Solutions
Online Learning Opportunities Desk Aid — Metrix Learning

Helpful Tips to Remember for Eligibility Determination

1. Workforce Solutions no longer provides basic/short-term services. Therefore, eligibility
must be determined using the Financial Aid Standards and Guidelines and Financial Aid
Priority Criteria.

2. Expedited Eligibility: must be used when a customer is certified under Trade Adjustment

Assistance (TAA) or outreached for RESEA within the last ten (10) weeks.

e Customers who receive expedited eligibility only have to prove selective service
registration, if applicable. Do not ask these customers to submit a Financial Aid
Intake Form or proof of household income. Refer to Financial Aid Standards and
Guidelines, Appendix A: Dislocated Worker Category 1, page 29.

3. An IEP/ISS must be completed in accordance with the Individual Employment Plan (IEP),
Change 2.

4. Adding Adult/DW Metrix Services — Certification Track Training (Appendix C) and
General Online Coursework (Appendix D)

e Before staff enter the applicable Metrix Service, look at the @ Activities/ Enrollments / Services
Tab in WIT to make sure the WIOA service sequencing has been entered correctly
for the Adult or Dislocated Worker.

WIOA Adult and Dislocated Worker Program Sequence of Services
o 1% Service Must Be: 203 — Comprehensive Objective Assessment
o 2" Service Must Be: 205 — Individual Employment Plan (IEP)
o 3" Rule: All Remaining services become available except for follow-up services.

e If services 203 Comprehensive Objective Assessment and 205 Individual
Employment Plan (IEP/EDP) does not show as a selection in the dropdown; this
means that one or both services were not entered prior to conversion.

e Staff will need to go back to Program Ribbon to open iActivities / Enrollments / Services taly to
verify if these services have been entered. If one or both have not been entered; the
missing services must be provided and entered before the system will allow any
other services to be added. Please note:

o Staff may see that the service 68 converted; however, this will not suffice for
the 205 required service; the 205 service must be entered.

5. Adding Youth Metrix Services — Certification Track Training (Appendix C) and
General Online Coursework (Appendix D)

e Before staff enter the applicable Metrix Service, look at the WWActivities / Enraliments / Services
Tab in WIT to make sure the WIOA service sequencing has been entered correctly.
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WIOA Youth Program Sequence of Services
o 1% Service Must Be: 412 — Comprehensive Objective Assessment
0 2" Service Must Be: 413 — Individual Service Strategies (ISS)
o 3 Rule: All Youth Element services become available (remaining 400 series
services)
0 4" Rule: After at least one Youth Element has been entered, the remaining services
become available

e If services 412 Comprehensive Objective Assessment and 413 Individual Service
Strategies (1SS)Employment Plan (IEP/EDP) show as a selection option, this means
that one or both services were not entered prior to conversion.

e Staff will need to go back to Program Ribbon to open W Attivities / Enrollments / Services tab to
verify if these services have been entered. If one or both have not been entered; the
missing services must be provided and entered before the system will allow any
other services to be added. Please note:

o Staff may see that the service 68 converted; however, this will not suffice for
the 413 required service; the 413 service must be entered.

Documenting Metrix Learning Eligibility, Enrollment, and Services:

1. Appropriate staff must obtain WIOA eligibility documents and upload all
supporting documents into WorkInTexas.com in Documents (Staff) under

Staff Profiles—General Profile.
a) Eligibility documents include the following:

e Proof of Age.

Eligibility to work in the United States and include a completed
Authorization to Work checklist,

Selective Service registration, as applicable, for male participants, and
Orientation to Complaint Form (OTC).

Indicate the dislocation criteria for dislocated worker eligible customers

Indicate in-school or out-of-school criteria for youth eligible customers

Indicate economic eligibility criteria for adult eligible customers
2. Create or update all sections of the Wagner-Peyser (WP) application

e Enterall information required to meet WIOA Adult, Dislocated Worker, or Youth
program eligibility (statewide).

3. Create an Individual Employment Plan/Individual Service Strategy (IEP/ISS).
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4. Enter a case note with subject line “Metrix Assessment” documenting the following:

e Metrix Initial Assessment,
e Specific Metrix industry certification track (limit one certification per customer);
or General online coursework pathway

5. WIOA Program Application, Eligibility Summary; add the Metrix Grant to the Grants
section in WIT, staff must: PATH > Click the Pencil Icon from the WIOA Application
in order to edit the individuals Eligibility Summary.

WIOA £ - Complete
& =

Page Displays showing WIOA Application, staff will click on Eligibility Summary page
displays Applicant Eligibility

Intro
Fill ot the Informatiomn elovy toe complets this seotiomn of the applcation.
Tithea 1 - Waorkforce Devalo@immient [WFIOeey 1 10
K
fmn s oot Bermoaggraphic
[ — I TEET B Conlact S Dormoorapie
B vorcomn S Eroplonrrient 50 Edlucation
= Nl [T S e P TR T B Bacdess B Howsshoid Aded Incomme
o | =T nre)

Scroll to bottom of page to add the appropriate grant from the Action Column (Statewide
Adult, Statewide Dislocated Worker, or Statewide Youth)

Select Fom the bat of availabie granmts.

Gramt Type Gramt 1D Grant Name Locai Gramt Code  Date Added Action
Satevede Ddocatec Worker 9 WIOA Daslocated Worker Statewnde Na 24
Sstevade Didocated Worker s Metnx - WA DW Grant METDW - Add
e = f e grant
Grant Type Grant 1D Gennt Name Local Grant Code Date Added Action
Statewide Yoush 35 Natrix - WIDA vouth Grant METYTH 233

6. Select Add and click Finish at the bottom of the page to save changes to the individual’s
WIOA grant eligibility summary.
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7. Click Return to Programs Tab

Formink Titie | - WWhierkfasroe Dec lagguersee ) JWPI0RA |

The Title | - Workforcs Developimsnt (WIOWA) has EBesn
muccsasfuliy saved. Fiesass sslsct beeloer whsrs o want B
oo naxt.

- Return o Proarams Tab

8. Assist an Individual > Staff Profiles > Case Management Profile > Programs

e Scroll down to the WIOA Program Ribbon
o Click on &3 Activities / Enrollments / Services
o Click on Ereats Actiity / Enrollment / Service

Activity Enrollment - General Information
PE e S T GAPAY ST o A S B
Gercaral Seorwvice Anrolisrm ey Fimanciai Enrolbmsent Bucageot CTlomswsre
PO TO T A The ™ Py awisley Cessy [ L] Swebgee Pleserirsey LRSS Sl Lt Y

9. Select the applicable Program Group for the participant you are assisting Examples of
Customer Program Groups — (Select the applicable fund)

e 93 - Statewide Adult

= Cusstormer Frogram Growup:

108 - Adult - Individualized ServicessTraiming
L 93 Stabewicle Suclult

e 96 - Statewide Dislocated Worker

* Customer Program Group: Mone Selected -

308 - Dislocated worker - Individualized services/Training
45 - Statewide Dislocated Worker
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e 90 - Statewide Youth (In-School or Out-of-School)

* Custormer Program Growap: || Fone Selected - |

Z20E - Yowuth Tut School b
L S0 - Statewide Youwuth

10. LWDB - Board area auto-populates; verify correct Board is displaying.

11. Office Location — Select from the dropdown your office location.

E -
WD B: Sulf Coast VWF Board a |

* CVFFE PR o ] _
ice Location: 426 WF Solutions Huntswville - |

12. Select Grant — Add the applicable WIOA Grant Name

e WIOA Statewide Adult METXA — Metrix — WIOA Adult Grant

Grant: | FAETADT - bAetrix - WIS SAdult Grant =
Mone Selected

WA IO, or Flon=-WWI0S Partnar WA Adult Stateweicd =

Program: FAETADT - BAstrin - WHIRS SAdult Grant

e WIOA Statewide Dislocated Worker METXDW - Metrix - WIOA DW

Grant
LerArwT:
VoA, or Mon-velouwa Partner WIS D slocated Worker Statevelcle B
PO O ke P E T I Pestl e Lol 2 AL YW Srasnnt

e Statewide Youth METYTH — Metrix - WIOA YOUTH Grant

Grant: ﬂ METYTH Metrix WIOA Youth Grant vl

Fone Selected
WIOA Youth Statowide

?
METYTH - Metrix - WIOA Youth Grant
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13. Select Activity Code: 328 - Occupational Vocational Training (Non-ITA) for Metrix
Industry Certification Track Training and Assistance (Adult/Dislocated Worker); or

ﬂ- A o e pact s e L e e e e | m. SRt

T e DA s ey — 1T F £ ] e e e
Lttt =R R T g e N s PO S
R g

L R L [T
D e rme

Select Activity Code: 269 - Short-term Work Readiness Services for General Online
Coursework, including job readiness courses or other online courses not intended to
lead to Metrix Industry Certification (Adult/Dislocated Worker)

=02 S0 TR WOUN Meacl mead Statevwsde aaulr

P et i METADT

N0 DOt 1TOr rraliOn MNMELrix ~ VWA
Adun e

Select Activity Code 454 — Occupational VVocational Training (Non-ITA) - for Metrix
Industry Certification Track Training and Assistance (Youth Funded).

EL ST
Training _[FHom TJ-". oLt
Fefmtrix Lear &= T T, iR

STaTE g Q

Select Activity Code 459 - Short-term Educational Services - for General Online
Coursework, including job readiness courses or other online courses not intended to
lead to Metrix Industry Certification Assistance (Youth Funded).

14. Enter the following dates as the Actual Begin Date and Projected End Dates:

e Actual Begin date: The date the participant begins receiving Metrix Industry
Certification Assistance

e Projected End Date: Enter the estimated date of completion for Projected End
Date (this date cannot be more that 31 days).

Online Learning Opportunities Desk Aid Revised May 23, 2024 Page 6 of 14



Solutions

Online Learning Opportunities Desk Aid — Metrix Learning

= Aam actual regin date or a projectec begin date is requinrac.
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 Projected End Dt |
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Recommendation: Enter the projected end date as the last day of the month and for the
next month’s entry staff can extend the projected end date for the end of the following
month.

15. If staff select the service 328 or 454 Occupational Vocational Training (Non-ITA), the
system will add the required questions below:

e Participant has been issued an ITA and the ITA will pay for this service. Select

“No”
= Pomrticigpomryt hhas baaaore issoeccl |l el - |
=re 1T = e TS warilll pesmye — =
Fomwr this Sserwice: :::_C:h'_ Selected

16. Enter a case note with subject line “Eligible Metrix” documenting the following:
e Proof of Age.
e Eligibility to work in the United States and include a completed
Authorization to Work checklist,
e Selective Service registration, as applicable, for male participants, and
e Orientation to Complaint Form (OTC).
¢ Indicate economic eligibility criteria met for adult eligible customers
e Indicate the dislocation criteria met for dislocated worker eligible customers
e Indicate in-school or out-of-school criteria met for youth eligible customers

17. Click Next to continue through the Activity Enroliment — General Information Tabs:

Activity Enrollment - General Information

Sickiwiby Enrcllimignt - SGersmrsl Informsbon
This pags Saplays aciivity indormazion far ine specified pariicipan

Samrarsl S wice Emera L st Flimmmciai Ennoibmsnt [ TFT=P=T0 3 Clomuars
[ ST SR Prosiclar L=l 11 ] LA EHualopmt Pl e L ornn e boun

Online Learning Opportunities Desk Aid Revised May 23, 2024 Page 7 of 14



Solutions
Online Learning Opportunities Desk Aid — Metrix Learning

e Service Provider Tab — this tab will auto-populate.
o Service Provider
o Select Provider — Metrix Learning
o Select Service, Course, or Contract: Metrix General Online Coursework
or Metrix Industry Certification
o Enter the Occupational Training Code

Activity Enrollment - Service Information

W E
This page O HEdands SO e Ty Saryeod S Wiorks nE Fvior raateoe for trea spses iad partici pant

TEnernl [ —— Enre lmerd Enanciul Inrollmans Badges Slorurs
Vv P vi i lisges Puroral ciger Gl suind Rl Plmarsisg Teyb r v mling

e Enrollment Cost: Metrix will not have any activity costs. All cost fields should
be set to zero.

Activity Enrollment - Service Costs o

Tarsaral Zarvicm [ [ rra— Firmecisl Enrollmarri Buoeal Closura
Inderenasion Prewidar o & i Budgar Fanalng frfarmatian

18. Closure Information Tab

e Closure Information (once training and assistance services are completed) —
This is only required for the Certification Track training; this is not required
for the General Online courses.

e Enter the final date of certification assistance (which may be the date of
certification testing) for the Last Activity Date of the service.

e Select appropriate Completion Code.

Closure Information (%7

Dimner - LT Bl e Firaen il Wenenr st Wanel i Cimaaarm
T T B LS i P i [T ] e DiidGaL FIGAGIAE  leatheses e

Notification to Board Staff of Industry Certifications Only:

1. After eligibility is determined and services entered, only designated Metrix
Administrators are permitted and required to submit an email to the Gulf Coast
Workforce Board at online.learning@wrksolutions.com to notify them of customers
enrolled in Industry Certification Tracks (services 328 and 454) only. Staff are not
permitted to email Metrix directly.
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The notification email must include:

Customer first and last name

Email Address and phone number

Customer Zip Code

WIT State Identification Number

Specific Industry Certification Track (Appendix D)

2. Board staff will review each case to ensure eligibility is determined, services
entered; and add the customer names to the Gulf Coast Metrix SharePoint
spreadsheet.

e This action notifies Metrix staff of eligible customers to begin providing
industry certification assistance.

3. If a customer reports issues with their Metrix Learning account, office staff must
notify their service provider's appointed Metrix Administrators. Administrators must
first attempt to research and resolve the issue in the Metrix Portal.

e Common errors: customer accounts were never setup; or courses are not
assigned as required.

e If Metrix Administrators cannot resolve the issue, they must email
online.learning@wrksolutions.com for assistance. Board staff will then
coordinate with Metrix staff for resolution and communicate with the Metrix
Administrators.

Provide Access to the Metrix Portal:
1. After eligibility for WIOA statewide grant has been determined and services entered;
only the designated Metrix Administrators may provide the customer with Metrix
Portal access.
e Metrix Administrators are required to follow the Texas Administrator Guide for
account setup and course assignment.

2. Once the account has been setup and courses assigned, the customer will receive an
automated “Welcome” email with their login details to begin online courses.

Customer Progress
1. Metrix staff will provide limited case management services to eligible customers enrolled
in Industry Certification Tracks.
e Assistance with completing practice tests or labs
e Issuing exam vouchers
e Scheduling the certification exam at proctored locations
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Performance Outcomes

1. Workforce Solutions office staff must document monthly contact, and track performance
in WIT for all co-enrolled customers; and those only enrolled in industry certifications
to include, but not limited to:

Attendance and progress

Measurable Skill Gains,

Credential Attainment,

Employment
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Appendix A
Additional Online Learning Resource

In addition to Metrix, it is recommended staff share the following resources with customers as
appropriate:

Workforce Solutions Online Learning Webpage:

Various lessons previously available only as live training has been converted into narrated
PowerPoint presentations and are available on the Workforce Solutions website, including adult
job search curriculum and WorkInTexas.com tutorials. This page also includes a calendar of all
scheduled training and hiring events.

Houston Public Library

Houston Public Library (HPL) offers a variety of free online learning resources to anyone with an
HLP card. Anyone with a state of Texas issued identification can get an HPL card by visiting My
Link Card Registration — Houston Public Library (houstonlibrary.org)
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Appendix B
Metrix General Online Coursework Tracks

Course Name

Description

Acrtificial Intelligence
(Al)

Introduction and advanced course of understanding Al and its
applications for personal advancement.

Basic Skills

Academic and business math, writing, grammar, creative thinking,
critical thinking essentials, problem solving. General Skills, personal
skills, and workplace skills.

Business Skills

Administrative, analysis, business law, coaching/mentoring, employee
management, financial/accounting, human resources, leadership,
management, operations, QuickBooks, sales, sales/marketing, and
writing.

Computer Skills

Coding/programming, databases, development/design,
hardware/software, internet skills, MS Office 365 Suite, Mobile Apps,
networks, operating systems (OS), security, software testing.

Construction

Coding/programming, databases, development/design,
hardware/software, internet skills, MS Office 365 Suite, Mobile Apps,
networks, operating systems (OS), security, software testing.

Digital Literacy

Digital literacy using a computer, mobile devices, Virtual
Conferencing/Collaboration Apps how-to guide.

Google Apps

How to use Google Applications.

Healthcare

Healthcare basics and bloodborne pathogens awareness, HIPPA and
Safety.

Job Readiness

Job readiness 1-4, Overcoming Barriers.

Job Search and
Management

Managing strengths, career, work/life balance, presentation skills,
professional networking, LinkedIn: setting up a profile, managing
connections, posting updates, using network tools.

Management

Managing goals, leading and motivational strategies, confronting
difficult employees, Preventing identity theft, active shooter course.

Manufacturing

Fundamentals, management, materials, safety, Supply Chain/Logistics,
transportation, and equipment.

Other — Chinese Tracks

Basic skills, digital skills, MS Office 365 offered in Chinese language.

Other — Spanish Tracks

Basic academics, basic skills, computer skills, digital literacy, job
readiness and professional development offered in Spanish language.

Professional
Development

Develop a plan to further your career.

Retail Sales

Customer service, Food Industry, and management.

Salesforce

Learn how to use Salesforce Lightning program a Customer
Relations Management (CRM) system.
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Appendix C
Metrix Industry Certification Tracks

CompTIA Industry Fundamentals (ITF+)

CompTIA A+ 220-1101

CompTIA A+ 220-1102

CompTIA Network+ N10 — 008

CompTIA Security+ SY0-601

CompTIA Cybersecurity Analyst (CySA+) CSO-002

ComTIA Cloud Essentials+

ComTIA Cloud+

ComTIA Server+

ComTIA Data+

ComTIA CASP+

ComTIA PenTest+

ComTIA Project+

ComTIA Linux+

Cisco CCNA 220-301

PMI Certified Associate in Project Management (CAPM)

PMI Project Management Professional (PMP)

PMI ACP

ASQ Six Sigma Yellow Belt

ASQ Six Sigma Green Belt

ASQ Six Sigma Black Belt

Certified Business Analysis Professional (CBAP)

Microsoft AZ-900: Microsoft Azure Fundamentals

AWS Certified Developer Associate

AWS Certified Solutions Architect Associate

AWS Certified Solutions Architect Professional

AWS Certified SysOps Administrator — Associate

AWS Certified Cloud Practitioner

AWS Certified DevOps Engineer Professionals

AWS Certified Machine Learning Specialty

ASQ — CMQ/OE
HCRI — PHR
HCRI — SPHR

Oracle Java SE 8 Programmer | 1Z0-808
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Appendix C
Metrix Industry Certification Tracks — Continued

SHRM CP

Certified Information Systems Auditor (CISA)

Certified Information Security Manager (CISM)

ISC2 — Certified Cloud Security Professional (CCSP)

ISC2 Certified Information Systems Security Professional (CISSP)
ITIL Foundation 4

ITSQB Software Testing Foundation Exam

PRINCE2 Foundation

Digital Marketing

Red Hat Certified System Administrator EX200K
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