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Course: Trade

Chapter 1: Trade Petition Record

Search for a Trade Petition Record

Overview

To view data related to a Trade petition. Users access the Trade Petition Search
screen by selecting Program from the MOSES Main Menu, selecting TAA, then
selecting TAA Petitions.

F_—Ll—e___l_____.-_l_l_-_
m Massachusetts One Stop Employment System - Production Staff ID: CQUAN - Career Center: Hurley/MOSES Unit  Standard Acc.. E=clal X

File Job Seeker Employer Training Events | Program | Reports Feedback Administration GoTo Window Help

CilhPE e EG | as TAA 3 TAA Petitions
RR TAA Admin
MNEG TAA Participant

The Trade Petition Search screen lets you search the MOSES database directly for
Trade Petition records by selecting the Petition ID, Federal Petition No., FEIN, Employer
Name, Employer ID, or LWIB.

Type of S5earch
Search Critena

& Federal Fefition No. To enter a new Trade Petition click the Add button,  Search for an exizting Trade

Petition by selecting a search method, entering the search criteria, and then

? EElNl N clicking the Search button,
'S E:Elziz: IDame Search Criteria; ||
™ LWw/IB
" Peition 1D
Security

Users with Trade Admin, Trade Staff, and Trade View Only permission can access this
screen. Only Trade Admin users can add or edit data for trade petitions.

Key Process Points to Remember

Trade Petitions are submitted to the state Trade Unit at the Department of Career
Services (DCS). The DCS Trade Unit would receive Trade Petition applications via
email, mail or fax and enter the Trade Petition application via MOSES. The original
form will be filed with the DCS Trade Unit.

DOL conducts an investigation and issues a decision. The determination will be tracked

via MOSES, notification letters sent to each affected worker are tracked via MOSES.
Notifications like the legal notice will also be tracked via MOSES. Each Trade Petition

Trade Career Center Staff Training Guide 4




Course: Trade

has a related Federal Petition Status (Petition Filed, Pending, Certified, Denied, or
Withdrawn).

A daily email notification will be sent to the Career Center Managers / Staff Users
summarizing petitions that are submitted, certified, denied, or withdrawn.

After completing this lesson, you should be able to:

e Locate a Trade Petition record by employer name
e View closing / layoff record via Trade Petition Module

Trade Career Center Staff Training Guide




Course: Trade

Locate a Trade Petition record by employer name

1. Click Program on the MOSES Main Menu, select TAA, then select TAA Petitions
to open the Trade Petition Search window.

C@YHE Hd B s TAA ’ TAA Petitions
H RR TAA Admin

i T —— —— |
m Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: CQUAN  Career Center: Hurley/MOSES Unit Car..|[= =l ﬁ]
MNEG TAA Participant

File JobSeeker Employer Training Events | Program | Reports Feedback Administration GoTo  Window Help

2. Select the employer name radio button and enter an employer name in the
Search Criteria text box.

m Trade Petition Search EI@

Tvpe of Search

Sefg[T:ZdE:;I::I[I;etition Mo To enter a new T_lade Petition click the Add.buttnn. Search for an exizting Trade
- Petition by selecting a search method, entering the search criteria, and then
" FEIN clicking the Search button,
" Employer Narme

 Employer ID Search Criteria: ||

" LWIB
(" Petition ID

Search Reszults

Federal
Petition Mo FEIM Emplaver Marne Date Filed Federal Status  Certified Date  Employer [D

I

| Add ‘ | Canhicel

3. Click the Search button. MOSES locates the trade petition records by the
employer name and displays the results in the Search Results window.

Trade Career Center Staff Training Guide 6




Course: Trade

4. Select the Trade Petition record from the list. Click Edit, hit the Enter key, or
double click on the trade petition record. The Trade Petition Details window for
that trade petition record appears. The first tab, Petition Info, is displayed.

M Trade Petition Details

[E=8EoR ===
Petition ID: 8429 Employer Name: Autoliv ASP, Inc.
\ Petition Info conlinuedl Petitioner Info] Affected Worker Delaill
1. Petitior Information
Federal Statuz: | Centified hd ¥ Petition Filed O ate: DE/17/2014 ] P RTAAMATAA Cert & Yes ( No
Denial Date: 00/00/0000 g P Pelition Impact Date:  [06/05/2013 ¢ [ Sendtoll
¥ LB | Greater Lowell | b Pelition Certified Date:  [08/14/2014 ]
¥ Fed Petition Moo 85373 P Petition Expiration Date: (08142016 &]
W Motification Sent ¥ Motification Sent Date: [10/06/2014 I Affected Worker Group: [Autaliv Electronics Division
Praduction Operations Department
General Petition Comments: i
includes on-zite leazed workers from Technical Meeds who worked in the Production QOperations IF the Aftected \worker Group is nat a
Department

gpecific department or division, pleaze
ehter the bext “Al wiorkers'.

2 Clozing # Layaff Infarmation
Employer Address Cloging Date
lsutaliv ASP, Inc. (1011 Pawtucket Bled., PO Box 1858, Lowell, Ma C [07/31 /2014 ‘ GoTo

Delete

0K ‘ Cancel ‘

\\1; The Send to Ul box should be checked off in order to create the TAA Petition
\\\5;,/ * | certification in Ul Online at the Department of Unemployment Assistance
(DUA). The DCS TAA Unit would be the ones to check this off.

5. Review data for the existing trade petition record.
6. Petitioner Information Tab may contain information that is to be held confidential.

View closing / layoff record via Trade Petition Module

1. (Continued from above)
Highlight the record in the Closing / Layoff Information group box. Click the Go

To button.
2. Cloging ¢ Layoff Information
Ernployer Addriess Clozing D ate
Ibutoliv ASP, Inc. [1011 Pawstucket Blvd., PO Box 1858, Lowell, M& € 0721 2201 4 | GoTo Delete

Trade Career Center Staff Training Guide




Course: Trade

2. You are taken to the Rapid Response module with the Closing / Layoff tab
selected.

3. View the information for the closing / layoff record.

‘3 Rapid Response Details [E=5 [E=E ==
Closing/Layoff ID: 29675 Employer ID: 1206619 - Employer Name: Autoliv ASP, Inc.

Clozing/L apoff |Details | Fiapid Fesponse Demographics | Wwiorker Detai | E valuation | Pragram Info
Was this record created by or modffied by a member of the Rapid Response Staff? @ Yes (rNo

~ Employer Location
Add
Employer FEIN Addiess
lawtolv ASP, e, |363640053 [1011 Pawtuckst Blvd., Lowel, MA. 01853 Gaoto |
Delete |
— Closing/Layoff Details
Total Mo, of Affected Workers: Closing: Staggered: Start Date: End Date: Confidential:
| 80  COYe: @MNo ) OneTime ® Muliple  [07/31/2014 |06/30/2015 ies (Mo
Clozing/Layoff -
Type Diate Mo Affected Workers Comments (3 Add |
|La_l,Jc-ff -] |1 141942014 | 54|14 Auboliv/40 Technical Heeds |j
Delete |

Rapid Response

Initial Contact D ate: |D1 £30/2014 <] wWaRM [] AFL-CIO Involvement b LwB; | Greater Lowell -
Flrvestigation Start Date: |D1 fa0s2ma FDate WaARN Received: |05/30,/2014 Eamments:
FIvestigation Status: Il:ompleted vi [] Public &nnouncement :;;Li-'" tEeaEa:iﬂ,c:rqB'Id.n";nﬂe.f'FI[ETncgllﬁeléosgsgraaTﬁrgsd r:n-:-e
» Completed D ate: [oe#30/2m5 [] Other:  |workforce Patrers | response

Eventsx’Servicesl oK I Cancel |

4. Click the Cancel button to close the window and to view the Petition module
again.

Trade Career Center Staff Training Guide 8




Course: Trade

Chapter 1: Search for Trade Petition Record

Search for a Closing / Layoff Record

Overview

After you have located your trade petition record in MOSES, you may also want to
review the closing / layoff records that are associated with the Trade Petition record.
The closing / layoff records are located in the Rapid Response module of MOSES.
Users access Rapid Response by selecting Program from the MOSES Main Menu, then
selecting RR.

The Closing / Layoff Search window lets you search the MOSES database directly for
closing / layoff records.

Security

Users with the appropriate security privileges may access this screen. The security
permissions that are needed to access Rapid Response are RR Admin, RR Staff, or RR
View Only. In order to be able to add new closing / layoff records, users will need to
have at least the RR Staff security permission.

Key Process Points to Remember

Trade Petition users should review closing / layoff data in the Rapid Response module
to understand the closing / layoff record that is associated to the trade petition record.
Trade Petition users can access the Rapid Response module that displays the closing /
layoff record via the Petition Info tab. Users can click the Go To button in the Closing /
Layoff Info group box.

After completing this lesson, you should be able to:
e Search for a closing / layoff record to review Rapid Response data

Trade Career Center Staff Training Guide 9




Course: Trade

Search for a closing / layoff record to review closing / layoff data

1. Many times you will want to review closing / layoff data before creating your trade
petition record or you may want to review closing / layoff data that is already
associated to your trade petition record. You will want to access the Rapid
Response module and search for closing / layoff records. Click Program on the
MOSES Main Menu and select RR to open the Closing / Layoff Search window.

ral Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: CQUAN “Career Center: Hurley/MOSES Unit  Car... (] o

cCayE

TAA
RR
NEG

File Job Seeker Employer Training Events | Program | Reports Feedback Administration GoTe Window Help

B <@ E& | as

2. On the Closing / Layoff Search window, search for a closing / layoff record by
company name. Enter a company name in the Search Criteria text box.

m Closing/Layoff Search
Type of Search
Search Criteria
" Closing/Layaff ID
* Employer Name
" Emplayer ID
" FEIN
" LwIB
" Irevestigation Status

Search Aeszults

Closing/Layoff I Company Mame

Trade Career Center Staff Training Guide

=N EoR =)

Ta enter a new Clozing/Layoff click the Add button. Search for an existing
Clozing/Layoff by selecting a search method, entering the search criteria, and
then clicking the search button.

Search Criteria: ||
Advanced Search..

Investigation
Employer City  Employer [0 Lapoff Start Date Status

T

Add ‘ ‘ Cahicel
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Course: Trade

3. Click the Search button. MOSES locates the closing / layoff record by the
company name and displays the result in the Search Results window.

ml Closing/Layoff Search E\@

Type of Search

SRR Ta enter a new Clozing/Layaff click the Add button. Search for an existing

" Closing/Layoff 1D Closing/Layoff by selecting a search method, entering the search criteria, and
+ Employer Name then clicking the search button.
" Emplayer 1D

£ FEIN Search Criteria: [autaliv Search
" LwiB
" |Inwestigation Status Advanced Search...

Search Results

Investigation

Clazing/Lapoff I Company Mame Erplover City ~ Emplayer 1D Lapaff Start Date Status
5 Autaliv A5F, Inc, I 19 08/01/2014
[F1091 IBEROTEE, Inc. [working at Autoliv 45F) |Burlington [1351769 |00/00/0000
|31092 IBEROTEE. Inc. [working at Autoliv A5F) |Burlington [1351769 |00/00/0000 [
[3141 IBEROTEE. Inc. [working at Autoliv A5F) |Burlington [1351769 05012015 [Completed

Row 1 of 4
E dit | | ‘ Cahcel

-

Trade Career Center Staff Training Guide
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Course: Trade

4. Select the closing / layoff record from the list. Click Edit, hit the Enter key, or
double click on the closing / layoff record. The Closing / Layoff window for that
closing / layoff record appears. The first tab, Closing / Layoff, is displayed.

N The fields on this tab are disabled for all users who do not have the
\;/.- " | appropriate security privileges.

Q Rapid Response Details EI@

Closing/Layoff ID: 29675 Employer ID: 1206619 . Employer Name: Autoliv ASP, Inc.

Closing/L ayoff IDetaiIs l Fiapid Responise Demographics ] wiorker Detail ] Ewaluation ] Program Info

Was this record created by or modified by a member of the Rapid Response Staff? @ Yes (rNo
Employer Location

E mployer FEIM Address
ltaliv ASP, Inc. [363640053 [1011 Pawtucket Blvd., Lowell, M. 01853

b

Clozing/Layofl Details

Total Mo. of Affected Workers: Closing: Staggered: Start Date: End Date: Confidential;
[ 80 COYe: @ No ) One Time @ Muliple  [07/31/2014 |06/30/2015 1es (N
Clazing/Layoff -
Type Date No Affected Warkers Comments =
| Layoff | [1119/2014 [ 54 [14 Autoliv/40 Technical Meeds =
| Lawoff B3| 08/01/2014 |
Rapid Response
Initial Contact D ate: 01./320/2014 [ wisRN [C] &FLCIO Irevalvement b L\WIB: | Greater Lowel -
Flrvestigation Start Date: J07./30/2014 FDate WaARN Received: |05/30,/2014 7 Cgumments: e e
- . [Completed =] . ancy Gagnon called me from awell and told me
¥ Investigation Status Completed L] Public Announcement abiout the lapoff, on 1/10/14, called several times no
» Completed D ate: 06 /302015 [ Other  |Workforce Partners = | response

Eventz/Services

oK | Cancel |

5. The question displayed at the top of the tab identifies whether or not the closing /
layoff record was entered by Rapid Response staff. If the closing / layoff record
was entered by Rapid Response staff, the answer to the question is Yes. If the
closing / layoff record was not entered by Rapid Response staff, the answer to

the question is No.

¥

If Trade Users need to modify a record created by Rapid Response staff (the
guestion already has the Yes radio button selected), leave the questioned

answered as Yes.

15

6. Review the Employer Location group box. This group box displays the employer
location that is associated to the closing / layoff record. Only one employer
location can exist in the group box.

Trade Career Center Staff Training Guide 12




Course: Trade

\\fiil The Add button becomes disabled when one record exists, since only one
\ig;z * | employer location can be related to the closing / layoff record.

7. Select the record and click the Go To button. The first tab of the Employer
module is displayed. Close the window to view the Closing / Layoff tab.

8. The Delete button located in the Employer Location group box deletes the
association of the employer location to the closing / layoff record.

\f Clicking the Delete button, with the record highlighted, does not delete the
\ \— | employer location from MOSES. Clicking the Delete button removes the
association of the employer location with the closing / layoff record.

9. The data located in the Closing / Details group box lists information specific to
the closing / layoff record in focus.

10.Review data located in the Rapid Response group box.

Rapid Response

Initial Contact Date: 0./30/2014 [ wARN [] AFL-CIO Irealverment » LwIB: | Greater Lowell -
¥ rveztigation Stark Date: W FDate WaRM Recerved: W Comments:
» Investigation Status: Completed = | [] Public Announcement :;;jytﬁeafa:iﬂ C;I_:E_IEL;”De’,:[imcglﬁsz”:ﬂr‘?ﬂr;”els rT:e
¥ Completed Drate: [06/30/2018 [ Other [wWorkforce Partners = respOnse ’ ’

\\iQ This is data pertinent to Rapid Response staff. The Rapid Response group
\i;;; * | box becomes enabled when you answer Yes to the question located at the top
of the tab.

11.Click the Cancel button to close the Closing / Layoff window.

Trade Career Center Staff Training Guide 13




Course: Trade

Chapter 2: View a Trade Petition Record

View Petition and Petitioner Information

Overview

Trade petitions are accessed via the Trade Petition Search screen. Users access the
Trade Petition Search screen by selecting Program from the MOSES Main Menu,
selecting TAA, then selecting TAA Petitions.

Security

Trade Admin, Trade Staff, and Trade View Only users can access this screen. Only
Trade Admin users can add a trade petition record.

Key Process Points to Remember

Trade Petition applications should be mailed to the state Trade Office. The Trade Office
will receive Trade Petition applications via email, mail or fax and enter the Trade
Petition application into MOSES. The Trade Office will submit the trade petition
application to DOL. The original form will be filed with the Trade Office.

DOL'’s decision concerning the trade petition will be tracked via MOSES.

After completing this lesson, you should be able to:
¢ View information on the Petition Info tab
¢ View information on the Petition Info continued tab
¢ View information on the Petitioner Info tab

View Information on the Petition Info tab

1. From the Program menu item, select TAA, then TAA Petitions. The Trade
Petition Search screen opens.

2. Search for a trade petition by entering search criteria. Click the Search button.

3. MOSES displays the results set. Highlight a record and click the Edit button.

Trade Career Center Staff Training Guide 14




Course: Trade

4. MOSES displays the Trade Petition Details window with the Petition Info tab
selected. This screen captures information required for the trade petition such as
important dates and the closing / layoff record that is associated to the trade
petition.

¥ Trade Petition Details =N EcR/x=
Petition ID: 8429 Employer Name: Autoliv ASP, Inc.

Petition Info cnntinued] Petitioner Infnl Affected Worker Detail]

1. Petition [nformation

Federal Status: | Certified - b Petition Filed D ate: DEA7/2014 | ¥ RTAAATAA Cet © Yes O No
Denial Date: 00/00/0000 el * Pelifion Impact Date:  J06/05/2013  ¢g] | Sendtoll
b LB | Greater Lowel | P Petition Certified Date:  [08/14/2014 g
¥ Fed Petition No: - |85379 P Petition Expiration Date: [08/14/2016 |
[v Motification Sent  » Matification Sent Date: [10/06/2014 =l Affected Worker Group: Sutaliv Electronics Divizion
Froduction Operations Department
General Petition Comments:

includes on-site leased workers from Technical Needs who worked in the Production Operations If the_f.éffdected Wiorker E"?"‘.‘p 2 nlot a
Department specific: departrment o division, please

enter the text “al wWoarkers",

2. Clozing / Lapoff Information
Employer Address Clazing D ate
Wutaliv A5P, Inc. [1011 Pawtucket Blvd., PO Box 1858, Lowell, kA, C |07/31 /2014 | GoTo

Delete

DK | Cancel |

5. Review the status fields on the tab.

Fields:
Field Name Comments
Federal Status e The following options are available: Filed,
Pending, Certified, Denied, Withdrawn

6. A closing / layoff record must be tied to a trade petition record. The closing /
layoff record is displayed in the Closing / Layoff Information group box. Only one
closing / layoff record can be associated to the trade petition.

\\1; When the Federal Petition status is updated to Certified, an email notification
\\g\(;;:./’ is sent to Career Center Managers / Staff Users of Filed, Denied or Withdrawn
petitions.

Trade Career Center Staff Training Guide 15




Course: Trade

7. Click the Petition Info continued tab. Review the data for the Trade Effects group

box and the Secondary Worker Information group box if applicable.

13 Trade Petition Details =5 EoR (5

Petition ID: §429 Employer Name: Autoliv ASP, Inc.

Petitioner [nfo l Affected Worker Detail ]

Are job logzes due to company: Country

Shifting production to a foreign county? ez 7 No & Unknown -
Comments:

Importing products made in a foreign country? ez £ Mo & Unknown -
Comments: |

Losing sales to customers imparting products from a fareign country? ez £ No & Unknown -
Comments: |

Loging buzsiness as a supplier, azzembler or finisher of products or components " Yez " No & Unknown

for a trade-affected company?
Comments: |

4. Secondary Woarker Information [Required if a company in # 2 is secondary employer)

11 Supply componentz/unfinished or semifinished goods to the trade-affected company’? " Yes " Mo * Unknown
2] Assemble / finish products made by the trade-affected company? " Mes " Mo & Unknown
Ok Cancel

View information on the Petitioner Info tab

1. (Continued from above)

Click the Petitioner Info tab. The Petitioner Info tab displays information related

to the petition origin. A trade petition can be submitted by different sources. The

Petitioner Info tab tracks this data. (This information must be kept
CONFIDENTIAL.)

I Trade Petition Details =]

Petition ID: 8429 Employer Name: Autoliv ASP, Inc. F

l Affected Worker Detail l

Petition [nfo l Petition Info continued

Please be aware that Petitioner Information is CONFIDENTIAL.
If you have any questions pleaze forward them to the Trade Program banager.
Petitioner Information
Mame Career Center Fhone Ext Petitioner Type
Add
Edit
Delete
oK Cancel B

Trade Career Center Staff Training Guide
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Course: Trade

The Petitioner Info tab lists the Petitioner Information based on the Petition Origin
drop down list box. The Petition Origin drop down list box is a required field with
the following options: Three Individuals, One Authorized Representative, One
Company Representative, a Career Center, the State Workforce Agency , or
Other. (This information is kept CONFIDENTIAL)

3. The Petitioner Information group box is a read only summary table that displays
petitioner information associated with the petition. One row is always required.
Three rows are required if the Petition Origin drop down list box is equal to Three
Individuals. (This information is CONFIDENTIAL)

4. Select the record in the group box and click the Edit button.

5. MOSES displays the Petitioner Details window.

13| Petitioner Details - |
Contact Information
First Mame: | ¥ Petitioner Tupe: | |
Last Mame: | Career Center: | ]
b Address 1: | nion Mame: |
Address 2: | Job Title: |

L T | Separation D ate: 00000000 ﬂ

b State: | E mail: |

F i - Phone: [ - Ext: |

QK. Cancel

Review information for the fields.

Click the Cancel button to close the window. MOSES displays the Petitioner Info
tab.

Click the Cancel button to close the Trade Petition Details window.

(o

=

N

\

\

The Affected Worker Detail Tab will not be accessible by everyone.

Trade Career Center Staff Training Guide 17




Course: Trade

Chapter 3: Search for Job Seeker Trade Record

Search for Job Seeker Trade Record

Overview

You may wish to search for a job seeker trade record to view trade data for the job s
eeker. There are two ways to access the job seeker’s trade data in MOSES. Users
access the Job Seeker Trade Record Search screen by selecting Program from the
MOSES Top menu, selecting TAA, then selecting TAA Participant. A second way is via
the Job Seeker Search screen. Search for a job seeker, when the job seeker is
displayed in the search results, highlight the record and click the Trade button at the
bottom of the screen.

The Job Seeker Trade Search window lets you search the MOSES database directly for
job seeker trade records by selecting the Last Name, SSN, Employer Name, Federal
Petition Number, and 1666 Eligibility Status.

Security

Trade Admin, Trade Staff, and Trade View Only users can access this screen.

Key Process Points to Remember

After a worker group at the company is certified for trade, workers may then apply for
individual reemployment services and benefits under TAA that will help them obtain
suitable employment. A trade record is created for the affected worker in MOSES to

track the worker’s trade data.

After completing this lesson, you should be able to:
e Locate a job seeker trade record by employer name
e Delete a job seeker trade record
e Access a job seeker trade record from the Job Seeker Search Screen
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Locate a job seeker trade record by employer name

1. From the Program menu, select TAA, and then select TAA Participant. MOSES
displays the Job Seeker Trade Search screen.

2. Select a Search by criteria and enter data in the Search Criteria text box.

@_ If you select to search by the 1666 Eligibility Status, the Search Criteria text
\(;;;z " | box changes to a drop down list box.

3. Click the Search button to display the search results.

@ Each job seeker trade record associated with the entered search criteria will
\\m‘;;zf’ be displayed in the search results. If an individual is associated with multiple
job seeker trade records, each record will be displayed in the search results.

Type of Search

Search Criteri . ) .
Barch Lilena Toenter a new Trade application click the Add button. Search for an existing

£ Job Sesker ID Trade application by selecting a search method, entering the search criteria, and
{+ Last Mame then clicking the Search buttan,

" 55N o
£ Employer Name Search Criteria; ||a_|r|me,:,ff Search

" Federal Petition No.
" 1666 Eligibility status

Search Results

Federal 1666 Higibility )
First Name: Last Name S5N Separation Date  Petition No  Employer Name Status Claimarit 10

Aow 1 of 1
E dit | Delete | Cancel

4. Highlight a record in the search results. Click the Edit button.

Trade Career Center Staff Training Guide
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5. MOSES displays the Trade Application Details window. The Application Info tab
is selected. The Trade Application Details window contains tabs which
summarize a job seeker’s trade information. If relevant, information related to the
Application for TAA Eligibility (Form 1666) ,, R/ATAA, job search allowances,
relocation allowances, TAA training package details, waivers and Trade
Readjustment Allowance (TRA) deadline extensions, TRA information and TAA-
related hearings are displayed on appropriate tabs.

m Trade Application Details EI@
SN: XXX-XX-4702 Job Seeker ID- 11368385
.&ppllcatlonlnfﬂl RT&AMATAL | Job Search / Relo | Training | Waiver | TRA | Hearings/HCTC | 2015 Applicant
Petition / Worlc Histony
Federal Petition Mo: Work History Record:
BT | GoTo | Delete | [Altoli ASP, inc. | GoTo | Delete |
Separation Information
Dates of Employment: Start Date:  [01/02/2012 | * Date of Separation: [04/15/2016 ¢ State of claim: |Massachusetts |
¥ Employment Status Full-Time - v Greaterthan * Occupation Prior  [First-Line Supervisors/Managers of He
Prior to Separation: 230/wi? to separation: Oeccupation Search |
» Type of Separation: | Ful - » Separation Reason: |Lack of Wod =] |

Incumbent Worker: | Yes & No

TAA 1666 Determination
B¢ Sendto UI
Submission Status: Submitted »| ¥ Asof: |04/20/2006 g ¥ Submitted Via: |In Person »| By: CQUAN
b [ Customer Signature Obtained  » Signature Date: |04/20/2016 g CC Name: Hurey/MOSES Unit [~ HCTC Adhoc [00/0000 ﬂ
Detemmination Status: |Approved *| » Ascof: |04/20/2016 g By: CQUAN Most Recent Separation Date: [04/15/2016 g
Comments
Wiew 1EBE inwWord | Compliance Farm |
Go To Job Seeker | oK ‘ Cancel |

6. Click the Cancel button to close the Trade Application Details window.
Delete a job seeker trade record
1. From the Job Seeker Trade Search screen, enter new search criteria.

2. Select a Search by criteria and enter data in the Search Criteria text box. Click
the Search button to display the search results.

3. Select a record in the search results. Click the Delete button. Confirm the
deletion for the job seeker trade record.

\“’:}3; Only users with Trade Admin permission can delete job seeker trade records.
\\{
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@ Also, the Determination Status must be Pending. If Approved status, deletion
\;;zf ~ | will be denied, and the record can not be deleted.

Access ajob seeker trade record from the basic Job Seeker Search screen
1. Go to the basic Job Seeker Search screen by clicking the Job Seeker icon.

2. Search for the job seeker whose trade record was viewed in the previous
exercise. After entering search criteria, click the Search button.

3. MOSES displays the search results.
4. Select the job seeker record. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you

selected.
m Job Seeker Trade Records EI@
Trade Determinations
1666 1666
N Submission Detemination 8/16Wesk 26 Week 104 Week Add
Fed Petition No.  Separation Date Date 1666 (TAM) Status Date Deadline Deadline Deadline
85379 | 0ar5/2016 | 04/20/2016 | Approved | 04/20/2016 10/15/2016 Joo/o000on | | Edt
Delete

Go To Job Seeker

oK ‘ Cancel |

\’é”}i: Trade users may initiate a new Trade application for job seekers from this
\\‘;;:Z’ * | screen or edit an existing application.

Clicking the Go To Job Seeker button takes you to the Basic tab of the Job
Seeker Membership module.

6. Review the data in the Trade Determinations group box.
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7. Notice the buttons located to the right of the Trade Determinations group box.
The Add button will take you to the Trade Application Details window to add a
new job seeker trade record.

8. The Edit button will take you to the Trade Application Details window to modify
the existing job seeker trade record.

e Only Trade Admin users can delete job seeker trade records, provided the Job

:g
\ \— | Seekers Determination Status is still Pending.

9. Click the Cancel button to close the Job Seeker Trade Records window.
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Chapter 4: Job Seeker Trade Record

TAA Eligibility Application (MA Form 1666)

Overview

The first step of a job seeker trade record is capturing information required for the Trade
Adjustment Assistance Eligibility Application Form (aka MA Form 1666). This
information is entered through the Application Info tab located on the Trade Application
Details window for the job seeker. This window is accessed either from the Job Seeker
Trade Search screen or from the Job Seeker Trade Records screen.

Security
Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Points to Remember

After a worker group at the company is certified for trade, workers may then apply for
individual reemployment services and benefits under TAA that will help them obtain
suitable employment. A trade record is created for the affected worker in MOSES to
track the worker’s trade data.

The first part of the trade record is entering information for the MA Form 1666. 1666
forms are entered by Career Center (CC) staff. The CC Staff must print the completed
application, have the client sign as of the day the application was submitted and file the
original form at the Career Center.

0; A nightly interface will send the pending applications from MOSES to Ul
Online.

An email notification is sent to TRA staff regarding 1666s pending a determination
decision. The DUA TRA Unit will make a determination regarding the 1666 application.

.| A nightly interface will send the determinations from Ul Online back to MOSES
and update the MOSES database.

An email notification is also sent to the submitter when a determination is made.
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After completing this lesson, you should be able to:
e Create a job seeker trade record
e Enter information for the 1666
e Submit the 1666

Job seeker trade record

1. Go to the Job Seeker Search Screen. Search for a job seeker record and click
the Search button.

2. MOSES displays results based on the search criteria entered.
3. Select a record in the search results.
4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

Trade Determinations

1666 1666
- Submission Detemination 8/16 Week 26 Week 104 Week Add
Fed Petition MNo. Separation Date Date 1666 (TAA) Status Date Deadline Deadiine Deadline

[

Go To Job Seeker QK Cancel

m Job Seeker Trade Records E'@

6. Click the Add button to add a new job seeker trade record.
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Enter information for the 1666

7. (Continued from above)
Once the Add button is clicked, MOSES displays the Trade Application Details
window.

¥ Trade Application Details

SSN: XXX-XX-4702 Job Seeker ID: 11368385

lFlTMJATMI Job Search / Rielo | Training | waiver | TR& | Hearings/HCTE

Petition / Work Histony

Federal Petition No: Work History Record:

s | | | pad | | |

Separation Information

Dates of Employment: Start Date:  |00/00/0000 g Date of Separation: |00/00/0000 g State of claim: |Massachusetts hd

Employment Status »| [ Greaterthan Occupation Prior |
Prior to Separation: £30/wk? to separation: (Occupation Search |
Type of Separation: hd Separation Reason: | =~ |
Incumbent Worker: | Yes © No
TAA 1666 Determination
[] Sendto UI
Submission Status: - As of: mﬁﬂﬂfﬂﬂ]ﬂ g Submitted Via: -| By:
[ Customer Signature Obtained Signature Date: HHF,-’G!I},-’{H}I}D g CC Name: Hurdey/MOSES Unit [~ HCTC Adhoc EI[H}D'D Q
Determination Status: hd Asof: [00/00/0000 e By: Most Recent Separation Date: [00/00/0000 ¢
Commerts
Wiews 1666 in ‘word | Compliance Form |
Go To Job Seeker oK | Cancel |

8. Click the Add button located in the Petition / Work History group box to open the
Trade Petition Search screen.

f - ———
ra{ Trade Petition Search _ I ﬁ
Type of Search
S?,g[i_h Entelns ition N Search for an existing Cloging/Layoff by selecting a search method, entering the
ederal Petition No. search criteria, and then clicking the search button,
" FEIN
" Employer Name _
'S Emgloﬁer D Search Criteria: |
" LwiB
" Petition 1D
Search Results I
Federal
Petition Mo FEIN Employer Marme Date Filed Federal Status ~ Certified Date  Employer ID
t
| Cancel
k. ——
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9. Search for the desired petition. MOSES displays the search results based on the
criteria entered for the search.

10. Select a trade petition record in the search results. Click the Select button.
11.The Trade Petition Search screen is closed and the Federal Petition Number is

added to the Federal Petition Number field. The petition is now associated with
the job seeker’s trade application.

\\fiil The Add button becomes disabled once a trade petition is associated with the
\ig,—; * | job seeker trade record, since only one trade petition can be associated to a
job seeker trade record.

The Go To button takes you to the trade petition associated with this job
seeker’s trade application.

The Delete button deletes the association of the trade petition to the job
seeker’s trade application. Clicking the Delete button does not delete the trade
petition from MOSES.

12.Click the Add button next to the Work History Record field.

13.MOSES displays the Work Experience tab of the Job Seeker Membership
module.

14.Review the list for the desired work history record and select the desired record.
Click the Select button.

@ If the desired work history record is not in the Employment History group box,

W—= " | add a new work history record.

15.MOSES closes the Job Seeker Membership window and the Employer Name is
displayed in the Work History Record field.

@ When the work history record is added, fields in the Separation Information

\ = . .

\— | group box are populated. The fields that are populated include the Start Date,
Date of Separation, Employment Status Prior to Separation, Occupation prior
to Separation, and Greater than $30 week.

\\il The Employer ID that belongs to the Work History record must match the

§—="| Employer ID of the Trade Petition record that you already associated.
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oZnc The Add button becomes disabled once a work history record is associated
\ \— | with the job seeker trade record.

The Go To button takes you to the Work Experience Details tab which displays
a list of work history records, if applicable.

The Delete button deletes the association of the work history record with the
job seeker’s trade application. Clicking the Delete button does not delete the
work history from MOSES.

16. Enter data for the fields in the Separation Information group box.

17.Fields:
Some fields in the table below are required if data for other fields was entered.
Refer to the Comments column.

Field Name Required | Comments

Start Date e This field is populated with the job seeker’s
work history record start date

Separation Date 3 e This field is populated with the job seeker’s

work history record end date. Please
ensure last physical day of work and
estimate if necessary.

Employm_ent 2 e The following options are available: Full
Status anor to time or Part time
Separation e |If the job seeker’'s work history record has

35 hours or more, populate the drop down
list box with the option of Full time.

Greater than e Check this box if user made more than $30

$30/wk? per week

e This field is pre-populated if the worker
earned more than $30 / week as indicated
in the client’s work history record

Type of Separation e This field is required if the Date of
Separation field is entered

e The following options exist: Full or Partial

Occupation Prior 3 e The selected occupation code description is

to Separation displayed

e Use the Search button to go to the
Occupation Code Search screen and
search for a occupation

e This field is pre-populated from the work
history record if an Occupational Code
exists in the client’s work experience
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Separation 2 e The following options are available: Lack of

Reason Work , Voluntary Separation, Other

Other e This field is required if the Separation
Reason is Other

Incumbent Worker e Is a member of a group of workers that has
been certified as eligible to apply for TAA
benefits

Has not been totally or partially separated from
employment, but has a layoff date verified by
the company and is determined to be
individually threatened with total or partial
separation (will be monitored via case

management).
Employer — e Mouse-over text is displayed over the field:
Authorized Leave Has applicant received employer-
Prior to authorized leave during last 52 weeks prior
Separation? to separation lasting longer than 1 week? If

yes, select type and enter number of weeks
in corresponding text box.

e If a boxis checked, the corresponding text
box is required

e The following check boxes exist: Vacation,
Sickness/Injury, Family Leave, Military,
Disability

18. Select the Submission status of Work In Progress, since data is still being
entered for the 1666.

Submit the 1666

19. (Continued from above)
After all data is reviewed for the Application to Participate in the Trade
Adjustment Assistance Program (1666), you are ready to submit the application.

20.0n the Application Info tab, review the fields in the TAA 1666 Determination

group box.
Fields:
Field Name Reguired | Comments
Submission Status 3 e Once you change the Submission Status to

Submitted (or Withdrawn) and the record is
saved, all fields on the Application Info tab
become disabled, except for Trade Admin
users.

¢ |f you select the Submitted status, the
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Determination status is set to Pending
automatically.

The following options are available in the
list: Work In Progress, Submitted,
Withdrawn

As of

This field is required if the Submission
Status = Submitted

This field is pre-filled with the date the
Submission Status was set to Submitted

Submitted Via

This field is required if the Submission
status = Submitted

Select from the following options: In
Person, Phone, Mail, Rapid Response,
Other

The Submitted Via field is defaulted to In
Person

By Displays the User ID of user logged into
system when the Submission Status field is
updated

Customer Select this check box to indicate that the

Signature customer’s signature was obtained

Obtained

This field is grayed out until Submission
Status = Submitted

This field is required when Submission
Status = Submitted

Signature Date

This field is required if the Customer
Signature Obtained Check box is selected
Enter the date that you obtained the
customer’s signature

This field is grayed out until the Customer
Signature Obtained check box is selected

21.Select a Submission Status of Submitted. The As of date field is pre-filled with
today’s date. The Submitted Via field is defaulted to In Person.

22.Select the Customer Signature Obtained Check box and enter a date in the

Signature Date field.

23.Click the OK button to save the record.
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r Trade Application Details = =R==
SSN: XXX-XX-4702 Job Seeker ID- 11368385 i
Application Infa \ RTAA/ATA | Job Search / Rela | Training | waiver | TRA | Heaings/HCTC 2015 Applicant
Petition / Work History
Federal Petition Mo: Work History Record:
B5379 | Go Ta | Delete | I toliv ASP, Inc. | Go Ta | Delete |
Separation Information
Dates of Employment: Start Date:  [01/02/2012 g| * Date of Separation: |04/15/2016 ¢ State of claim: | Massachusstts ]
» Employment Status Full-Time «| ¥ Greaterthan ¥ Occupation Prior  |First-Line Supervisors/Managers of He
Prior to Separation: 230wk ? to separation: Ocecupation Search |
¥ Type of Separation: | Full - » Separation Reason: |Lack of Wort = |

Incumbert Warker: | Yes (¢ No

TAA 1666 Determination
<] Sendto Ul
Submission Status: Submitted »| P Asof: |D4/20/2016 g ¥ Submitted Via: |In Person v | By: CQUAN
b |v Customer Signature Obtained » Signature Date: |04/20/2016 Q CC Mame: Hurey/MOSES Unit [ HCTC Adhoc EI[H}DD ﬂ
Determination Status: |Pending *| * Asof: D4:’2Df2l}1E_§| g By: CQUAN Most Recent Separation Date: |04/15/2016 g
Comments
Wiews TEEE inword | Compliance Form |

Go To Job Seeker ‘ QK | Cancel |

{

2 You have now submitted the 1666 for review. The interfaces as described
above will run and TRA Staff are notified via email regarding pending 1666
record that needs a determination decision entered.

4

TRA will make a determination decision regarding the 1666. The interfaces
will run as described above and the Career Center Staff submitter will receive
an email notifying of the determination decision once the Determination Status
is updated by TRA Staff.

{

[

The 1666 application and the Trade Notification of Rights and Compliance Form must
be kept on file with signatures

!
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MUST BE KEPT ON FILE WITH SIGNATURES

= THECOMNDIWEALTADE MiStuEhES o e e e of 2109
(e EROTRORRCED LBt O NORWRACE DEECPHENT Troale Adjrrment Arsisarme Extereon At of 2011
7 TR OF (4 FEER SERNCES Trade Adjustment Assistanice Reauthorization Act of 2015

Notification of Rights and Promise of Compliance for the Trade Programs

Thils fisren s 1o be utilized for Trade-sligible customens.
A sigred copy must be retained in the custormers fle 8 the One-Stop Career Center,

I agree that T have been nobified of my 267 wesk deadiines and thelr meaning/gnificance concerning eligibllity for Trade
Readjustient Aowances (TRA cash benefits) and how that relste b training o & walver from Treining spprovel. That &, TAA
approved training or 8 TAA approved Walver from training MUST be approved by the Jaier of (o be digible for ANY TRA):

»  Thelast day of the 267 wesk after such worker's most recent separation: or
»  Thelast day of the 267 wesk ser the wesk in which the LS. Secretary of Labor lsues & certification eovering such
WORKET,

I agres that T have been biefed regarding &l the berefts available under the Trade Programs [induding training, travel
allowarces, waivers From traiing, job search and reocaion allowances, Resmplayment Trade Adjustment Assistance (RTAA),
the Health Coverage Tax Credit (HCTC) and Trace Readjustrment ABowarncs [TRA [neomme support payments).

T agres T have been informed about the Trade Programs” gaal of  resmployment wage for me of at ket 809 of iy previous
salary wages from Hie Trade-impacted anployrment.

¥ T am approved for bining under the Trade Programs, T understand:

I understand T miust maintein at lesst 60 day contad with my counsslor and kesp himyher updated on my
stabusS progress, including and not limited to offidal benchmark documentation, IF applicable.

1 must attend the program for which Tam

I may attend training fal-time; however, If 1 cannot sttend full-time for any reason, 1 will notify the Department
of Caresr Services (DS wia my Caresr Courdsion imemedlately.

Any changes (in dates, schedules, courses, sie.) MUST be approvesd in advance before-hand by DCS via my
Career Counselor.

Trade Program Funds will pay for only courses that are required and pre-approved Bs part of my training

progran.

Payment for mon-required ourses, falled cowrses, amd courses dropped may become my responsibilly for
My training program and my TRA cash bemefits may be cancetied If | fal to make satisfactory progress during
training.

Irnmediiately upon completion of iy training program, 1 will irmetiael seek employinent I an oo pationsl
ares directly redabed bo mry training

IIanlﬂmmumm T understand st T may no longes be aligible for TAA
training and TRA benefits.

T

Noeow

w =

I have read and understand the sbowe rghts and obligations with mspect bo the Trade Programs. | als understand 1 do have
the rght to appesl any negative determination reganding my rghts bo participate in the Trade Adjustment Asittance (TAA)
Program or the Resmployment Trade Adjustrent Asshtance program (RTAA) and with respert b the receipt of Jab Search,
Redocation, Training and Travel Allwances and Trade Readjustment Allowances.,

¥

Client Signaturs

¥

T P e e e R o i e Vieowy
R A p LT S AP T ;Jm.
Ara cem il 1.':t:.-':.':| i

thord o
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MUST BE KEPT ON FILE WITH SIGNATURES

Trade Adjustment Assistance Program (TAA)
Application to Participate in the
Trade Adjustment Assistance Program

1:. . [FECCMMONWELTH O MASS (WUSETTS
&0 EAIUTIVE CFFCE 7 LARTE th WORKFCRCE LIEVE dPMENT
S [RnAATNERT o CAREER BITES

The Trade Adjustment Assistance (TAA) Program provides certain benefits and services to workers who have lost their jobs due to
foreign imports. Please help us debermine your eligibility by completing Parts I, [T and 11 of this application.

Part 1. gual'ﬂ'nﬂ Information

Petition # : Carees Center:
#5379 HurleyMOSES Linit
Certifrcation Date Impact Date Expiration or Termination Date Separation Date
DE/14/201% D6/052013 DB/ 14,2016 04152016
[ State of Separation Reason for Separation Type of Separation Tncumbent worker: Tesl] O
Mpseschises Ll of Wik Full

Part II. Client Qualifying Information

Client's Name [Last, first, middie) MOSES applicant LD #
Laymeotl | Francis 11368385
Address (Ao, mﬂ,ﬂnmm,mzipm; Home Telephone &
161 Shawmi St , FALL RIVER S08-675-0150
[ Name of Company Address of Company [no., street, city, state, zip code)
Autolv ASP, Tnc. 1011 Pawtucket Bivd, , PO Box 1858
Lowell, MA 01853
Dates of Employment Docupation:
First-Line Supenvisors/Managers of Helpers, Laborers, and Matedal Movers, Hard
From: 04/02/2012
To: D4152016
Part IIL Signatures
Signature of Client: Date:

Determination of Eligibility to Participate in the TAA Program (to be completed by DUA)
A You are ENTITLED tn particiate in e Trade Afustment ASSEEnce Program Baser on your:

Total __ Partal Threstened Separation of
B. _ ou ams NOT ENTITLED to paricipate in the Trade Adjstment Assistance Program because:

. Your ssparation oocirmed befione the certification impact date.

— Tmm&mmhmmnm:lm
— Your employrent 1s not cetifed under this pettion.
_Tmmﬂnﬂmﬂm&ﬁmwma-

— You do not have & partlal separation becaises:

. You wiorded oo marmy hours.
. You eame boo much Moy,

__ ous iy fle & claim for By subdenuent wesk Mt you

expiration date of the certification itk hours, or kess; and earmed § or less,
. Other
Sigrature of TRA Réepresentative: Tithe: Date Sigreesd :

YOU MAY REQUEST A HEARING ON THIS DETERMINATION.

Plezse include & copy of this form in the client’s fle &t the Caresrs Canter.

An equal opportunity employerprogram, auiliary aids and services are available upon request to individuals with Disabilities.

TODNTTY 1-B00-430-2370

Vioice 1-800-439-0183

» DCE Trade Unit 1 Flooe, 19 Stanifon Sireet, Boston, WA D21 14 - infe: WwhLTass. gowidcs »
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YOU MAY REQUEST A HEARING ON THIS DETERMINATION

This determination will become final unless:
{1} You request a heaning within 10 calendar days after the date of mailing or delivery in hand, or
{2) You request a heaning within 11 to 30 days calendar days after the date of mailing or delivery in hand
and it is established that the delay was for good cause.

Copies of all mules shall be available upon request to any person from the Office of the Secretary of the
Commonwealth and the agency. Fees for copies shall be at the cost of the public records as determined by the
Executive Office for Administration & Finamce. If you request a hearing on this determination, you should
continue to report to your local Career Center each week that you are unemployed, i order to protect your
nghts and benefits.

A request for a hearing may be filed by mail, using a signed letter o by completing the bottom of this form. The
Heanng will be conducted in accordance with the Standard Fules of Practice and Procedure, 801 CME. 1.02 and

1.03 (Informal Fair Hearing Bules).

IMPIETRAT MR TANTE b

mm“mm shoud l“';‘:w“; Cruead e o covnienss infwrmnnd vl and Rawed it el oo o o e e s i
e 1 virly. Wy " ‘T = i i Aind, Sa k

i s Bt o e 3 arihlighi = oo § wnie Seba o . - % s TLue S st iy

Ve B IO yicnone i un tred v, chisdn elenca dei servinidi L0

IR, ol iradriane ponsa la TLLA.

II‘:;:\"-' x o B mm u "ol ey granen sl wvdws @ o hyen obfigegoer e
IR 4 oECETROCTEY, W ) ETTRED SR CpEmn Fats ‘:m"m v "m sobxe % o gy, opi ow B pew ou @ e Theenye, Hiow borwen
mpecerrw My,  Hean Hau inommn nepesosn, som dinciios oo obrgagies Dlz covn sor dmdnsido oomoen bi poo iehe: e o, mesie e ki poyer dbein ke

morpncuTe e pepescecess maneand woreoes procfamenic. 5o procsar ds o fracute, sobicibc no g g Bk as ke T e i boan sie e
TAla wchar mummmlﬂmdﬂiwam“ﬁlq
PAPCETENTE 2 o Thibrg Mz ity hnﬂml'ﬁ;llﬂl:ljﬁh;l hede i
Eety e neye efemiciin mohie 23 deresind v AT, liifan i cpf v sl ploi i ddmge Tach oy 6 el
wsligaelones, v Ao valacine & iremadiue., 5 aesin. . .. . will Uifmp dich v, Ty p80 clfu o ok wich feh v
o e icive o Vinblnder v b I RETIAGRT © NN e e i b g
en e oficea de b B oowepon danie :‘5“"“":' 0 A, U i, s
ki =
whrutlie, Wk sho e L gy g o MRS, BN, TR
Flisfia i e i {:!M.MH FRCUARERE R

Tear off and mail to:
Department of Career Services * Atin: Trade wmt * 19 Stamiford Street + P. 0. Box 8370 + Boston, MA 02114

REQUEST FOE. A HEARING
Career Center Name & Contact:
Claimant’s Name: Social Security Account #:
Address:

Request for heaning on DCS’s Trade Unit's determination of the above claim 1zsued:

(Date)

Claimant’s Signature Date
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Course: Trade

Chapter 4: Job Seeker Trade Record

Trade Readjustment Allowance (TRA) Records

Overview

Career Center Counselors must inform applicants that they may be eligible for TRA
Cash Benefits while they are participating in full-time training, completed training that
can be TAA approved (i.e. training funded by Title I, etc.) or if waived from training.

The Counselor works with applicants to assist them in meeting their deadlines for TRA
weekly cash benefits. The deadlines are listed below are the later of:

Trade Act 2002

Trade Act 2009 — 2011 — 2015

8 weeks from certification or
16 weeks from separation

26 weeks from certification or
26 weeks from separation

Key Process Changes

Career Center Staff no longer data enter 1667 information via MOSES. TRA is how
solely done through Ul Online. Certain dates, including the actual date for the deadline

above will be updated on the TRA tab.

Remember, deadlines are very important and need to be met. Make sure your
\\12 customer understand that they need to have an approved training or an

R

\

\== | approved waiver from training prior to the deadline in order to be eligible for

TRA benefits.
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Chapter 4: Job Seeker Trade Record

Waiver from Training Record

Overview

Under certain circumstances, eligible workers can be waived from participating in
training. The Career Center Counselor informs the worker that waivers are approved
for an initial 90 days and then reviewed every 30 days thereafter. The Career Center
Counselor works with the client to determine if any of the criteria for a waiver are
applicable.

Security
Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Changes

The Training Waiver is tracked in MOSES and entered by a Career Center Counselor.
The Trade Admin user reviews the training waiver/extension via MOSES. The Trade
Admin user decides if the training waiver is granted and can be extended to the
following month.  The submitter of the training waiver record will receive an email
notification of the determination decision.

After completing this lesson, you should be able to:
e Add a training waiver record
e Submit a training waiver for review
e Print forms

Trade Career Center Staff Training Guide

35




Course: Trade

WAIVERS AVAILABLE UNDER 2011 ACT AND 2015 ACT

WAIVERS

The worker is unable to participate in training
due to the health of the worker, except that a
waiver under this subparagraph shall not be
HEALTH construed to exempt a worker from

Waiver requirements relating to the availability for
work, active search for work, or refusal to
accept work under Federal or State
unemployment compensation laws.

The first available enroliment date for the
approved training of the worker is within 60
ENROLLMENT UNAVAILABLE days after the date of the determination made
Waiver under this paragraph, or, if later, there are
extenuating circumstances for the delay in
enrollment, as determined pursuant to
guidelines issued by the Secretary.

Training approved by the Secretary is not
reasonably available to the worker from either
governmental agencies or private sources
(which may include area vocational education
schools, as defined in Section 3 of the Carl D.
Perkins Vocational and Technical Education
Act of 1 998 (20 U.S.C. 2302), and
employers), no training that is suitable for the
worker is available at a reasonable cost, or no
training finds are available.

TRAINING NOT AVAILABLE
Waiver
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Add a training waiver record

1. Go to the Job Seeker Search Screen. Search for a job seeker record and click
the Search button.

2. MOSES displays results based on the search criteria entered.
3. Select arecord in the search results.
4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info
tab selected.

8. Click the Waiver tab.

Laymeoff Adolph SSN: 300-XX-0807 - Job Seeker ID: 12505446
&pplication Info | RTAAATAS | Job Search / Relo | Training  Waiver ] TR | Hearings/HCTC 2015 Applicant
Training Waiver Information
Wwiaiver ld  Created Date ‘Waiver Start Waiver End  Determination Reazon For waiver Add
Date Date Status

=

Wiew
W aiver in
whord

Go To Job Seeker QK Cancel

9. Click the Add button.
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10. MOSES displays the Training Waiver Details window. This window contains
detailed information related to a training waiver, including submission and
determination information, waiver reason and revocation reason.

- -— B
ral Trade waiver details ﬁ

Waiver Determination

Submission Status: W As of; lmﬂ [%] Sendto UI

[~ Customer Signature Obtained Signature Date: [00/00/0000 &|  SubmitedVia: | =] By: CQUAN
Determination Status: I—Ll As of: ’mg By:

™ MNotification Sent Notification Sert Date: [00/00/0000 |

Reason For Waiver:

pproved training

Recall Date: [00/00/0000 ﬂ

Whaiver Start Date- Approved braining starts beyond 30 days 016 g
Equitable Talling —
Revocation Reason: pO00 g

Extenuating circumstances

Federal Good Causze

Training iz not reasonably available

Worker is in poor health which prevents training participation or completion

Comments / Explar

ak. | Cancel

11.Set the Submission Status to Work In Progress.
12.Select an option from the Reason for Waiver drop down list box.
13.Enter a Waiver Start Date and a Waiver End Date. The Waiver End date is

automatically pre-filled to 89 days after the date that is entered for the Waiver
Start Date.

e NOTE: For companies certified after January 1, 2014 (Trade Reauthorization
R | N o Compane
W—"| Act); the first waiver will be good for 90 days.

14. Update the Submission Status to Submitted.
15.The As of date field is pre-filled with today’s date.

16.The Submitted Via field is defaulted to In Person. The options are: In Person,
Phone, Mail, Rapid Response, Other.

17.Select the check box, Customer Signature Obtained, to indicate that the

customer signature is on file. Enter a date in the Signature Date field. These are
required fields.
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18.Enter comments. (Use to summarize Job seekers results, where resumes have
been sent, interview details, et cetera.)

19.Click the OK button to save the data.

\“’\i}?»: This action submits the training waiver record for review. The training waiver
\5;,»; * | record now appears in the TAA Admin module.

20.MOSES displays the Waiver tab. The waiver record you just added is displayed
in the group box.

21.Click the OK button to close the window.

22.Click View Waiver In Word button. Waiver is converted to a Microsoft™ Word
document. Print out and have Job Seeker sign form. Retain original for Job
Seeker file / record.

f Trade Application Details =N = ==
Laymeoff, Adolph SSN: XX-XX-0807 - Job Seeker ID: 12505446 i 2

Application Info | RTAAATAA | Job Search / Relo | Training Waiver \THA] Hearings/HCTC 2015 Applicant

Training Waiver Information

“Waiverld  Created Date ‘waiwer Start Waiver End - Determination Reazon For wWaiver Add

Date Status
Edit

81772016 | 114142016
Delate

Wi
W aiver in
Word

Go To Job Sesker OK Cancel

KEPT ON FILE WITH SIGNATURES
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k T A NEATRCE IABIRET Trade Adjustment Assistance Program
- B Bve Do o ook o WoReDec Deve e Request for a Waiver From Training
S DA o QRER 2SS

Waiver from Training

Type:

O Approved training starts beyond 30 days

Career Center: Fed Petition Mumber:
Hurley/MOSES Unit 90166
Client’'s Name: MOSES ID:
Adolph Laymeoff 12505446
Start Date: End Date:
08/17 /2016 11/14/2016
Comments/ Explanation:

NOTE: the conditions under which this waiver is being granted must be reviewed at the end of the waiver period.

Client's Signature:
Date: 08/17/2016

Career Center Representative: Date:

Christopher Quan 08/17/2016

Career Center Counselor: Please keep this signature sheet on file

- OCE Trod Uinil 1 Floor, 19 Staniford Street, Boston, MA 02114 - info: ga maes 2o -
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Chapter 4: Job Seeker Trade Record

Deadline Extension Record

Overview

Under certain extenuating circumstances, eligible workers can request to extend their
deadline for potential continued TRA benefits eligibility. The Career Center Counselor
informs the worker that extensions can be requested under circumstances
demonstrated to be beyond their control.

Security

Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Changes

The TRA deadline extension is tracked in MOSES and submitted by a Career Center
Counselor. The Trade Admin user reviews the training waiver/extension via MOSES.
The Trade Admin user makes the determination on the submittal of the TRA deadline
extension.  The submitter of the TRA deadline extension record will receive an email
notification of the determination decision.

After completing this lesson, you should be able to:
e Add a deadline extension record for review
e Print forms

\\i; NOTE: For Extenuating Circumstances, enter a Start Date. The Waiver End
=" | date is automatically pre-filled to 45 days after the date that is entered for the
Extenuating Circumstances Waiver Start Date.
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EXTENSIONS AVAILABLE UNDER 2011 ACT AND 2015 ACT

WAIVERS

EXTENUATING CIRCUSTANCES

FEDERAL GOOD CAUSE

EQUITABLE TOLLING

Extenuating Circumstances extends the TRA
deadline by an additional 45 days. There is
no single, universally endorsed definition of
‘extenuating”. In general, the situation must
be beyond the individual’s immediate control
and must be unusual and/or infrequent,
unexpected, and significantly disruptive.

If the customer still missed their deadline with
the addition of the Extenuating Circumstance
extension, and show good cause, they can get
an additional extension through Federal Good
Cause.

Equitable Tolling of a deadline may only apply
in egregious circumstances where an
individual acted with due diligence to meet the
deadline. Equitable Tolling should be applied
in situations where it would be manifestly
unfair to deny a worker TRA based on the
worker’s failure to meet a deadline or to deny
other TAA benefits due to missed deadlines.

Trade Career Center Staff Training Guide

42




Course: Trade

Add a Deadline Extension Record

Record a Extenuating Circumstances extension

1.

2.

From the Waiver tab, click the Add button.

MOSES displays the Training Waiver window.

- - B
ral Trade waiver details &J

3

Waiver Determination

Submission Status: IW As of: lmg B Sendto LI

[ Customer Signature Obtained Signature Date: [00/00,/0000 g Submited Via: | = By: CQUAN
Determination Status: [ =] Asof: [00/00/0000 ¢ By:

Reveocation Reason:

Comments / Expla
ey wicked extenu

I Notification Sent Notification Sent Date: [00/00/0000 e|
Reason For Waiver: | Extenuating circumstances k3| Recall Date: [D0/00,/0000 el
Waiver Start Date: Approved braining starts beyond 30 daps 016

E quitable Tolling —
Extenuating circumstances
Federal Good Cause
Training is not reagzonably available

Wwhorker is in poor health which prevents training participation or cormpletion

ar. | Caticel

Select a Reason for Waiver: Extenuating circumstances.

Enter a date in the Waiver Start Date and Waiver End Date fields. The start date
must be the day of the 26 week deadline. Click the tab key and the Waiver End
Date field is automatically pre-filled to 44 days after the date entered for the
Waiver Start Date field.

Set the Submission Status to Submitted. The As of date field is populated with
today’s date. The Determination Status is set to Pending automatically and the
related “As of date” field should display the date the application was submitted.

The Submitted Via field is defaulted to “In Person”. If the submittal method is
different, the appropriate mode should be recorded. The By field should display
the User ID of the person who submitted the record.

. Select the check box, Customer Signature Obtained, to indicate that the

customer signature is on file. Enter a date in the Signature Date field. These
fields are required.

Enter comments to justify the Extenuating Circumstances option. There must be
Extenuating Circumstances for not meeting the 26 week deadline.
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9. Click the OK button to save the record.

10.MOSES displays the Waiver tab with the new record displayed in the group box.

f Trade Application Details o= =]
Laymeoff, Adolph SSN: 330-300-0807 Job Seeker ID: 12505446 i E
Application Info | RTAA/ATAA | Job Search / Rela | Training Waiver ITHA] Hearings/HCTC 2015 Applicant
Training Waiver Information
“Waiver Id  Created Date Waiver Statt Waiver End  Determination Reazon For wWaiver &dd
Diate Diate Statuz
| [08A7/206 08172006 [11/14/2016 |Pending l&pproved training starts beyond 30 days Edit

3417206 | 104082006 | 11421 /2016

Estenuating circurmstances

Delete

HU

Yiew
W aiver in
Wwiord

Go To Job Seeker | OK | Cancel

11.Click the View Waiver in Word button. This converts the Extenuating
Circumstances waiver into a Microsoft™ Word document. Print out document
and have Job Seeker sign it. Retain original for Job Seeker file / record.

12.Click the OK button to close the window.

\”\’{'}; You have now submitted the Extenuating Circumstances Extension.

k:,zf " | Determinations are issued by the TAA Unit. The extension record now
appears in the TAA Admin module. The submitter of the record will receive an
email of the determination decision once a determination is made. The client
will receive their determination via mail.
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MUST BE KEPT ON FILE WITH SIGNATURES

AT . T et s e
ST eyt o e SRR R Application for Deadline Bxtension

Client's Information
Career Center: Petition #:

Hurley/MOSES Unit 90165
Client’s Name: MOSES ID:

Adolph Laymeoff 12505445

Tf a worker has missed any of his/her deadlines, 5'he should apply for an Extenuating Circumstances extension first,

If needed, and depending on the Trade Act amendments that a customer falls under, hefshe can make an apolication for Good Cause
andfor a requast to Toll his'her deadlines. Please review the criteria for each of these extensions and ensure the justification
cormesponds to the request being sought.

Type: Extenuating croumstances

] Extenuating Circumstances
[ Federal Good Cause
[ Request to Toll Deadlines
[ Training
[ Relocation
[ 10b Search
[ additional TRA

Ctart Date:  10/08/2016 End Date: 117212016

Comments, Explanation:
They wicked extenuating circumstances outside of their control

1 give this information to support my request for benefits and services under the Trade Adjustment Assistance Program. The
information contained in this request s oormect and complete to the best of my knowledge. I understand that penalties are provided for
willful misrepresentation made to obtain benefits and services to which I am entitled,

Client's Signature: Date:
08/17/2016

Career Counselor Signature: Diate:

Christopher Quan 08f17 {2016

= DCE Trede Unit 1% Flooe, 19 Staniford Sireet, Boston, MA 02114 - info: s Tigss gowdes -
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Record a Federal Good Cause extension
1. From the Waiver tab, click the Add button.

2. MOSES displays the Training Waiver window.

= —
ral Trade waiver details ﬁ

Waiver Determination

Submission Status: IW As of: lmg B Sendto LI

[ Customer Signature Obtained Signature Date: [00/00,/0000 g Submited Via: | = By: CQUAN
Determination Status: [ =] Asof: [00/00/0000 ¢ By:

I Notification Sent Notification Sent Date: [00/00/0000 e|
Reason For Waiver: |Federal Good Cause | ¥ Reason for Good Cause: | =]  Recall Date: [00/00/0000 £
Waiver Start Date: Approved braining starts beyond 30 daps 00D g

E quitable Tolling

Reveocation Reason: -
Eutenuating circumstances

o0

Federal Good Cause
Training is not reagzonably available
Wwhorker is in poor health which prevents training participation or cormpletion

Comments / Expla

ar. | Caticel

3. Select a Reason for Waiver: Federal Good Cause

4. Select a Reason for Good Cause.

¥

1)

The reasons a worker may be approved for a Federal Good Cause provision:

\ 4
\

Worker acted reasonably prudent
Determination/Notice not received

Factors outside of the control of the worker
Worker sought extension in timely manner
Worker physically unable to take timely action
Intimidation, coercion, or harassment by employer
Worker misinformed by career center or state staff
Reasonable advice not provided to worker

Compelling reasons or circumstances

o Neglect by the state
lliness or injury to worker or immediate family
Delay in mail
Natural catastrophe
Delay in employer providing information
Compelling personal affairs or problems
Communication not in worker’s native language
Loss or unavailability of records

OO O O O 0 O
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5. Enter a date in the Waiver Start Date. click the tab button. The start date must
be the last day of the 45 Extenuating Circumstance Waiver deadline. Click the
tab key and the Waiver End Date field is automatically pre-filled to 60 days after
the date entered for the Waiver Start Date field.

6. Setthe Submission Status to “Submitted”. The “As of:” date field is populated
with today’s date. The Determination Status is set to Pending automatically
(change if appropriate) and the related “As of:” date field should display the date
the application was submitted.

7. The Submitted Via field is defaulted to In Person. The “By” field should display
the User ID of the person who submitted the record.

8. Select the check box, Customer Signature Obtained, to indicate that the
customer signature is on file. Enter a date in the Signature Date field. These
fields are required.

9. Enter comments to justify the Federal Good Cause option.

10.Click the OK button to save the record.

11.MOSES displays the Waiver tab with the new record displayed in the group box.

F Trade Application Details == R
Laymeoff Adoelph SSN- 3-XX-0807 Job Seeker ID: 12505446 i E
Appiication Info | ATAAZATAA | Job Search / Felo | Training Waiver | TRA | Hearings/HCTC 2015 Applicant

Training Waiver Information
Waaiver |ld - Created Date W aiver Start Waiver End  Determination Reason For waiver Add
Drate Diate Status
[ [02A7/2016 |08M7/2016 [11414/2016 |Pending ltspproved training starts beyond 30 days Edi
[ [02A7/2016 [10/08/2016 [11/21/2016 |Pending |E stenuating circumstances
08A7/2016 | 11/21/2016 | 12/20/2016 Federal Good Cause Delete
Wiew
W aiver in
*wiord
Go To Job Seeker 0K Cancel
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12.Click the View Waiver in Word button. This converts the Federal Good Cause
extension into a Microsoft™ Word document. Print out document and have Job
Seeker sign it. Retain original for Job Seeker file / record.

13.Click the OK button to close the window.

\f You have now submitted the Federal Good Cause Extension. Determinations
\—== | are issued by the TAA unit. The extension record now appears in the TAA
Admin module. The submitter of the record will receive an email of the
determination decision once a determination is made. The client will receive
their determination via mail.

MUST BE KEPT ON FILE WITH SIGNATURES
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THECOK MCHWELTHOF MU SSACHISETTS . :
] i s Trade Adjustment Assistance Program (TAA)
St mcrveQrrce oF LaBcaano Woskronc: D= mLFNENT Application for Deadline Extension

S [IEPARTIENT OF (AREEF SEPVES

el

Ly

Client's Information
Career Center: Petition #:

Hurley/MOSES Unit 90165
Client’s Name: MOSES ID:

Adolph Laymeoff 12505445

Tf a worker has missed any of his/her deadlines, 5'he should apply for an Extenuating Circumstances extension first,

If needed, and depending on the Trade Act amendments that a customer falls under, hefshe can make an apolication for Good Cause
andfor a requast to Toll his'her deadlines. Please review the criteria for each of these extensions and ensure the justification
cormesponds to the request being sought.

Type:  Federal Good Cause

[ extenuating Circumstances
[¥] Federal Good Cause
[ Request to Toll Deadlines
[ Training
[ Relocation
[ 10b Search
[ additional TRA

Ctart Date:  11/21/2016 End Date: 12/20/2016

Comments, Explanation:

1 give this information to support my request for benefits and services under the Trade Adjustment Assistance Program. The
information contained in this request s oormect and complete to the best of my knowledge. I understand that penalties are provided for
willful misrepresentation made to obtain benefits and services to which I am entitled,

Client's Signature: Date:
08/17/2016

Career Counselor Signature: Diate:

Christopher Quan 08f17 {2016

= DCE Trede Unit 1% Flooe, 19 Staniford Sireet, Boston, MA 02114 - info: s Tigss gowdes -
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Record an Equitable Tolling extension
1. From the Waiver tab, click the Add button.

2. MOSES displays the Training Waiver window.

- -— =
ral Trade waiver details ﬁ

Waiver Determination

Submission Status: IW As of: lmg B Sendto LI

[ Customer Signature Obtained Signature Date: [00/00,/0000 g Submited Via: | = By: CQUAN
Determination Status: [ =] Asof: [00/00/0000 ¢ By:

I Notification Sent Notification Sent Date: [00/00/0000 e|

Reason For Waiver: |Eguitable Tolling | ¥ Equitable Tolling: | =]  Recall Date: [00/00/0000 £
Waiver Start Date: Approved raining starts beyond 30 daps 000 g

Revocation Reason: Exteruating circumstances Q

G ts / Expl Federal Good Cause

Training is not reagzonably available
Wwhorker is in poor health which prevents training participation or cormpletion

3

ar. | Caticel

3. Select a Reason for Waiver: Equitable Tolling.

4. Select the benefit the Equitable Tolling will apply to.

A\

\\}’?;;_ Equitable Tolling may apply to the following deadlines:
'\;;y__: =

Training (TRA deadline extension)

Job Search Allowances

Relocation Allowances

Additional TRA (applies only to 2002 participants)

5. Enter a date in the Waiver Start Date and Waiver End Date fields. The start date
must be the a date person knew or should have known about TAA eligibility

6. Set the Submission Status to Submitted. The As of date field is populated with
today’s date. The Determination Status is set to Pending automatically and the
related As of date field should display the date the application was submitted.

7. The Submitted Via field is defaulted to In Person. The By field should display the
User ID of the person who submitted the record.
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8. Select the check box, Customer Signature Obtained, to indicate that the

customer signature is on file. Enter a date in the Signature Date field. These
fields are required.

9. Enter comments to justify the Good Cause Beyond 30 Days option.

10. Click the OK button to save the record.
11.MOSES displays the Waiver tab with the new record displayed in the group box.

Y Trade Application Details =5 Eol ==
Laymeoff, Adolph SSN: XXX-XX-0807 Job Seeker ID: 12505446 i :

Application Info | RTAAATAL | Job Search / Relo | Training Waiver } TRA | Hearings/HCTE 2015 Applicant

Training Waiver Information

“Waiverld  Created Date “waiver Stat “Waiver End  Determination Reazon Far waiver Add
Date Date Statug
[ [08H7/2016 [0BA7/2016 [11/14/2016 |Pending [spproved training starts beyond 30 days Edit
[ [08A7/2016 [10/08/2016 [11/21/2016 |Pending [Extenuating circumstances
oe/17/2016 | 1122122018 | 12/20/2018 Federal Good Cause Delete

Wiew
Waiver in
Word

Go To Job Seeker

0K | Cancel ‘

12.Click the View Waiver in Word button. This converts the Good Cause Beyond 30
Days waiver into a Microsoft™ Word document. Print out document and have
Job Seeker sign it. Retain original for Job Seeker file / record.

13.Click the OK button to close the window.

@;_ You have now submitted Equitable Tolling Extension. Determinations are
\;:f issued by the TAA unit. The extension record now appears in the TAA Admin
module. The submitter of the record will receive an email of the determination
decision once a determination is made. The client will receive their
determination via mail.
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Chapter 4: Job Seeker Trade Record

Training Record

Overview

Once an applicant is TAA eligible, the Career Center Counselor informs the applicant of
services that will help in determining the appropriate training programs and obtain
reemployment at the conclusion of the training program. The CC Counselor helps the
applicant complete the Vendor Selection sheet which includes two or three courses. Of
these three courses, a recommended course must be selected and a budget is
submitted only for the recommended course. The Career Center counselor must also
submit verification that the applicant satisfies the six training criteria. The State Trade
Office makes the determination regarding the recommended course. If training is
approved, the budget is reviewed.

Security
Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Changes

The Training Package is now tracked via MOSES; this includes data such as the
Vendor Selection Sheet, the training budget, and criteria for training approval. All
original forms are filed at the applicant’s Career Center. Training determinations are
given via MOSES.

A course in the Training record has a related status (Submitted, Approved, or Denied)
and a Budget status (Pending, Approved, or History). Each cost item for the budget has
a requested and approved amount. The submitter of the training record is sent an email
of the determination decision once a determination is made by the Trade Admin user. If
applicable, hearings are tracked in MOSES.

After completing this lesson, you should be able to:

Submit verification that applicant satisfies six training criteria
Complete vendor selection

Submit vendor selection for review

Complete and submit training budget
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Submit verification that applicant satisfies six training criteria
This is done and verified throughout reqular MOSES in case management, efc...

1. Go to the Job Seeker Search Screen. Search for a job seeker record and click
the Search button.

2. MOSES displays results based on the search criteria entered.
3. Select arecord in the search results.
4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info
tab selected.

8. Click the Training tab.
9. Once the Career Center Counselor has deemed that the client meets all six
criteria for training and a signed copy of the training criteria form is on file,

the check box should be selected.

10.Hover text is displayed over the check box.

{f& Hover text:
\

== e There is no suitable employment available to adversely affected worker

e The worker would benefit from appropriate training

such training

e Training approved by secretary is reasonably available to the worker
from either government agencies or private sources

e The worker is qualified to undertake and complete such training

e Such training is suitable for the worker and available at a reasonable
cost

e There is reasonable expectation of employment following completion of

=

\== | The Add Course button cannot be clicked until the check box is selected.
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Complete Vendor Selection

1. Go tothe Job Seeker Search Screen. Search for a job seeker record and click
the Search button.

2. MOSES displays results based on the search criteria entered.

3. Select arecord in the search results.

4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info
tab selected.

8. Click the Training tab. This tab allows you to enter vendor selection records for
training. Each record represents a vendor selection sheet, with multiple courses
attached. The Course Enrollment Information group box displays the submitted
recommended training course.

m Trade Application Details |?||E||?|.
SN: XXX-XX-0807 = Job Seeker ID: 12505446 Claimant ID:
Application Inf | RTAATAS | Job Search / Relo  Training lWaiver] TRA | Hearings/HCTC | 2015 Applicant

Trainin:

W55 Ij Provider Mame Program Mame Fecommendation D etermination Determination Add

¥ The client meets all s criteria for training and a signed copy of the training criteria form is on file

Courze Enrollment Information

Statuz Date

LLL

Go To Course Info

Referral Date Enrolled Date Course ld  Course Hame Provider Id  Provider Name Completion Status
1. There iz no zuitable employment available to adversly affected warker

2. The worker would benefit from appropriate training

3. There iz reasonable expectation of employment following completion of zuch training

4. Training approved by secretary iz reasonably available to the worker from either government agencies or private sources

8. The worker iz gualified to undertake and complete such training

B. Such traiting iz suitable for the worker and available at a reazonable cost

Go To Job Seeker QK | Cancel ‘
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9. Click the Add button. MOSES displays the Vendor Selection window. The
Vendor Selection window displays the courses associated with a particular
vendor selection record. You may add courses to this list.

[
Laymeoff. Adolph SSN: 3A-XI-0807 MOSES TAA ID: 64136

—Wendor Selection

VS5 ID Provider Name Program Name Course Id Recommendation

Add Course

_ i Couse |
Bemave
Course |

| edroes |

Edit Detail

6] cancel |

10.Click the Add Course button. When the Add Course button is clicked, the Course
Search screen is displayed.

11.Search for a Trade approved course. Select a course and click the Select
button.

12.0nce the course is selected, you are navigated to the Course Details tab.

@_ If cost and break information already exists for the selected course, this
\5;; " | information is brought over to the TAA Participant module and defaulted for
the Course selected.

The Career Center counselor must examine the defaulted values, change
those values if necessary, and provide comments for such changes.

Information that is updated for the defaulted cost items and the defaulted
schedule break items are saved to related job seeker trade record only and
not updated in the Training course module.
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13.The Course Details tab displays information specific to one course on the vendor
selection window. Determination, break information, and justification information

is entered and displayed on this screen.

,

Laymeoff Adolph SEN: XXX-XX-0807 MOSES TAA TD: 64136

Course Detail | Training Package |

— Courze Information
Course Id Course Mame Provider Id Provider Name Recognized Credential

| 1001116 [PROGRAM #7 - MAJOR APPLIANCES DOMESTIC& (1000261 |Bay State School of Technology | Y

— Recommendation
Recommendation: |F|ecommended Course [%] Sendto Ul ¥ Occupational: |E° Yest No

5
Submizsion Status: Im Az of Im g Submitted Via: Iﬁ + Remedial: Yes{ Mo
[~ Customer Signature Obtained Signature Date: Im ﬂ By COUAM b Apprenticeship: Tes( No
Determination Status: Iﬁ Az of: Im ﬂ By ¥ Full-Time: * vYes( No
[~ Motification Sent; Maotification Sent Date: Im g » Pre-Heuuisite[slm
[~ This individual iz disqualified from training: From: Im g To:lm g Dizqualification Iﬁ
¥ Training Start Date: Im €| » EndDate: Im g Fzeza

r Break Information
Break Type Start Date End Date Total Days Actual Break Dayz Individual Verfication Recd Add

Delete

— Best Uphon Lamments / Justihcabion for Vendar Selechon
Best Price Option? |7 Yes
Best Performance Oplion? ‘ez

Best Commuting Option’? Yes

Benchrark, | LContract Approval |

14.The course that you selected during your course search is displayed in the
Course Information group box. The Course ID, Course Name, Provider ID and
Provider Name, are displayed.

15. Select an option from the Recommendation drop down list. Select either
Recommended Course or Alternative Course.

16. Set the Submission Status to Work In Progress since data is still being entered.
17.Select an option for Apprenticeship. (If this program is an Apprenticeship.)
18. Select an option for Full-time. (Is this program Full-time?)

19. Select an option for Pre-Requisite(s). (Does the person have Pre-requisites for
the program?)

\g Pre-Requisites should only be selected for customers taking pre-requisite
=

courses in Degree programs.
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20.Enter dates for the Training Start Date and Training End Date fields. These are
required fields.

21.1f applicable, review the information in the Break Information group box. Data will
be populated in this group box if the break information exists in the MOSES
Training Course module. Otherwise, this group box will be blank and you will
have to enter the break information for the course.

\ ; The Break Type drop down list is not populated from the Training Course
W—=""| module. You must select an option.

{

The Individual Verification Received is not defaulted. Check this checkbox if
the client has signed off on the form.

22. After the break information is reviewed or entered, answer the questions in the
Best Option group box. Select Yes or No for each question.

\ ; If you select the No radio button for any question, the Comments field is
W—"| required. You must justify based on the selected criteria, if you select a higher
cost training.

¥

23.Click the OK button to save the record and to close the window.

F B
Laymeoff Adolph SSN: X-X3-0807 MOSES TAA ID: 64136

Course Detail l Training Package ]

Course Information
Course Id Course Name Provider Id Provider Name Recognized Credential

| 1001116 |PROGRAM #7 - MAJOR APPLIANCES,DOMESTIC& [1000261 |Bay State School of Technology KA

Recommendation

Riecommendation: | Recommended Course | [ Sendto Ul » Occupational [ Yes © Mo
Subrizzion Status: Submitted | F Asch lm ﬂ * Submitted Wia: m » Remedial: lm
¥ [v Customer Signature Obtained  » Signature Date: lm ﬂ By COLUAN ¥ Apprenticeship: lm
Dietermination Status:  [TREETIAMNIRE x| » Acof 081772016 ¢ By » Full-Time: [ Yes C Mo
[~ Motification Sent: Matification Sent Date: ,m ﬂ 3 Pre-Heuuisitelsllm

[~ This individual is disqualified fram training: From: [00/00/0000 ¢| To [00/00/0000 ¢| Disgualfication [ =]
» Training Start Date: |03/07/2016 g b End Date: |08/21/2017 Q Reason

Break. Information
Break Type Start Date End Date Total Dayz Actual Break Daps Individual Yerfication Recd Add

Delete
Best Lpton Lomments / Justihcation tor Yendor Selechon

Best Price Option? | o+ e " Mo Cuztomer has chozen thiz programvendor bazed on performance, commute [cloge to home)

Best Performance Option? |+ Yes ™ Mo and overall courze autline,
Best Commuting O ption? + Yes [ Mo

Contract &pproval
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24.MOSES displays the Vendor Selection window. The record you just saved is
displayed in the Vendor Selection group box.

B
Laymeoff, Adolph SN 3O-0-0807 MOSES TAA ID: 64136

—Wendaor Selection

WSS 1D Provider Mame Program MName Course Id Recommendation
G00BE | Bay State School of Technolog PROGRAM H#7 - MAJOR APPL 1001116 Recommended Courd Add Course |
Bemove
o Courge
Edit Detail |
OK | Cancel |

25.Click the Add Course button to add another course to the Vendor Selection.
Search for a Trade Approved course, select the course, and click the Select
button to be taken to the Course Details tab. Set this Recommendation status to
Alternative Course.

26.Click the OK button to save the record and to view the Vendor Selection window.

27.1f necessary, add another course. Once complete, you should now view the
Vendor Selection window.

28.Review the buttons located inside the Vendor Selection group box.
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F ™
Laymeoff. Adolph SSN: 3OO-X0-0807 MOSES TAA TD: 64136

—Wendor Selection

VS5 ID Provider Name Program Name Course Id Recommendation
Bay State School of Technology PROGRAM #7 - MAJOR APPL 1001116 Recommended Courg :
Lincoln Technical Institute HVAC - Heating, Ventilation, Air 1107231 |Altemative Course
Bemave
Course
Edit Detail |
OK Cancel

@ The Add Course button takes you to the Course Search screen. Once a
\';;;f * | Trade Approved course is selected, the Course Details tab is displayed.

The Remove Course button disassociates the course to the selected row from
the vendor selection record.

The Edit Details button takes you to the Course Details tab.

29.Highlight the Recommended Course. Click the Edit Details button. The Course
Detail Tab is selected.

(3:; You will now go through the process of editing the budget information for the
\;;z * | recommended course.

On the next few pages are the printouts when viewed in Word for training
enrollments.

30.Click the View in Word button. The Training is converted to a Microsoft™ Word

document. Print out and have Job Seeker sign form. Retain original for Job
Seeker file / record.
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MUST BE KEPT ON FILE WITH SIGNATURES

THECOMONAEALTH OF MASSAHUSE T Trade Adjustment Assistance Program (TAA)
5:9 ERECUTFIEDFHCECH LAt AN W RNFOCE DEVELCRVENT Training Contract Pre-Approval Form
" DEPAFTHENT OF CAREER SERY (1S

**PLEASE GIVE A COPY OF THIS FORM TO THE CLIENT**

Date Contract

Documents Received: 08/17/2016 Petition #: 90166
Career Center: HurlewyMOSES Uinit Phone #: B617-626-5303
Contact Name: Christopher Quan Fax #:

[Client Name: ADDIDN Laymedtt MOSES Applicant 1D #: 12505446

Course: PROGRAM #7 - MAJOR Hours Per Week | 2470
APPLIANCES, DOMESTICECOMMERCIAL.  Credit Hours per Semester:
REF. & A/C
Approved Contract Costs:
—_ Tusitiom —
Total Contract Amount: $0 Dates of Training: 090772016 To 0B/21/2017
Provider Name: Bay State School of Technology  Office/Contact:
Address: 225 TURNPIKE STREET Phone: (781) 828-3434
CANTON, MA 02021
Approval Status: Pending Date: OB/ 17/ 2016
Reviewed By: Date:
IMPORTANT INFORMATION:
T haaamod sussin Dyasl @oemia [ I0E0E COCLISMG PR REporien Ledamision] L . = T
g g o ir ey spprosed vroer S rke rolaie el S adivirmerin grprvee el wien e me e e
Propen s imporisd o beve & isalind "'I|ur|l|:ln'.|| wiale. I g che jases 1 = TE:
Ty s e b T LEd 8 Tk
233 mcpmrerain conmumed havrn r:mml:n-sl.c wfernssion ¢ del ol quvi
rrew—1 o =y colinmman 4y L, ST RN T GESSEE
T B T B TN, Shcutey o Tisal Eciogracs B chovics 5o L
Mwﬂrﬁn.mm: smenran Gae dsdamet oeriSe mformepbs dnperiasin igd b a1 amde it B b e
g e R e i S AL relaives @ s rciasminmrssdopeh Fagnais 1 aogeesd e = TTII0r 18 6 o e B
DR BRI BRI s DR ATTR B e hiﬂ.—niﬁ:ﬁqulw i bt
g PR R ity s iy e e g g
Elpraems & e izl s g felnmin e "'"‘ o a1 PR Pt
'g::_’_“":h'h"'::‘_“l"‘l'“;""'h . wuiymsl |'ll1§'i|ll1 g 4 Flaiear m\g:r i ,,.."2:.;7-.‘.‘.11' o
sl clis m badeocida de inmcdiske. Unisd i 'E"-"‘-“""r ANEY T BTG e b P W W B 'Fz'|l'|
B e e e ik Erqu'u-uu. sﬂlu]rll'lﬂ' mlﬂph q A . NS AT R
oo crrbms, AR R LR L
PARTICIPANTS:

=  Only the required courses cutlined in your training plan are approved.
*  Any substitutions, additional courses, or deviations from the training plan myst be approved in advance.
= If you are unable to take the required courses as outlined in your training plan, notify DCS (via your career

counselor) lnmadlaheh'
« If you withdraw from a course, you must notify the training provider and DCS immediately.

In having mhﬂlmedaumpadtageﬁ:rwwalmderdwﬁade Program, you cemﬁed that you meet the six criteria for
training, You have also certified that you will notify DCS (via your career ml.nsel-:lr] in advance of any changes regarding this
training approval. In addition, you understand that any changes not approved by DCS in advance may result in cancellation of
this training approval and/or disqualification from the Trade Program.  You further certify ﬂ\atycu.l will disclose any finandial aid
award received from the training institution, and that such award be applied to tuition/fees and other training costs.

TRAINING PROVIDERS:
** The Contractor shall only be compensated for performance delivered and accepted by the Department in accordance with the
specific terms and conditions of a Contract.  All Contract ents ane subject to appropriation pursuant to M.G.L. C. 29, §26, or
the availability of sufficient non-appropriated funds for the purposes of a Contract, and shall be subject to intercept pursuant to
M.G.L C. 7A, 53 and 815 CMR 9.00.**

» DCE Trade Unit 1% Floor, 19 Staniford Sireel, Sosion, MA (2114 + ini: Wi, Mass.00s -
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Break in Training Verification
Department of Career Services

Under the terms of the Trade Act of 1974, as amended, a 14 or 30 day limit (whichever i applicable} was established as the maamum
length of any scheduled break |n.1ra|n|n_:|ﬁ:rﬂthlﬁﬂdualswwedfwtamngcmmmemrmedeﬂaaﬂpﬂmm
Allowances [ TRA) during the break. The regulations state that mo TRA will be paid to an individual for any wesk which begins and ends
within a scheduled break that is longer than 14 or 30 days (not indheding Saturdays, Sundays or official State or National holidays).

A scheduled break in training indudes all periods within or between courses, terms, quarters, semesters and academic years. (Depending
on the individual's Petition # that determines if a 14 or 30 day break in Training applies).

The training ram Pending betwesan the Department of Career Services and Bay State School of Technology to provide training to
Adolph Laymeof? applicable):

Iph indudes the following breaks in training that exceed 14 or 30 days in length (whichever is
FROM TO TOTAL # DAYS
mionith, day, year} (month, day, year)

_X _ No 14 or 30 Day Break in Training
{on file at Career Center)

Career Center Rep.: Please keep signature on file & Career Date: 08/17/2016
Center

I understand and accept that weekly Trade Readjustment Allowances [TRA) cannot be paid to me for any full weeks in
which I am not in attendance at school due to a break exceeding 14 or 30 days as listed above.

Client's Signature: Please keep signature on file & Career Date: 0B/17/2016
Canter
MOSES Applicant ID: 12505446 Petition #: 90166

» OCE Trode Linit 1 Floor, 19 Starniford Street, Bosion, MA 021 14 - imio: W mass qouidcs -
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i THECONMOMEATH OF MASSACHSETTS Trade Adjustment Assistance Program (TAA)

£ © EEECVEQFFC CF LAEGHAND WWORRTORCE DEVELCoWENT Training Contract Pre-Approval Form
st [DEPRFTMENT CF CAREER SERV (18

20 CFR 617.22 Training Approval Criteria

Section 236 of the Trade Act establishes six (6) ofteria, all of which must be met, as a condition for approving an individual for training
Training shall be approved for an adversaly affected worker if the State agency determines that:

(1) There is no suitable employment (which may include technical and professional employment)

available for an adverseby affected worker,

{2) The worker would benefit from appropriate training.

{3) There is a reasonable expectation of employment: following completion of such training.

{4) Training approved by the Secretary is reasonably available to the worker from either governmental agencies or private sounces
[which may inchede wocational education schoals, and employers),

{5) The worker is qualified to undertake and complete such training.

(&) Such training is suitable for the worker and available at a reasonable cost.

Certification Statement: I hereby certify that I meet the above criteria for training

Career Counselor Diate: Trade Participant Signature/Date:

Please keep signature on file at the career center

Participant’s Information
Participant’s Name (Last, first, middle): MOSES ID #:
Adolph Laymeoff 12505446
Career Center Counselor: Petition #:
Christopher Quan 90166
Vendor's Information
Vendor Name: Aczdemic Program Degres:
Bay State Schoal of Technology PROGRAM £7 - MAJOR
APPITAMCES, DOMESTICAECOMMERCIAL. REF. & AJC
Primary Contact person: Start & End Dates: (Manthjdayvear)
Lawrence Fay 03/07/2016 / 08/21/2017
Mumber of hours per wesk or Credit hours per Mumber of weeks: Total hours:
semester: 24 [ 0 48 1152
Flease provide us with the costs breakdown (iEmized costs of purchases)
Books Supplies Uniforms Tools Health Insurance TOTAL
5 3 1 b 5 $
o o 1] L]
Tuition: § Feos: § Total Contract Agresment: §
0
Justification for Vendor Selection: CommenisJustification for Vendor Salection
{indwde consideration of price and demonstrated performance]
Best Price Option? s
Best Performance Option? es
Best Commuting option? es

Purchase Information:
Please indicate below name of vendor if different from training provider or please indicate "Reimbursed” |:|
Vendor's name:

- OCE Trde Uinil 1# Floor, 19 Starniford Street, Bosion, MA 02114 - ifio: Wik, Mass,goiics -
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Complete and submit the training budget

1. Click the Training Package tab. This tab displays budget information specific to
one course on the vendor selection window (the recommended course).

Laymeoff Adolph SSN: ZK-XX-0807 MOSES TAA ID: 64136

Course Detail  Training Package l

Training Package Details

Pending Training Package: Training Training
Date Created uested Total roved Total  Submitted Date Start Date  End Date

07/14/2016 519995000  s.00f (071142016 |09s07/2016 | 08212007

Edit

Delete
R e Training Training
Date Created Requested Total  Approved Total Reviewed Date Start Date  End Date

History: .
Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date End Date

A0S

OK ‘ Cancel ‘

@_ If the selected Trade Approved course already has cost items entered by the
X;;;z * | vendor, a summary of the cost items is already displayed on the Training
Package tab in the Pending Budget section.

2. Arow in the Pending Budget section signifies that the Career Center Counselor
has submitted the budget to the Trade Office for review. If the budget is
approved, the budget will appear in the Approved Budget section. If the budget
is denied, the budget will appear in the Budget History section.

\"\?\?:; If a modification needs to be submitted for review, select an approved record
\;,—; * | and click the Modify button. Update the information and save the modified
amounts and / or dates. This record will be displayed as pending and the
existing record will remain in the Approved Budget section until the new
pending record is reviewed.

Once the updated budget record is reviewed and if it is approved, the budget
record will become the approved record and the formerly approved record will
move to the Budget History section. The updated record will move to the
Approved Budget section.
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i

If the revision is denied, the budget record will move to the Budget History
section and the existing approved record will remain in the Approved Budget
section. Keep track of the most recent budget based upon “Date Created”
field.

3. Review the buttons in the Budget group box.

Laymeoff, Adolph SSN- 3000330807 MOSES TAA ID: 64136

Course Detail - Training Package |
— Training Package Details

Pending Training Package: Training Training
Date Created  Requested Total Approved Total  Submitted Date  Start Date  End Date

5.00 07142016 | 09/07/2016 | 08/21/2017

History:

Approved Training Package:
Date Created Requested Total  Approved Total Reviewed Date Start Date  End Date

Diate Created Requested Total Approved Total Reviewed Date Start Date End Date

Training Training

Training Training

History

Benchmark | Contract Approval |

=

The Add button is disabled if there is a record in the Pending Budget section
or if there is a record in the Approved Budget section.

The Modify button is disabled if a Pending budget record is selected. To edit a
pending budget, click the Edit button.

The Modify button functionality is designed to allow Career Center staff the
ability to submit a modified budget request, while keeping the existing,
approved budget available for financial reporting purposes.

When the Modify button is clicked, a copy of the selected budget (which is the
last approved budget) will open in the Budget Detail window, only the
requested amounts should be pre-filled. When the modified budget is saved,
the existing budget record is not updated and the record remains in the
Approved Budget section.
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The Edit button is enabled if any budget row is selected. This functionality is
designed to allow Career Center Counselors the ability to update a pending
budget, which has not yet been reviewed by Trade Admin user. The Edit
button allows Trade Administrators the ability to edit the amount of an
approved budget. If the Trade Administrator wishes to zero-out the budget,
the Trade Admin user will change approved amounts to $0.00. When the Edit
button is clicked, the selected budget will open in the budget detail window.
The existing budget amounts may be updated; however, the budget status will
not change.

The Delete button is disabled if the budget is in the Approved Budget section.
When the button is clicked, the budget record is deleted.

4. If no budget exists, click the Add button, which is located on the Budget tab, to
add a new budget record on the Training Budget Summary window. If a pending
budget already exists, click the Edit button to make changes to the Pending
budget record.

5. MOSES displays the Training Budget window. The Training Budget window
displays a list of cost line items if cost items already existed in the Training
Course module. The Cost Information group box allows you to view trade cost
information associated with a particular course. You may add an infinite number
of cost line items. The Total Cost will automatically calculate and appear at the
bottom of the last row.

Laymeoff, Adolph SSN: XXX-XX-0807 MOSES TAATD: 64136

r—Cost Information

Requested Approved  Included in
Cost Type Amourt Amourt Cortract  Payment Type

Tuition $19,000.00 00 Y Contrad
[Books | $500.00 | soofy | Contract
[Fees | $49500 | smofr | Contract

Total cost: $19,995.00 500

Training Dates Reviewed Status

i I vI Submitted: AFERE - 0771452016
Training Start Date: Eﬁﬂ?}?{]‘lﬁ g Reviewed: LLIL By:

Comments: Reviewed: By: 00/D0/D0D0

Training End Date: [08/21/2017 ¢

JustCause [
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\\f? “Just Cause” under the training dates. This will need to be checked off when
W—=""| an extension is requested for a customer that is already collecting Completion

TRA. It will allow the 20 week eligibility period to be extended. Note: Total

paid cannot exceed 13 weeks.

training weeks cannot exceed 130, and the amount of Completion TRA benefit

6. Review the list of cost items already defaulted. Click the Edit button to review
detailed information for each cost line item. Click the Delete button to remove

the cost line item from the budget.
7. Highlight a record and click the Edit button.

8. MOSES displays the Course Cost Details window. The selected course is
displayed at the top of the window.

— Subsistence Detail
MNumber Cf Amourt Per

Type: Days: Day: Total Cost:
— Travel Detail
Mumber Of Mumber of Number Of
Type: Miles Per Day (F/T): Days Per Week:  Weeks: Total Cost:
| x| | I I At Federal Mileage Rate of: £.00
Is Public Transportation Available? | Yes ¢ Ma
I- This individual is car-pooling with another student Name: |
— Comments

= [—
Lm Course Cost Detail [ Z.5 e
Laymeofi. Adolph S55M: Xo0{-XC{-0807 MOSES TAA ID: 64136
Course Ild  Course Mame Course Type Provider ld  Provider Man
| 1001116 |PROGRAM #7 - MAJOR APPLI# [Vocational | 1000261 |Bay State School of Technology  View Course De‘tailsl
— Cost Information
Cost Type: IFees "I Cther: | Included in Contract?: | {* Yes No
Payment Type: |Contract | v Payment Schedule: [Quartery |
Requested Amount: I 245500 TrainingPro Cost:l &S00 Pre-Approved I &S00 Amount I 500
Amourt: Paid:
Vendor: | Add | Edit I

Trade Career Center Staff Training Guide

66




Course: Trade

9. Review data for the Cost Information group box.

Fields:

Field Name

Required

Comments

Cost Type

>

The following cost types are available:
Tuition, Fees, Health Insurance, Books,
Supplies, Uniforms, Tools, Travel
Expenses, Subsistence, or Other

This field is defaulted to the cost type if a
budget existed for the training course
selected

Cost Other

This field is enabled and is required when
the Cost Type = Other

Included in Contract

Select Yes or No

Requested Amount

Enter the amount requested that relates to
the cost type

This field is defaulted to the cost type if a
budget existed for the training course
selected

Approved Amount

This field is only enabled for Trade
Administrators.

Payment Type

Select from the options: Purchase Order,
Contract, or Reimbursement

This field is defaulted to the cost type if a
budget existed for the training course
selected

Vendor

This is a disabled field that displays the
Vendor ID of the associated Vendor
selected via the Vendor search screen
This field is required if the Payment Type is
Purchase order
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i ™
EEEE . O
Laymeoff. Adolph SSN: XO{-x0{-0807 MOSES TAA ID: 64136 I
Course Id  Course Name Course Type Provider [d  Provider Man
| 1001116 |PROGRAM £7 - MAJOR APPLI# [Wocational | 1000261 |Bay State School of Technology  View Course Details
Cost Information
Cost Type: ST > | » Other: | Included in Contract?: [ { Yes { No
Payment Type: | | » Payment Scheduls: | ]

Requested Amount: £.00 TrainingPro Cost: 500 Pre-Approved 500 Amount £.00
Amount: Paid:
Vendor: | Add - A

Subsistence Detail
Mumber Of Amount Per

Type: Days: Day: Total Cost:
| =1 [ | %00 <00 IRS Per diem list
Travel Detail
Mumber Cf MNumber of MNumber Of I
Type: Miles Per Day (R/T). Days Per Week:  Weeks: Total Cost:
| | | At Federal Mileage Rate of: 5.00 I
ls Public Transportation Available? | Yes £ No
r This individual is car-pooling with another student Name: |
Comments

0k, | Cancel

10.1f Cost Type = Subsistence, the Subsistence Detail group box is enabled.
Subsistence Fields:

Field Name Required | Comments

Subsistence Type 3 e The following options are available: Meals,
Travel, Lodging

Number of Days e Enter a number

Amount per Day e Enter currency

Total Cost e This is a calculated field that multiplies the
number of days times the amount per day

11.1f Cost Type = Travel, the Travel Details group box is enabled.
Travel Fields:

Field Name Required | Comments

Type 3 e The following options are available: auto,
train, bus

Number of Miles Per Day e Enter a number

Number of Days Per e Enter a number
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Week

Number of Weeks e Enter a number

Total Cost e This is a calculated field that multiplies the
number of miles per day times the number
of days per week times the number of
weeks times the mileage rate times 0.09.

e The Total Cost field takes into consideration
the federal mileage rate. This rate is based
on the created date for the record.

Is public transportation e Select Yes or No

available?

This individual is car- e If you click the check box, the Name field is

pooling with another enabled

student

Name e This field is enabled once the related check
box is selected

@ coneoaoes S ==

Laymeoff, Adolph SSN: X0O{-X0-0807 MOSES TAA ID: 64136
Course |d  Course Name Course Type Provider |d  Provider Man
| 1001116 |PROGRAM #7 - MAJOR APPLIA Mocational | 1000261 |Bay State School of Technology  View Course Details

Cost Information
Cost Type: Subsistence - Other: | Included in Contract?: | €~ Yes { No
Payment Type: ¥ Payment Schedule: | |

Requested Amount: £00 TrainingPro Cost: 500 Pre-Approved 500 Amount 500
Amount: Paid:
Vendor: [ Add o A

Subsistence Detail

Mumber Of Amourt Per
Days: Day:

=] b 5.00 IRS Per diem list

Travel Detail
MNumber Of Number of Number Of

Type: Miles Per Day (R/T): Days Per Weel::  Weeks: Total Cost:

| e | [ [ At Federal Mileage Rate of: $.00

Is Public Transportation Available? [T Yes 1 Mo

™ This individual is car-pooling with another student Mame: |
Comments

Cancel

12.To add a vendor, click the Add button next to the Vendor field. This action
displays the Course Vendor Search screen.
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F

Type of Search
| Search Criteria

Il | & Name
" City

To enter a new Courge Vendor click the Add button, Search for an existing
Course Wendor by selecting a search method, entering the search criteria, and
then clicking the Search buttan.

Search Criteria: ||

Search Results

Wendaor Name Address

Iare |

Trade Career Center Staff Training Guide
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13.0nce the vendor search is successful, highlight the record and click Select to add
the vendor from the search. The Vendor ID appears in the Vendor field.

,
T e R S

[SSC)

|- Type of Search
Search Criteria

" Name
" City

To enter a new Course Vendor click the Add button. Search for an exist
Course Yendor by zelecting a search method, entering the search critena
then clicking the Search button,

Search Criteria: Imotel

Search |

g
. and

Search Results

Address
11 Hazard

Yendor Mame

. Enfield CT

LJP Inc DEA Colonial Motel Suites I'I 0G Street Hampton Beach,MH.03842

Y Course Cost Detail

Laymeofi, Adolph SS5N: X0-X04-0807

Course ld  Course Name Course Type Provider Man

| 1001116 [PROGRAM #7 - MAJOR APPLI2 [Vocational

MOSES TAA ID: 64136

Provider Id
| 1000261 |Bay State School of Technology  View Course De‘tailsl

— Cost Information

Cost Type: ISubsistence vi Cther: |

Payment Type: | Purchase Crder =1 ¥ Payment Schedule: |

=l

Indudedin[:orrtlad?:li Yes © No

5.00 Amourt |
Paid:

Requested Amount: | 500 TrainingPro Cost:l $.00 Pre-Approved |
[Viotel & 1 e I Amount:

Wendaor:

5.00

— Subsistence Detail
Amount Per

Day:
£.00

Number OF
Days:

=]

Type:

3 IRS Per diem list

d

— Trawel Detail
Mumber Of Mumber of Number Of

Miles Per Day (R/T): Days Per Week:  Weeks:
| | At Federal Mileage Rate of:

Type:
I JE2

ls Public Transportation Available? Yes

Mo

Total Cost:
500

Mame: |

I- This individual is carpooling with another student

— Comments
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14.Click the Edit button located next to the Add button for the Vendor field.

15.MOSES displays the Vendor Information window, which lists details for the
Vendor.

— ¥endor Detail
F Yendor NaITIEZIMDtel 5

¥ Fein Mo | Mazz Vendor D:u:le:l DETID |

b Address: |11 Hazard Ave. ¥ Contact First Name:  [Kirit
| ¥ Contact Last Mame:  [Irtwald
b City: [Enfieid ¥ Phone: [[B60}-741-3685 gy |
F Zip [EDE2- Fan: [+ -
P State: Cornecticut | B [

16. Click the OK button to close the Vendor Information window.

17.MOSES displays the Course Cost Details window. Click the OK button to close
the Course Cost Details window.

& — m b
3 Course Cost Details £g

Laymeoff, Adolph SSN: X00{-20-0807 MOSES TAA ID: 64136

Course Id  Course Name Course Type Provider Id  Provider Man

| 1001116 [PROGRAM #7 - MAJOR APPLI# Vocational | 1000261 |Bay State School of Technology  View Course De‘tailsl
r— Cost Information

Cost Type: Im Cther: | Included in Contract?: I?W
Paymert Type: | Purchase Order | ¥ Payment Schedule: [Quartery ]

Requested Amourt: | $100.00 TrainingPro Cost: | S.00 Pre-Approved | 5.00 Amourt | $.00
Vendor: Motel 6 Add | Edit | Amourt: Faid:

— Subsistence Detail

Mumber Of Amourt Per
Type: Days: Day: Total Cost:

¥ | Lodaing || 2 »|  s50.00 £100.00
— Travel Detail

IRS Per diem list

MNumber OF Mumber of Mumber Of
Type: Miles Per Day (FU/T): Days Per Weel:  Weeks:

| 3| | | | At Federal Mileage Rate of:

|z Public Transpartation Available? Yes Nao
I- This individual is car-pocling with another student Name: |

— Comments
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18.MOSES displays the Training Budget window.

SSN: XXX-XX-0807 MOSES TAA ID: 64136

r—Cost Information

Reguested Approved  Included in
Cost Type Amourt Amourt Contract  Payment Type

fTuttion [ 31900000 | soofr [ Contmat
[Bocks f $500.00 | soofr [ Contmat
|Fees | $455.00 | sy [ Commat
Subsistence 5100.00 SO0 N Heimbursement

Total cost: $20,095.00 .00

Training Dates Reviewed Status

i E I vl Submitted: AFERE - 071472016
Training Start Date: [09/07/2016 ¢ Reviewsd: By

Comments: Reviewed: By: 00/00/DODD
Training End Date: [08/21/2017 ¢

Just Cause [

19.Go through the process of reviewing or adding cost type line items on the Course
Cost Details window.

20. After all cost items are reviewed or added to the Training Budget, click the OK
button.

\“’E:;L Clicking the OK button on the Training Budget window submits the budget for
\‘;;;z review and places the budget in the Training Pending Budget section (or
updates the amount if a budget already exists).
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21.MOSES displays the Training Details window with the Training Package tab
selected.

I Laymeoff. Adolph SSN: XXX-XX-0807 MOSES TAA ID: 64136

Course Detal - Training Package |

— Training Package Details

Pending Training Package: Training Training
Date Created Requested Total Approved Total  Submitted Date  Start Date  End Date
071472016 | $20,095.00 | s.00 jo8/17/2016  [09/07/2016 [0B/21/2017

e Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date  End Date

History: .
Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date End Date

Histamy

Eenchmark | LContract Approval |

22.The budget data you entered is displayed in the Pending Budget section.
23.1f you want to edit the budget, click the Edit button.

24.Click the Course Detalil tab.
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Submit Vendor Selection for review (Continued from above)

25.Update the Submission Status to Submitted. The Determination Status should
now be set to Pending.

Laymeoff. Adolph SSN: 3OCK-XX-0807 MOSES TAA ID: 64136

Course Detail | Training Package |

r— Course Information
Course Id Course Name Provider Id Provider Name Recognized Credential

| 1001116 |PROGRAM #7 - MAJOR APPLIANCES,DOMESTICA [1000261 |Bay State School of Technology | Y

— Recommendation

Recommendation; |Recommended Course | B Sendtalll » Ocoupational [ Yes? Mo
Subrizzion Status: Im b Azaof Im g F Submitted Yia: Im * Remedial: F‘m
¥ v Customer Signature Obtained  * Signature Date: Im g By COUAN » Apprenticeship: F‘m
Determination Status: m b Azaof Im g B F Full-Time: m
[~ MNaotification Sent: Matification Sent Date: Im ﬂ b Pre-Reauisitelz] fes  No
[T This individual is disqualified from training: From: Im ﬂ To:m ﬂ Digqualification Iﬁ

¥ Training Start Date: Imﬂ ¥ EndDate: [08/21/2017 Lel Fieason

 Break Information
Break Tupe Start Date End Date Tatal Day: Actual Break Davs Individual Werfication Recd Add

Delete |
— Best Uphon Lamments / Justihcabion for Wendar Selechon

Best Price Option? | 1 Yes " Ha Cuztomer has chozen this program/vendor bazed on perfarmance, commute [close to hame]

Best Performance O ption? | T Yes ™ Mo and overall courze outline,

Best Commuting Option? * Yes Mo

Eenchmark | Qontract.t’-‘«ppmvall Cancel |

@ MOSES automatically sets the Determination Status to Pending when the
\;;,?—: * | Submission Status is set to Submitted.

26.The As of date field is pre-filled with today’s date.

27.Select an option for the Submitted Via field. The options available are: In Person,
Phone, Mail, Rapid Response, or Other. The Submitted Via field is defaulted to
In Person when the Submission status is set to Submitted.

28.The By field displays the User ID of the person who submitted the budget.
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\f The As of and the Submitted Via field are required if the Submission Status is
\ \— | equal to Submitted.
The By field displays the User ID of the user logged into the system when an
option is selected from the Submitted Via field.
29. Select the check box, Customer Signature Obtained, to indicate that the

30.

customer signature is on file. Enter a date in the Signature Date field. These
fields are required.

Click the save icon.

wc

=

-
—
N=

The save icon is located in below the top menu.

31.

Click the Training Package tab.

\\fiil You are performing these steps to verify that the data on the Submission
\i;;; * | status is now disabled since the Submission status is now Submitted and the
record was saved.
32.Click the Course Details tab. Since the data was saved and the Submission

Status is equal to Submitted, all fields on the Course Details tab are disabled.

&

(‘%
=
g
—

The training record is now displayed in the TAA Admin module and is ready to
be reviewed by the Trade Admin user. The training record appears in the TAA
Admin module because the budget status and determination status are equal

to pending.

You have now submitted the training record for review. TAA will make a
determination regarding the training record and budget. The submitter will
receive an email notification of the determination decision.

g

A nightly interface will send the determination from MOSES to Ul Online.

33

.Note the changes to the training package fields once approved:
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¥ Trade Application Details
Laymeoff, Adolph

Job Seeker ID: 12505446

SEN: X30-XX-0807

Application Infos | RTAA/ATAA | Job Search /Relo  Training |Waiver| TR | Hearings/HCTC 2015 Applicant
— Training
V55 1d Provider Mame Program Marne Recommendation Determination Determination Add

085 Lincoln Technical Ing HWAL - Heating, Yen| Alternative Course

Eay State School of 1|PROGRAM #7 - MAJ |Recommended Course Spproved 08172016

Status Date

¥ The client mests al six criteria for training and a signed copy of the training criteria form iz on file
— Course Enrollment Information

Referal D

ate Ervolled Date Courze |d  Course Name Provider Id  Provider Mame Completion Status

m Job Seeker Membership (Laymeoff, Adolph)

Laymeoff, Adolph : XX-0807 ID: 12505446 m_@
Easicl FuIIl Educationl Wiork Experiencel Eventsl Alertsl Caze Plan/routh 155 Services | Special Programsl Survey
Generall Employmentl Administrativel Testing  CoursedActivity |Youth Goals
—Services
Actual Add
Start Date  Completion  Staff [D Courze Provider Statuz
e Edit |
00400,/00 | 000040 COUAN PROGRAM H7 - MAJOR APPLIAN] Bay hool of Techhology | Pending |

Delete |
Print SMARTT
Youcher
Course Info |

Trade | E ligibility | atch Criteria | Fiun Match | Eligibility Criteria | Ok I Cancel |

Upon Approval of a Course enrollment, an automatic enroliment in Services —

R
e
\{;; Course/Activity will be generated. You must “enroll” the client upon their

actual commencement in training.

@ These Services help to track the DOL standard for Common Measures
— =
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f & Training Details

Laymeoff. Adolph SSN: 3E0-3-0807

Course Detal - Training Package |

MOSES TAA TD: 64136

— Training Package Details

Pending Training Package: Trewmng
Date Created Requested Total Approved Total  Submitted Date  Start Date

Approved Training Package: Terw
Date Created Requested Total Approved Total Reviewed Date Start Date

Training
End Date

Training
End Date

fo7r1a2006 [ s20.085.00 [ $20.085.00 [08/17/2016 [08/07/2016

History:
Training
Date Created Requested Total Approved Total Reviewed Date Start Date

[perzi72017

Training
End Date

1

Benchmark | LContract Approval |

N

==

An approved budget will also display on the Training Package tab.
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Complete and submit a Modified Training budget

1. Click the Training Package tab. This tab displays budget information specific
to the course (the recommended course).

iz

I Laymeoff, Adolph

SSN:- X-30-0807 MOSES TAA ID: 64136
Course Detail  Training Package |

— Training Package Details

Pending Training

Training Training
Date Created Requested Total Approved Total  Submitted Date  Start Date  End Date

opeoediianngltackanes Training Training
Date Created  Requested Total  Approved Total Reviewed Date Stat Date  End Date
071472016 | $20095.00 | $20.095.00 [08/17/2016 [09/07/2016 [08/21/2017

History:

Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date End Date

Hiztory

Benchmark. | LContract Appraval |

2. To submit a modification, select the approved Training Package record and
click the Modify button.

‘=

I Laymeoff. Adolph SSN: XX-XX-0807

Course Detail  Training Package |

— Training Package Details

F Training Pack

Training Training
Date Crested  Requested Total Approved Total  Submitted Date Start Date  End Date

Approved Training Package:

Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date  End Date

57,-’14;’2016 | $20.095.DD| £20.095.00 WW}‘Q{NG Eﬁﬂ?ﬁmm Wﬁh’z{]‘l?

Dieny |

History:

Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date End Date

Histary |

Benchmark Lontract Approval
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3. Highlight the Cost Type and Click Edit.

Training Budge

Laymeoff. Adolph SSN: XXX-20X-0807 MOSES TAA TD: 64136
—Cost Information

Reguested Approved  Included in
Cost Type Amount Amourt Contract  Payment Type

[Tuttion [ sigoooo0 [ sisooooofr | [ Contmat

[Backs I s50000 [ ssoooofy [ Contret

[Fees I s49500 | sas500fy [ Contract

Subsistence $100.00 $100.00 Y Reimbursement,
Total cost: £20,095.00 £20,095.00

Training Dates Reviewed Status

i I vi Submitted: AFERE - 07/14/2016
Training Start Date: [09/07/2016 ¢ Reviewed: By

Comments: Reviewed: CQUAN By: 08/17/2016
Training End Date: [08/21/2017 ¢

Just Cause [

4. In the Requested Amount box insert the new requested amount. It should be
the original amount plus the new requested amount. Click Ok to submit.

Laymeoff, Adolph SSN: X01-X0K-0807 MOSES TAA ID: 64136

Course Id  Course Name Course Type Provider Id  Provider Man
| 1001116 |PROGRAM #7 - MAJOR APPLIA Vocational | 1000261 |Bay State School of Technology  View Course Detailsl

r— Cost Information
Cost Type: ISuhsistence ~|  Cther: | Included in Contract?: | {* Yes No
Payment Type:  |Reimbursement =l » Paymert Schedule: [Quartery =]

Requested Amount: I 520000 TrainingPro Cost:l 500 Prefpproved | 510000 Amount | 500
Amount: Paid:
Vendor: Matel 6 Add | Edit |

 Subsistence Detail

Mumber Of Amount Per
Type: Days: Day: Total Cost:

¥ |Lodging v 4 v[ $50.00 $100.00 IRS Per diem list
— Trawel Detail

Mumber Of MNumber of MNumber Cf
Type: Miles Per Day (R/T). Days Per Week:  Weeks: Total Cost:

| =l | | | At Federal Milzage Rate of: £00

|z Public Transportation Available? [ Yes ¢ No
I- Thig individual is carpooling with another student Mame: |
— Comments
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FE==)
Qe

\{;ﬁ" If the new requested amount is different from the TrainingPro cost, a pop up
requiring an explanation of the new budget request appears.

o = )

S Please explain the variance between the approved amount and the
WY amount specified by the training provider.

\“’Z;Zis_ Add the explanation into the Comments box at the bottom of the Course Cost
\;’;fr ° Detalils.

“
G ot e T —

I Laymeoff, Adolph S55N: XxX-XX-0807 MOSES TAA ID: 64136

Course Id  Course Name Course Type Provider Id  Provider Man
| 1001116 [PROGRAM #7 - MAJOR APPLI# Vocational | 1000261 |Bay State School of Technology  View Course Detailsl

r— Cost Information

Cost Type: |Tuiti0n ~|  Other | Included in Contract?: | ©+ Yes No

Payment Type: |Contract | » Payment Schedule: [Monthly = |

Requested Amount: | mmm TrainingPra Cost:l £159595.00 Pre-Approved IS'IH,DDD.DD Amourt | 500
Amount: Paid:

Vendar: | deld | Edit I

 Subsistence Detail

Mumber CF Amount Per
Type: Days: Day: Total Cost:

I = | [ soo $00 IRS Per diem st
— Travel Detail

MNumber Of Number of Number Of
Type: Miles Per Day (R/T): Days Per Week:  Weeks: Total Cost:

| =l | | | At Federal Mileage Rate of: $.00

ls Public Transportation Available? Yes No

r This individual is car-pooling with another student Name: |
- Comments

rer school

JE. I Lancel
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5. Note the new Requested Amount now appears on the Training Budget.

F H
‘¥ Training Budge =

Laymeoff, Adolph SSN: 3E-XX-0807 . MOSES TAA ID: 64136

r—Cost Information

Requested Approved  Included in
Cost Type Amount Amournt Contract  Payment Type

fTuition [T smoooo0 [ swooooafy . [ Contect
[Books I 50000 | ssoooofy . [ Contract
[Fees I $43500 [ s4so0fy | Contmct
Subsistence 200. Heimt-ursement

Total cost:

Training Dates Reviewed Status

i : I - I Submitted: AFERE - 07/14/2016
Training Start Date: js/07/2018 ]|  — By

Comments: Reviewed: CQUAN By: 08/17/2016
Training End Date: [08/21/2017 ¢

JustCause [

6. Click Ok to submit the new modified contract. Note it now is a Pending
Training Package.

¥ Traming Detaily
I Laymeoff. Adolph SSN: XXX-300-0807 MOSES TAA TD: 64136

Course Detal  Training Package |

— Training Package Details

Pending Training Package: Training Training
equested Total Approved Total  Submitted Date  Start Date  End Date
$20,195.00 $20,005.00) |08/17/2 09/07/2016

Training Training
Date Created Requested Total  Approved Total Reviewed Date Start Date  End Date

[p77i472016 [ s2009500 [ s2009500 [08/17/2016 [08/07/2016 [0&/21/2017

History:

Training Training
Date Created Requested Total Approved Total Reviewed Date Start Date End Date

Benchmark Contract &pproval
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Chapter 4: Job Seeker Trade Record

Benchmark Record

Overview

Training benchmarks encourage early intervention and modification of unsuccessful
training plans. Modifications can increase training completion and credential
attainment. Benchmarks will be documented in an individual employment plan and
signed by the participants. Benchmarks are required for trainings longer than 3 months
for participants under the 2011 and 2015 Trade acts.

(é’f: Benchmarks must be established at training package submission. They are
=" required for Completion TRA eligibility, review will be conducted every 60
days from start of training.
Security

Trade Admin, Trade Staff, and Trade View Only users can access this screen

Key Proccess

Career Centers will data enter Benchmark data via MOSES. All related Benchmark
forms with original signatures of the applicant are filed at the Career Center. If the
applicants training will be longer than 90 days; Benchmarks will need to be entered
every 60 days from the beginning of training. Two benchmarks will need to be created;

e Maintain Satisfactory Academic Standing
e Complete training within Approved Timeframe

After completing this lesson, you should be able to:
e Enter data for Benchmarks
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Enter Data for Benchmarks

1. Go tothe Case Plan Tab; “Goals

Easicl Fulll Educatinnl Wwork, Experience] Evenlsl Hlertz  Case Plan \ Servicesl Special Programs]

'3 ssessment] TlainingJustificatinnl
Caze Plan: | 001 +| Created [07/27/20012 Closed | Case |Beth Goguen [ECRLUM Completion Target: [00/00/0000 &
[ ate: D ate: whorker:
Goals
Add Goal Edit Goal Delete Goal Add Task | ‘ |

Goal Aelated Tasks
DueDate  Goal Result DueDate  Task

00/00/0000 |Emplayment

Pending

Independent Taszks
DueDate  Tazk

Goal Harrative Tazk Namative

Trade E ligibility Match Criteria | Eligibility Criteria (] Cancel

2. Click Add Goal and Select ‘Maintain Satisfactory Academic Standing’ in the ‘Type’
dropdown menu. Please note the associated auto populated Goal Narrative.

rll]; Case Goal Details
Staff ID: [BDRUM

Select Goal

* Comman Goal P Type:  |Maintain Satistactony Academic Standing |

" Individually Designed Goal Friority: | Medium =l
Goal Schedule Goal Status

¥ Created Date: 07 /2772012 g

¥ [ue Date: 09,/27/2012 Q | Pending |

Completed Date: 00000000 g

Goal Mamrative
¥ |Provide signed documentation from training wendor of pour academic standing every G0

das.

(]9 Cancel
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3. Add a Due Date. The due dates is 60 days from the Start Date of Training.
4. Click OK.

£ Job Seeker Membership (CABRERA, RODNEY) H=1E

CABRERA, RODNEY SSN: XXX XX 9462 ID: 11860781

2T =

Basicl Fulll Educationl whork, E:-cperiencel Eventsl Aletz Case Plan | Sewicesl Special Programsl ﬂl

Goals | Aszessment | Training Justification I ID pen
Caze Plan:l ool vI Created |D?H2?HZD'I 2 Cloged | Case |B eth Goguen IBDHUM Completion T arget: |DD£DD;’DDDD g
Date: Drate: Wworke s i
~Goals 4 Case Goal Details
Add Goal | Edit Goal | Delete Goall
Staff ID: |[BDRUM
DusDate  Goal Result —Select Goal
J00/00/0000[Employment |Pending & Common Goal » Type:  |Maintain Satigfactory Academic Standing |
™ Individually D esigned Goal Friofity: | M edium B3|
— Goal Schedule Goal Status
b Created Date: |D?.:’2?.:’2D'I 2 gl
¥ Due Date: |DS.:’2?.:’2D'I 2 £| |F'ending - I
Completed Date: |DD£DD£DDDD £|
- . Goal Namative
- Goal Harrative * |Provide signed docurentation from braining vendor of your academic standing every G0
days
Trade | Eligibility | hatch Criteria

1. Click Add Goal and Select ‘Complete Training within Approved Timeframe’ in the

‘Type’ dropdown menu. Please note the associated auto populated Goal
Narrative.

2. Add a Due Date (the due date is 60 days from the Start Date of Training).
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r[ﬂ] Case Goal Details g
Staff ID: [EDRUM

Select Goal

{* Caomman Goal b Type: | Complete Training Within Approved Timef |

" Individually Designed Goal Priodity: | Medium |
Goal Schedule Goal Status

¥ Created Date: 07/ 272012 g

¥ Due Date: 03/27/2012 Q | Pending |

Caompleted Date: 00000000 g

Goal Marrative
} |Provide signed documentation fram training vendar of your progress toward completing
training within the timeframe identified in your approved training plan every B0 days.

] Cancel

3. Repeat adding these two (2) goals every sixty (60) days.

4. Continue setting these two (2) goals up to but not beyond the approved TAA end
date of the training.

Example of a completed case (please note the scroll bar for more)

=

ra| Job Seeker Membership (Laymeoff, Adolph)

Laymeoff, Adolph SSN: XXX-XX-0807 ID: 12505446
Basicl FuII] Educationl Work, Expelience] Events] Alets  Case Plan/Youth 1S5 l Sewices] Special F'rogramsl Survey
Goals lAssessmentl TrainingJustificationl Open
Caze Plan:| 001 - Created |04/27/20016 Closed | Caze  |Albertina Fersbee  JAFERE Completion Target; J00/00/0000
Date: Date: Worker:
Goals
| Edit Goal ‘ ‘ ‘ ‘

Goal Related Tasks
DuzDate  Goal Result - DueDate  Task

10/ 7 |Empl 2t
|09/07/2017 [Maintain Satisfactory Academic Standing  [Pending
|09/07/2017  |Complete Training 'ithin Approved Timefra [Pending
0842142017 |Dccupational Skils |Pending
|07/07/2017  |Complete Training 'ithin Approved Timefra [Pending Independent Tasks
(0770772017 [Mamtan Satisfactony Aoadems Standng  [Pending DueDate  Task
|05/07 /2017 |Complete Training Within Approved Timefra [Pending
|05/07 /2017 [Maintain Satistactory Academic Standing  [Pending
|03/07 /2017 [Maintain Satistactory Academic Standing  [Pending

m

Goal Narrative Task Namative

To abtain an HYAC pozition upconing completion of training. & ‘

Trade E ligibility tatzh Criteria

0K | Cancel

Eligibility Criteria
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Chapter 4. Job Seeker Trade Record

Reemployment Trade Adjustment Assistance (RTAA) and Alternative
Trade Adjustment Assistance (ATAA) Record

Overview

The R/ATAA tab captures information related to the Reemployment Trade Adjustment
Assistance (RTAA) program and the Alternative Trade Adjustment Assistance (ATAA)
program. Once the worker is determined eligible for TAA (approved 1666), the worker
can apply for RTAA or ATAA as appropriate.

Workers applying for RIATAA must file the application through a Career Counselor at
the Career Center. Determinations for R/ATAA are performed by TAA staff.

Security
Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Changes

Career Centers will data enter R/ATAA data via MOSES. All related R/ATAA forms with
original signatures of applicant are filed at Career Center. Each R/ATAA record has a
Submission Status (Submitted and Work In Progress) and a Determination Status
(Approved, Denied, Pending and Withdrawn). R/ATAA determinations are tracked via
MOSES. TAA informs applicants regarding their eligibility for R/ATAA. An email is sent
to the submitter concerning the determination once the determination status is updated.

After completing this lesson, you should be able to:
Enter data for RTAA / ATAA application
Submit an RTAA / ATAA application

Submit Monthly Certifications

Print forms

i See General Requirements on next pages for more details.
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Enter data for an [RYAMNAYA application

1.

8.

Go to the Job Seeker Search Screen. Type of Search By: Job Seeker ID, Last
Name, SS Number, Claimant ID: Search for a job seeker record and click the
Search button.

MOSES will display Search Results based on the search criteria entered.
Select a record in the search results.

Click the Trade button at the bottom of the screen.

Under Trade Determination: MOSES displays the Job Seeker Trade Records
window for the job seeker you selected.

To Add an R/ATAA application, double-click on the record you are submitting the
application under to open the job seeker trade record.

MOSES displays the Trade Application Details window with the Application
Information.

Click on the RTAA/ATAA Tab.

ra| Trade Application Details EI@
Laymeoff, Adalph SSN: XXX-XX-0807 Job Seeker ID: 12505446 i :

Application Info HT

Basic information Certified Former Salary Information
Applicant DOB: 05/12/1958 Former Salary: §13.32 » Per: |Hour »| » Average | 80.00 Annuslized Former $55.411.20
Hr. Wl

Separation Date:  04/08/2016
26 Week Deadline: 00/00/0000

Applications
RTAASATAA ID Re-Employment Date Determination Status Payments to Date Last Payment Morth Add

} Job Search / Helol Training] Waiver] TFIAI Hearings;"HETC] 2015 Appllcant

Salary:

¥ Salary Verfication Method: hd Cther: |

Former Mumber of Hours Worked During Last week of Full employment: 00

s

Go To Job Seeker oK Cancel
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9. Enter the data for the fields in the R/ATAA Basic Information and Former Salary

Information group box.

10.Trade Application Details window is display with the following Fields:
Basic Information, Certified Former salary Information, Applications

Field Name

Required

Comments

Basic Information:

Applicant DOB

Applicant’s date of birth is displayed,
verify age

Separation Date

The date is pre-filled from the
Application Info tab

26 Week Deadline

MOSES displays a date that is 26
weeks after the Separation Date (only
applies if ATAA eligible)

Certified Former salary Information:

Former Salary

This field is pre-filled with the salary
information tied to the WORK
EXPERIENCErecord added on the
Application Info tab

Per

This field is required if the former salary
is entered

The following options are available:
Hour, Week, Month, and Year

Average Hr/Wk

This field is required if the Former
Salary (per) field is equal to hour

Annualized Former Salary

MOSES calculates the annual salary
based on Hour, Week, Month or Year

Salary Verification Method

This field is required; former salary
verification is requiredThe following
options are available: Pay Stub, Letter
from Employer, Other

Other

This field is required if the Salary
Verification Method is equal to Other

Former Number of hours
Worked During Last Week
of Full Employment

Enter Hours

11.Click OK to save information.
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Submit an R/ATAA application

12.Create an R/ATAA Application. Click Add under New Employment on the
Detailed Information Tab R/ATAA box.

CTLTITS 7 T L ———
I Laymeoff, Adolph SSN: XXX-XX-0807 R/ATAA ID: MOSES TAA ID: 64136

Deetailed Infarmation | Submiszion and Determination |

~ RTAA/ATAA Certified Employment History

— Past Employment Summany
Start Date  End Date

Total: %92,851.20

— Mew Employment

New Annualized
Company Name Job Title Salary Start Date

Delete

—Mew Employment Summary
Date of First Qualifying Re-employment: 00/00/0000
Mew Total Mumber of Hours Worked Per Week: 00
Total Calculated New Annual Salary: $.00

Voo | [

13.The R/ATAA Certified Employment History carries over from the WORK
EXPERIENCEtab.

Note: The Past Employment Summary carries over from the Job Seeker Work
Experience tab. Go To will take you to Work Experience tab.

Hit Cancel will take you back to Detailed Information Tab. You need to ensure
the TAA certified employment record is complete and non duplicative on the
WORK EXPERIENCE tab

14.New Employment needs to be added. Click Add to enter the New Employer

information. This takes you to the Job Seeker Employment tab with your Job
Seeker’'s new employment.
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(- =
Job S{leeker Membership (Laymeoff, Adol ma

Laymeoff, Adolph SSN: XOXX-XX-0807 ID: 12505446

| | | Services |

Employrient |

~ Services

Service Staff I Service Type Service Result Ernplayer Mame Job Start Job Order Phone
MHumber

3/417/2016 | COUAN | Obtained Employment | After Receiving a O Disnepland Park 08/17/2018 i Edit |
Dielete |

Row 1 of 1 More |

Eligibility | I atch Criteria | Run Match | EIigibiIityCriterial (] | Cancel

15. Highlight the appropriate new employment and click on Select.

(r?:fi: Note: he new employment should be entered as an employment service prior

)

\gz—:“ to making the R/ATAA application.

16. This will add the new employment information into the R/ATAA Detailed
Information tab.
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-
s
I Laymeoff, Adolph SSN: XXX-XX-0807 R/ATAA TD: 9497 MOSES TAA ID: 64136

Detailed Information | Submizsion and D etermination | |
— RTAA/ATAA Certified Employment History
Applicant DOB: Enzna&s Annualized Former Salary:l £85.411.20 Separation Date: |04/08/2016 26 Week Deadline: |

— Past Employment Summany

Addrezs Start Date  End Date
85 Bodwell Street, Avon, MA, 02322

Total: $55.411.20

—Mew Employment
New Annualized

Company Mame Job Title Salary Start Date
Disneyland Par 5 Harbor Bivd Stockton, CA 95202 $31,200.00

—Mew Employment Summany
Date of First Qualifying Re-employment:  00/00/0000
Mew Total Number of Hours Worked Per Week: 40.00
Total Calculated New Annual Salary: $31,200.00

View In Word

NOTE: The New Employment section is now filled out.

17. After you have reviewed the data in the R/ATAA Detail Information tab, the
application is ready to be submitted to the central office.

18.Click on the Submission and Determination Tab. — Under Initial Determination
Select Submitted for the Submission Status. This sets the Determination status
to Pending automatically. Check box for Signature Obtained, to indicate that the
signature of the customer is on file. While doing this a date is populated
automatically into Signature Obtain Date: Enter a related date that the signature
was obtained in the Signature Date field. Also Submitted Via: select one; these
are required fields if the Submission Status is set to Submitted. Now click OK to
submit the application for the R/ATAA to the Central office.
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& e I =)

I Laymeoff, Adolph SSN: XXX-XX-0807 R/ATAA TD: 9497 MOSES TAA ID: 64136

Detailed Infomnation  Submizsion and Determination | |

r— Initial Detemmination

Subrmission Status: [Submitted =1 » Asof: [0BA7/2016 ] » Submitted Via: [In Person =] By CQUAN

5 ¥ Signature Obtained Date: m |
Detemmination Status: |F‘ending | As of: |'|]Bu"1_.-"f2016 Q By: [~ Application Completed
[~ Notification Sent Netification Sent Date:  [00/00/0000 &

[~ Benefits Revoked As of: ﬁfﬂﬂﬁ}ﬂﬂﬂ €|  Revocation Reason: | -] By

—Ongoing Eligibility { For This Application) — Comments
Ongoing Eligibility Status: TR& Match Status:
R/ATAA Expiration Date: 08/17/2018  TRA Weeks Paid: o
Benefit Amourt Remaining: Ul Benefit Exhaustion Date:  [00/00/0000 &
Last Payment Week: 00/00/0000 R/ATAL Max Benefit Amount: 10.000.00
Total Weeks Paid:

Cumulative Amount Paid to Date: £.00 re-calculate |

View In Word

Note: According to the petition the participant is under, the system will select
(3:' ATAA or RTAA.

=

Click “View In Word” to print out the R/ATAA Application. This must be kept
on file with signatures
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MUST BE KEPT ON FILE WITH SIGNATURES

Trade Adjustment Assistance Program (TAA)

T3t TR COMMOUNEALT: F MAGSACHYGETTS Reemployment Trade Adjustment Assistance (RTAA)
4 & EACCUTIVE QFTY-2 07 Lamon vt WEREFORCE DEVELOPNEHT Individual Application
4 DERITWERTOr Cencin StRn(s Trade Adjustment Assistance Reauthorization Act of 2015
Client's Mame (Last, First, M.): MOSES ID #: DOB: Petition #
| Laymeoff, Adolph 12505446 05/12/1958 50166
Mailing Address: Date of Reemployment at Mew Employer:
105 Spring Street 08/17/2016
East Bridgewsater, MA 02333
TAA Company's Name, Address Phone & Contact: MEW Employer's Mame, Address, Phone and Contact:
Dresser Inc./General Electric Disneyland Park
85 Bodwell Street 5 Harbor Bhed Stockton, CA 95202
Awvon, MA 02322
Old Wages (Avg. Yearly): Mew Wages [Avg. Yearly): Mormal Hours worked (Per Week)
£55411 £31700 40

New Employer's Signature is only required for those clients who do not have a paycheck as of the date of this application.

1 attest as the above named NEW employer’s representative that the above named client will not 2am more tham $50,000
in the 12 month pericd beginning with the initial date of employment and that he/'she meets the definition of
reemployment as defined in #4 and #5 below.

Signature and Title Date

For the dient:
ﬂiefdhumgmrﬂrhmsmustbemetatﬂﬁhmeufmanplnﬂned
At least age 50 (verify with copy of drivers license, or birth certificate or passport, etc.)

2. The clock on the two-year duration of RTAA benefits will begin at the sooner of the exhaustion of UL (and any
EUC) or reemployment (verify with copy of job offer letter or check stub) Any weeks of TRA collected will also be
deducted from this 2-year period.

3. Not eaming more than $50K in wages from the reemployment. (If a paycheck has not been issued at the time of
application, then a supporting statement from the employer indicating that anmual wages are not exceeding $50K
must be submitted. )

4. Reemployed full-tme as defined by state law (verified in the same manner as UT) However, Worker can be
approved for RTAA benefits if working less than full time, but at least 20 hours a week AND attending full time
training.

5. Cannok retumn to work from which was separated (this means the worker cannot returmn to the same job at the
same company/recall. It also may predude a different job at the same employer)

STATEMENT
In accordance with Section 241 the Trade Act of 1974 as amended, I hereby request consideration for certification of
individual eligibility under the Reemployment Trade Adjustment Assistance Program [RTAA).

SIGNATURE OF CLIENT DATE

I herby attest that the above information is true and complete to the best of my knowladge.

Signature of Career Counselor Date

[r—
B

= DCE Trade Unil 1= Floor, 19 Staniford Sireet, Bosion, MA. 02114 - info; Wy NGss 0mds -
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19.0nce the R/ATAA application has had a determination issued you can click Edit
to review and/or add weekly certifications.

f Trade Application Details =)= s
Lavmeoff Adolph SEN: XXN-3050-0807 Job Seeker ID: 12505446 Claimant ID:
Application Info - RTAASATAA |J0b Search / F!elol Trainingl Waiverl TFl.t‘-‘ql HearingsHCTC | 2015 Appllcant
— Basic information ———— | Certified Former Salary Information
Applicant DOB: 05/12/1958 || Former Salary: | $1332 *» Per: [Hour | ¥ Average |BD.{N] Annualized Former $55.411.20
Hr Wik Salary:

Separation Date:  04/08/2016
26 Week Deadiine: 00/00/0000

¥ Salary Verfication Method: IF‘a').r Stub 'I Other: |

Former Mumber of Hours Worked During Last week of Full employment: | 40.00

— Applications
RTAA/ATAA ID Re-Employment Date Determination Status Payments to Date Last Payment Month
| 9497 [o8/17/2016 [Approved | $.00 | 00/0000

it

Delete

Ll

Go To Job Seeker | oK | Cancel

20.In the R/ATAA Detalils screen click on the Monthly Certification tab.

H
R e S =

l Laymeoff Adolph SEN: XEXK-XX-0807 R/ATAA ID: 9497 MOSES TAA ID: 64136

Detailed Information | Submission and Determination  Monthly Certification |

Certification
Monthly Certification |0 Certification Month Received Date Annualized Wage Payments to Date

Edit

Delete

View In Word
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21.Now that the R/ATAA has been approved you may submit requests for R/ATAA
payments to your client. Click Add to bring up the R/ATAA Details Tab.

=~
Laymeoff, Adolph SEN- XXX-XX-0807 R/ATAA ID- 9497 MOSES TAA TD: 64136

Enter the first day of the Certification Month: |DUHUU?UDUU cl Benefit Exhaustion Date: 03/17/2018

— Monithly Eligibility Summany
Week Week Eligibility Eligibility Benefit Remaining Weekly Payment Check Check  Payment
Mo Ending Day Waaes / Year Hours / Week Amount Benefits Determination Status  Amourt Mumber Status Date Add |

Edit

[e ]
[ peee |

Delete

taonthly Submission
Subrmiszion Status: I | Az af: IDD.:"EIEI.:’EIDDEI c Submitted \-"ia:l -] By
[~ Signature Obtained Signature Obtained Date: |DEI.1"EIEI;’EIDEIEI g [] tonth Completed [ Email Notification Sent

[ Weification Dbtained Salary Verification Method: | vi Other; |

22.Enter the first day of the month for the month being submitted. Under Monthly
Submission: Set the Submission Status to Work In Progress until you are ready

to submit the completed month. Now click Add.

23.This brings up the RIATAA Weekly Details screen. Enter the appropriate
information.
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G = = ™
trs e I =
Laymeoff Adolph SSIN: 3300807 ATAA TD: 9497 ertification Month: 7 MOSES TAA ID: 6413

Weekly Details

Wesk No: | =2 Week Ending [00/00/0000 ¢| Week Ending [00/00/0000 ¢| Cument Total Wages $31.200.00 Cument Total Hours 40.00
Start Date: End Date: Per ear: Per Week:

During this week, did you work 7 " Yes T Mo Bxplain: |

Are there any changes to your T Yes T No New Hours .00
hours for this week? for Week:

Are these changes to " Yes T No
your hours permanent 7
#re there any changes to your " Yes T Mo Mew Wages [5.00
wages for this week? for Weelk:
Are these changes to " Yes T Mo
your wages pemanent ?
During this week, did you receive " Yes © No Total Source Amount: %00 Total Deductible Amount:
any other income from any other
source such as Worker's Compensation, etc.?

Other Possible Income Sources
Source Source Amount Reviewed

_ e |
_ oo |

Determination Status: |Pending ~| Asof [08/17/2016 Q By: CQUAN Dienial Reason: -

Weekly Determination

Go o Bvploymat Sovices OK|

Field Name Required | Comments

Week No. e Enter the appropriate week number for the
month.

Week Ending e Enter the first day of the week for that weeks

Start Date time period. (Typically starts on Sundays.)

Week Ending e When you enter the Week Ending Start date

Date this field will automatically populate.
(Typically ends on Saturdays.)

Current Total e These automatically populate from the new

Wages per employment record that was entered in the

Year Jobseekers - Services — Employment tab.

Current Total e These automatically populate from the new

Hours Per employment record that was entered in the

Week Jobseekers - Services — Employment tab.

24. Ask your customer the work related questions and check the appropriate radio
button. Click OK when done. Enter the next week. Continue this process until
your month is complete.

25.When your month is complete. Change Submission Status to Submitted. Select
the check box, Customer Signature Obtained, to indicate that the signature of the
customer is on file. Enter the related date that the signature was obtained in the
Signature Date field. These are required fields if the Submission Status is set to
Submitted.
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Fowrs . ==
I Laymeoff, Adolph SEN- XXX-XX-0807 R/ATAA ID- 9497 MOSES TAA TD: 64136

Enter the first day of the Certification Month: |D?£EI1 206 Cf Benefit Exhaustion Date: 03/17/2018

Manth

Week
Mo

I_.I
2
]
1

ly Eligibility Summary
Week Eligibility Eligibility Benefit Remaining Weekly Payment Check Check  Payment
Ending Day Waaes / Year Hours / Week Amount Benefits Determination Status  Amourt Mumber Status Date

07/09/2016 | $31,200.00( 4000] s.00] s00]  Pending | 5.00]
071672016 | $31,200.00] 4000 so00] 500  Pending | 5.00]
07/23/2016 | $31,200.00( 4000 s.00] s00]  Pending | 5.00]
1077302016 | $31,200.00] 4000 so0| 500  Pending | 5.00]

Add |
Edit |
Delete |

b ont

Subrmiszion Status: ISubmitted ~| » Ascb IDB.:"'I?.QD'IE cl » Submitted\-"ia:lln Person | By COUAM

M s
Moy

hiy Submizzion

jgnature Obtained  ® Signature Obtained D ate: |DS.1"1?'£201E Q ] tonth Completed [ Email Notification Sent
erfication Dbtained  » Salary Verification Method: TEETRIMGNE v Other: |

26.

Obtain and check verification of employment for the certification period from the
client. Select the appropriate Salary Verification Method.

Options are:
e Pay Stub
e Letter from Employer or
e Other- If Other is selected, Other field becomes active and appropriate
documentation must be entered. Now click OK to submit the R/ATAA to
the Central office.

=

Note: The same weekly pay period must be used throughout the entire RTAA
* | application.
(ex. Sunday through Saturday or Monday through Sunday pay periods)
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27.Your Monthly Certification tab should reflect the monthly information.

-
JETETER e aaae
Laymeoff. Adolph SSN- XXXK-XX-0807 R/ATAA ID- 9497 MOSES TAA ID: 64136

Detailed Informationl Submission and Determination  Manthly Certification |

Cortfiostion _
Monthly Certification |D Cesification Month Received Date Annualized Wage Payments to Date
| 39375 10772016 08172016 | $31.200.00 | $.00 Edit |
Delete |
Print Morthby
Request Form
VewinWord | oK | Cancel |

@ Click on Print Monthly Request Form to print out the Monthly Certification
\;;/f * | Application.

"\f;‘}i Note: The original Monthly certification documentation must be sent in with
\;;{f * | verification documentation and must be kept on file with signatures.
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MUST BE KEPT ON FILE WITH SIGNATURES
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Once the Monthly Certification is determined the R/ATAA payments that were
approved will show on the screen.

| F3 RTAA/ATAA Details

I Laymeoff Adolph

SSN: 300-XX-0807 R/ATAA ID: 9497 MOSES TAA TD: 64136

Dretailed |nformation | Submizsion and Determination  Manthly Certification |

Certification
Monthty Cerification ID Certification Month Received Date  Annualized Wage Payments to Date

I 39375 772018 jperi7rzoE | $31.200.00 | 5768.00

Delete |

Prirt Monthly
Request Form

oK

Wiew In Word |

The payments made with R/ATAA funds will be reflected in the “Benefit Amount
Remaining”.

29.

£ R'I:ANATM Details
SSN: 30(X-X{-0807 R/ATAA TD: 9497 MOSES TAA TD: 64136

Detailed Information  Submission and Determination | Manthly Eertificationl

r— Initial Detemination
Submission Status:

>| » Asof: ﬁ'l?;?mﬁ €| ¥ Submitted Via: IIn Person "I By: CQUAN

LLEE)

¥ Signature Obtained

Detemination Status:

¥ Signature Obtained Date:

|Approved 'I

pen7/z016 g
Asof: [08/17/2016 ¢| By: CQUAN

[~ Application Completed

[~ Notification Sent
[~ Benefits Revoked

Ongoing Higibility Status:
R/ATAA Expiration Date:

Last Payment Weel:
Total Weeks Paid:

—Ongoing Eligibility | Far This Application)

Benefit Amount Remaining:

Cumulative Amourt Paid to Date: $768.00

Motffication Sent Date: ﬁf’ﬂﬂfﬂﬂﬂﬂ |
As of: ﬁfﬂﬂfﬂﬂﬂﬂ €|  Revocation Reason: | vi By:

— Comments

THRi& Mateh Status:

TR& Weeks Paid: 0
Ul Benefit Exhaustion Date:  |00/00/0000

R/ATAA Maw Benefit Amaint: 10.000.00

03/17/20N8
$9.232 00
07/30/,2016
4

View In Word
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30. The payments to date will show on the main R/ATAA tab.

I Trade Application Details =0 EcR<=
Laymeoff. Adolph SEN- XXX-XX-0807 Job Seeker ID: 12505446 Claimant ID:
Application Info RTAAMATAL |Ju:-b Search / Helol Trainingl Waiverl TF!.&l HearingsfHCTEl 2015 Appllcant
— Basic information ———— [ Certified Former Salary Information

Applicant DOB: 05/12/1958 Former Salary: I 500 Per: I vI ¥ Mverage I 00 Annualized Former $0.00
Hr. Wi 5

Separation Date:  04/08/2016 alary:
26 Week Deadine: 00/00/0000

Salary Verfication Method: | Pay Stub | Other: |
Former Mumber of Hours Worked During Last week of Full employment: I_m

— Applications
RTAAATAA ID Re-Employment Date Determination Status Payments to Date Last Payment Month Add

081772016

Edit

Delete

s

Go To Job Sesker OK Cancel
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,

SSN: XXX-XX-0807 ATAAID: 9497 [Certification Month: 8 MOSES TAA TD: 6413

— Weekly Details

Week No: |1 =2 Wesk Ending [pa/07/2018 | Week Ending jpeA3/z018 ¢| Cument Total Wages $31,200.00 Cument Total Hours 40.00
Start Date: End Date: Per Year: Per Weel:

During this week, did you work? * Yas { No Explain: |

Are there any changes to your " Yes ¥ No Mew Hours I 00
hours for this week? for Week:

Are these changes to * Yas { No
your hours permanent 7
Are there any changes to your % Yas Mew Wages [517.00 Per: [Hour |
wages for this week 7 far Week:
Are these changes to % Yes
your wages permanent 7
During this week, did you receive Total Source Amount: 200 Total Deductible Amount:
any other income from any other
source such as Worker's Compensation, etc.?

r— Other Possible Income Sources
Source Source Amount Reviewed Add

Lelete

— Weekly Determination
Determination Status: |Pending x| Asof: [08/17/2016 g By: CQUAN Denial Reason: | VI

I Go To Employment Services I QK I Cancel |

\"«?;L Note: If the client’s employment information has changed use the “Go To
\;;/f * | Employment Services” button to update employment history in Job Seekers
record. This would be used for a change in hours or earnings only.
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SSN: XDOCXX-0807 ID: 12505446

Services |

Ennployrment |

—Services

Service Staff ID Sermvice Type Service Result Employer Hame Job Start Job Order Phone
Date Mumber

Obtained Employrnent | after Receiving a 4 Disheyland Park

Werify |
Select |

Row 1 of 1

E ligibiility | tdatch Criteria Fiun Match | Eligibility Criteria

\?il Note: Do not enter another “obtained employment” record. You should be
\_;;z entering a FOLLOWUP to the job already documented and making the proper
changes to that follow-up record.

1 Note: If new employment is obtained the existing application must be
\kgz—:“ closed by central office and a new application must be submitted.
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Chapter 4. Job Seeker Trade Record

Job Search Allowance Record

Overview

It is the responsibility of a Career Center Counselor to inform an applicant of benefits
provided under the Trade program. Career Center Counselors should inform applicants
that job search allowances may be payable to cover expenses incurred in seeking
employment outside the certified worker's normal commuting area, if a suitable job is
not available in the area. Career Center Counselors will work with the applicant to
complete the Job Search Allowance. To access Job Search Allowance information, you
must go to the Job Search/Relocation Tab within the Trade Application Details window.

Security
Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Changes

After the Career Center (CC) Counselor works with the applicant to complete the Job
Search Allowance, the Career Center Counselor will enter the Job Search Allowance
data into MOSES. The CC Counselor will submit the Job Search Allowance and budget
information via MOSES. The original form is filed at the applicant’s Career Center. An
email notification is sent to the submitter of the job search allowance record in regards
to the determination decision. If applicable, hearings are tracked in MOSES.

After completing this lesson, you should be able to:

Add a job search allowance record

Add budget information necessary for the job search allowance
Submit the job search allowance for review

Add a modification to the job search allowance budget

Print forms
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Add a job search allowance record

1. Go to the Job Seeker Search Screen. Select the type of Search By for a job

seeker record and click the Search button.
2. MOSES displays results based on the search criteria entered.
3. Select a record in the search results.

4. Click the Trade button, at the bottom of the Search Results.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you

selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info

tab selected.

8. Click the Job Search/Relo Tab.

H Trade Application Details

Laymenff Frank SEM: an MOSES TAs ID: 910

Application Info | RTAG/ATAA | Training | waiver | TRa | HearingsHETE |

—Job Search Allowance

Job Search Id Interview D'ate Emplover Hame Job Search Status Add
Edit

[elete

i

— Relocation Allowance
Relocation |[d  Start Date Employer Mame Relocation Status Add

Edit

[Melete

Ui

—&dditional Job Search Information

Job Search must begin on: |DD£DD£DDDEI Job Search must be Completed by: |DDHDEI£EIDDEI

Certifization of Mon-Suitable Employment Statement

By:
Drake: 00/00/0000

=13l x|

Go Todob Seeker | ak

Cahicel

9. Inside the Job Search Allowance group box, click the Add button.

Trade Career Center Staff Training Guide

106




Course: Trade

10. A Warning window will pop up it will show if the Certification of Non-Suitable is
not filled in, Enter text and click OK to save.

warning x|

i Please enter kext for the Certification of Mon-3uitable Employment Stakement. This information is required before
waoll can add an allawance.

11.  Click Add

12. MOSES displays the Job Search Details window. The Job Search Details
window contains two tabs. These tabs have information that is necessary for a
job search allowance record. The Job Search Details window is displayed with
the Interview Details and Budget Tabs.

-

ﬂ Job Search Details |

Laymeoff Frank an MOSES Tas ID: 910

Interview Details | Budget |

— Interviews

Interview 100 Employer Mame Interview Date e [nteri e il
Form | ;
Edit

Delete

It

—Job Search Allowance Details

m WwWorker waz last totally separated from adverzely affected emplayment within the past pear.
Yes Mo Career Center counszelor certification of non-zuitable employment completed. “iew IS
[T ¥es ( Mo Application for job search allowance made not later than 385th day after date of certification. Allowance
T Yes [ HNo Application for job search allowance made not later than 182nd day after conclusion aof training. Form
e Ma Job Search within the appropriate dates of  00/00/0000 and 00000000 7
es Mo Did the applicant accept a referral made by a job zervice employer?

—Job Search Travel Determination

Submizsion Status: I vl Az of: |UU;’EIEI.1"DDDD ﬂ Subrmitted Via:l vi By
[~ Customer Signature Obtained  Signature Date: [00700/0000 <]

Determination Status: I 'I b g af: IEIEI.:’EIEI.:"DDDD ﬂ By:

[T Motification Sent  Matification Sent Date: [00/00/0000° ¢ | Comments:

T |

13. The Interview Details tab captures information related to a job search interview.
A summary of the data entered on the Interview Details tab is displayed on the
Job Seeker’s trade record Job Search tab. Click Add.
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m Massachusetts One Stop Employment System

 Interview Details
Interview 1D:

Employer Hame: |

Address 1:

Address 2

Zip: | - City: | State: [

Ernployer Contact: | Phone: |[ ] - Ext:| Email: |

Title of Positian for which Interviewed: |

Interview Date; 3 IDD;DD;’DDDD g [~ JobService Employer Refenal
— Fiesult / Comments
Commerts:

Ok | Cancel

14. A window is display, enter the Employer Name and Address information,
including the City, State, and Zip Code.

15.  Enter the Employer Contact, Phone Number and Email if applicable.

16.  Enter the Title of Position for which the applicant interviewed.

17.Enter the Interview Date; if the interview was based on a Job Service Employer
Referral, select the check box.

18.Enter comments if necessary and save the record; by click OK. After the record
is saved, it brings you back to the Interview Details and Budget Tabs.

The comments field is not a required field.
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Add budget information necessary for the job search allowance

1. Click on the Budget tab. This tab displays: Pending Budget, Approved Budget,
and Budget History. Budget modifications can be made from this tab once a row
exists in the Approved Budget section.

ﬂ Job Search Details |

ES TAA ID: 910

Interview Detals  Budget |
r— Budget
Pending Budget:

Date Created Total Requested Total Approved  Submitted Date b edify
Eddit
DEelete

Approved Budget: View

L

Date Created  Total Requested  Total Approved  Reviewed Date

Budget Hiztory:
Date Created Total Requested  Total Approved

ak I Canhicel

2. Click the Add button located inside the Budget tab.
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3. MOSES displays the Job Search Allowances Budget Summary window.
This screen captures the job search allowance budget, including the requested
and approved amounts for both reimbursable and advanced payments.

H Job Search Allowance Budget Summary x|

Laymeoff Franl ap MOSES TAA ID: 510

— Cozt Infarmation

Requested Pre Approved
Cost Type Feimburze Advance Reimburse Advance Actual Amount Payment Type Add
Delete |
— Budget Status
Reviewed: | >| Submitted: 05/05/2010 By TCART
Reviewed: 00/00/0000 By:
Commetts:

4. Click the Add button located inside the Cost Information group box to add a new
cost line item.
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5. The Cost Information group box contains a list of Cost Type line items.

m Job Search Cost Details |

Laymeoff. Frank S5N: 2147890 MOSES TAA ID: 910
— Cozt Information

Cost Type: [N ~ | Mo OfMiesRAT [ AtFederal Mileage Rate of: [

[If trawvel by auta):

Payment Type: | Reimbursement -

Requested Reimburse Armount; I $.00

Requested Advance Amount; I $.00

Fre-&pproved Reimburse &mount; | $.00

Fre-4pproved Advance Amount; | $.00

Amount Paid: I $.00

o Add Edit

Vendat | _tdd |_Ed | IR Per diem lit

Mate: Tad cannot advance unless application iz zubmitted at leazt 2 weeks prior.
— Travel Detailz

Travel Type: I =l
Trzrell Freni |DEIHEID.J'EIEIDEI g Travel To: IDD."DDH’DDDD Q
— Comments
Ok I Cancel
111
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6. MOSES displays the Job Search Cost Details window. This window captures

detailed cost information related to a specific job search cost line item. Data that
appears on the Job Search Cost Details window is associated with the cost

package listed on the Job Search Allowance Budget Summary window.

£ Job search Cost Details x|
Laymeoff, Frank SSH: XI-=04-7890 MOSES TAA ID: 910
— Cost Information
Cost Type: |Travel Experses =] Mo Of Miles BT I At Federal Milzage Rate aof: I
[IF traveel by autal;
Papment Type: | Reirmbursenment |
Requested Reimburse Amount; | $.00
Fequested Advance AmoLint: I $.00
Fre-Approved R eimburse Amaount; | $.00
Pre-Approved Advance Amount: I £.00
Armount Paid: | £.00
YYendor: | Edd_l _lE':ht |R5 Per diem list
Mate: TA cannot advance unless application is submitted at least 2 weeks prior.
— Travel Detailz
b Travel Type: |Ai' =l
b Toewse Fiems |EID:'DEIHEIDEID g ¥ Travel To |DEIHEID!DEIDEI ﬂ
— Commentz
QK I Cahcel
7. Enter data inside the Cost Information group box.
Trade Career Center Staff Training Guide 112




Course: Trade

Fields:

Field Name Required | Comments
Cost Type ) e The following options are available: Travel
Expense, Meals, Lodging, and Other
e Selecting the Travel cost type will enable
the Travel Details group box
Travel Type e The following options are available: Air,
Auto, Bus, Other, Train
Number of Miles e This field is enabled when cost type equals
(if travel by auto) travel
e This field is required only when travel type
= auto
e When the number of miles is entered,
MOSES multiplies the number of miles * the
federal mileage rate * 0.9 and populates the
result in the Requested Reimbursed
Amount field
e MOSES multiplies the miles by 0.9 because
the Trade Office only reimburses 90% of
expenses
At a federal e MOSES verifies the cost item created date
mileage rate of: and determines which federal mileage rate
should be displayed based on valid federal
mileage rates
Request e Career Center staff will enter the requested
Reimburse reimbursement amount
Amount
Requested e Career Center staff will enter the requested
Advance Amount advance amount
Pre-Approved e The Trade Admin user will enter the pre-
Reimburse approved reimbursement amount
Amount e This field is only enabled for Trade Admin
users
Pre-Approved e The Trade Admin user will enter the pre-
Advanced Amount approved advance amount
e This field is only enabled for Trade Admin
users
Actual Amount e This amount is entered after the Career
Center sends in the receipts associated
with the cost type line item
Payment Type 3 e The default is Reimbursement

The options that are available are: Contract,
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Purchase Order, Reimbursement

Vendor

e The vendor ID associated to the Vendor
that you selected from the Vendor Search
screen will be displayed

e This field is required if the Payment Type
equals Purchase Order

8. Select a Cost Type of Travel.

\‘l

\=| The Travel Details group box is now enabled.

9. Enter the Requested Amounts.

10. Enter data inside the Travel Details group box.

Fields:
Field Name Required | Comments
Travel Type 2 e The following travel types are available:
Auto, Plane, Train, Bus, Other
Travel From 2 e Enter the Travel From Date
Travel To 3 e Enter the Travel To Date

11.Click the OK button to save the data.

12.MOSES displays the Job Search Allowance Budget Summary window.

13.The information you just added is now displayed as a row in the Cost Information

group box.
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H Job Search Allowance Budget Summary x|

y D 510

r— Cost Information

Requested Pre Approved

Cost Type Reimburse Advance Reimburze Advance Actual Amount  Papment Tyupe

Trawel Ex 4500, 00 4. 000 4,00 4.00 $.00y |Eeimbursement Edit |
Total Cost: $500.00 $.00 $.00 $.00 $.00 —
Delete |

— Budget Status

Reviewed: I YI Submitted: 05/05/2010 By TCART

Reviewed: 00/00/0000 By

Comments:

QK. Cancel

14.Click the Edit button.
15.MOSES displays the Job Search Cost Details window.
16.Click Cancel to view the Job Search Allowance Budget Summary window.

17.Click the Add button to add another Cost Type. Complete all relevant fields.
Click the OK button to save changes.

H Job Search Allowance Budget Summary x|

y [D: 910

r— Cost Information

Requested Pre Approved
Cosgt Type Reimburze Advance Reimburse Advance Actual Amount  Papment Type fdd |
|Travel Expenses | $500.00 | 00 | $.00 | $.00 | $.00 |Reimbursement Edi

Lodging |

Total Cost: $1,250.00 $.00 3.00 3.00 $.00 Delete |

— Budget Status

Reviewed: I YI Submitted: 05/05/2010 By TCART

Reviewed: 00/00/0000 By

Comments:

Ok Cancel
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18. Another row is added to the Cost Information group box. The rows you added are
summed and a total is displayed underneath each column.

@_ No amounts appear in the Pre-Approved section. Once the Trade Admin user
\\g\‘;;z/ " | reviews the budget, the amounts entered by the Trade Admin user will appear
in the Pre-Approved section once the data is saved.

19. Click the OK button to save the information and to close the Job Search
Allowance Budget Summary window.

20.MOSES displays the Budget tab. The cost information you just added is
displayed and summarized in the Pending Budget section of the Budget group
box.

& Job 5earch Details x|

Laymeoff, Frank SEH: F890 MOSES TAA ID: 910

Interview Detailz  Budget |

— Budget
Pending Budget: Add
Date Created  Total Requested  Total Approved  Submitted Date b dify

05052010

D5A05./201 0
Edit

Delete

Approved Budget:

B

]
Date Created Total Requested Total Approved  Reviewed Date

Budget History:
Date Created  Total Requested  Total Approved

Cancel |

21.Click the Edit button for the row in the Pending Budget section. MOSES displays
the Job Search Allowance Budget Summary window.

22.The Submitted field should display today’s date. The By field should display the
User ID of the person who submitted the budget.
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|

You have now submitted the job search allowance budget for review. TAA will
make a determination on the budget. If your budget is approved, it appears in
the Approved Budget section. If you budget is denied, it appears in the Budget
History section.

[

Y

An email will be sent to you regarding the determination decision of the job
search allowance.

The budget will not appear in the TAA Admin module for review until the
Determination status is set to Pending.

Submit the job search allowance for review

1. Click the Interview Details tab. The Interview Details tab captures submission
and determination information for the job search allowance.

ﬂ Job Search Details

Claude

Interview Details | Budgetl

 Interviems
Interview 1D Emplover Name Irterview D ate Wiew [nteriew Add |
143 [Disney wiorld 09/01/2009 Form = |
LDelete |
—Job Search Allowance Details
| & Yoz [ No Wiorker wagz |azt totally zeparated from adwverzely affected employment within the past pear,
+ ez Mo Career Center counselor certification of non-suitable employment completed. Wiew JS
% ves { No Application for job search allowance made not later than 365th day after date of certification. Allowance
@ Yes [ Ho Application for job search allowance made not later than 182nd day after conclusion aof training. Form
* Yes Ha Job Search within the appropriate dates of  09/01/2008 and 09/30/2003 7
* Yes Na Did the applicant accept a referral made by a job service emploper?
—Job Search Travel Determination
Subrmizsion Status: ISubmitted VI b Az af IUB?U3-"'2UUS g » Submitted Yia: IIn Perzan vi By TCART
b [+ Customer Signature Obtained * Signature Date: IDE.-"D3.-"2009 ﬂ
Determination Status: |F'ending vi b Az of |DB£DS.?’2DDS ﬂ By:
[T Matification Sent  Matification Sent Date: [00/00/0000° ¢ Comments:

ok I Cancel

2. Set the Submission Status to Submitted. The Determination Status is
automatically set to Pending.

{

[

The options available for the Submission Status are Work In Progress,
Submitted, or Withdrawn.

!
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|

[

Once you select the Submitted status from the Submission Status drop down
list box and you save the record, the Allowance Determination tab becomes
disabled for all users except Trade Admin users. The tab is also disabled if
you select the Withdrawn status as the Submission Status.

Y

3. Review the fields that become populated when Submission Status is set to
Submitted.

-

ﬂ Job Search Details

Interview Details | Budgetl

 Interviems

Interview 100 Employer Mame Interview Date ;I e [nteri e £
| 2 Wiorld |06/0B/2010 Farrm Edit

[ 110

LDelete

)

—Job Search Allowance Details

| @ Yes ( Mo Worker wag last tatally separated from adversely affected employment within the past pear.

* Mas MNa Career Center counselor certification of non-suitable employment completed, VIEWJS
= Yes [ Mo Application for job zearch allowance made not later than 365th day after date of certification, EAIlDWSnCE
es [ No Application for job search allowance made not later than 182nd day after conclusion of training. ﬂ

* ez Ma Job Search within the appropriate dates of  06/01/2010 and 0B/20/2000 7

+ eg Mo Did the applicant accept a referal made by a job zervice employer?

—Job Search Travel Determination

Submizsion Status: ISubmitted vl b Aok ||:|5a’|35.n"2010 ﬂ » Submitted\n‘ia:lln Perzon vi By: TCART

» ¥ Customer Sighature Obtained * Signature Date; IDE;"DEEEHEI ﬂ
Determination Status: IF'ending vi b Az oaf IDS;’DE;‘?D'ID ﬂ By:

[T Motification Sent  Matification Sent Date; [00/00/0000 ¢ | Comments:

ak | Cahcel

4. The As of date field is pre-filled with today’s date. This field is required if
Submission Status is equal to Submitted.

5. The Submitted Via drop down list box is defaulted to In Person. This field is
required if Submission Status is equal to Submitted. The options for the
Submitted Via field are In Person, Phone, Mail, Rapid Response.

4

2 The By field is updated when you select set the Submission status equal to
\— | Submitted (or Withdrawn).

6. Select the check box, Customer Signature Obtained, to indicate that the
signature of the customer is on file. Enter the date that the signature was
obtained in the Signature Date field. These are required fields when the
Submission Status is set to Submitted.
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7. Choose the Yes or No radio button for each question listed inside the Job Search
Travel Determination group box.

8. Now click View JS Allowance form button. This will convert the Job Seeker Job
Search Allowance details into a Microsoft™ Word document. Print this out and
have the customer sign the form. Give the Job Seeker a copy and put original in
Job Seekers folder / records.
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MUST BE KEPT ON FILE WITH SIGNATURES

REQUEST FOR JOB SEARCH ALLOWANCES
DIVISION OF CAREER SERYICES
TRADE PROGRAMS

FLORIDA, INTERVIEWS
06/01/2010

]
Client's Marme {Last, First, Middle): Career Center: Date of Request:
Frank  Laymenf.
Address (Mo, Strest, City, State, Zip): MOSES ID#:  10M7723
99 Pink. Slip Lane.....
Boston, . MA 02110 Petition #: Paying State:
50321 Massachusetts
A. Worker Request
1., Marne and Address of Firmn where Interview is scheduled: 2. Date & Time of 3. Xob Title for 4, # of Mies Traveled:
Inkerviem: which Interviewed:

B. Client’s Certification

I give this information to suppott my request For pavment of a job search allowance under the Trade Ad. The information contained in this request is
correct and complete to the best of my knowledge, T understand that peralties are provided For willFul mistepresentation made to obkain allowances ko
which I am not entitled. I certfy that I am the driver of this car and the only one riding in this car who is receiving a Trade Trawvel Allowance,

Client’s Signature Date

C. DCS Trade Unit’s Determination

1. 'Warker was lagt totally separated from adversel affeded emplavment within the past wear?
Yes

If ves, date of |ast total separation? Q2052010

2. Is the Career Cenber Counsslor certification of norrsuitable emplovrent completed and on File?
Yes

3. Worker application For job search allowance made naot later than:
39655 day Ster the date of certification or last separakion?
Yes
b, 1827 day after the conchuding date of raining?
‘fes

4. Job Search must begin on _06/01/2010__and be completed on or before _06)30/2010_,

5. Did the applicant accept a referral made by a job service employer?
Yes

D. Job Search Allowance is Approved for Advance Payment of Reimbursement of The Following Costs

Cost Type Requested Amount Actual Amount
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MUST BE KEPT ON FILE WITH SIGNATURES

E. RESULTS OF JOB SEARCH & D55 DETERMINATION

This section must be completed and returned to DCS before reimbursement of expenses can be paid.
Company’s Name Date of Interview Name of Interviewer Results
1 FLORIDA INTERVIEWS 06/01/2010
Disney Wwarld 06022010 whalt
3 | Seaworld 06/05/2010 Mr. Shamu
Universal Studios 06/10/2010 Leslie Howard
5.

a.

Determination hased on the information you supplied in the Results of Job Search, is that:

You are: O eligible For job search allowances under Section 121 of the Trade Ad:, & amended,

O ineligible because verificakion of employment interview with
could not be made,

(date)
b. ‘*ou have been overpaid the amount of $ under Sedion 121 of the Trade Act as amended, Advance For Job Search. The
overpayment must be repaid to DS,
Signature of DCS Trade Representative: Title: Date:

F. Appeal Rights

If you disagree with this determination, you have the right to reconsideration and appeal.
Please see the Trade Programs Hearing Request Form if you choose to do so.
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9. In addition, View Interview form button must be clicked to print out in Microsoft™
Word, the Job Interview details Form. The Job Seeker must take this form to the
interviewing employer and have that employer sign off on it for verification of their

interview. Once signed by the potential employer, the original should be placed
in the Job seekers file / record.
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Workforce
B lInterview Verification Form
For Job Search Allowances
Division of Career Services
CLIEMNT:

Please verify lines 1 through 4, then bring this form to yvour interview(s), Submit completed
original to; Trade Unit, DCS, 19 Staniford Shreet, PO Box 3370, Boston, MA. 02114,

PLEASE PRIMT.

1. Client Name: Frark |avmesff

2, Address/C/S/Zip: | 99 Pink Slip Lane

Boston, MA 02110

3. MOSES ID #: 10047723 4, Petition # | 50371

Dear Prospective Employer:
This candidats is a participant in the Trade Adjustment Assistance Program. Inorder for himfher to
receive benefits, his/er job interview must be verified, Please complete the information below,

Thank you.
COMPANY DATE (S) OF CONTACT PERSON RESULTS
Name, Address & Phone INTERYIEW(S) {who may verify (if known)
interview)

I certify that the individual named above was interviewed on the above date(s).

Company Contact Signature Date

Typed Name and Title

If vou have ary questions, please fesl free to contact the Trade Unit at (617) 626-6007,

MUST BE KEPT ON FILE WITH SIGNATURES
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Fields:

Question Required | Comments

Worker was last totally e Select Yes or No

separated from adversely
affected employment within the
past year

Career Center counselor e Select Yes or No
certification of non-suitable
employment completed

Application for job search e Select Yes or No

allowance made not later than
365" day after date of
certification

Application for job search e Select Yes or No
allowance made not later than
182" day after conclusion of

training

Job Search within the e Select Yes or No

appropriate dates of e The Job Search dates will

<<Date>> and <<Date>> be displayed if entered on
the Job Search tab

Did the applicant accept a e Select Yes or No

referral made by a job service

employer?

Verification of interview e Select Yes or No

complete

10.Click the OK button to save the record and to close the window.

&

(‘%
=
——
W=

These fields on the Allowance Determination tab are disabled for Trade Staff
users once the Submission status is set to Submitted.

\‘l

o)
®
==
\==

You have now submitted the job search allowance for review. Your record
now appears in the TAA Admin module since a budget exists with a status of
Pending and a Determination status exists with a status of Pending (the
Determination status was set to Pending when the Submission status was set
to Submitted).

TAA will make a determination regarding the job search allowance record and
budget. You will receive an email notifying you of the determination decision
once the Determination status field is updated.
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11.MOSES displays the Job Search tab. The record you added appears in the Job
Search Allowance group box with a status of Pending.

{3 Trade Application Details o ] 4|
Laymenff Frank 3 1 29

Application Info | RTAS/ATAS Job Search / Relo |Tlaining| waiver | TRA | Hearings/HCTC |

—Job Search Allowance

Job Search Id Interview D'ate Emplover Hame Job Search Statug Add
| 530[05/01/2010  [FLORIDA INTERVIEWS | Pending

Delete

— Relocation Allowance

Relocation |[d  Start Date Employer Mame Relocation Status Add
Edit

[Melete

[ odp |
|
T
[oeee |

—&dditional Job Search Information

Job Search must begin on: |DB£D1 2010 Job Search must be Completed by: |DBHSEI£2D1 a
Certifization of Mon-Suitable Employment Statement
| can't get a job By:  TCART
Date: 05/05/2010
Go Todob Seeker | ak Cancel

12.Click the OK button to close the Trade Application Details window.
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Add a modification to the job search allowance record

e

N

==

A Career Center counselor can modify an approved budget. A user can only
* | modify an approved budget when a record exists in the Approved Budget
section. A user cannot modify an approved budget when a record exists in the
Pending budget section.

8.

HT de Application Details

Application Info | RTAS/ATAS Job Search / Relo |Training| wiaiver | TR& | Heatings/HCTC |

—Job Search Allowance

Job Search Id Interview D ate Employer Mame Joh Search Status Add

Go to the Job Seeker Search Screen. Search for your job seeker record and
click the Search button.

MOSES displays results based on the search criteria entered.
Select a record in the search results.
Click the Trade button.

MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

Click the Edit button to open the job seeker trade record.

MOSES displays the Trade Application Details window with the Application Info
tab selected.

Click the Job Search tab.

5300601 /2010 [FLORIDA INTERVIE WS | Approved

Delete

N

— Relocation Allowance
Relocationld  StatDate  Emplover Hame Felocation Status Add

Edit

[elete

i

—&dditional Job Search Infarmation

Job Search must begin on: |DB.:"D'I A2010 Job Search must be Completed by: IUB,-'BEI,.-?U‘I i}
Certification of Mon-Suitable Emplayment Statement
| can't get a job By.  TCaRT
Date: 05/05/2010
Go ToJob Seeker 0k Cancel
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9. Highlight the record in the Job Search Allowance group box and click the Edit
button.

10.The Interview Details tab is selected.

11.Click the Budget tab. You can modify an approved budget from the Budget tab.

ﬂ Job Search Details |

Laymeoff Frank T&90 MOSES Tas ID: 910

Interview Detals  Budget |
r— Budget
Pending Budget:

Date Created Total Requested Total Approved  Submitted Date b adify

Edit

DEelete
Approved Budget:

L

Wi
Date Created  Total Requested  Total Approved  Reviewed Date

|05/05/2m0 | $1.250.00 | $1.250.00  |os/05/2010

Budget Hiztory:
Date Created Total Requested  Total Approved

12.Highlight the record in the Approved Budget section. Click the Modify button.

@_ The Modify button is disabled if a row in the Pending Budget section is
\\g\‘;;,—z * | selected.

When the Modify button is clicked, a copy of the selected budget will open in
the budget detail window. Only the requested amounts are pre-populated.
Once the modified budget record is saved, it will be saved with a budget status
of Pending. The existing budget record (already approved) will not be
updated. It will continue to be displayed in the Approved Budget section.

Once you submit a budget for review, the status of the budget displays as
Pending in the TAA Admin module.

If you submit a modification to the budget, the associated status displays as
Pending Mod in the TAA Admin module.
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13.MOSES displays the Job Search Allowance Budget Summary window.

Laymeoff Franlk el WMOSES TAA ID: 210

— Cost Infarmation

Requested Pre Approved
Coszt Type Reimburze Advance Reimburze Advance Actual Amount  Payment Type

[Travel Expenses | $500.00 | $00 | $500.00 | $.00 | .00 [Reimbursement

Lad E]it'u:] I

Tatal Cost: $1.250.00 £.00 $1,250.00 $.00 £.00

Delete |

r— Budget Status
Heviewed:l | Submitted: 05/05/2010 By. TCART

Reviewed: 05/05/2010 By. TCART

Comments:

Ok Cancel
14.The Cost Information group box contains a list of Cost Type line items.
15. Highlight a row and click the Edit button.
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16. MOSES displays the Job Search Cost Details window. This window captures
detailed cost information related to a specific job search cost line item. Data
entered about the cost type line item will be associated with the cost package
listed on the Job Search Allowance Budget Summary window.

m Joh Search Cost Details

Laymeoff, Frank SSM: XO-x3{-7890 MOSES TAA ID: 910
— Cozt Information
Cost Type: | Ladging | Mo Of Miles RAT | At Federal Mileage Fate of: |
[If traveel by autal;
Payrnent Type: | Reimbursement 3

Requested Reimburse Armount; I_m
Requested Advance Amount: |—$|:IEI
Pre-Approved R eimburse Amaount; Iw
Pre-Approved Advance Amount; |—$EIEI
Armaunt Paid: |—$|:IEI

Yendor: | Add | Edit |

Mate: TAA cannot advance unless application is submitted at least 2 weeks prior.

IRS Per diem lizt

— Travel Detailz

Trawvel Type: I =l
Trewel Eiam |DEIfDEIr"EIDEID g TravelTn:u:lDD.-"DD.ﬂ'DDDD ﬂ
— Comments

(1] 4 I Cancel

17.Modify the cost item as needed. Click the OK button to save the record. MOSES
displays the Job Search Allowance Budget Summary window.

18. Select other records in the group box and modify the amounts as needed.

19.0Once all modifications are entered, click the OK button to save the record.
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20.Click the OK button on the Job Search Allowance Budget Summary window.

H Job Search Allowance Budget Summary |

Laymeoff Franlk S3h OSES Taa ID: 310

— Cost Infarmation

Requested Pre Approved
Coszt Type Reimburze Advance Reimburze Advance Actual Amount  Payment Type Add
[Travel Expenses | $500.00 | $00 | $500.00 | $.00 | .00 [Reimbursement

Ladging I 3 $.00) |Reimburzement

Edit

Tatal Cost: $1.,500.00 $.00 $.00 $.00 Delete

i

r— Budget Status
Heviewed:l | Submitted: 05/05/2010 By. TCART

Reviewed: 05/05/2010 By. TCART

Comments: ;I

Ok I Cancel

21.MOSES displays the Budget tab.

ﬂ Job Search Details |

rmeoff Frani - ! TaA ID: 910

Interview Detals  Budget |

r— Budget

Pending Budget:

Date Created Total Requested Total Approved  Submitted Date
1o 4150000 $1.250.00 [05/05/2

T ndifyy

Edit

Delete

Approved Budget:

BB

PUET]
Date Created  Total Requested  Total Approved  Reviewed Date

|o5/05/2m0 | $1,250.00 | $1.250.00  |os/05/2010

Budget Hiztory:
Date Created Total Requested  Total Approved

ok Cancel
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22.The budget you just modified is now displayed in the Pending Budget section.
The amount that was originally approved by the Trade Office is displayed in the
Total Approved field.

{

Y

X

The approved budget is still displayed in the Approved Budget section.

23.Click the OK button.

24.MOSES displays the Job Search tab.

-inix]
Laymeoff Frank an MOSES TAA ID: 910

Application Info | RTAS/ATAS Job Search / Relo |Training| wiaiver | TR& | Heatings/HCTC |

—Job Search Allowance

Job Search Id Interview D ate Employer Mame Joh Search Status Add
| 5300601 /2010 [FLORIDA INTERVIE WS | Approved

Delete

— Relocation Allowance

Relocationld  StatDate  Emplover Hame Felocation Status Add
Edit

[elete

i

—&dditional Job Search Infarmation

Job Search must begin on: |DB.:"D'I A2010 Job Search must be Completed by: IUB,-'BEI,.-?U‘I i}
Certification of Mon-Suitable Emplayment Statement
| can't get a job By.  TCaRT

Date: 05/05/2010

Go ToJob Seeker | 0k

Cancel |

¥

c You have now submitted a modification to an existing approved budget for

~ | review. TAA will either approve or deny your modified budget. If your
modified budget is approved, it appears in the Approved Budget section. If
your modified budget is denied, it appears in the Budget History section. No
records should appear in the Pending Budget section after the Trade Admin
user has made his or her decision. The originally approved budget will move
to the Budget History section.

\
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Chapter 4: Create a Job Seeker Trade Record

Create a Relocation Allowance Record

Overview

It is the responsibility of a Career Center Counselor to inform an applicant of benefits
provided under the Trade program. A Career Center Counselor informs the applicant
that Relocation Allowances may reimburse approved expenses when the certified
applicant has to move to a new area of employment outside their normal commuting
area due to lack of marketable skills within their commuting area.

Security
Trade Admin, Trade Staff, and Trade View Only users can access this screen.
Key Process Changes

Career Center Counselors will data enter the Employment Verification Form for
Relocation Allowances. This form is kept on file at the worker’s Career Center. All
related Relocation Allowance forms with original signature of applicant are filed at
Career Center. The submitter of the relocation allowance record will receive an email
notification in regards to the determination decision. If applicable, hearings are tracked
in MOSES.

After completing this lesson, you should be able to:
e Add a relocation allowance record
e Add budget information necessary for the relocation allowance
e Submit the relocation allowance for review
e Print forms

Trade Career Center Staff Training Guide 132




Course: Trade

Highlights:

TRADE PROGRAMS RELOCATION ALLOWANCES

RELOCATION ALLOWANCES
2009 Only 2002, 2011, 2015

A worker will be reimbursed 100% of A worker may be reimbursed for 90% of their
their relocation expenses, and increases | relocation costs, plus a lump sum payment of three
the additional lump sum payment for times the worker’s weekly wage

relocation to a maximum of $1,500. up to $1,250
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Add arelocation allowance record

1. Go to the Job Seeker Search Screen. Search for a job seeker record and click
the Search button.

2. MOSES displays results based on the search criteria entered.
3. Select arecord in the search results.
4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info
tab selected.

8. Click the Job Search / Relocation tab.

¥ Trade Application Details

SSN: XK-XX-4702 Job Seeker ID: 11368385

Spplication Info | RTA&/ATAA Job Search / Relo }Trainingl Waiver | TRA | Hearings/HCTC 2015 Applicant

Job Search Allowance
Job Search Id Interview Date Employer Name Job Search Status Ad

Relocation Allowance
Relocation Id  Start Date Employer Mame Relocation Status Ad

Edit

Delete

Bl L

Additional Job Search Information

Job Seanch must begin on: Hﬁiﬁﬂﬂf{HH}D Job Search must be Completed by: Hﬁi,f’ﬂ-l},f’ﬂ-ﬂ-ﬂ-ﬂ
Certification of Mon-Suitable Employment Statement
Put certification of Non-Suitable Employment Statement here ~ By: CQUAN
Date: 04/20/2016
Go To Job Seeker | QK | Cancel

9. Click the Add button located inside the Relocation Allowance group box.
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10. MOSES displays the Relocation Details window. The Relocation Details window
contains three tabs. These three tabs have information that is necessary for a
relocation allowance record. The Relocation Details window is displayed with the
New Employment tab selected.

r - — - - ~
ral Trade Relocation Allowance Details ﬁ

SN: X000-30-4702 MOSES TAA ID: 63562

Mew Emplayment l Budget ] &llowance Infarmation l

Employer Information

Comparny Name Address Job Title Pay Pay Unit Start Date Add
|
foee]

Employer Contact: Phone: Bxt: Email:

I K- | |

Expected Move Date: lm ﬂ F Ernp!o‘ﬂ'nel‘lt Emp!o'_.merrt m ﬂ Verified By: View Relocation

Verfied: Verffication Date: Application

Relocation Assistance Result / Comments

Worker entitled to Relocation Assistance from Employer? m

Travel: [ =00 Moving: [ =00

Meals and Lodging: lisﬂl} Lump Sum: lisl}l}

| Canicel ‘

11.The New Employment tab captures information about the new employment
related to the relocation allowance, including a link to the entered employment
record, employer contact information and employer relocation assistance.

12.1n the New Employment Details group box, click the Add button to add the new
employment information.

13.MOSES displays the Employment tab of the Services module within the Job
Seeker Membership module.

@ A. If the correct employment already exists in the Employment Services
\\k;;:—z y module, you can highlight the record and click the Select button. This
action associates the selected employment with this relocation allowance

record.

B. If the correct employment is not already in the employment services
module, click the Add button to navigate to the Employment Services
Detail screen and enter new employment information.

Only one employer can be added to the New Employment Details group box.
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The new employment for the relocation record is linked to the employment
service.

14.Enter a first name and last name in the Employer Contact field.

15.If applicable, enter the phone number, phone extension, and email address for
the employer contact.

16.Enter a date in the Expected Move Date field.

17.When the employment is verified, click the Employment Verified check box and
enter a date in the Employment Verification date.

18.The Verified By field is based on the current MOSES user who checks the
“‘Employment Verified” box and saves the record.

19.Review the fields in the Relocation Assistance group box.

Relocation Assistance Result / Comments
Worker entitled to Relocation Assistance from Employer? | Yes { No
Travel: 500 Maving: <00

Meals and Lodging: 500 Lump Sum: 5.00

20.Select the Yes or No radio button for the question: Worker Entitled to Relocation
Assistance from Employer. Select the Yes radio button.

21.The Travel, Moving, Meals and Lodging, and Lump Sum fields become enabled.
Enter the amount of money that the client will receive from the new employer for
Relocation Assistance.

22.1f applicable, enter comments.

23.Click the OK button to save the data.

Add budget information necessary for the relocation allowance

1. From the Job Search tab, click the Edit button for the new relocation allowance
you added.

2. The New Employment tab is selected.
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3. Click the Budget tab. The Relocation Details window is displayed. This tab
displays the Relocation Budget, including the pending budget, approved budget
and budget history. Budget modifications can be made from this tab when a
record appears in the Approved Budget section.

r -
m Traae Relocation Allowance Details. . M
SSN: XXX-XX-4702 MOSES TAA ID: 63562
Mew Employment  Budget | Allowance Information |
— Budget
e Add |
Date Created Expected Total — Actual Total Submitted Date =
T odify |
Edit |
Approved Budget : o~
Date Created Ewpected Total  Actual Total  Reviewed Date Lok |
Wiew |
Budget History:
Date Created Total Requested Total Approved

| OK Cancel

4. Click the Add button located inside the Budget tab.

5. MOSES displays the Relocation Allowance Budget window. This screen
captures the relocation allowance budget, including the Estimated Amount, the
Pre-Approved Amount and the Actual Paid Amount.

— — N
m Relocation Allowance Budget Summary - ﬁ
SSN: XXX-XX-4702 IOSES TAA ID: 63562
—Cost Information
Estimated Pre Approved Actual Paid
Cost Type Amourt Amount Amount Payment Type Add |
Edit |
Delete |
—Budget Status
Reviewed: | vi Submitted: 04/21/2016 By: CQUAN
Reviewed: 00/00/0000 By:
Comments
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6. The Cost Information group box contains a list of Cost Type line items. In order
for cost type line items to be displayed in the Cost Information group box, you
must add cost type line items by clicking the Add button.

7. Click the Add button located inside the Cost Information group box.
8. MOSES displays the Relocation Cost Details window. This window captures
detailed cost information related to a specific relocation cost line item. Data

entered about the cost type line item will be associated with the cost package
listed on the Relocation Allowance Budget window.

ml Relocation Cost Details . * . I _ . - l @

Laymeoff, Francis SSN: XOO0-AT02 MOSES TAA ID: 63562
Cost Information
Cost Type: S - No. of Miles At Federal Mileage Rate of:
Payment Type: [Rembursemert =] (If travel by auto):

Estimated Amount: 5.00
Approved Amourt: =00
Amourt Paid: 5.00

Vendar: | Add | | IRS Per diem list
Travel Details
Travel Type: | =]
Travel Identification: | ]
Traveler Mame: | Age:
Travel From: 00/00/0000 ¢l Travel To: [00/00/0000 ¢
Comments
(] Cancel

9. Enter data inside the Cost Information group box.

Fields:
Field Name Required | Comments
Cost Type 3 e The following options are available: Travel

Allowance, Meals and Lodging,
Transportation of Household Goods, Lump
Sum

e Selecting the Travel Allowance cost type
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will enable the Travel Details group box

Number of Miles
(if travel by auto)

This field is enabled when cost type equals
travel allowance

This field is required only when travel type
= auto

When the number of miles is entered,
MOSES multiplies the number of miles * the
federal mileage rate * 0.9 and populates the
result in the Estimated Amount field
MOSES multiplies the miles by 0.9 because
the Trade Office only reimburses 90% of
expenses

At Federal Mileage
Rate of:

MOSES verifies the cost item created date
and determines which federal mileage rate
should be displayed based on valid federal
mileage rates

Estimated Amount

Career Center staff will enter the requested
reimbursement amount

Approved Amount

The Trade Admin user will enter the pre-
approved amount

This field is only enabled for Trade Admin
users

Actual Amount

This amount is entered after the Career
Center sends in the receipts

Payment Type The options that are available are: Contract,
Purchase Order, Reimbursement, Advance
The field is defaulted to Reimbursement

Vendor The vendor ID associated to the Vendor

that you selected from the Vendor Search
screen will be displayed

This field is required if the Payment Type is
Purchase Order

10.Select a Cost Type of Travel Allowance.

.;,;(Z—E-. L .
\\\iQ The Travel Details group box is now enabled.

=

N==

11. Enter the Estimated Amount.

12.Enter data inside the Travel Details group box.
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Fields:
Field Name Required | Comments
Travel Type 3 e The following travel types are available:
Auto, Plane, Train, Bus, Other
Travgl' _ e The following options are available: Worker,
Identification Spouse, Children, Other Family Members
Traveler Name e Enter first name and last name of Travel
Identification option selected
Traveler Age e Enter age of person selected of Travel
Identification option selected
Travel From 3 e Enter the Travel From Date
Travel To 3 e Enter the Travel To Date
13 Relocation Cost Detait T — e
Laymeoff, Francis SSN: XOOKXX-4702 MOSES TAA ID: 63562
Cost Information
Cost Type: Travel Allowanc_» Mo, of Miles At Federal Mileage Rate of:
Payment Type: | Reimbursemert | i L

Estimated Amount: 5.00
Approved Amourt: =00
Amourt Paid: 5.00

Vendor: | Add | | IRS Per diem list
Travel Details

* Travel Type: | |

v Travel ldentfication: | ]

b Traveler Mame: | b Age: [

* Travel From: [o0/00/0000 el ¥ Travel To: [00/00/0000 ¢
Comments

)4 Cancel

13.Enter data in the comments box, if applicable
14.Click the OK button to save the data.

15.MOSES displays the Relocation Allowance Budget window.
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= — B
o - | ————
ral Relocation Allowance Budget Summary g

SSN- JOC-X00-4702 " IMOSES TAA ID: 63562

r—Cost Information
Estimated Pre Approved Actual Paid
Cost Type Amournt Amourit Amourt Payment Type
Meals and Lodging ,000. . 5.00) Reimbursement
Total Cost: $1,000.00 $.00 $.00 Edit
Delete |
— Budget Status
Reviewed: | |  Submitted: 04/21/2018 By: CQUAN

Reviewed: 00./00/0000 By:

Comments

QK | Cancel |

16. The information you just added is now displayed as a row in the Cost Information
group box.

17.Click the Edit button.

18. MOSES displays the Relocation Cost Details window.

19.Click Cancel to view the Relocation Allowance Budget window.

20.Click the Add button to add another Cost Type. Complete all relevant fields.

21.Another row is added to the Cost Information group box. The rows you added are
summed and a total is displayed underneath each column.
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— — -
r{}l Relocation Allowance Budget Summary —— u
SSN: XX-XX-4702 " IMOSES TAA ID: 63562
r—Cost Information
Estimated Pre Approved Actual Paid
Cost Type Amount Amount Amourt Payment Type Add
|Meals and Lodging | $1,000.00] $.00| 5.00 |Reimbursement
Travel Alowance 3180 3. 3.00{ Reimbursement I Edit |
Total Cost: £1,180.00 £.00 .00
Delete |
r— Budget Status
Reviewed: | | Submitted: 04/21/2016 By: CQUAN
Reviewed: 00/00/0000 By:
Comments
OK | Cancel |

\r;; No amounts appear in the Approved or Actual section. Once the Trade Admin
\;z’ “ | user reviews the budget, the amounts entered by the Trade Admin user will
appear in the Approved section once the data is saved.

22.Click the OK button to save the information and to close the Relocation
Allowance Budget window.
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23.MOSES displays the Budget tab. The cost information you just added is
displayed and summarized in the Pending Budget section of the Budget group
box.

@_ The budget that you saved appears now in the Pending Budget section. The
\\Q\gs?’ “ | budget will not appear in the TAA Admin module until the Determination status
is set to Pending (via the Submission Status being set to Submitted).

r — ; - - - 5
¥ Trade Relocation Allowance Details _ @

SSN: XXX-XX-4702 MOSES TAA ID: 63562

Mew Employment  Budget l.t’-‘«llowance Informationl
Budget
Pending Budget:
Date Crested ected Total  Actual Total Submitted Date

04/21/2016 | $1,180.00 s00  |oams2018

Approved Budget:

Date Created Expected Total  Actual Total Reviewed Date Delete

i

Budget History:
Date Created Total Requested Total Approved

Cancel ‘

24.Click the Edit button for the row in the Pending Budget section. MOSES displays
the Relocation Allowance Budget window.

25.The Submitted field should display today’s date. The By field should display the
User ID of the person who submitted the budget.

Budget Status

Reviewed: | »|  Submited: 04/21/2016 By: CQUAN
Reviewed: 00/00/0000 By:

Comments

\?\’f; Clicking the OK button on the budget summary screen sets the status of the
\‘;—z * | budget as Pending. If your budget is approved, the budget will be displayed in
the Approved Budget section. If your budget is denied, the budget will be
displayed in the Budget History section.
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Submit the relocation allowance for review

26.(Continued from above)

Click the Allowance Information tab. The Allowance Information tab captures

submission and determination information for the relocation allowance.

s —
¥ Trade Relocation Allowance Details

SSN: XXX-XX-4702 MOSES TAA ID: 63562

New Employment | Eudgst Allowance Information |

— Relocation Determination
Submission Status:  [JIMAE ~]  Asof: 0070070000 |  SubmitedVia: [~ By: CQUAN
[~ Customer Signature Obtained  Signature Dme:m Q
Determination Status: | >l Asof: [00/00/0000 e| By:
™ Notffication Sert Notfication Sent Date:  [00/00/0000 ¢
I ineligible, why? |
First Request for Relocation m Explanation: | Paying State: Iﬁ
under Trade Act 20027

— Comments / Justification

0K

Cancel

27.Set the Submission Status to Submitted. The Determination Status is
automatically set to Pending.
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F — — — —
ral Trade Relocation Allowance Details @

SEN: XXX-XX-4702 MOSES TAA ID: 63562

Wew Emplovrent l Eudget Allowance Information l

Relocation Determination

Submission Status: | Submitted v| v Asof: |04/21/2016 | » Submited Via: [In Person | By: CQUAN
H [ Customer Signature Obtained  Signature Date: Hmﬁ[H}f’[H}I}D Q
Determination Status: |Pending »| * Azof |04/21/2016 Q By:

T MNotification Sert Notffication Sent Date:  [00/00/0000 |

Fineligible, why? [ 3
First Request for Relocation [T Yes { Mo Explanation: | Paying State: h4
under Trade Act 20027

Comments / Justification

oK | Cancel ‘

@_ The other option available for the Submission Status is Work In Progress.
X

Once you select the Submitted status from the Submission Status drop down
list box and you save the record, the Allowance Determination tab becomes
disabled for all users except Trade Admin users. The tab is also disabled if
you select the Withdrawn status as the Submission Status.

28.The As of date field is pre-filled with today’s date. This field is required if
Submission Status is equal to Submitted.

29.The Submitted Via drop down list box is set to In Person when the Submission
status is set to Submitted. This field is required if Submission Status is equal to
Submitted. The options for the Submitted Via field are In Person, Phone, Malil,
Rapid Response.

\“’s:u;_ The By field is updated when you set the Submission status to Submitted or
\‘;;z * | Withdrawn.

30. Select the check box, Customer Signature Obtained, to indicate that the
customer signature is on file. Enter a date in the Signature Date field. These
fields are required.

31.Click the OK button to save the record and to close the window.
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|

2 These fields on the Allowance Determination tab are disabled for Trade Staff
= | users when the Submission status is set to Submitted.

4

{

< You have now submitted the relocation allowance for review. Your record now
* | appears in the TAA Admin module since the budget status and Determination
status are set to Pending.

4

TAA will make a determination regarding the relocation allowance record and
budget. You will receive an email notifying you of the determination decision
when the Determination status is updated.

rd Trade Application Details =N i=h =T
SSN: XXX XX 4702 . Job Seeker ID: 11368385 i :

Spplication Info | RTAS/ATAL Job Search / Relo } Training | Waiver | TRA | Hearings/HCTE 2015 Applicant

Job Search Allowance

Job Search Id Interview Date Employer Name Job Search Status Ad

Relocation Allowance
Relocation |d ~ Start Date Employer Name Relocation Status
| 587 |04/20/2016 [Five Guys | Pending

Edit

Delete

Fl L

Additional Job Search Information

Job Search must begin on: /00./0000 Job Search must be Completed by: Hﬁfnﬁﬂ-ﬂfﬂuﬂﬂ
Certffication of Non-Suitable Employment Statement
Put certification of Mon-Suitable Employment Statement here By: CQUAN
Date: 04/21/2016
Go To Job Seeker oK Cancel
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32.Click on the View Employment Verification form button. This converts the new
Employment information into a Microsoft™ Word document. The Job Seeker
should take this form to their new employer and have it signed by a Company
Contact person verifying employment. Maintain the original in the Job Seeker’s

folder / record.

Y Trade Relocation Allowance Details

It

New Employment | Budget | Allowance |nformation |

MOSES TAA TD: 63562

— Employer Information

Company Name Address Job Title Pay Pay Unit Start Date £dd |
[Five Guys [550 Wilshire Blvd Los Angeles. CA. 50036 [Cock [T51000] Howr 04/20/2016 —— |
Delete |
|
| Employer Cortact: Phone: Ext: Email: Wiew Employment
| |.[ ) - | | Werification Form
Expected Move Date: ﬁfﬂlﬂ;’ﬂﬂﬂlﬂ' ﬂ I- Employment Employment ﬁfDDEDDDD ﬂ Werfied By: Wiew Relocation
Verified: Verffication Date: Application
— Relocation Assistance Result / Comments
Worker ertitled to Relocation Assistance from Employer? | Yes  No
Travel: | $.00 Maoving: | £.00
Meals and Lodging: I <00 Lump Sum: I 500
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MUST BE KEPT ON FILE WITH SIGNATURES

it THECONMOMNEALTA OF HASSACHUSE TS Trade Adjustment Assistance Program (TAA)
G T BEOEOTTHLCT LAEORAND WORKTOACE DEVELGRWINT Relocation Allowances
S0 DIMETINRNT OF AR ST (IS Employment Verification Form
Client:

Please verify lines 1, 2 and 3, then bring this form to your NEW employer. Submit completed original to: Trade
Unit, DCS, 19 Staniford Shreet, PO Box 8370, Boston, MA. 02114,

Chient's Name:

1 Laymeoff, Frands

Mailing Address: (City/State/Zip code):

2 161 Shawmut St

FALL RIVER, MA 02720-5436

MOSES ID #: Petition #:
3 11368385 85373

Dear Employer:
This client is a participant in the Trade Adjustment Assistance Program. In order for him/her to receive
benefits, his/her new employment must be verified. Please complete the information below. Thank you.

Compary Mame: Five Guys

Address: S50 Wilshire Bhed

City, State, Zip: Los Angeles, CA 90036~

Telephone #: { )
Contact Person:

Please complete the following information for the Client named above:

Position:

Date of
Employment:
Starting Wage:

Workers in this job dassification: Are or Are NOT Entitled to receive relocation assistance from the
employer?

If benefits are available, please indicate the amount this worker will receive: %

I certify that the above information is accurate

Typed Hame and Title:

Contact Signature and Date:

If you have any questions, please feel free to contact the Trade Unit at (617) 626-6007.

* DG Trmade: Uinit 1= Floor, 19 Staniford Street, Bosion, MA 02114 - iy maes govkd e -
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33.Click on View Relocation Application button. This converts the Relocation
information into a Microsoft™ Word document. The Job Seeker should sign off
on this document to authenticate the relocation expenses and information. The
original should be kept in the Job Seekers file / record.

F | — B
Y Trade Relocation Allowance Details u

SSN: XXX-XX-4702 MOSES TAA ID: 63562

New Employment | Budget | Allowance |nformation |

— Employer Information

I Company Name Address Job Title Pay Pay Unit Start Date £dd |
[Five Guys [550 Wilshire Blvd Los Angeles. CA. 50036 [Cock [T51000] Howr 04/20/2016 —— |

Delete |

Employer Cortact: Phone: Ext: Email: Wiew Employment
| |.[ ) - | | Werification Form
Expected Move Date: ﬁfDDEDDDD ﬂ I- Employment Employment ﬁfDDEDDDD ﬂ Werfied By: Wiew Relocation
Verified: Verffication Date: Application
— Relocation Assistance Result / Comments
Worker ertitled to Relocation Assistance from Employer? | Yes  No
Travel: | §.00 Maving: | $.00

Meals and Lodging: I <00 Lump Sum: I 500

dL ok | | conca |
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MUST BE KEPT ON FILE WITH SIGNATURES

S THECONMOMNEALT OF MASSACHLSETTS Trade Adjustment Assistance Program (TAA)

| froiy ji
2 EEMEOFECH UM WRTOEDRECoutT Relocation Allowances
T DEPRETHEN OF ChBER SERVCES Application Request
CLIENT INFORMATIDN

Cliert's Name: Petition #: FOR DC5

Laymieoff, Francis 5379 USE ONLY
Address [#, street, state, zip) Career Center: Tile: Fiel:

4212016

161 Shawmut St Fall River Canser Canfer Diate of Application:

FALL RIVER, MA 02720-5435 /2172016
MOGES ID #: Paying Stte:

11368385

A, CLIENT APPLICATION FOR RELOCATION ALLOWANCES
1. Were you totally separsten from adverssly affecten employment? O ¥E&s [ WO
2 Are you currently emphoyed? O vy&s O wo
11 s, [ STROMEAE B WEREATRBIION) Do S BT Yol AT RO .. -
Masres B Ackdresis. o [Ermiphoyer: Dute employmrent expected b end:
3. & this your first request for relocation allowances under the Trade Ad? O vy&s O wo
IF o, egplain
4. Hewe you obtained sultabie employment or do you have 3 bora fide offer of emphoymhent? O v&s O wo
Name, Address & Telephone of Firm Offering Employment: Job Thie Start Date
Oty & State of Relotion Expected Date to Move

_ B. CLIENT REQUEST FOR TRAVEL ALLOWANCES
TRAVEL NLMEER TEAVEL DATES TEANMEL BY AUTO TEANVEL BY COMMERCIAL CARRIER

IDENTIFICATION | PERSIONS FROM ™ MILEAGE CDST $% TYPE & 0OF ACTUAL COST $5
PASSENGERS

OTHER FAMILY

MEMBERS
ABSENT
CHILDREN OR

FAMILY
MEMBERS

MAMES OF AGE RELATIONSHIP JUSTIFICATION (Other tamily membsns and lats departure)
TRAVELERS

PLEASE SEE REVERSE SIDE FOR TRANSPORATATION OF HOUSEHOLD GOODS, LUMP SUM PAYMENT INFORMATION, CLIENT
CERTIFICATION & DC5” DETERMINATION. < (Page Lof X)
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MUST BE KEPT ON FILE WITH SIGNATURES

C. CLIENT REQUEST FOR TRANSPORTATION OF HOUSEHDLD GDODS

COMMERCIAL CARRIER TRAILER HAULED BY AUTO COMMERCIAL CARRIER AND,OR TRUCK
RENTAL
Type of Service | ¥ of Mikes Ectimaten Type of Service | F of Mikes Falirate TYOE Of ¥ of Mies Eatirnated
Charges Charges | Senvice Charges |
Tralker Fental Tralker hauked
Moving by
¥ 5 o el 5
Larrier
Feeral Rate
Aeresiial 5 Truck
rexitzd s
Insurance $ ¥
TOTAL: % TOTAL: % TOTAL: %

Mame & Address of Commencial Camier and /or Rental Company:

D. CLIENT REQUEST FOR LUMP SUM PAYMENT

AVERAGE GROSS WEEELY WAGE: § (il by three): §

E. CLIENT CERTIFICATION

and complete to Hhe best of iy knawledge. T understand Hat perakies are praviden for willful misrepresentation made o obtain allowances o which T am
not entitied, T frther cortify that B Funds recetver will be Lsed for the intended purpooe and that T will provide proof of cuch expendiures as required.

Client’s Signature Date

I give this information o support my request for relocation allewanoes under the Trade Act, 35 amended. The information contained in this request B comect

F. DCS' TRADE UNIT DETERMINATION

1. ] You are NOT ELIGIBLE 0 receive Relocation Alowances the Trade AL, B3 amended, because:
a) Yo were ot botally or pastially separated from adversely afferted
1]

od

o within 425 days of the dabe of your last total ssparation from adversely affecten employment o within 182 days sfter B date you
completed training to which you were referred,
) [0 Youwere not tobally separated from employment when your relocation began.
d) O You can rezsonabiy be expeched by obtsin sultable employment in the anea in which you reside.
e} O You have not obteired sultsble employment or & bona fide offer of sultable employment in the area of intended relocation.
O

o witich you wene refermed.

A D Redocation Alowances AREAPPROVED for the following coste:

a [] TRAVEL EXPENSE at § . [] MOVING ALLOWANCES of §
enmputed at % of the total of: computer at % af:
L% Bt % per e L% the exst of commerial carder o

trailer hauler by commercial o rentsl trailer, or truck.

Far privately owred atomebiles

s eomputed by

Fir il

% per ke for s, fio traiier

or house trailer hauled by automobile.

b. [] LODGING & MEALS of §

employment.
You did not apply for relocation Bllowances within 425 days of Hie date you were caified a0 digibie bo apply for Tracde Adjistment Allnvia o

Your recation did ot cecur within 182 days Trom the date your applicabion was fled or within 182 days afer the date you eompbded trairing

computed at % of the lesser of: d. [ LWMP SUM of 5 computed at
s of actual expenes or s (mverng
ot bo exceed §
20 SO%, of Federad daly TOTAL AMOUNT PAID: §
Iving expenses.
Darte of Payment:
Signature of DCS' Trade Representative: Titde: Date:
G. Appeal Rights

If vou disagree with this determination, vou have the right to reconsideration and appeal. Please see the DCS' Trade
Program Hearing Request Form if you choose to do so.

[Page 2 of 2)
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34.MOSES displays the Job Search tab. The record you added appears in the

Relocation Allowance group box.

m Trade Application Details

(=& ]=]

SEN: 3303004702 Job Seeker ID: 11368383 Claimant ID:

Application Info | RT&A/ATaA Job Search / Relo | Training | Waiver | TR& | Hearings/HCTC 2015 Applicant

—Job Search Alowance

Job Search Id Interview Date Employer Name Job Search Status Ad
Edit

Delete

— Relocation Allowance

Relocation Id  Start Date Employer Name Relocation Status Ad

ﬂ 04/20/2016 I Five Guys I I

Ed

Delete

_ e |
_ e |
_ ke |
_ e |
_ e |
_ Dok |

— Additional Job Search Information

Job Search must begin on: EHDDIDDDD Job Search must be Completed by: ﬁiifDDfDDDD
Certification of Non-Suitable Employment Statement
on suitable employment will be §10.00 per hour By: CQUAN
Date: 04/20/2016
Go To Job Seeker | oK Cancel

35.Click the OK button to close the Trade Application Details window.
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Chapter 4: Create a Job Seeker Trade Record

View a Hearing Record

Overview

Every determination decision can be appealed. As a result, each job seeker trade
record has an associated Hearings window to track appeals, hearing dates, and related
information. Hearings can only be accessed from the job seeker trade record via the
TAA Participant module.

Security

Trade Admin, Trade Staff, and Trade View Only users can view this screen.

Key Process Changes

Hearings will be tracked via MOSES.

After completing this lesson, you should be able to:
e View a Hearing record

The Hearing record

1. Go to the Job Seeker Search Screen. Search for a job seeker record and click
the Search button.

2. MOSES displays results based on the search criteria entered.
3. Select arecord in the search results.
4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you
selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info
tab selected.
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8. Click the Hearings tab.

Y Trade Application Details

Job Seeker ID: 11368383

SEN: X0 XX-4702

Application Infe | RTA&/ATAA | Job Search / el | Training | waiver | TRA

— Hearing Information
Docket Date Sent to Hearing Board Of
Hearing Type Number Hearing Date Hearing Decision Review
HCTC Information HCTC Information

Claimant TD:
2015 Applicant

Add

Edit

il

Delete

Months DCS determined individual HCTC
eligible and submitted list for review:

Go To Job Seeker DK Cancel

9. Click the edit button to view a hearing record.
10.MOSES displays the Hearings Details window.

SEN: XEH-XX-4702

[ aymeoff, Francis

MOSES TAAID: 63562

—Hearing Detailz

Hearing Type: | | Docket No:

Appeal Received Date: m Q

Date Sent to Hearing: m Q

Hearing Date: [p0/00/0000 2] Hearng Tme:  [00:00AM  —

| Related Program: I rade

Hearing Location: | ] Other: |
Board Of Review: I-

Hearing Decision: | ]

Comments:

Ok Cancel
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11.View the Hearing Type. The options are: TAA Eligibility, ATAA/RTAA, HCTC,
TRA Cash Benefits, Job Search Allowances, Relocation Allowances, Travel
Allowances, Subsistence Allowances, Training, or Waiver from Training.

12.This is the information for all fields if applicable.

Fields:
Field Name Required | Comments
Docket No. e Docket number

Related Program

This is a static field that displays the
program type associated with the hearing

Date Appeal e Date appeal received at DCS

Received

Date Sent to e Date sent to regional Hearings office (for
Hearing scheduling).

Hearing Date

Hearing date

Hearing Time

Hearing time

Hearing Location

The options available are: Boston, Dudley,
Greenfield, Hyannis, Lawrence, Leominster,
Lowell, Milford, Pittsfield, Salem, Taunton,
Springfield, Worcester, Via Telephone, or
Other

Other

This text box is shown when the Other
option for Hearing Location is selected

Hearing Decision

The options available are: Affirmed,
Overturned, Pending, Withdrew, or Other

Board of Review

If applicable, select the check box

Hearing
Comments

If applicable, view text

13.Click the OK button to close the record and to close the window.
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f Trade Application Details o | ===

SEN: 33004702 Job Seeker ID: 11368385 Clatmant ID:

#pplication Info | RTAA/ATAS | Job Search / Relo | Training | Waiver | TRA Hearings/HCTC 2015 Applicant

r— Hearing Information

Add

Dochet Date Sent to Hearing Board Of
Hearing Type Mumber Hearing Date Hearing Decision Review Edit

45Day EC Der] | 59959959| [04/20/2016 | |04/29/2016 |

Delete

il

HCTC Information HCTC Information

Marths DCS determined individual HCTC
eligible and submitted list for review:

Go To Job Seeker | QK | Cancel |

14. MOSES displays the Hearings tab. The record you just viewed appears in the
group box.

15. Click the OK button on the Hearings Information window to close the window.
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Chapter 4: Create a Job Seeker Trade Record

View Data for Health Coverage Tax Credit (HCTC)

Overview

The Hearings / HCTC tab captures information related to the Health Coverage Tax
Credit (HCTC) program when enacted.

On a nightly basis, MOSES will produce a file of all eligible TAA participants for HCTC.
This list of eligible participants is sent to DUA-UI Online (UIO) and run for a match with
a Ul or TRA payment. Matches are then sent to the IRS. The file is also returned to
MOSES and the customers name is displayed on the Hearings / HCTC tab of the Trade
Application Details window.

Names are resent to UIO each night for a match for the month.

WHAT IS IT?
o A tax credit covering 72.5% of an eligible participant’'s monthly qualifying health
insurance premium
o The HCTC is claimed at the end of the year as part of a customer’s filing his/her
taxes
o For more information, go to www.irs.gov/HCTC
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Security

Trade Admin, Trade Staff, and Trade View Only users can access this screen.

After completing this lesson, you should be able to:
e View HCTC Information

View HCTC Information

1. Go to the Job Seeker Search Screen. Search for a job seeker record and click

the Search button.
2. MOSES displays results based on the search criteria entered.
3. Select arecord in the search results.

4. Click the Trade button.

5. MOSES displays the Job Seeker Trade Records window for the job seeker you

selected.

6. Click the Edit button to open the job seeker trade record.

7. MOSES displays the Trade Application Details window with the Application Info

tab selected.

8. Click the Hearings/HCTC tab.

m Trade Application Details

SEN: XXX-XX-4702 Job Seeker ID: 11368385

HCTC Information HCTC Information

Application Info | RTA4/ATAS | Job Search / Relo | Training | waiver | TRA Hearings/HETC 2015 Applicant

Hearing Information
Add
Docket Date Sert to Hearing Board Of
Hearing Type MNumber Hearing Date Hearing Decision Review

[= =] =]

Months DCS detemmined individual HCTC
eligible and submitted list for review:

Go To Job Secker

oK

Cancel
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9. Review the information in the HCTC Information group box. This group box will
display each month and year that the determined individual was chosen for
HCTC eligibility (see box below) . This individual was on the list that DCS
submitted for review.

HCTC Information HCTC Information

Months DCS determined individual HCTC
eligible and submitted list for review:

\\iQ In order for an applicant to be eligible for HCTC, the worker must be receiving
N== " TRA or would be but has not yet exhausted Ul (as of the first day of the month
or any day within that month. To be eligible for TRA cash benefits you must
be approved for Trade approved training (per the 8/16 or 26 week deadlines
reviewed earlier in this document or have a Waiver approved by those same
deadlines. RTAA / ATAA participants receiving RTAA / ATAA subsidy
payments are also eligible for each month they collect. An interface exists
between MOSES and the Ul System to determine eligible candidates. If a
candidate is potentially eligible, the eligible month will be displayed on the
Hearings / HCTC tab for the job seeker trade record.
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Chapter 5: Email Notifications

TAA Eligibility Application (1666) Determination Status Email
Notification

Overview

This nightly email batch program will notify the Trade application submitter whenever
the TAA Eligibility Application (aka MA Form 1666) Determination status is set to
Approved or Denied for the job seeker’s trade application.

The Department of Unemployment Assistance Trade Readjustment Allowance unit
makes the determination on TAA eligibility after reviewing documentation from the
employer and applicant. Once a determination is made, the status of the 1666
application will be set to Approved or Denied and the submitter will be notified.

Review text for the email

1. The submitter of the 1666 application will receive an email notification concerning
the determination decision the day after the determination was saved in MOSES.

2. Email text:

From: TAARRNEG@DETMA.ORG [mailto: TAARRNEG@DETMA.ORG]
Sent: Wednesday, July 5, 2010 6:35 PM
To: you

Subject: TAA Pending 1666s

The list below includes all the TAA 1666s that are created with the status of Pending.

If you would like to review these records, log in to MOSES and then go to TAA
Participant Search screen and search on Fed Petition No.

Fed Petition No: 97865

Local Office: Futureworks Career Center
Certified Date: 06/16/2003

Expiration Date: 06/16/2005

Separation Date: 11/01/2002

Separation Reason: Lack of Work

Separation Type: Full

First Name: Aaron D.
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Last Name: Tires

Address: 86 Flat Street
City: Springfield
State: MA

Zip Code: 01109

Phone: 413-456-4582
Employer Name: MeadWestvaco
Employment Start Date: 06/01/1998
Occupation Title: Bindery Workers
Submission Date: 05/05/2010

Fed Petition No: 83417

Local Office: Career Works
Certified Date: 11/19/2009
Expiration Date: 11/19/2011
Separation Date: 04/05/2010
Separation Reason: Lack of Work
Separation Type: Full

First Name: BUD

Last Name: LIGHT

Address: 365 CAN CIRCLE
City: HANSON BROTHERS
State: MA

Zip Code: 02341-1912
Phone: 781-293-6152

Employer Name:

Employment Start Date:

Occupation Title:
Submission Date:

Gillette Corporation
01/08/1996

Office Clerks, General
05/04/2010
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Chapter 5: Email Notifications

RTAA / ATAA Determination Status Email Notification

Overview

This nightly email batch program will notify the application submitter whenever the
RTAA / ATAA Determination status is set to Approved or Denied for the job seeker’s

RTAA / ATAA application.

TAA staff will review the weekly certification submissions. Once a determination is
made, the certification will be set to Approved or Denied and the submitter will be

notified.

Review text for the email

1. The submitter of the RTAA / ATAA application will receive an email notification
concerning the determination decision the day after the determination was saved

in MOSES.

2. Email text:

From: TAARRNEG@DETMA.ORG [mailto: TAARRNEG@DETMA.ORG]
Sent: Monday, June 28, 2010 6:39 PM
Subject: RTAA/ATAA Determination Status Change: Approved/Denied/Withdrawn

The following Trade Application RTAA/ATAA Determination status has been changed.
Please log in to MOSES to find more details about this application.

Application 1D 21234

Job Seeker ID 2987563211
First Name : BUD

Last Name : LIGHT
Determination Status EApproved
Eligibility Period : 08/03/2011

Max R/ATAA allowance amount25636.80
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Chapter 5: Email Notifications

Job Search Allowance Determination Status Email Notification

Overview

This nightly email batch program will notify the application submitter whenever the job
search allowance Determination status is set to Approved or Denied for the job seeker’'s
job search allowance application.

TAA staff will review the Job Search Allowance request submissions. Once a
determination is made, the allowance will be set to Approved or Denied and the
submitter will be notified.
Review text for the email
1. The submitter of the job search allowance will receive an email notification
concerning the determination decision the day after the determination was saved

in MOSES.

2. Email text:

To: jsmith@detma.org

From: MOSES - Trade Program

RE: Job Search Allowance Determination Status Change:
Approved/Denied

The following Trade Application Job Search Allowance
Determination status has been changed. Please log in to
MOSES to find more details about this application.

Application Id : 10000003
Applicant ID : 13456781
First Name : Michael
Last Name : Jones
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Chapter 5: Email Notifications

Relocation Allowance Determination Status Email Notification

Overview

This nightly email batch program will notify the application submitter whenever the
relocation allowance Determination status is set to Approved or Denied for the job
seeker’s relocation allowance application.

TAA staff will review the Relocation Allowance request submissions. Once a
determination is made, the allowance will be set to Approved or Denied and the
submitter will be notified.
Review text for the email
1. The submitter of the relocation allowance will receive an email notification
concerning the determination decision the day after the determination was saved
in MOSES.

2. Email text:

To: jsmith@detma.org

From: MOSES - Trade Program

RE: Relocation Allowance Determination Status Change:
Approved/Denied

The following Trade Application Relocation Allowance
Determination status has been changed. Please log in to
MOSES to find more details about this application.

Application Id : 10000004
Applicant ID : 13456782
First Name : Michelle
Last Name : Jones
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Chapter 5: Email Notifications

Course Determination Status Email Notification

Overview

This nightly email batch program will notify the application submitter whenever the
course Determination status is set to Approved or Denied for the job seeker’s training

application.

TAA staff will review the training package submissions. Once a determination is made,
the training package will be set to Approved or Denied and the submitter will be notified.

Review text for the email

1. The submitter of the training record will receive an email notification concerning
the determination decision the day after the determination was saved in MOSES.

2. Email text:

From: TAARRNEG@DETMA.ORG [mailto: TAARRNEG@DETMA.ORG]

Sent: None
To: you (DWD)
Cc:

Subject: TAA Course Determination Status Change: Approved/Denied

The following Trade Application Course Determination status has been changed. Please
log in to MOSES to find more details about this application.

Application 1D
Job Seeker 1D
First Name
Last Name
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Chapter 5: Email Notifications

Training Waiver Determination Status Email Notification

Overview

This nightly email batch program will notify the application submitter whenever the
training waiver Determination status is set to Approved or Denied for a job seeker trade

record.

TAA staff will review the waiver application submissions. Once a determination is
made, the waiver will be Approved or Denied and the submitter will be notified

Review text for the email

1. The submitter of the training waiver will receive an email notification concerning
the determination decision the day after the determination was saved in MOSES.

2. Email text:

From: TAARRNEG@DETMA.ORG [mailto: TAARRNEG@DETMA.ORG]
Sent: Wednesday, October 05, 2010 6:35 PM

To: Goguen, Beth (DWD)

Cc:

Subject: TAA Training Waiver Determination Status Change: Approved/Denied

The following Trade Application Training Waiver Determination status has changed.

Please log in to MOSES to find more details about this application.

Application ID
Job Seeker 1D
First Name
Last Name
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Chapter 5: Email Notifications

TRA Determination Status Email

NOTICE:
The launch of Ul Online has set all TRA notifications to come from the Ul Online
system. MOSES no longer sends out notifications regarding TRA.
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Chapter 5: Email Notifications

Petition Status Email Notification

Overview

The Petition Status Email Notification notifies Trade Staff users (Career Center
Managers) about Petition activities. A daily email notification is sent to Career Center
Managers of newly submitted petitions, newly certified petitions, denied petitions, and
petitions that have been withdrawn.

Review text for the email

1. Career Center Managers (Trade Staff Users) will receive a weekly email
notification detailing petition activities.

2. Email text:

To: jsmith@detma.org
From: MOSES - Trade Program
RE: TAA Petitions Summary

The list below includes a summary of all the petition
activities for the previous week. If you would like to
review these records, log in to MOSES and then go to Trade
Petition search screen and search on Petition ID.

Newly submitted or filed petitions:

1000000 — Fleet
1000001 - Kmart

Newly certified petitions:
1000002 - American

Newly denied petitions:
1000003 - Mercantile USA
Newly withdrawn petitions:

1000004 - Goodyear
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Chapter 6: Trade Reports

Trade Reports

Overview

Seven trade reports were created to summarize petition, job search allowance,
relocation allowance, and training data. These trade reports are accessed from the
Reports module in MOSES and are generated in Crystal.

Security

Users who have the Trade Admin and Trade Staff permissions can generate trade
reports.

After completing this lesson, you should be able to:

e Generate a trade report

e Review the Client Training Report

Review the Detailed Petition Report
Review the Job Search Allowance Report
Review the Quarterly Filed Petition Report
Review the Relocation Allowance Report
Review the Target Group Analysis Report
Review the Trade Entered Employment Report
Review the Waiver Report
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Generate a trade report

1. Click Reports from the MOSES top menu. Select TAARRNEG. The MOSES

Reports selection window is displayed.

ral Reports @
To zelect a repart categary, click on the appropriate tab page.
] } | Event| | Tite 1] | Civer | OSCCAR  TAARRNEG |
To zelect a report, Report Names Report Dates
highlight the desired Client Training Report -
report name and date. || Detailed Petition Report 51442016
Job Search Allowance Report BA7A2016
Quarterly Filed Petition R eport 43042016
Relocation Allowance Report 42326
Target Group Analvsiz Repart 4162018
Trade Entered Employment R eport 49,2016
W' aiver Repart 422016
I26/2ME
Criteria Cloze

2. Select a trade report you wish to generate from the Report Names group box.

3. Choose a date criteria if applicable
4. Click the Criteria... button if applicable.
5. Select filter criteria and click the Preview button.

6. MOSES displays the Trade report.
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Review the Client Training Report

1. Go to the Reports module and select the Client Training Report, then click
“Criteria”. The Client Training Report displays the client’s related training
information.

2. The report can be filtered by the Client MOSES applicant ID, Completion Status,

LWIB, Petition #, Provider Name. The report is grouped by the Provider Name.

ral Massachusetts One Stop Employment System — 5

Pleaze gelect any dezired filker crikenia, dnn criteria left blank will retrieve all values for that field,

Record Filker Colurnn
Client MOSES applicantD

Completion Status

L« L]

L'w1B
Petition $#
Frovider Marme
1
Freview. .. | Carcel
b
3. MOSES displays the report after all criteria is selected:
n Massachusetts One-Stop Trade Client Training Report
(84 Employment System
Fed Total Completion Training Training
Petition # Client Name MOSES Provider Name Program Name Cost Status Start Date End Date Carrer Center LWWIB
39871 Wikanda Dia 10408608 Community AS in Nursing 38,249 Pending 916/02 ‘Workforce Central Central Mass
College of Rhode Southbridge
Island
27118 David Dziewietin 101832238 Michols College  Business 38,837 Pending 1/16/01 Wordforce Central Mass
Administration Central/Worcester
51857 Darlene Labaire 12528025 Quality & Master Expert 315,000 Pending 2/29/16 ‘Waorkforce Central Central Mass
Productivity Certification Southbridge
Soluticns, Inc. Customized {Lean
Six Sigma, PMP or
Supply chain, IS0}
51082 Krystyna Leoniak 10521248 QUINSIGAMOND English Second Pending 8/18/03 Workforoe Central Mass
COMMUNITY Language Central/Worcester
COLLEGE
T4488C Thomas Mcclellan 12411617 MH Boston LLC MCSE SQL Server 315000 Pending 211186 ‘Waorkforce Central Central Mass
Business Southbridge
Intelligence
85686 Emily Miller 12444372 QUINSIGAMOND Manufacturing 523,138 Pending WEBME Workforoe Central Mass
COMMUNITY Technology Central/Milford
COLLEGE Associates Degres
Total Enrollments: E
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Review the Detailed Trade Petition Report

1. Go to the Reports module and select the Detailed Petition Report, then click
“Criteria”. The Detailed Trade Petition Report identifies, tracks, and displays
trade petitions.

2. The report can be filtered by, Certified Date, File Date, Federal Status, City, or
LWIB.

ral Massachusetts One Stop Employment System S

Pleaze select any desired filker crikenia, dnn criteria left blank will retrieve all values for that field,

Record Filter Colurnn

Certified D ate Start D ate m End Date m
File D1ate Start D ate m End Date m
Federal Status |
City |
L'w/1B | I

Freview. .. | Canicel

3. MOSES displays the report after all criteria is selected:

Massachusetts One-Stop Detailad Trade Petition Report
[ Employment Systam

Fad Explration Fadaral L}
Fatilon & Company Name Al Cats CartDats mpact Cats Ca ts Status Employss  Locaton LWIE
TITE3E Acushne |G omp any Ball P s o] 122010 T2l (fche g B CoerMled (3] DarmcuhMa Greakr Hew Bediord
Flanl 11
TITERA AUghne |G omp any Bal 12/3z00e (B Bchi xf 1) TiZ1/200s izraaon Coertied iz NeEw Greakr Hew Bediord
Flanl 1N Bediord A
e 14 Albang Ink malkenal E00E 11Za/2010 W0 zmaniz Coer Hed =] Mars i ld s Brizkd
Corporalon
TOOSSF Cadence Deslgn Syrlems S0 2S00 SE00e Wzsianiz Coered Clhelnstord M Greakr Lowell
TOOSE0 Cadence Deslgn S5 lems S0 2S00 SED00E sz Coertied Chelmstord M5 Greakr Lowell
TOOEED Coalence Deslgn Syslems 1oz 1252010 g nzsmz Coeriied Cremmitn A Greakr Losell
THiET ClhooZyslems 1z oo g 201z Coeriied T Boxborcugh J1A  Me roZouhiie sl
TZET 3 Cllize g Bank (R e l.c] (=4 Fe.n g 1] LRI L) 2z Coerlied Me dord A Borlkn
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Review the Job Search Allowance Report

1. Go to the Reports module and select The Job Search Allowance Report, then
click “Preview”. The Job Search Allowance Report displays job search allowance
records and associated costs.

n Massachusetts One-Stop
'U Employment System

Job Search Allowance Report

Trade Career Center Staff Training Manual

Fed Amount Amount Amount

Petition # Client Name Moses ID LWIB Career Center Cost Type Approved Paid Remaining

51657 Ricardo Test Tester 09 10792417 Boston Hurley/MOSES Unit Meals 8500.00 3500.00 30.00

Travel Expenses £400.00 £400.00 $0.00

Lodging S700.00 3700.00 30.00

51,600.00 51,600.00 50.00

55479 MARK FOURNIER 10803938 Morth Central Morth Central Career Travel Expenses £0.00 50.00 $0.00

Mass Centers/Lecminster

50.00 50.00 50.00

51657TA Tau Chen 10839238 Metro South Employment & Training Travel Expenses 3737.24 57aT.24 30.00
West Resources - Framingham

Meals 54320 34220 30.00

Lodging $59.80 $99.90 $0.00

Travel Expenses 347.70 347.70 30.00

Travel Expenses 571.13 371.13 30.00

§8959.17 §999.17 §0.00

72544 Randen Davis 11288724 Morth Central Morth Central Career Lodging %110.28 2110.28 50.00

Mass Centers/Lecminster

Travel Expenses 394.40 32440 30.00

Travel Expenses 5309.60 52687.91 4160

Meals S56.00 a7z 33028

Travel Expenses 365.28 385.28 30.00

5635.54 §554 57 58097

T0153B MIKAEL VIENNEAL 11835983  North Shore Morth Shore Career Center of  Travel Expenses £0.00 50.00 $0.00

Salem

50.00 50.00 50.00

TH285 RICHARD ZACH 11853197 Metro South Employment & Training Travel Expenses 51.248.92 $1,248.93 30.00
West Resources - Framingham

5124693 51,246.93 50.00

85B5BA Gladys Wiszel 11818834  Metro North Career Source, Cambridge Other §83.02 0.00 $83.03

Lodging 384.15 384.15 3000

Meals 53452 30.00 334.82

Travel Expenses §514.05 551405 $0.00

5716.05 5508.20 §117.85

Printed 5/27/2016 Massachusetts Division of Career Services Fage 1 of
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Review the Quarterly Filed Petition Report
1. Go to the Reports module and select the Quarterly Filed Petition Report, then
click “Preview”. The Quarterly Filed Petition Report shows the filed petitions and
total cost given for assistance with mailings.

2. The report is sorted by company name.

n Massachuset;s One-Stop Quarterly Filed Petition Report
‘o Employment System Quarter: FY 2016 October - December

Fed Petition # Company Name File Date
91202 COVIDIEN 121712015

91034 COVIDIEN 10/712015

91084 EMD Willipore 10/29/2015
91136 FiberMark Inc./iMeenah Paper Co. 111312015
91064 General Cable 1012002015
91259 Seagate US LLC 1212212015
Total Petition : 6

Total Amount: $4,500

Trade Career Center Staff Training Manual 174




Course: Trade

Review the Relocation Allowance Report

1. Go to the Reports module and select the Relocation Allowance Report, then click
“Preview”. The Relocation Allowance Report displays relocation allowance

records and associated costs. The report is sorted by MOSES ID.

n Massachusetts One-Stop
'u Employment System

Relocation Allowance Report

Fed Amount Amount Amount
Petition # Client Name Moses ID  LWIB Career Center Line tem Approved Paid Remaining
42308 RICHARD TOUCHETTE 10220982  Hampden CareerPoint Career Center Transportation of 54,320.00 54,320.00 30.00
Househeld Goods
Lump Sum S200.00 800.00 50.00
Total §5,120.00 §5,120.00 §0.00
50204 Mark Smith 10437248  Greater Lowell Career Center of Lowell Transportation of 511,707.60 511,707.60 30.00
Household Goods
Total §11,707.60 511,707.60 50.00
51857 Shane Wadhawan 10457780  Lower ValleyWeorks - Career CenterTrbbighaihillance 5157.50 3157.50 50.00
IMemimad
Valley
Meals and Lodging 212407 312407 20.00
Lump Sum $1,250.00 $1,250.00 50.00
Total §1,541.57 §1,541.57 §0.00
55480 Gary Lonczak 10725223  Hampden CareerFoint Career Center Travel Allowance 5349.11 5349.11 30.00
Meals and Lodging 5234.53 5234.53 20.00
Travel Allowance S5685.47 5805.47 20.00
Lump Sum $1,250.00 $1,250.00 50.00
Transportation of 38,988.12 56,988.12 20.00
Household Goods
Total §0,517.23 §8,517.23 §0.00
55158 Donald Jette 10738851 Lower ValleyWorks - Career Centerinfrii Sl | 51,250.00 $1,250.00 30.00
Memrimadk
Valley
Total 51,250.00 51,250.00 50.00
Printed 3/27/2016 Massachusetts Division of Career Services Page 1of &
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Review the Target Group Analysis Report

1. Go to the Reports module and select Target Group Analysis Report, then click
“Criteria”. The report displays layoff characteristics and percentage totals.

2. You can leave the criteria blank and click “Preview”.

ral Massachusetts One Stop Employment System

Record Filker Colurnn

Pleaze gelect any dezired filker crikenia, dnn criteria left blank will retrieve all values for that field,

Layoff 1D

Separate walues with zemi-colons.

Freview. .. |

Carcel

3. The report is sorted by characteristic.

n Massachusetts One-Stop
< Employment System

Target Group Analysis
Employer(s):

Characteristics

Age:

18 - 24 Years:

25 - 44 Years:

45 + Years:
Gender:

Male:

Female:
Education:

Mo Data Available:
Mot a High School Graduate:
High School Only:
1 Year Certificate:
2 Year AA Degree:
4 Year Degree:
Graduate:

Trade Career Center Staff Training Manual

AMES DEPT STORE, SMITH & WESSON, INTEL MASSACHUSETTS, INC_, SWANK INC_, SAMUEL BENT BROTHERS,
INC., CHARLES RIVER LABORATORIES, H C STARCK INC., APW WRIGHT LINE, CELESTICA CORPORATION,

Per Cent of Total

4.1%
38.1%
57.4%

51.2%
48.8%

4.2%
14.4%
43.2%
11.5%

9.9%
12.7%

4.1%
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Review the Trade Entered Employment Report

1. Go to the Reports module and select the Trade Entered Employment Report,

then click “Criteria”. The Trade Entered Employment Report will show

employment information for Trade customers. It displays training relation,
employer name, occupation, salary difference, and etc.

2. The report can be filtered by Dates, Client MOSES ID, LWIB, Training Related,
Employer Name, or Petition Number.

m Massachuszetts One Stop Employment System

[

Start D ate

Client MOSES 1D
L'w/1B

Training Related
Employer Mame
Fetition #

Fiecord Filter Colurnn

Pleaze select any desired filker criteria. Ao criteria left blank will retrieve all values for that field.

Start Date 00/00/00 | EndDate |00/00/00 ]

Fresview... | Cancel
3. When the information is selected, MOSES will display the report.
Massachusetts One-Stop Trade Entered Employment Report
& Employment System
Fed Training Employment Former New Annual Y
Petition Client Name MOSESID Related Employer Name Occupation Start Date Annual Salary Change LWIB
Satary
33547 Kes Cheth 102889125  Yes Maticnal Enginesring Electre-Mechanical  2/23/2018 528,120 535,380 121%  Greater Lowell
Service Corporation Technicians
Sub Total:
24328 Cheryl Almeida 10744187 Yes CHARLTON Medical Applisnce 4/18/2018 331,200 528 288 91%  Bristol
MEMORIAL Technicians
HOSPITAL
Sub Total:
35109 Elizabeth Dyer 10087488  Yes HireGenics IMedical and Clinical 4/25/2018 334,070 S38.480 113%  Central Mass
Laboratory
Technicians
Sub Total:
37810 Helen Costa 10200887 Yes Joseph Abboud Quaslity Control 22208 320,072 320,800 104%  Greater New
Manufacturing Corp Analysts Bedford
Sub Total:
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Review the Waiver Report

1. Go to the Reports module and select the Waiver Report, then click “Criteria”.
The Waiver Report displays waiver data such as waiver status, start date, end
date, and waiver reason.

2. The report can be filtered by Waiver Start Date, End Date, LWIB, Waiver Status,

or Petition Number.

ral Massachusetts One Stop Employment System

=

Record Filker Colurnn
Waiver End Date

Lt1B
Waiver Status
Petition #

Start Date |00/00/00 | EndDate |00/00/00 |

Pleaze gelect any dezired filker crikenia, dnn criteria left blank will retrieve all values for that field,

=l

o

Freview. .. | Carcel
3. When the information is selected, MOSES will display the report.
n Massachusetts One-Stop Waiver Report
l" y Employment System
Fed Status Viaiver Vilaiver
Petition# Client Name Applicant I Waiver Status Effective Start Date  End Date Waiver Reason LWIB
SEEE4 Edward Burgess 117372688 Approved 8i20/2015 8/20/2015 8/%2015 Extenuating circumstances Metro North
Robert Cassidy 12430890  Withdrawn 8/14/2015 8/18/2015 9/16/2015 Approved training starts beyond 30 Metro Morth
days
Approved TMTI2015 TM8/2015 BMTI2015 Approved training starts beyond 30 Metro North
days
Approved 8122015 GM19/2015 TI1E8/2015 Approved training starts beyond 30 Metro North
days
William Dresser 12443504  Withdrawn 8/14/2015 8/18/2015 9/16/2015 Approved training starts beyond 30 Metro Morth
days
Revoked 71168/2015 7M18/2015 8M17/2015 Approved training starts beyond 30 Metro North
days
Approved eMw2015 192015 TM8/2015 Approved training starts beyond 20 Metro North
days
Jo=zeph Ferretti 12437884  Approved 22015 2015 9/17/2015 Approved training starts beyond 20 Metro Morth
days
Approved 7172015 7/20/2015 8/18/2015 Approved training starts beyond 30 Metro North
days
Approved 812015 2012015 FH2015 Approved training starts beyond 30 Metro North
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Generate a Trade Report

1. Go to http://www.mass.gov/massworkforce/ and Click Crystals Report Project.

State Offices & Courts | State A-Z Topics | State Forms Skip to main content | AA | English v m

Connecting One-Stop Career Centers and workforce partners

Massachusetts Workforce /Q Search... in Workforce Dev. Sys.[v] @
Development System

Finance Issuances State Plan Programs Training CCPR Resources

(CA MASSACHUSETTS
ONE-STOP
CAREER CENTERS

—
Aproud partner of the amer |(an]ob<cnlcr’ network

DCS Training Schedule

S e g s s

/ \\\\z 3

4 S6 7 8 10

M 12 gy 9o 0

WIOA Policy Issuances

WIOA Information Issuances
2015 Policy Issuances

2015 Information Issuances
2014 Information Issuances
2014 Policy Issuances
MOSES 101

Crystal Reports Project

Visit Massachusetts Dept. of Career Services 1819 20 21 22 23 2
25 26 27 28 29 30 3

Citrix Project

Career Readiness Initiative 6 2

3 u Learn More »

WIOA Subcommittees and
Workgroups Massachusetts Workforce Development System
This site is designed for administrators and staff of the One-Stop Career Centers
and partner organizations within the Massachusetts workforce development
system
B
Nrrc To use these reports you must have Crystal Reports.
z )
\ ,_—;5‘/‘:
e To run the reports:

f{//ﬂ/./-
!

e Select Crystal Reports Project
e Select Rapid Response/NEG/Trade
e You will now see a list of reports that can be printed
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Chapter 7: Icons

Trade Icons

Overview

Two Trade (TAA) icons now exist to identify a job seeker or employer’s association to
the Trade program.

After completing this lesson, you should be able to:

e |dentify a TAA icon for a job seeker
e |dentify a TAA icon for an employer

Identify a TAA icon for a job seeker

e ADblue TAA icon is displayed for a job seeker on the Job Seeker Search screen
when the job seeker is designated as TAA approved.

e Agray TAA icon is displayed for a job seeker on the Job Seeker Search screen
when the job seeker is designated as pending TAA determination.

e |If you mouse over the blue TAA icon, in the status bar it says TAA Approved

e If you mouse over the gray TAA icon, in the status bar it says TAA Pending

m Massachusetts One Stop Employment Systern - Production  Staff ID: CQUAN  Career Center: Hurley/MOSES Unit Standard l AR X
., — — -
File Jlob Seeker Employer Training Events Program Reports Feedback Administration GoTe Window Help

Ca“v"E HooEQ x WO
m Job Seeker Search EI@
Type of Search
Search By To enter a new Job Seeker click the Add button. Search for an existing.Job
& Job Seeker ID Seeker by selecling a search method, entering the search criteria, and then
b aeeker clicking the Search button.
I " Last Hame S
" Social Security Mumnber E2rchlEiens; | Search
i
et D Advanced Search...

Search Results

SENH First Mame Last Mame Date of Bith  Job Seeker ID Address Claimant ID

Al LaYMEOFF

Row 1 of 1
Eligibility Eligibility Criteria Trade | Edit | Add | | Cloze

taa_approved
= —
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e Ablue TAA icon is displayed for a job seeker on the Job Seeker Membership
screen when the job seeker is designated as TAA approved.

e A gray TAAicon is displayed for a job seeker on the Job Seeker Membership
screen when the job seeker is designated as potentially TAA eligible.

e The following message is displayed in the status bar you mouse over the blue
TAA icon: This record is TAA approved.

e The following message is displayed in the status bar if you mouse over the gray
TAA icon: This record is potential TAA eligible.

General Information

m Job Seeker Membership (LAYMEQFF, Frank(THIS IS A TEST))
LAYMEOFF, Frank(THIS IS A TES ssN: 000830011 ID: 11565706

Basic IFuII] Educatinn] wiork, E:-tperience] Events] .f-‘n.lerts]

* First Mame:  Frank[THIS 15 & TEST)

Middle Iritial: [

¥ Last Mame:  |L&YMEOFF
¥ Date of Bith: |01/01,/1950 |
Releasze Information?: | " Yes O Mo

b Gender | {* Male ¢ Female
b Miltary: |7 Yes ¢ No
»Other Eligible | T Yes ¢ Mo

Toa

l Sewices] Specia Survey
Residence Address ]
Address
b Addiess: |99 Pink Slip Lane
|
b Country: | United States of America |

¥ Ethnicity Hizpanic or Lating © Yes: ™ No

» Race [ wihite
[ Asian
[w Other
Programs

Program Mame

[ Black or Afric:an Armetican

[ American Indian or Alazkan Mative

[ Hawaiian Mative ar Other Pacific lslander
[ Information Mot Available

Last Reportable Service Date: 0771872009

Apply Program Status

the lazt 12 mokths?

¥ warked in agriculture or food processing in

Job Match
|Program Eligibility [+ |Info. Incomplete E3| =
[Caze Management | [~ ] E

" Yez & No Career Center

P Zip: nz2110- ¥ City: |Eoston
b State:  |Maszachusetts |
[ Enterprize [ Empowerment [ Renewal

[ Address Mot Available

[ Mailing Address different

Confidential [ ez )Mo HITG Confidential: [T Yes © Mo

Contact

Home Phone: || ] - Email: |

Other Phore: [ 1 - |

=

Web Address: |

Special Accommodations

[ Prefers Emails

‘TEST CASE FOR MOSES 28

Trade

Eligibility ‘ td atch Criteria

| Eligibility Criteria

= |

Cancel
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Identify a TAA icon for an employer

e A blue TAA icon is displayed for an employer on the Employer Search screen
when the employer has a trade petition on record whose status is Certified.

e Agray TAA icon is displayed for an employer on the Employer Search screen
when the employer has trade petition with a status of Pending or Filed.

ral Employer Search
Type of Search
Search By

& Company MName
" Employer 1D

" Phone Mumber
" FEIN

Search Results

Comnpany MName

=N HoR =

Ta enter a new employer click the Add button. Search for an existing emplayer
bw selecting a search method, entering the search criteria, and then clicking the

Search

Search Criteria: |kanza

Ernplover ID' Phone Address

Mumber

bttar.

Search
Advanced Search...

FEIM Mo,

|.anzaki Specialty Papers
. FECIALTY PAPERS

[999)993-9999 |Not Listed

04 20 CUMMINGS 5TR

[Mat Listed

[ - AId
|E 04 &

Row 2 of 2

i

Job Order | Edit | Add ‘ | Cloge
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A blue TAA icon is displayed for an employer on the Employer header in the
Employer module when the employer has a trade petition on record whose status
is Certified.

A gray TAA icon is displayed for an employer on the Employer header in the
Employer module when the employer has trade petition with a status of Pending
or Filed.

The following message is displayed in the status bar if you mouse over the blue
TAA icon: The employer is trade certified for this location.

The following message is displayed in the status bar if you mouse over the gray
TAA icon: A record has been filed for TAA certification and / or is pending
approval.

3 Employer Registration (KANZAKI SPECIALTY PAPERS) ===
KANZAKI SPECIALTY PAPERS | FEIN: 04-2939926  ID: 1004340 Toa Notes
eneral Info mployer Contacts vents | Account Representatives rograms and Benefits miploye ertifie ing / Layal
G lnfo | Empl C E ft R i P d Benefits | Employes TAA Certified fing / Layoff
Company Information c Add
b Hame: [KANZAKI SPECIALTY PAPERS] ; I (el \ ]
¥ FEIN Nurnber 04-2933926 LUl Account ] - Address
Mumber OF Emplayees: ’7230 b Address: IZEI CUMMINGS STREET
wieh Address v b anzakizpecialtyuza, com |
Dl Bustessds | ¥ Country: [United States of America |
» Emplayer Type: | Private ~| [JFLC * Zip: n1082- ¥ City: [WARE
¥ Federal Contractar: " ez ™ No [ Company Closed ¥ State:  |Massachusetis =l
» Primary Phone: (41319676204 [~ GTF - )
» Carcer Center: | FH-Morthampton Career Center | I the mailing address different *
Industry Trade Names
b NAICS Code: [333281  SIC. Manufacturing Industries. Nec Kanzaki Specialty Papers, Inc. Add
» MAICS Sector | Manufacturing-Metal, Metal Product, Machinery, Computers_» | Delete
» MAICS Subsector: | Machinery Manufacturing |
» MAICS Ind Group: | Industrial M achinery Manufactuning |
b HAICS Industry: | Other Industrial M achinery M anufacturing B3|
MAICS US Industry: | Paper Industry Machinery Manufactuning | i Witz Open Job Orders

TotalJob Orders: [}

Total Job Orders: a

Status o — A
(®) Access Approve () Aceess Denied  Created Dater  [7/20,/1939 00:00:01 Total Dpen!ngs_ 3 Total Dpenfngs_ C
Created By:  IMILL Validated By: [ESNYD Tatal Opsnings 0 lotal Openings L
Filled: Fillzd:
Industry Code Search Job Order ‘ 0k | Cancel
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Chapter 8: Word Templates

View Trade Forms

Overview

MOSES generates Trade forms in Microsoft Word or PDF via the Trade Participant
modules. Once information for a particular client is entered, you can click a button and
generate the form in Word or PDF to print out. When MOSES generates the form, all
fields on the form are populated.

Security

Trade Admin, Trade Staff, and Trade View Only users can click the View In Word
buttons to generate the documents.

Key Process Points to Remember
You should always have a signed copy of any form on file for job seekers who are part
of the Trade program. Keep a hard copy of the form in the Career Center files that

includes a signature of the applicant in case a Hearing takes place.

After completing this lesson, you should be able to:
e Generate Word Templates via the Trade Participant module

{f: The example Templates shown in this lesson are samples of what you will see
=" | when you generate the forms in MOSES. Please note that some templates
may not have data and are for demonstration purposes only.
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Generate Word Templates via the TAA Participant Module

1.

2.

se e

LN

Search for a job seeker
Click on the Trade button to bring up the Job Seeker Trade Records window.

Select the 1666 record and then click the Edit button to view the Application Info
tab.

Click the View 1666 In Word button.

MOSES displays the Application to Participate in the Trade Adjustment
Assistance Program.

THE COMMONWEALTH OF MASSACHUSETTS Trade Adjustment Assistance Program (TAA)

EYECUTIVE OFFICE OF LABOR AD WORKFORCE DEVELOPMENT Application to Participate in the
DEPARTMENT OF CAREER SERVICES Trade Adjustment Assistance Program

The Trade Adjustment Assistance (TAA) Program provides certain benefits and services to workers who have lost their jobs due to
foreign imports. Please help us determine your eligibility by completing Parts I, IT and III of this application.

Part I. Qualifying Information

Petition #: Career Center:

81153 ValleyWorks - Career Center of Lawrence
Certification Date Impact Date Expiration or Termination Date Separation Date
01/06/2012 02/13/2010 01/06/2014 05/16/2013
State of Separation Reason for Separation Type of Separation Incumbent worker: Yes [ No[X

Massachusetts Lack of Work Full
Part I1. Client Qualifying Information
Client’s Name (Last, first, middle) MOSES applicant ID #
STPIERRE , KIARRA 1] 12222379
Address (no., street, city or county, state, zip code) Home Telephone #
19 Savin Ave |, Methuen , 973-686-5196
Name of Company Address of Company (no., street, city, state, zip code)
Schneider Electric Buildings LLC 800 Federal Street
Andover, MA 01810
Dates of Employment Occupation:
Customer Sarvice Representatives

From: 11/01/1983

To: 05/16/2013

Part II1. Signatures

Signature of Client: Date:

Determination of Eligibility to Participate in the TAA Program (to be completed by DUA)

6.

Close the document.
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1. After selecting the pertaining 1666 record.

2. Click the RTAA / ATAA tab.

3. Select the application you wish to view then click edit.
4. Click the View in Word button.

5. MOSES displays the Reemployment Trade Adjustment Assistance or Alternative
Trade Adjustment Assistance Individual Application (as appropriate).

Trade Adjustment Assistance Program (TAA)

i 7., THE COMMONWEALTH OF MASSACHUSETTS Reemployment Trade Adjustment Assistance (RTAA)
S EXECUTIVEFICEOF LABOR AND WORKFORCE DEVELOPMENT Individual Application
" DEPARTMENT OF (AREER SERVICES The Trade Adjustment Assistance Extension Act 2015
Client's Name (Last, First, M.): MOSES ID #: DOB: Petition #
STPIERRE, KIARRA 12222379 01/28/1957 81153
Client's Mailing Address: Date of Reemployment at New Employer:
19 Savin Ave 09/02/2014
Methuen, MA 018445
TAA Company’s Name, Address Phone & Contact: NEW Employer's Name, Address, Phone and Contact:
Schneider Electric Buildings LLC Lighthouse Placement Services
800 Federal Street 34 Rogers Road Haverhill, MA 01835

Andover, MA 01810

Old Wages (Avg. Yearly): New Wages (Avg. Yearly): Normal Hours worked (Per Week)
$40498 $33280 40

MNew Employer’s Signature is only required for those clients who do not have a paycheck as of the date of this application.

1 attest as the above named NEW employer's representative that the above named client will not earn more than $50,000
in the 12 month period beginning with the initial date of employment and that he/she meets the definition of
reemployment as defined in #4 and #5 below.

Signature and Title Date

For the client:
The following conditions must be met at the time of reemployment.
1. At least age 50 (verify with copy of drivers license, or birth certificate or passport, etc.)
2. The clock on the two-year duration of RTAA benefits will begin at the sooner of the exhaustion of UI (and any

EUC) or reemployment (verify with copy of job offer letter or check stub) Any weeks of TRA collected will also be
deducted from this 2-year period.

6. Close the document.
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1. After selecting the pertaining 1666 record.
2. Click the Job Search/Relocation tab.

3. Select a job search record and click the Edit button. The Job Search Details
window is displayed. Click the Allowance Determination tab.

4. Click the View In Word button to generate the Job Search word document.

5. MOSES displays the Request for Job Search Allowances form.

2 THE COMNONWEALTHOF MASSACHUSETS : |
g -E', * EXECUTIVE OFFICE OF LABOR AND WORKFORCE DEVELOPMENT Trade Adjustment Assistance Program (TAA)

7 DepARTMENT OF CAREER SERVICES Job Search Allowances
Application Request

Client's Information

Client's Name (Last, First, Middle): Career Center: Date of Request:
PATRICE DeJesus Ir. Hurley/MOSES Unit 05/05/2016
Address (No., Street, City, State, Zip): MOSES ID#: 10799417
test st
Framingham, MA 01701 Petition #: Paying State:
70448 Massachusetts
A. Client's Request
1. Name and Address of Firm where Interview is scheduled: 2. Date & Time of 3. Job Title for 4. # of Miles Traveled:
Interview: which Interviewed: 1150
Assembler
Hamoenics Corporation 05/27/2016 Inspector
Cambridge, MN 55008

B. Client's Certification

I give this information to support my reguest for payment of a job search allowance under the Trade Act. The information contained in this request is
correct and complete to the best of my knowledge. I understand that penalties are provided for willful misrepresentation made to obtain allowances to
which I am not entitled. 1 certify that I am the driver of this car and the only one riding in this car who is receiving a Trade Travel Allowance.

Client’s Signature Date

C. DCS Trade Unit's Determination

6. Close the document.
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1. Click the View Interview Form.

2. MOSES displays the Interview Verification Form.

Y ,n . THE COMMONWEALTH OF MASSACHUSETTS
<t EXECUTIVE OFFICE OF LABOR AND WORKFORCE DEVELOPMENT
= DEPARTMENT OF CAREER SERVICES

Trade Adjustment Assistance Program (TAA)

Job Search Allowances

Interview Verification Form

Client:

Please complete lines 1, 2 and 3, then bring this form to your NEW employer. Submit completed original to:
Trade Unit, DCS, 19 Staniford Street, PO Box 8370, Boston, MA 02114.

Client’s Name:

1 PATRICE DelJesus Jr.
Mailing Address: (City/State/Zip code):
2 test st
Framingham, MA 01701
MOSES ID #: Petition #:
3 10799417 70448

Dear Prospective Employer:

This client is a participant in the Trade Adjustment Assistance Program. In order for him/her to receive benefits,
his/her new employment must be verified. Please complete the information below. Thank you.

COMPANY
Name, Address & Phone

DATE (5) OF
INTERVIEW(S)

CONTACT PERSON

(who may verify interview)

RESULTS
(if known)

I certify that the individual named above was interviewed on the above date(s).

3. Close the document.
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1. After selecting the pertaining 1666 record.
2. Click the Job Search/Relocation tab.

3. Select a Relocation Allowance record and click the Edit button. The New
Employment Details window is displayed. Click the Allowance Determination tab.

4. Click the View Employment Verification button to generate the Relocation
Allowances Employment Verification word document.

5. MOSES displays the Relocation Allowances Employment form.

6. When finished, close the document.
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Trade Adjustment Assistance Program (TAA)
Relocation Allowances
Employment Verification Form

; -.if':' . THECOMMONIEALTA OF WASSAZHUSE TS
G T BECMVEOITHLCT LAEORAND WORKTOAE DEVELCRWINT
< DiPRETENT OF CAERTR SERVCES

=
Lo

Client:

Please verify lines 1, 2 and 3, then bring this form to your NEW employer. Submit completed original to: Trade
Unit, DCS, 19 Staniford Shreet, PO Box 8370, Boston, MA 02114,

Client's Name:

1 TEST, Bath April

Mailing Address: (City/State/Zip code):

2 1 Testing o Saturday Drive

Lowell, MA 01852-3

MOSES ID #: Petition 2:
3 11709238 85379

Dear Employer:
This client is a participant in the Trade Adjustment Assistance Program. In order for him/her to receive
benefits, his/her new employment must be verified. Please complete the information below. Thank you.

Company Name: MNew Job

Address: Disney World

City, State, Zip: Orando, FL 32830-
Telephone #: { )

Contact Person:

Please complete the following information for the Client named above:

Position:

Date of
Employment:

Starting Wage:

Workers in this job dassification: Are or Are NOT Entithed to receive relocation assistance from the
employer?

If benefits are available, please indicate the amount this worker will receive: %

I certify that the above information is accurate

Typed Hame and Title:

Contact Signature and Date:

If you have any questions, please feel free to contact the Trade Unit at (617) 626-6007.

* DG Trmade: Uinit 1= Floor, 19 Staniford Street, Bosion, MA 02114 - iy maes govd e -
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1. After selecting the pertaining 1666 record.
2. Click the Job Search/Relocation tab.

3. Select a Relocation Allowance record and click the Edit button. The New
Employment Details window is displayed. Click the Allowance Determination tab.

4. Click the View Relocation Application button to generate the Relocation
Allowances Application Request word document.

5. MOSES displays the Relocation Allowances Application Request form.

6. When finished, close the document.
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B ';i' . THECOMMONAZALTH OF MASSATHUSETS
"G5 - HEIMVEOFFECE LAEGRAND WORKHACE DEVELCOVENT
WIS DEPMFTHENT OF CAEERR SERM(E

Trade Adjustment Assistance Program (TAA)
Relocation Allowances
Application Request

CLIENT INFORMATION

Client's Name:
TEST, Beth Apeil

Petition £

2537y

FOR DCS
USE ONLY

Address [#, street, state, zip)

1 Testing o Saturday Drive
Lowed|, MA 01852-3

Carger Canter:

HurleyfMOSES Linit

Tiete: Fales:

Date of Application:

MOSES ID #:
11709238

Paying State:

A, CLTENT APM ICATION FOR RELOCATION ALLOWANCES

1 Are you currently emplayed?

Masres B Ackdresis. o [Ermiphoyer:

IF o, egplain

11 s, e CoTROMEE Bk WURATRAINS) Dot TSR i (LATERL SRV ...

L Were you tetally separsben From adwersely affected employrment?

Dute employmrent expected b end:

3. Isthis your first request for relocation allowances undes the Trade Ad?

O YES [ WO

O ves O WD

O ves O WO

4. Have you obtmined suitable employment or do you Mave a bora fAde offer of emplayment?

O ves O WO

Mame, Address & Telephone of Firm Offering Employment:

Job Tie

Start Date

Oty & State of Reodtion

Expected Date o Move

TEAVEL DATES

B. CLIENT REQUEST FOR TRAVEL

TEANMEL BY AUTO

IDENTIFICATION

MILEAGE

COST 3%

ALLOWANCES

TEANVEL BY COMMERCIAL CARRIER

& 0OF
PASSENGERS

SPOUSE

CHILDREN

OTHER FAMILY
MEMBERS

ABSENT
CHILDREN OR
FAMILY
MEMBERS

MAMES OF AGE
TRAVELERS

RELATIONSHIP

JUSTIFICATION {Other family members and lals depariire)

PLEASE SEE REVERSE SIDE FOR TRANSPORATATION OF HOUSEHOLD GOODS, LUMP SUM PAYMENT INFORMATION, CLIENT

CERTIFICATION & DC5” DETERMINATION. < (Page Lof
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Course: Trade

1. After selecting the pertaining 1666 record.

2. Click the Training tab.

3. Select a VSS ID. On the Vendor Selection window, select the recommended

course.

4. Click the Edit Detail button.

5. On the Course Detall tab, click the Contract Approval button.

6. MOSES displays the Training Contract Pre-Approval form.

v THECOMMONNEATH OF MASSACALSETS
L& EXECUTIVE OFFICEOF LABOR AND WORKFORCE DEVELOPMENT
S/ DEPARTENT OF CAREER SERVICES

Trade Adjustment Assistance Program (TAA)
Training Contract Pre-Approval Form

**PLEASE GIVE A COPY OF THIS FORM TO THE CLIENT**

Date Contract

Administration Credit Hours per Semester:

Documents Received: 03/31/2016 Petition #: 85097

Career Center: ValleyWorks - Career Center of  Phone #: 978-722-7000
Lawrence

Contact Name: Marco Ruiz Fax #:

Client Name: Arja TORTOLINI MOSES Applicant ID #: 12485990

Course: MS in Higher Education Hours Per Week / 8/36

Approved Contract Costs:

-—— _ Tuition o

Total Contract Amount: £0 Dates of Training: 06/27/2016 To 10/14/2017

Provider Name: Bay Path University Office /Contact:

Address: 588 Longmeadow Street Phone: (413) 565-1332
Longmeadow, MA 01106

Approval Status: Pending Date: 03/31/2016

Reviewed By: Date:

IMPORTANT INFORMATION:

Thiis document containe Emportant infommatios Orozgan docurnertn conlien: Enportant mfomaarion
regnanding your traicmg spproved ander the Trede relatve al Suo addestramento sppravalo m base &l
Frogram. [t is imporiast i have it translaed Programma comeerciale | imporasse che queses
immedialely, You stn respossible for the infirmstion  mfarmesont siess tradolte mmsedsstamente. Lol &
and requirements containsd herein. respomsatile dells iformassoni ¢ del requisiti quiv

TUT BONYMENT COSSPENT MEEYE Eifopuae o
TR R

lemdtmﬂl.uﬂhuquﬂnn
masyon Trade Frogeam lan otorize pouon. Li
wnpditam pou i B tradyi iyt Konnes ke, s on

Pt coliysoesinem, ik B cooTRETCTIEE  [islo documsento oonlém mlormegdes smportastes
© ERpT THEMMIE CPMREE CTI A MNI SR THIORR N FElAlTvES kO 86 TREIBAmETtD aprvveido pelo Programa hll‘pﬂ_hpﬂ_ﬁmlll’yl._ﬁwq:“ll
e, man0 WEWEANEH ero DepenecTh. B necere de Comsérrio, E snportacss quo sos tradardo
T Th 18 COBCP B e As mformuaglics ¢ roquisiton Eelusos 00 14, jia oy bue
y bae pha thiag tin quan rong bba

W ERTETRE TR Somaim slio de san resp wuﬂ-tkphﬂmlﬂrmm

presente docuaEo vontete elunmacion chutmg irkh Trwde wmn rong Ui phli phabs
a sl s i il it ammmh' "ﬂ“’mﬁ‘m i b, ik iy, Cou i oo s mbiom et
ceafieme l Programa de Comercio. Es ismportaste o = 1 RBRBATE ioag un vi shi i hao g o by
que salicite su traduccide de inmedia. Usiod i (i “MWW*M‘ Lk A e e T Ty T P ]
e responssbie de lon daios ¥ requisiton que eslo mifm:nde femmfiing mEEEgEe: 1 MEREE. RSN RTHRRLT. §
donmnENIn Cotilie. BT R R R .

7. Close the document

Trade Career Center Staff Training Manual

193




Course: Trade

1. After selecting the pertaining 1666 record

2. Click the Waiver Tab.

3. Select a waiver or extension record from the list.

4. Click the View Waiver in Word button.

5. MOSES generates the Waiver Determination form.

. n THE COMMONWEALTH OF MASSACHISETTS Trade Adjustment Assistance Program

1 3 EXECUTIVEOFFICE OF LABOR AND WORKFORCE DEVELOPMENT
727 DEPARTMENT OF CAREER SERVICES

Request for a Waiver From Training

Waiver from Training

Type:

O Approved training starts beyond 30 days

Career Center: Fed Petition Number:
ValleyWorks - Career Center of Lawrence 85097
Client's Name: MOSES 1ID:
Arja TORTOLINI 12485990
Start Date: End Date:
03/31/2016 06/28/2016

Comments/Explanation:

The start date for Bay Path University Higher Education Administration program is 6/27/2016.

NOTE: the conditions under which this waiver is being granted must be reviewed at the end of the waiver period.

Client’s Signature:

Date: 05/27/2016

Career Center Representative:

Christopher Quan

Date:

05/27/2016

6. Close the document.
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Course: Trade

THAT IS ALL FOLKS.

2017

TC and the Trade Staff
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