attending the appointment in
person.

= After the participant signs, staff should sign in the Staff Signature area.

= An electronic signature may be used if there is one saved in the My Staff
Dashboard in WIT.

‘P~ Capture Signature

Applicant Signature:

Staff Signature: oo P Capture Signature

s link 10 use your saved signature imaqe

Optional Electronic Signature in WIT

= Click on My Staff Account tab in WIT. Scroll to the bottom of the web page to
Staff Signature.

» Create the signature using a mouse (if accessing from desktop computer) or sign
electronically on a device that allows touchscreen/stylus access (example:
phone, laptop, surface pro, iPad, or tablet).

» Once the desired signature has been created, click Save.
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