Attachment A

CTI/WCTF Participant Tracking on MOSES

Instructions for tracking referrals and enrollments of MassHire (MH) customers in CTI/WCTF
training programs are provided below.

Step 1.

All participants referred to and/or enrolled in CTI/WCTF training programs must first be
enrolled in the CTI/WCTF Career Center program in MOSES. A CTI/WCTF Career Center program
has been created for each career center to use for this purpose.

Before enrolling the customer into the CTI/WCTF Career Center program, click the Eligibility
button at the bottom of the Basic tab. This will bring you to the Eligibility screen.
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Once on the Eligibility screen, move the CTI/WCTF funding source in the left window to
the right window, then click OK.
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Step 2.

Once the eligibility has been set, and back on the Basic tab, click the Career Center button. The
list of Career Center Specific Programs will be displayed. Find the CTI/WCTF program and click

the Apply box to the right, then click OK. Click OK back on the Basic tab to save the record. The
customer is now enrolled in the CTI/WCTF Career Center program.
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Step 3.

You must add an approval for your workforce area for the course that you will use for your
customer. If the training provider or course aren’t in MOSES, please instruct the training provider
to enter into TrainingPro (https://trainingpro.dcs.eol.mass.gov/Training.Pro/Login/).

Click the Training dropdown menu item in MOSES, then click Training Services to display the
Course Search page. Search for your course and select it.
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On the Course Details screen, click the Add button to the right of the Approvals grid.
- Select your workforce area
- Select the Type of Specific Funding
- Select the Specific Funding of CTI/WCTF
- Change Status to Approved
- Enter the start and end dates for the course

Click OK to save the record.
The customer may now be referred to and/or enrolled in the course.

X Training Course { DWD Testers, Test build 25 ) EI[E

Bazic

.-’-‘u:lu:litiu:unallnh:ul Schedulel Performancel D:ustsl Youth *Workzites | Targeted Elc:cupaticunsl Frogram D:uursesl Enru:ulledl

Activity Categones

F Courze Mame: [0 =S Academic/Dccupational Leaming ~ Occupational Skillz Training
F Addiess: [sfzeddfsfds Adult Education and Literacy st
Alkernative School
b7 |EI21 = Apprenticezhip Training W & |
o - < > < >
F City: |Boston
Kotate: | Mazsachusetts 3|
Description: Zuthorized S0l ¢ Mot Private © Private * Courze Capacity: I
V'ear Course First Established/Offered: 0 On Site at Employer Location ;[
Funded by "Workforce Development Agency in lagt 3 vears? IE Yes [ No
* Training : | |
* Sub Training. | =] Courze Type: | TAACCCT: 7 “es  No
archived Course]
—Approvals
» Workforce Board  #5Staff 1D r Tyupe ¥ Specific Funding  » Status ¥ Start Date ¥ End Date Ehanges Add
Eenfimmed g
34| ATERR 3| Specific FUBR| wi 54 | 2 Delete |
Baston - ||ATERR || Specific Fu_>]|CTI | |Approved _« |12/09/2026 | [12/09/2026 | v Cnml -
Detailz
To gee Comments, click the "Com'' button, " Show all approval records % Show approvals within one vear

Provider Approval Status Ok, I] Cancel

5|Page



Step 4.

On the Services-->Course/Activity tab in the customer’s record in MOSES, click Add to refer
and/or enroll your customer into the training course. The customer will be considered referred
to the course once you have added a referral date. If the customer is subsequently enrolled in
the course, add the enrollment by clicking the Yes radio button and entering a Start Date. You
must also move the funding stream ARPA CTI/WCTF to the right when enrolling.

Click OK to save the record.
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