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Introduction

The American Recovery and Reinvestment Act (ARRA) High Growth and Emerging
Industries (HGEI) grantees are required to submit quarterly progress reports to the U.S.
Department of Labor, Employment and Training Administration (USDOL/ETA). The
Recovery Act Data (RAD) System provides a vehicle that allows grantees to comply
with the reporting and record keeping requirements of the grant. ARRA HGEI grantees
are required to use the RAD system to collect, track, and report participant information
for the purpose of generating and submitting the Quarterly Progress Report, which
consists of the Quarterly Performance Report, also known as the ETA-9153 Form
(submitted by all grantees except for State Labor Market Information Improvement,
Green Capacity Building, Category 1 - Health Care Virtual Platform, Category 2 —
Enhancing the Ability of Community- and Faith-Based Organizations to Deliver virtual
Career Exploration Services, Including Health Care Careers, and ARRA of 2009 Health
Care Pilot grantees) and the Quarterly Narrative Reports (submitted by all grantees).

The RAD System User Guide provides instructions for entering participant data,
generating the ETA-9153 Form, uploading the Quarterly Narrative Report and
submitting and certifying the entire Quarterly Progress Report to ETA. For technical
assistance with the RAD System, grantees may contact the Applications Support Help
desk at (202)693-2682 or appsupport.ebss@dol.gov. For program related questions,
grantees should contact their respective Federal Project Officer (FPO).
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Freguently Asked Questions

1. How do I request technical assistance?
As of November 22, 2010, all email regarding RAD technical assistance
guestions or RAD action items should be sent to the Applications Support Help
Desk at appsupport.ebss@dol.gov. Previously, RAD emails were sent to the
Green Jobs mailbox. Please be sure to send all of your RAD questions to the
Applications Support Help Desk at the email address listed above, as this will
help us ensure questions are received and responded to in a timely manner. Be
sure to include your grant number, grant name, and specific details regarding
your request. For program related questions, grantees should contact their
respective Federal Project Officer (FPO).

2. How do | edit a participant name or SSN and how do | delete a participant?
Due to DOL/ETA security procedures, some information in RAD becomes
encrypted after it is saved and cannot be edited. This information includes:
participant name and social security number. The only way to change this data is
to have the participant's record deleted and re-enter the participant. To have a
participant file deleted, send a list of participant ID numbers, identifying the
change requested, to the Applications Support Help Desk at
appsupport.ebss@dol.gov. Please be sure to include your grant name and
number in the request.

3. How do I delete an activity or change the "Date of Intake?"
Currently, grantees do not have the ability to delete a grant-funded service or edit
the "Date of Intake". To delete a grant-funded service or change the "Date of
Intake,"” for a participant, send a list of participant ID numbers, identifying the
change requested, to the Applications Support Help Desk at
appsupport.ebss@dol.gov. Please do not send Social Security Numbers, as
they are personally identifiable information.

4. Why are participants being Auto-Exited?
In accordance with the OMB-approved reporting requirements and definitions, an
exiter is a participant that has gone 90 consecutive days without receiving a
grant-funded service. Therefore, participants are auto-exited in RAD after 90
days have passed from the end date of their latest service, regardless of whether
or not they have successful program completion. For example, if a participant
has a grant-funded activity with a start date of 6/10/2010 and an end date of
8/15/2010, and no other grant-funded services are added to the participant's file,
the participant would be exited automatically by RAD 90 days after 8/15/2010 -
which would be 11/13/2010. Once exited, a participant's status changes from
"Active" to "Exiter." The RAD Auto-Exit process runs daily at 2:00am — it identifies
and exits any participants that qualify as exiters.
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5. How do | prevent an exit in RAD?
To prevent a participant from being exited by RAD, users can create one of the
following:

e Add an education/training activity or other grant-funded service to a
participant’s file before 90 days has elapsed since the participant's latest
activity or service.

e Add a Delay Exit/Gap of Service, which puts a hold for up to 180 days on
a participant’s status and prevents exit. The participant must intend to
return to grant-funded activities once the Gap ends and must meet one of
the following criteria: 1) delay before beginning of training (such as a
summer break, 2) health/medical reasons or family care, or 3) temporary
move from the area.

e Leave the End Date blank from the participant’s latest grant-funded
activity or service. RAD cannot auto-exit a participant with an open-ended
activity/service.

6. How do | un-exit a participant?
If a participant was incorrectly auto-exited in RAD, due to a grant-funded service
or Gap of Service not added in a timely manner to a participant file, the
participant status can be temporarily reactivated for updating. To
temporarily reactivate a participant, send a list of participant ID numbers,
identifying the change requested, to the Applications Support Help Desk at
appsupport.ebss@dol.gov. Also include your grant name and number. Please
DO NOT send participant Social Security Numbers as they are personally
identifiable information!

7. Can | edit participant grant-funded services?
Grantees have the ability to change a start date and end/completion date for
active participants and their Education or Job Training Activities, Other Grant-
Funded Services and Program Information. Grantees may change an activity
start or end date by opening the activity and updating the “Date Began” or “Date
Ended” field.

8. How do I select “Yes” for Program Information field, “Has the participant
successfully completed the program?”
In accordance with OMB-approved reporting requirements and definitions, a
“successful completer” is a participant that has successfully completed an
education/training program. The “Yes” option for successful completion will not
become available for a participant until an education/training activity has been
added to their file and that activity has been completed (this is accomplished by
entering an end date for the education/training activity).

If you are trying to report that a participant has successfully completed and the

"Yes" option is not available, verify that an education/training activity has been
reported for the participant and that an end date has been entered for that
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education/training activity. Please Note: after you save a "Yes" in the
successfully completed? field, the RAD System does not allow you to change the
indicator back to "No" or null.

9. What if | am having trouble logging in to the RAD System? | have my RAD
System ID and password.
If you are experiencing issues logging in to RAD with your password, please
ensure you are logging in on the correct login page. Grant Signatories have a
unigue login page specific for their account access type. Please refer to the
original email you received with your link to access the RAD System.

10.What if | lose or forget my RAD System password?
ETA is only able to re-issue RAD pins and passwords to the Official Grant
Signatory. All other grantee access to RAD accounts is set up by the grantee.
ETA does not have access to these accounts. Complete instructions for
requesting your RAD System password are provided under this online help
section, Getting Started / Log in to RAD System. If, after reading that section, you
are still unable to log in, please contact your grants Administrator or Official Grant
Signatory.

11.Who can upload attachments, enter remarks, certify, and submit the
Quarterly Progress Report?
Only the authorized grantee representative (grant signatory) can perform these
tasks. These Quarterly Progress Report functions are only displayed when the
grant signatory logs in to the RAD System. The uploaded attachments and
remarks are only saved to the Quarterly Progress Report when the signatory
enters the PIN and clicks Submit.
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User Roles

The RAD system has four types of user roles:

Authorized Grantee Representative

(aka - Official Grant Recipient or Grant Signatory) This user has the ability to create and
modify users, make a user inactive or active, create and modify participants, view all
users and participants, upload narrative reports, generate the ETA-9153 Form from data
entered in the RAD system, and submit and certify the Quarterly Progress Reports.
Authorized Grantee Representatives can also transfer participants to other case
managers or administrators.

Administrator

An Administrator has the same rights as an Authorized Grantee Representative except
they are not able to upload narrative reports and to submit and certify the Quarterly
Progress Reports.

Case Manager

A Case Manager is a user who can create and modify participants. Case Managers will
only be able to see and/or modify their own participants. They cannot see other Case
Managers’ participants. Case Managers can also generate ETA-9153 Forms for their own
participants.

Read-Only

Read-Only users have the ability to view all participants and reports; however these users
are not able to modify any information.
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Login to the RAD System

This section provides instructions for Authorized Grantee Representatives and
Administrators to log in to the RAD System.

¢ Login to RAD System by Authorized Grantee Representative

¢ Forgot Password for Authorized Grantee Representative

e Login to RAD System by Administrator

e Forgot Password for Administrator, Case Manager, and Read-only User

Log in to RAD System by Authorized Grantee Representative

Authorized Grantee Representatives may use these steps to log in to the RAD
System.

1. Open the ETA Program Reporting e-mail to obtain the RAD System
website, Grantee Password and PIN. This email was generated when the
DOL/National Office Program Officer created your grantee account in
the RAD System.

2. Click the link to the RAD system that is provided in the email. The Grantee
Reporting System log-in screen is displayed. Enter your password here.

U.S. Department of Labor

Password: I

RAD Updated User Guide — Version 2 — December 2010 9



Forgot Password for Authorized Grantee Representative User
1. If you are a RAD authorized grantee representative and have lost or forgotten
your password, you can access the Grantee Reporting System log-in screen and
click Contact at the bottom of the screen for the Applications Support Help Desk
phone (202-693-2682) and email (appsupport.ebss@dol.gov).

2. When you contact the Application Support Help Desk, they will send you an
email with your password.

Log in to RAD System by Administrators, Case Managers, and Read-
Only Users

1. Open the email received from etareporting.auto-email@dol.gov that was
generated by the Authorized Grantee Representative (or other Administrator) to
obtain RAD System website, Login ID and Password.

2. When the link to the RAD System is clicked, the RAD System Login screen is
displayed (see below).

A e i ] e
O o et e
BRG-Green Recovery Act Data (RAD) System Glossary | Home
LOGIN
Login ID I
Password !
If you are grantee please click Here to login
@ Cepartment of Labor Accessibility | Privacy | Legsl | Contact

3. Type your Login ID and Password and click Login. The RAD System Home page
is displayed.
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Forgot Password for Administrator, Case Manager, and Read-Only User

1. If a RAD administrator, case manager or read-only user has lost or forgotten their

password, they can access the RAD Login screen and click Forgot Password.
The Forgot your Password screen is displayed.

Forgot your password?

To raset your password, please enter your Login ID. A& naw password will be generated and sent to your amail address.

Login ID I

2. Enter your Login ID and click Reset Password. The following message is
displayed.

Password changed

Your password has been changed. The new password has been emailed to you. Please check your email as
it should arrive in the next 1-5 minutes.

3. An email with your new password is sent to the email address in your user
record. Note: Administrators and case managers may access their Admin/user
profile and enter a new password (change from the automated password to one
they choose). Read-only users may not change their automated password.
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RAD System Home Page and Header

The RAD Home page is the first page of the system users will see once they are
logged into the system. The Home page contains a brief introduction to the
System and the following information:

¢ Header Information
e Grantee Information
e Function Tabs

W Logged in as Rivera, Joe
r_‘-l(_""n/\—’_"lﬂ Administrator

Recovery Act Data (RAD) System User Guide | Help | Glossary | Logout

PARTICIPANTS REPORTS ADMIN

Grantee: YOUTHBUILD USA, INC.
HOME Grant No: GJ-19801-10-60-A-25
Contact: Katie Cole 348-724-7238

Email: joice-jones.carol@dol.gov

The website address for the Recovery Act Data (RAD) System has changed
The new website address is https://devetareports.doleta.gov/cfdocs/grantee_prod/reporting/BRG_Green_RAD/
Please create a new bookmark and delete your old boockmark

Welcome!

The American Recovery and Reinvestment Act (ARRA) High Growth and Emerging Industries (HGEIL) grantees are reguired
to submit guarterly progress reports to the U.5. Department of Laboer's Employment and Training Administration
(USDOL/ETA) through the use of the Recovery Act Data (RAD) system in order to comply with the reporting and record
keeping requirements of the grant. The RAD system will be used by all ARRA HGEI grantees to collect, track, and report
participant records for the purpose of generating and submitting quarterly performance reports/ETA-9153 Form (submitted
by all grantees except for State Labor Market Information Improvement and Green Capacity Building grantzes), as well as
to upload and submit guarterly narrative reports (submitted by all granteas).

To access a specific module, please salect the corresponding tab.

Ta return to the Welcome page. click the "Home" link at the left corner of the RAD system window.

For general infermation on how to use this program, click the "Glessary" link.

On line help vill be added to the system at a future date.

& e I N e

Department of Labor Accessibility | Privacy | Legal | Contact
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Header Information
The header, located at the top of the page, contains several key pieces of information:

User Identification

The top right corner displays the user’s name and title.

Logged in as Katie Cole
grantes

Help Link

Below the user's name, you can click the Help link to access this online help tool
with a Table of Contents for RAD user instructions. The Help tool also includes
Frequently Asked Questions (FAQs) that cover the most commonly asked
questions from users.

Glossary Link

The Glossary Link is next to the Help link. Click it to access the Performance
Reporting Glossary and Guide for ARRA HGEI Grantees. This guide provides
assistance with terminology used throughout the RAD system, and the
performance reporting process step-by-step.

Logout Link
The Logout Link is located next to the Glossary Link. Click the Logout link from
any RAD screen to log out of the System

Grantee Information
Grantee Information is located below the top right corner. It consists of the grantee
name, grant number, contact name, phone and email address

Grantee: YOUTHBUILD WUSA, INC.
Grant No: G1-19801-10-60-A-25
Contact: Katie Cole (348) 724-7238x
Email: joice-jones.carcl@dol.gov

Check the user identification and grantee information frequently for accuracy. Any
changes or discrepancies in this information should be reported to the grantee’s
Federal Project Officer (FPO).
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Function Tabs

Located directly below the Header Information are the four RAD System
tabs. These tabs are also located on every page within the RAD System.
The tabs direct users to all functions within the RAD System. The tabs
include: Home, Participants, Reports, and Admin.

Home

Select the Home tab from any location in RAD to access the Home page.

Participants

Select the Participants tab from any location in RAD to access the
Participants Overview page. Here, users are able to create, view, and edit
a participant’s information.

Reports

Select the Reports tab from any location in RAD to access the Quarterly
Progress Report page. Here, users will be able to view or run the Quarterly
Progress Report.

Admin

Select the Admin(istration) tab from any location in RAD to access the
User Management page. Here, users can perform several admin
functions, such as creating users, modifying users, and making a user
inactive or active.
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RAD System Features

Informational Links
The RAD System footer, located at the bottom of every page, contains useful links:

o0 Department of Labor - link to the DOL Web site
0 Accessibility — link to information on obtaining technical support

o0 Privacy — access to information on the RAD System and DOL/ETA
privacy policy

0 Legal - access to information regarding the legal ramifications for
misuse of the DOL/ETA RAD System Web site.

o Contact - link to information on obtaining technical support for the
RAD system.

AR
al Department of Labor Accessibility | Privacy | Leqgal | Contact

Data Entry Screens
All entry screens provide the options to Save, Reset, and Cancel.

o Click Save to enter your information and save it in the RAD System.
o Click Reset to clear data from all data entry fields and start over.

o0 Click Cancel to exit the current screen and return to the previous
screen without saving any information.

Required fields are indicated by a red asterisk (*).

Add a New Participant

i *
A=t s I Middle Initial I Last name #®

Note: name can not be changed after submitting this form

Address 1 #* I
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Administration (ADMIN)

Authorized Grantee Representatives and Administrators may perform the
following actions in this module:

e View all grant users (with their role and status) in an overview list
e Create/update accounts for Administrators, Case Managers, and
Read-Only users

¢ Make an Administrator, Case Manager, or Read-Only user’s status
active or inactive

Case Managers may perform the following actions in this module:

e View their own user profile which includes their name, role and status.
e Change their passwords.

e Update their user account information (except for the active/inactive
status.
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View All Users in Overview List

RAD System Authorized Grantee Reps and Administrators may use these steps to

view a list of all grantee staff users. Case Managers only see a listing for

themselves.

1. Click Admin on the RAD System menu bar. The User Management
Overview screen is displayed.

Grantee: YOUTHBUI

USER MANAGEMENT Grant No:

Email: jgic

User Management Overview F Add New Uaer

User Login 1D Role Status
Basie, Count CEasie Read Only Inactive
jonag. Ahonda Rlones Case Managar Active
Rivera, Jos JRivara Administrator active

2. All grantee staff users that have been added to the RAD System under the
grantee’s number are displayed with their name, log-in ID, role and status.
Note: Case Managers will only see a listing for themselves.

Add New User

The Authorized Grantee Representative and Administrator may use these steps to
create a new grantee user in the RAD System. Case Managers do not have access to
this function.

1. Click Admin on the RAD System menu bar. The User Management
Overview screen is displayed.

User Management Overview g Add Ngw

Llser Lagitn TD Rla Shatws
CEadia Raad Onaly Ackiva
Rlanas Caia Marnagar Ackiva
IR ivars L L Tt Lo 10 Aikiva
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2. Click Add New User (mid-right side of screen). The Add New User screen is
displayed.

Add New User

First Name # I

Middle Initial I

Last Name #* I

Phone Number # I Phone Ext I

Email #* |

Roles # [ administrater
I_ Case Manager

M Read Only

3. Fill in the new user’s information. Select the user’s role (Administrator,
Case Manager, or Read-Only). If the user is to be active immediately,
make sure the box in the field: Is User Active? is checked.

4. Click Save. The new user will receive an e-mail with the link to the RAD
website along with his/her Login ID and Password. Note: If a user loses his
password, he may click Forgot Password on the RAD Login screen. The
user will be prompted to enter his Login ID and the System will send his
Password to the e-mail address on record.

”5 =Sy —_1’Ilrj—l"‘-'"l.:’_‘u"'u"‘Jhl_quﬂ’-U ]

BRG-Green Recovery Act Data (RAD) System Glossary | Home
LOGIN

Login ID I

Password |

If you are grantes plesse click Here to login

@ Department of Labor Accessibility | Privacy | Legal | Contact
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Update User’s Record

1. Click Admin on the RAD System menu bar. The User Management
Overview screen is displayed.

Logged in as Potomac A
[Tl a2

BRG-Green Recovery Act Data (RAD) Sygjmmmey Glossary | Logout

Grantee: Worksystems, Inc.

Grant No: GJ-19328-10-60-A-41
USER MANAGEMENT Contact; Potomac (202) 281-3838

Email: joice-jones.carolfdol.gov

User Management Overview . Add New User

User Role Status
Casey, Bererg Read Only Active
James, Jessis Case Manager Active
Parker, Jassica Administrator Active
2. Click the user’s name in the overview list. The Update User screen is
displayed.

Update User

First Name * Il{aren

Middle Initial I

Last Name * IBEIIDWS

Phone Number * [384-038-2390 Phone Ext |

Email * |joice—jones.carol@dol.gov
Roles * [T administrator

F Case Manager

[T Read Only

Is user active? [V [ Uncheck this box to de-activate this user )

| Save [ Resct Y Cancel |

3. Update the desired fields. The user’s active status may now be updated.
Uncheck the box next to “Is user active?” to de-activate the user.
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4, Note: A user may change his password after the user’s record is created.
The exception is for the Authorized Grantee Representative (password
may only be changed by the National Office) and Read-Only users
(password may only be recreated when the user selects “Forgot
Password”).

5. Click Save to enter the updates.

RAD Updated User Guide — Version 2 — December 2010 20



Participant Information

This module allows RAD System users to perform the following actions. (Read-only
users will have limited functionality. Case managers will only have access to
participants assigned to them.

Note: This section only applies to the following training SGAs:
e SGA/DFA PY-08-18 (Energy Training Partnership Grantees)
e SGA/DFA PY-08-19 (Pathways Out of Poverty Grantees)
e SGA/DFA PY-08-20 (State Energy Sector Partnership and Training Grantees)

e SGA/DFA PY-09-01 (Health Care Sector and Other High Growth and
Emerging Industries Grantees)

In this section you will learn to:

o View participants in an overview list (case managers will see only their
participants)

e View participant summary

e Add new participants/update participants

e Add/update Program Information

e Add/update Education or Job Training Activities

e Add/update Other Grant Funded Services

e Add/update Employment and Follow-up Information
e Add/update Manual Exit

e Reassign participants (Authorized Grantees Representatives and Administrators only)
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View All Participants in Overview List

Use these steps to view a list of participants with summary data. Authorized
Grantee Representatives, Administrators, and Read-only users will be able to
view all participants for the grant. Case Managers will only be able to view their

own participants.

1. Click Participants on the RAD System menu bar. The Participants Overview

screen is displayed.

2. All grant participants that have been added to the RAD System are

displayed along with their summary information.

U T N e

Recovery Act Data (RAD) System

PARTICIPANTS OVERVIEW

HOME [é] REPORTS | ADMIN

Logged in as Rivera, Jos
Administrater

User Guide | Help | Glessary | Legout

Grantee: YOUTHBUILD USA, INC.
Grant No: GJ-19801-10-80-A-23
Contact: Katie Cole 348-724-7238
Email: joice-jones.carcl@dol.gov

[View Al = | =

Add New Participant
5

8 records

1D Participant 4. Date of Intake Assigned To Status
8836 - Des, David 11/09/2010 Rivera, Joe Exited
8840 r Jones, Edward 11/10/2010 Rivera, Joe Exited
8834 - spratt, jack i11/o09/2010 Rivera, Jo= Exited
88325 |_ Couric, Katie iif09/2010 Rivera, Joe Active
8838 - Evenow, Bye 11/09/2010 Jones, Rhonda Active
9431 r Kravitz, Lani 11/22/2010 Katie Cole Active
9432 - Douglas, Rosie ii/22/2010 Katie Cole Exited
a844 |_ Mitchell, Trc:'i- ii/1i2/2010 Katie Cole Exited
Reassign checked cases to IC-"'GCE'E recipient = l m
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View Participant Summary

Use these steps to access the Participant Summary screen.

1.

3.

Click Participants on the RAD System menu bar. The Participants Overview

screen is displayed.

Click the name of the participant to be displayed in summary. The
Summary screen for the participant is displayed.

Grantea: YOUTHBUILD USA, INC.
Grant No: GJ-13801-10-60-A-25

PARTICIPANT SUMMARY Contact: Katie Cole 348-724-7238

Email: joice-jones.carocl@dol.gov

Mitchell, Troy (participant 1D:2844) _Add New Participant
Since this participant has exited, you will not be able to update the data Edit Program Informaticn

Add Mew Activity

Add Other Grant-Funded Service

igigigigliy

Add Note

Program Education or Job Training  Other Grant Funded Services Employment and Follow-up Notes Exit

Summaw Industry Code: NAICS 11 - Agriculture, Forestry, Fishing & Hunting
Green Industry Sector: Deconstruction and Materials Use

Date of Intake: 11/12/2010

Status: Exited

Date of Exit: 12/22/2010

Type of Exit: Auto-Exit

Case Assigned To: n/a

Category Service Date Started Date Ended
Education or Job Training

Apprenticeship Activities 05/10/2010 05/25/2010
Other Grant Funded Services

Basic Skills Training 03/15/2010 05/20/2010

From the Participant Summary screen, you can perform the following tasks
for the participant:

a. Update Participant Information - Click the Edit link next to the
participant's name.

b. Add an Education or Job Training activity - Click the Add New
Activity link.

c. Update an Education or Job Training activity - Click the Education
or Job Training tab or click the Education or Job training link (under
Category in the lower left section of the screen).
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d. Add an Other Grant-Funded Service - Click the Add Other Grant-
Funded Service link.

e. Update an Other Grant-Funded Service - Click the Other Grant-
Funded Services tab or Other Grant-Funded Services link (under
Category in the lower left section of the screen).

f. Add/Update Program Information - Click the Edit Program
Information link or the Program tab.

g. Add Employment and Follow-up Information - Click the Employment
and Follow-up tab.

h. Add/Update Exit Information - Click the Exit tab to enter a manual
exit or gap-in-service (delay exit)

I. Add Notes on Participant - Click the Add Note link. Notes on the
participant may be added even after the participant exits the
System.

j. Update Notes on Participant - Click the Notes tab
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Add New Participant

1.

Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

Grantea: YOUTHBUILD USA, INC.
Grant No: GJ-15201-10-60-A-25
PARTICIPANTS OVERVIEW Contact: Katie Cole 348-724-7238

Email: joice-jones.carcl@dol.gov

I\-‘iew Al 'l D g 2dd New Participant
8 records

1D Participant A Date of Intake Assigned To Status

8836 I_ Dee, David ii/09/2010 Rivera, Joe Exited

8840 I Jones, Edvard ii/10/2010 Rivera, Jos Exited

8834 - spratt, jack 11/09/2010 Rivera, Joe Exited

Click Add New Participant. The Add New Participant screen is displayed
on the following page.

Fillin the participant’s information. The red asterisk (*) indicates a required
field. If a specific format is required for a field, it is displayed next to or
below the field.

Note: For details or definitions of a specific field (or data element), click
the Glossary link at the top right corner of the RAD System window. The
Performance Reporting Glossary and Guide for ARRA High Growth and
Emerging Industries (HGEI) will be displayed.

If you select Yes in the Social Security Number
field, an additional field is displayed for

(roo-ro-300ox)

entering the participant’s social security number. Confirm that the social
security number is correct. You will not be able to change it after the
initial participant information form is saved.

Note: The Date of Intake is automatically populated by the RAD System.
It cannot be updated.

Click Save to enter the new participant. The Participant Summary screen
is displayed.
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ADD NEW PARTICIPANT ek, Kot Gl 3anr 28 3538

Email: joice-jones.carcl@dol.gov

Add a New Participant

First Name # | Middle Initiall Last Hame #*

The Individual/Participant's name cannot be changed after the infermation on this page is initially saved

Address 1 #® I

Address 2 I

City #* | State # | Chogose one... = i) ,I
Phone 1 #* I Phone 2| Phone 3|

{nAn-nnn-nnnnj

E-mail I

Date of Birth #* | (mm/dd/yyyy)

Sacial Security
Number# O oves O wo

Gender # {7 pmala  Female  Not Specified

Ethnicity -
Hispanic/Latino # C ves o ot Specified

Race #* ICh:}:PSE one... ;I

Education #* IC.h:msc— one... ;I
Other Demographics

Sz DEI‘I‘IDQI’EP"III;E Eligible Weteran

Limited English Proficient
Individual with a Disability
Unemployed Individual
Dislocated Warker

Incumbent Worker

Worker Impacted by National Energy and Environmental Policy

(Applicable only to: SGA/DFA PY-08-18 and Z0)

Individual in Need of Updated Training Related to the Energy Efficiency and Renewable Energy
Industries

(Applicable only to: SGA/DFA PY-08-18 and 20)

Individuzl Sesking Employment Pathways Out of Poverty and into Self-Sufficiency
(Applicable only to: SGA/DFA PY-08-20)

Individual with & Criminal Recaord

(Applicable only to: SGA/DFA PY-08-19 and 20)

Disadvantaged Worker within Areas of Poverty

(Applicable only to: SGA/DFA PY-08-19)

Individual Impacted by Automotive-related Restructuring
{Applicable only to: SGA/DFA BY-D8-18. SGA/DFA PY-08-20, and SGA/DFA PY-09-01)

OoOoOoOon0 o ooooon0on

High School Dropout

Date of Intake
Date of Intake 12/22/2010
Employment Status at Enrollment

Employment Status

. .
at Enrollment # Empkes

Not Employead

L& Employed but received Motice of Termination
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Update Participant Record

1. Click Participants on the RAD System menu bar. The Participants Overview

screen is displayed.

2. Click the name of the participant you want to update. The Summary

screen for the participant is displayed.

PARTICIPANT SUMMARY

Grantea: YOUTHBUILD USA, INC.
‘Grant No: G1-13801-10-60-A-25
Contact: Katie Cole 348-724-7238
Email: joice-jenes.carcl@dol.gov

Couric, Katie (rarticipant 1D:224 dh_Add lew Particioant
dp Edit Program Information
[—
Add Mew Activity
+|:I v i
dgp _Add Other Grant-Funded Service
[—
Add Note
o ote
Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes Exit
Summary Industry Code: NAICS 11 - Agriculture, Forestry, Fishing B Hunting
Green Industry Sector: Energy-Efficient Building, Construction, and Retrofit
Date of Intake: 11/09/2010
Status: Active
Date of Exit: nfa
Type of Exit: n/a
Case Assigned To! Rivera, Joe
Category Service Date Started Date Ended
Education or Job Training
On-the-Job Training Activities 0i/01/2010 02/01/2010
Other Grant Funded Services
Case Management Services 11/08/2010 11/10/2010
Assessment Services 11/11/2010

3. Click edit next to the participant’s name (top left).
screen is displayed (see next page).

The Update Participant

4, Enter your updates and click Save. Note: Participant’s name (First Name,
Middle Initial, and Last Name), Social Security Number, and Date of Intake

cannot be changed or updated.
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UPDATE PARTICIPANT

Grantee: YOUTHBUILD USA, INC.
Grant No: G]-15801-10-80-A-25
Contact: Katiz Cole 348-724-7238
Email: joice-jones.carcl@dol.gov

Update Participant

First Name #

Address 1 #*

Address 2
City #*

Phone 1 #*

E-ma=il
Date of Birth #*

Social Security
Number#

Gender #

Ethnicity
Hispanic/Latino #

Race #*
Education #

Other Demographics
Other Demographics
*

Date of Intake
Date of Intake

Middle Initial I

The Individusl/Participant's name cannet be changed after the information en this page is initially saved

[katie Last Name # |Couric

|1.E| Lacien Drive

|Washington

|202—34?—234?

State # | DISTRICT OF COLUMBIA - |

Fhone 2 I

{mnn-nnn-nnnnj

Zip * IEDDDL
Fhone 3|

|kc@gmai|.com

|LD[15[1980 (mm/dd/yyyy)

SR R R

" Male ¥ Female " Not Specified

o Yas [ Mo [ Not Specifiad

[

I 1 - 4 years or more of college, or full-time technical or vocational school vI

I American Indian or Alaska

[T Eligible Veteran

[T Limited English Proficient
[ individual with = Disability
W uUnemployed Individual
[T Dislocated Worker
T Incumbent Worker
r Worker Impacted by Mational Energy and Environmental Policy
(Applicable only to: SGA/DFA PY-08-18 and 20)
Individual in Need of Updated Training Related to the Energy Efficiency and Renewable Energy
[ industries
(Applicable only to: SGA/DFA PY-08-18 and 20)
r Individual Seeking Employment Pathways Out of Poverty and into Self-Sufficiency
(Applicable only to: SGA/DFA PY-08-20)
r Individual with & Criminal Record
(Applicable only to: SGA/DFA PY-08-19 and 20)
r Disadvantaged Worker within Areas of Poverty
(Applicable only to: SGA/DFA PY-08-13)
r Individual Impacted by Automotive-related Restructuring
{Applicable only to: SGA/DFA PY-08-18. SGA/DFA PY-08-20, and SGA/DFA BY-09-01)
[T High School Dropout
11/09/2010

Employment Status at Enrollment

Employment Status
at Enrollment %

o Employed
" Not Employed

o Employed but received Notice of Termination
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Add Program Information

Note: Users must enter the participant’s program information before any
Education or Job Training activities may be added for the participant.

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

2. Click the name of the participant to have program information added to
his record. The Summary screen for the participant is displayed.

3. Click Program tab. The Program Information screen is displayed (below).
Shamrock, Jarrett (Participant ID:170) (=dit) dp_ Add New Participant
m Education or Job Training  Other Grant Funded Services Employment and Follow-up Exit

Program Information

Date Began Program # I !f:’g,g

Industry Code # |P|EESE choose. .. ;I

Selact Green Industry Sector only if you hawe an Energy Training Partnership, Pathways Out of
Powerty,
or State Energy Sector Partnership grant.

Green Industry Sector |P|EESE choose... ;I

Has Participant Successfully
Completed The Program? # C Yes g No

4. Fill in the Program Information. Grantees awarded under the Health Care
and Other Emerging Industries SGA do not need to fill in the Green
Industry Sector field.

5. The field, “Has Participant Successfully Completed the Program?” will

have a default of “No” until all existing Education of Job Training activities
have been completed (have an end date in the “Date Ended” field).

6. Click Save to save the participant’s program information record.
7. Once a participant has completed their Education and Job Training
program, you may click “Yes” in the “Has Participant Successfully

Completed the Program?” field. Then, additional fields will be displayed
as shown below.
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Industry Code I

Green Industry Sector I

Has Participant Successfully
Completed The Program?

Date of Complation # |

Credential Summary
attainaed Cradantial? # & oo

Type of Credential Attained I: S
- s=:z=

Attained Additional Fad
Credentials? #® Yes

Program Information

Date Began Program # |D7f19.f2010

252
- MAICS 31-22 - Manufacturing - I
Select Green Industry Sector only i you hawve an Energy Training Partnership. Pathways OQut of

Powerty,
or State Energy Sector Partnership grant.

=1

- Manufacturers that produce sustainable products

* vas LS P

rp—— =i

Enter the “Date of Completion” (date program was successfully

completed). Fillin any credential information.

If you choose “Yes” to “Attained Additional Credentials?” the following

additional fields will be displayed.

Catae COSbmired

Additronal Credeaniials

Enber dn Hhee dnput Best prowicded befow wp fo 15 credeabial dete by oliciong on Bhe calender foon

| i | m =
[ = | m o E=

10.  Fillin the date(s)

that any additional credentials were obtained (up to 15

additional credentials).

11.
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Update Program Information

1.

Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

Click the name of the participant to have program information updated.
The Summary screen for the participant is displayed.

Click the Edit Program Information link or the Program tab. The current
Program Information screen for the participant is displayed.

Fillin your updates to the program information. If the field “...Successfully
Completed Program?” was previously saved with a “Yes,” then the field
cannot be changed to “No.” Note: Refer to the Add Program
Information section for details on entering program information fields.

Click Save to enter the program information updates.
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Add Education or Job Training

Note: Users must enter the participant’s Program Information before any
Education of Job Training activities may be added for the participant.

1.

Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

Click the name of the participant to receive an activity. The Summary

screen for the participant is displayed.

PARTICIPANT SUMMARY

Grantee: YOUTHBUILD WSA, [NC.
Grant No: Gi-19851-10-60-A~23
Contact: Katie Cole [348) 724-T238x
Emadls jgice-icnes.carol@dol . poy

Dee, David (Fadticipant ID:8836) (edit)

Program

Education or Job Traming Other Grant Funded Services Employrment and Follow-up Motes Excit
Summary Industry Code: MAICS Z1 - Mining, Quarrying. and Qil and Gas Extraction
Graan Industry Sedor: Energy-Efficiant Building. Construction, and Retrofit
Dabe of Intake: 11/05/2010
Status: Active
Dabes of Exit: n'a
Typa of Exit: nfa
Case Assigned Te: nfa
Category S rwrica Date Started Date Ended
L=t r ) Temining
Classroorm Training Activies 11/09/2010 11/100/2010
Era-appranticeship Activities 231/10/2010 11/10/2010
(=] nt Fin ry
Baxic Skills Traiming 11/10¢/2010 11/18y3010
Case Management Services 11/09/2010
3. Click the Add New Activity link (upper right section). The Add Activity
screen is displayed.
‘Grantes: YOUTHEUILD WSA, INC.
Grant No: GJ-19801-10-60-A-25
EDUCATION OR JOB TRAINING Contact: Katia Cole [348) 724-7238x
Email: joice-tonas.carol@dol.gov
Dee, David (Farticipant D18836) [adit) W Lo tgw Byrhopae
e Add ot
W
m Other Grant Funded Services Employment and Follow-up Notes Exit

Add Activity

Date Bagan ® = BB (mmiddryyey)

Choose Training Activity ® I Plasss Selas

Date Ended | {mm/ddf vy
E3

=
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4, Fillin the Date Began activity and select the activity type.
5. Click Save. The activity will display on the participant’s Summary screen.

6. Once the participant has finished the activity, enter the Date Ended.
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Update Education or Job Training

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

2. To update a participant’s Education or Job Training activity, click on the
name of the participant you wish to update. The Summary screen for the
participant is displayed.

Grantes: YOUTHEBUILD WSA, INC.

Gramt Wo: GJ-15801-10-60-A-23
PARTICIPANT SUMMARY Contact: Katie Cole (348) 724-T7238x
Emadl jgicg-sonas.carolddal.goy
Dee, David (cacicipant ID:8836) (gdit) e Agid New

s
e Edit Program Informaticn
3

e Add Other Grant-Funded Service

e Add Nobe
[

Program Education or Job Training Dither Grant Funded Services

N
Sumimary _— ode: MAICS 21 - Mining, Quarrying. and Oil and Gas Extrastion
Green Industry Sector: Energy-Efficiant Building., Consktruction, and Retrofit

Employment and Follow-up HNobes

Cate of Intake: 11/09/2010
Skatus: Active

Dabs of Exit: n's

Type of Exit: n/a

Case Assigned To: nfa

Category Sarwice Date Started Date Ended
Egg;!;ug" or "EE T-;.nl""-
Classroom Training Activies 11/09/2010 111042010
Fre-appranticeship Activities 13/10/2010 21/104/2010
B - Baszic Skills Training 13/10/2010 11/10)/2010
Case Management Services 117092010
3. Click the Education or Job Training tab. The Education or Job Training

summary screen is displayed.

Grantes: YOUTHBUILD USA, IMC.
EDUCATION OR JOB TRAINING E;":;?’Kfi;‘i?,?:'c;i':;";:f;m,

Emails (oicg-10n ol 1

Dee, David (Farticipant 10:8836) (adit)

dp_ _add Mote

Education or Job Training Dther Grant Funded Services  Employmant and Follow-up Motes  Exit
Traiming Activity Date Began Date Ended
B - ranticeship Ackiviti [% 11/05f 2010 11/10/2010
lagsreom Training Sckivi 13/05/ 2010 11/10/2010
e ranticeship Activiti 13/104 2010 11/10/2010
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4, Click the activity to be updated. The selected Education or Job Training
activity screen is displayed.

Update Activity

Choose Training Activity ® |5 apecanticaship Adtivities =]

Date Encad |1."-."'1|:.-"2'31|: ?':E {mmy/dd iy
[ Save [l Recet Il Cancel ||

5. Enter your updates and click Save.
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Add Other Grant-Funded Services

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

2. Click the name of the participant to add an Other Grant Funded Service
to their record. The Summary screen for the participant is displayed.

3. Click Add Other Grant-Funded Service. The Other Grant-Funded Services
screen is displayed.

Grantes: YOUTHEUILD USA, INC.

OTHER GRANT FUNDED SERVICES Contact: Katia Cole (348) 7247238

Emmaili jgice-sones carolBdolacy

Dee, David (earticipant 1018838) [2di)

Other Grant-Funded Services & | ~ |
Cate Started Service # I = i ey

Coatm T latad | m—— Fa
R O = [mrmdd My

4, Select the Other Grant Funded Service type and enter the Date Started
Service. Click Save. The activity will display on the participant’s Summary
screen.

5. Once the participant has completed the service, enter the Date
Completed.
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Update Other Grant-Funded Services

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

2. Click on a participant’s name to update an Other Grant-Funded service
in their record. The Summary screen for the participant is displayed.

3. Click the Add Other Grant-Funded Service tab. The Other Grant-Funded
Services summary screen is displayed.

Grantee: YOUTHBUILD USA, INC.
G t No: G1-19801-10-60-A-25
OTHER GRANT FUNDED SERVICES e
Email: joice-jones.carcl@dal.gov
Dee, David (participant 1D:2835) dh Add New Participant
Since this participant has exited, vou will not be sble to update the dats dh Add Other Grant-Funded Service
[
+|:I Add Note
Other Grant-Funded Services Date Started Servicea Date Completad
Easic Skills Training 11/10/2010 11/10/2010
Case Management Services 11/0%/2010
4. Click the service to be updated. The Update Service screen for the

selected service is displayed.

Update Service
Cther Grant-Funded Services ® Ba

sic Sk

Date Started Service # 11/10/2010 E r""l"ﬂ.'ldd.'r'n"-"r"l']
Date Complated [1110/2010 BR (mm/ddlnn)

EOd =3

5. Enter your updates and click Save.
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Add/Update Employment and Follow-up Information

This part of the participant record is to be filled out after the participant has
successfully completed the education or job training program. Note:
Completion is recognized by the RAD System when the user enters Yes in the
field, "Has Participant Successfully Completed the Program?" under the Program
tab.

1. Click Participants on the RAD System menu bar. The Participants
Overview screen is displayed.

2. Click the name of the participant to have employment information
added to his record. The Summary screen for the participant is displayed.

3. Click the Employment and Follow-up tab. The Employment and Follow-up
screen is displayed. The participant’s status for program completion,
employment and follow-up information is displayed under Status.

Grantee: YOUTHEUILD U3SA, INC.

Grant Nor G)-19801-10-80-4=-25
EMPLOYMENT AND FOLLOW-UP Contact: Katie Cole 348-724-7238
Emall: joice-jones.carcl@Edol.gov
Mitchell, Troy (Farticipant ID:8844) (adit) fh Add Hew Participgnt
d_ Add Nots
Summary Program  Education or Job Training  Other Grant Funded Services m
Status o _add Employmgnt [nformation

1
The participant has successfully completed the program g Add ist Gtr Retention
Employed: Ho information [l
Number of Followeups: O
15t Otr Retention: Mo information I*_ Add 2nd Qtr Retention

2nd Qtr Retention: Mo information

LN

0 Follow-up(s)
Contact Date Succassful Mode of Contact Contact Reason Commants

4, To add a follow-up, click Add Employment Information. The Add
Employment Information screen is displayed. (See next page).
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Mitchell, Troy (Participant 1D:2844) (adit) % .Add New Participant

i _Add Note
[
Summary Program  Education or Job Training  Other Grant Funded Services m
Status dh__Add Employment Information
The participant has successfully completed the program b Add 1st Qtr Retention

Employed: No information

Rumber of Follow ups: 0 )
1st Qtr Retention: No information I*_ Add 2nd Qtr Retention
2nd Qtr Retention: No information

LI

Add Employment Infarmation

Successful Contact # (~ C ho

Contact Date # [ BE (mm/ddivyvy)
Mode of Contact # |p|“y¢ Salect *I

Fellowrup Comments i]

400 characters or less

Entared Employmant # ~ Yes C o

Starting Date # I ﬁ (mmiddivyyy)

Is Employment Training Related? ®# ~ Yes ' no

Industry at Placement # IF|"“ Salect ;]

Select Green Industry Sector only if you have an Energy Training Partnership, Fathways Out of
Poverty, or State Energy Sector Partnership grant.

Green Industry Sector |p|““ Salect _.1]

Emplayer Name I
Job Title I

Employment Comments ;]

400 characters or less

0 Followeup(s)
Contact Date Successful Mode of Contact Contact Reason Comments

5. Enter the follow-up information section: indicate Yes or No to Successful
Contact, the Contact Date, Mode of Contact and any Follow-up
Comments (up to 400 characters). If you enter No to Successful Contact,
the employment fields become inactive (grayed out).

6. If you answered Yes to Successful Contact, continue by entering the
employment information section. Indicate Yes or No to Entered
Employment.

If you answer No to Entered Employment, the remainder of the fields in the
employment section become inactive (grayed out). If you answer Yes to
Entered Employment, continue by entering the rest of the employment
information.
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If you answer No to Is Employment Training Related? The following two

fields — Industry at Placement and Green Industry Sector become inactive
(grayed out).

When you complete the screen, click Save. The Employment and Follow-
up screen is redisplayed. Note: The follow-up information you just saved is
displayed at the bottom of the screen. The follow-up information cannot

be updated, but the employment information can be updated as
appropriate.

When the first quarter following the date participant Entered Employment
arrives, the link for Add 1st Quarter Retention becomes active.

Grantee: YOUTHBUILD USA, INC.

EMPLOYMENT AND FOLLOW‘UP Grant No: G1-15801-10-60-A-25

Contact: Katie Cole 348-724-7238
Email: joice-jones.carcl@dol.gov

Mitchell, Troy (participant ID:2844) (=dit) dh Add New Participant
+|:| Add Mote
Summary Program Education or Job Training Other Grant Funded Services Notes Exit
Status +|:| Edit Emplovment Information
® The participant has successfully completed the program dh Add 1st Otr Retention
* Employed: Yes [
* Number of Follow-ups: 2 _
® 1st Qtr Retention: Mo information +|:| Add 2nd Qtr Retention
& 2nd Qtr Retention: No information
2 Follow-up(s)

Contact Date Successful Mode of Contact Contact Reason Comments
1. 05/28/2010 Yes Phone Add Employment Information No comments
2. 05/27/2010 No Phone Add Employment Information No comments

e

Click the Add 1st Quarter Retention link to enter 1st quarter retention

information. The Add 1st Quarter Retention Information screen is displayed
(see next page).
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Mitchell, Troy (earticipant 1D:8844) (=dit) dh Add New Participant

+|:| Add Note

Summary Program Education or Job Training  Other Grant Funded Services Notes Exit

Status Edit Emplovment Information

The participant has successfully completed the program

o

Add 1st Crir Retenti
Employed: Yes +|_I 1=t Qtr Retantion
pam

Number of Follow-ups: 2
1st Qtr Retention: Mo information
2nd Qtr Retention: Mo information

Add 2nd Qtr Retention

Add 1st Qtr Retention Information

Successful Contact ® o~ — r

Mo
Contact Date # | B (mm/ddiyyyy)
Mode of Contact # IF'|.EEE,E Select ;I
Follow-up Comments ;I

|~
400 characters or less
Employment Starting Date 05/ 23/2010
Was the participant still employed between 07/01/2010 and 0%/320/20107  ves = o
2 Follow-up(s)

Contact Date Successful Mode of Contact Contact Reason Comments
1. 05/28/2010 Yes Phone Add Employment Information Mo comments
2. 05/27/2010 Mo Phone Add Employment Information No commernts

10. Indicate Yes or No to Successful Contact, the Contact Date, Mode of Contact

and any Follow-up Comments (up to 400 characters). If you enter No to
Successful Contact, the field for employment verification (“Was the participant
still employed between beginning quarter date and ending quarter date?)
becomes inactive (grayed out). If you answer Yes to Successful Contact, you
may answer the employment verification question. When you complete the
screen, click Save. The Employment and Follow-up screen is re-displayed. Note:
the follow-up information cannot be updated, but the employment information can
be updated as often as necessary.

11. When the second quarter following the date participant "Entered Employment”
arrives, the link for Add 2nd Quarter Retention becomes active. To enter 2"
guarter retention information, click this link and repeat the instructions from Step
10 above.
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Add/Update Delay Exit (Gap in Service)

Normally, the System will handle exiting participants automatically (90 days from the
end date of the latest activity or service). However, in certain situations, you may need
to delay a participant's exit by adding a gap-of-service. A gap-of-service has a
maximum period of 180 days.

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

2. Click the name of the participant to receive a gap-of-service. The Summary
screen for the participant is displayed.

3. Click the Exit tab. The EXxit screen is displayed.

Granbes YOUTHBUILD USA, [RC,
EXIT Grank No: G)-19801-10-60-A-25
Contact: Katie Cola [348]) T24-7230x
Emadly joice-tonss.carol®dol ooy
Dee, David (Farticican: 1018838) (adit) S _i:d New Oarticinant
P dsid Note
I Sammrmary ErroupF A Education or Job Traming Other Grant Funded Services  Employment and Follow-up  Notes
Hermally, the system mill kindle sl osformaden sutematically. Homsvie, 0 sorthin Situaticons you miy feed b masually saber el
irforrnation
pdate Exit Dnf ¥
i Celay Exit
Gap of Servics Excaption # |'.:: Sala=ea Ef
Cate that the Gap of Sarvice Bagan # -r'
Frojected Dats that the Gap of Service Ends # =
' Manusl Exit
Reason for Exit # Nod Saleded 'l
Exik Daty & Sl —'
| Sove I Reset I Cancel |

4. Click Delay Exit to enter a gap-of-service. Select the reason for the delay. Enter
the date the gap-of-service will begin and the projected date that it will end.

5. Click Save. The gap-of-service exit date will override the System's automatic exit
date.
6. Update Gap-of-Service Information: Follow the same steps (above) to update

the delay exit. All of the delay exit fields may be updated, but the total period
may not exceed 180 days. Note: you will not be able to update the delay exit
fields if the participant has already exited.
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Add Manual Exit Information

Normally, the system will handle exit information automatically. However, in certain
situations you may need to manually enter exit information.

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

Grant Mo: GJ-152301-10-50-A-25

Ennail: joice-fones carcl@dol.gow

Reassign checked cases to Izhm recipient [ I [m

Grantes: YOUTHBUILD USA, INC.

PARTICIPANTS OVERVIEW Contact: Katie Cole (348) 724-7238x

[viewan =1 m e Add Mew Sarticipsnt
4 records
o Barticipant . Date of Intake Assigned Yo Status
8836 — Dee. Dawvid 11/09 2010 watie Cole Active
s34 — ERratt. iacl 11/09/2010 Hatie Cole Exited
8835 — Couric, Katia 11/09 2010 watia Cola Active
F=E=t-1-1 — Byvancw, Byve L1009 2010 Jones. Rhonda Sctive
[ Check Al_|

2. Click the name of the participant for which you wish to enter exit
information. The Summary screen for the participant is displayed.

Grantea: UNITED INDIAN NATIOMNS, IN...
Grant No: G]-15880-08-60-A-6

PARTICIPANT SUMMARY Contact: bahrami (323) 232-3232

Email: tirupathi.srivanif@dol.gowv

Twinn, Mark (participent 1D:133) (=dit) " Add New Participant

dp__ Edit Program Information
[

+|:I Add Mew Ackivity

gp _~Add Other Grant-Funded Service
|
+|:| Add Note

Program Education or Job Training Other Grant Funded Services Employment and Follow-up Notes

Summaw Industry Code: MAICS 71 - Arts, Entertsinment, and Recrestion
Green Industry Sector: Other Green Industries

Date of Intake: 07,/02/2010

Status: Active

Date of Exiti n/a

Type of Exit: n/a

Case Azsigned To: Miller, Alpheso

Category Service Date Started Date Ended

Education or Job Training
Classroom Training Activies 09/14/2010 09/30/2010

Other Grant Funded Services

Basic Skills Training 07/12/2010 09/01/2010
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3. Click the Exit tab. The Update Exit screen is displayed.

Grambes: YOUTHBUILD USA, INC.
EXIT Grant No: G)-13801-10-50-A-23
Contact: Katis Cola [348) T24-T238x
Emadly jpice-ione s carolSdol.ogy
Dee, David (rarticipant 10188356) (sdit) S_tdd New Particicant

o Ao Mote
h
LATTLAFY [T Edication or 3ob Tramng ther Grant Funded Services Employment amd Follow-up  Notes

Mermally, the spatem mill kandle sl iaformabon sufomabically. Homdede 1n cortiin SIELABCAS you My Ao b2 masudlly aobes sl
imfrnahen

te Exit Inf

L Belay Exit

Gap of Servics Excaplion ®

Cate that the Gap of Sarvice Bagan #®
Frojected Dats that the Gap of Service Ends #
' Manusl Exit ‘

Asason for Exit #

Exit Date ®

| Sove Y fieset |

4. Select the Manual Exit to enter a manual exit. Select the reason for the
exit and enter the exit date.

5. Click Save. The manual exit date will override the System’s automatic exit
date.

6. Update Manual Exit Information: Follow the same steps (above to update
the manual exit. All of the manual exit fields may be updated. Note:
You will not be able to update the exit fields if the participant has already
exited.
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Reassign Participants
Use these steps to reassign participants from one case manager to another.

1. Click Participants on the RAD System menu bar. The Participants Overview
screen is displayed.

Grambas: YOUTHEUILD UZSA, TRC.
PARTICIPANTS OVERVIEW el e T
Contact: Katie Cole [348) 724-T238x
Emadl: [Sicg-tongicarslSdel gov
Vigw All —l I*— Add hew Pacticigant
& retordd

D Par ik A Dats Ef Libaks Aggigred T Shabuis
EE36 C D 11708/ 2010 Eatie Cole Ructive
EB40 11/10v2010 Eakia Cole Active
[k 115082010 Katia Cole Exited
@13 1102010 Rivers, Jow Active
EB3B 11092010 Jernad, RRonds Astive
EEBd4 117122010 Enkia Cala Artive
Rasgdigh chacked cagei [:“5‘:“ "‘"—ll:‘l‘"lﬂ Submit

2. Select the participants you want to reassign. To select all participants
displayed, click Check All.

3. Select the receiving case manager in the Reassign Checked Cases to
field.

4, Click Submit. Checked participants are reassigned to the selected case
manager.
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Quarterly Progress Report

Note: The Quarterly Performance Report, also known as the ETA-9153 Form must
be submitted by training grantees which include those grantees awarded under
the following Solicitations for Grant Applications (SGAS):

e SGA/DFA PY-08-18 (Energy Training Partnership Grantees)
e SGA/DFA PY-08-19 (Pathways Out of Poverty Grantees)
e SGA/DFA PY-08-20 (State Energy Sector Partnership and Training Grantees)

e SGA/DFA PY-09-01 (Health Care Sector and Other High Growth and
Emerging Industries Grantees)

This module allows RAD System Users to perform the following actions:

e Build/Submit the Quarterly Performance Report — this method allows for
viewing and printing.

e View/Print Submitted Quarterly Performance Reports.
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Build/Submit the Quarterly Performance Report

1. Click Reports on the RAD menu bar. The Reports Screen is displayed.

Grantee: ARIZONA DEPARTMENT OF ECO...
REPORTS Comtact: Karen Marchecs (765) 342-2342
Email: joice-jones.carcl@dol.gov
= Grantee Quarterly Performance Report (G1-19839-10-60-A-4)
2. Click Grantee Quarterly Performance Report. The select Reports Screen is
displayed.
Grantee: ARIZONA DEPARTMENT OF ECO...
G t No: GI-19839-10-60-A-4
REPORTS C;::act? Karell:u Marchlezz (789) 342-2342
Email: joice-jones.carol@dal.gov
Case Manager: |All
Program Year: IEDDE’ 'l
3. Select the case manger or All (for all case managers) and the Program

Year. Click Submit.

4. Select the quarter for the quarterly performance report you wish to view.
Note: You may build a report for a quarter that has not yet ended, but you may
not certify/submit for that quarter until it ends. Also, you may not select a quarter

that is in the future.

REPORTS

Grantee: ARIZONA DEPARTMENT OF ECO...
Grant No: G1-19829-10-60-A-4

Contact: Karen Marchess (789) 342-23242
Email: joice-jones.carcl@deol.gov

Case manager: All
Program Year: 2009
Current Month: 07

Quarter 1 I Quarter 2 o Quarter 2 I Quarter 4 L

(o7/01/2009 - (i0/01/2009 - (oi/oif2010 - (04/01/2010 -

09/30/2009) 12/31/2009) 03/31/2010) 06/30/2010)
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5. Click Printable Report to display a pdf version of the ETA-9153 Form (5
pages) that can be view and printed. Click Build Report to display the
ETA-9153 Form that can be certified and submitted with the Authorized
Grantees Representative’s PIN.

6. If Build Report is clicked, the following actions may be performed by the
Authorized Grantee Representative prior to certifying and submitting the
Quarterly Progress Report:

» Enter remarks in Section F — Report Certification/Additional
Comments (this is optional).

E. COMMON PERFORMANCE MEASURES

1. Entered Employment Rate
2. Employment Retention
3. Average Earnings

F. Report Certification [/ Additional Comments

Grantee Remarks: ;I

=
Name of Grantee Certifying Official: Telephone Number: Email:
Werksystams, Inc. (EDZ:I 281-2838 berroa.isa@dol.gov

Public Burden Statement: Persons are not reguired to respond to this collection of information unless it displays a currently valid OMB
number. Public reporting burden for this collection of information, which is required to obtain or retain benefits (Pl 106-107, Sec 8], is
estimated to average 16 hours per response, including time for reviewing instructions, searching existing data sources, gathering and
maintaining the data needed, and completing and reviewing the collection of informatien. This is public information and there is no
expectation of confidentiality. The reason for the collection of infoermation is general program oversight, evaluation and performance
zssessment. Send comments regarding the burden estimate or any other aspect of this collection of information, including
suggestions for reducing this burden, to the U.S. Department of Labeor, ETA, Rm N-4643, 200 Constitution Avenue, MW, Washington,
OC 20210,

» Upload the required Narrative Report - Click Browse to navigate to
the desired document you want to upload. You may upload files
in the following formats: 1) Microsoft Word, 2) Microsoft Excel or 3)
Adobe Acrobat (pdf). The maximum file size is 2.1MB.

= Upload a maximum of four supplemental files (optional as
attachments to the Quarterly Progress Report). Choose a File Type
from the drop-down list (choices are Timeline, Success Story, or
Other). Then click Browse to navigate to the desired document
you want to upload.
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MNarrative:
One Narrative Report is required and 4 supplement Files are Optional. A narrative must be included in order to submit the final

report.

i # | .
Supplemental File: | Browse... W
|
|
|

Narrative File

Supplemental File:

Browse .. I ICﬂoose s file type... = |
Browse... | I’:hoou s file type... - |
Browse... I IChoose afile type... = |

Supplemental File:

Supplemental File:

Allowed file types: doc,docx, dobe, pdf. pobx, ppt, pphbe, bt xls, xlsxxlbe.
Max file size: 2.1MB
Delete a file: Click the X icon.

pin: | | Certify |

= After a Quarterly Progress Report is submitted, it may still be rebuilt
and resubmitted by the Authorized Grantee Representative. The
uploaded files may be deleted and replacement files may be
uploaded. To delete an existing file, click the red “x” next to the
beginning of the file name.

MNarrative:

One Narrative Report is required and 4 supplement Files are Optional. A narrative must be included in order to submit the final
report.

Sting: ® QPR Narrative.doP
Existing: ® QPR Narrative.doc

Supplemental File:

Narrative Report

Timeline

M_I I':ham afile type.. = I
Supplemental File: I Browse. I ICneoﬁe afiletype.. = I
Supplemental File: | Browse... I ICham a file typa vl

Allowed file types: doc, doecx, dotx, pdf. pobx, ppt, pphx, bxt, x5, xlsx, xlbx.
Max file size: 2.1MB
Deleta a file: Click tha X icon.

pIns | [ Cartify |
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View /Print Submitted Quarterly Progress Report

The Quarterly Progress Report (including the attached Narrative Report file and
supplemental files) that have been certified and submitted may be accessed
for viewing and printing from the Reports screen.

Note: This method allows report viewing and printing by all grantee staff (except
read-only users). No edits can be made to the ETA-9153 Form, the narrative
report, or the supplemental file through this viewing method. Only the
Authorized Grantee Representative has the access to replace attached files
and re-certify the report as outlined in the previous section.

1. Click Reports on the RAD System menu bar. The Reports screen is
displayed.

RE%RTS
Emigil: joice-jonsg.caral@dol. gow

2. Click Submitted QPR. The Submitted Reports screen is displayed. All
submitted reports, along with their program years and quarters, are
displayed in the list.

Crantes: YOUTHEUILD USA. IHC
SUBMITTED REPORTS Gramt o 3-13801-10-60-A-25
Email: jolce-iones carclfdol.goy

Program Year Quarter Report MNarrativas
2010 1 report Y
2009 4 /' t 12345

3. To view a Quarterly Progress Report - click the report link for the desired
report in the Report column. The Quarterly Progress Report will be
displayed in pdf format (5 pages) including remarks. Click the printicon
on the pdf menu bar to print the report.

4. To view Quarterly Progress Report attachments (including Narrative Report
and supplemental reports) - each attachment is represented by a
number on the Narratives column. The Narrative is represented by "1" and
each supplemental file is represented by the numbers "2" through "5"
depending on the number of attached files. Click the desired number

RAD Updated User Guide — Version 2 — December 2010 50



and the appropriate attached file is displayed in its original format. It may
be viewed, edited and saved to your directory or printed.
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