Documenting Individual Training Accounts (ITAS) in the MIS

Please use this visual aid as a supplement and not a replacement for the MIS User
Training and Reference Manual or the on-line help system. You are encouraged to use
the On-Line help system by clicking the “Help” button on the bottom of the WIA Plan,
Services and Cost tabs.

For information regarding the use of ITAs contact:

Youth Programs: Shane Bannarbie at 269-4551
Adult & Dislocated Worker Programs: Mike Lohmann at 269-4655

Step by Step Instructions

1. Add the ITA cost Items to the Plan as applicable.
These are the ITA Cost Categories and their respective MIS codes
60 - ITA Tuition
61 - ITA Books
62 - ITA Tools/Equipment
63 - ITA Materials/Supplies
64 - ITA Transportation — Out of Area
65 - ITA Related Fees
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2. Open up the Services Tab and add the service(s) that the ITA will pay for. After

entering the Service code in Field 1, the Start date in Field 3 and Projected End date in
Field 4, enter the Occupational Code by right mouse clicking in Field 6 for the look-up.

3. Skip to field 16, ETP/Vendor, and enter the vendor providing the training paid for by

the ITA. Either type the vendor code in or use the lookup. Once the vendor code is
entered, right mouse click on the vendor code field.
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4. A split window appears. The top window will take you to the Vendor Look-up and the
lower one will take you to the vendor information. Click on the “Allowable CIP codes” to

find the approved CIP codes for this vendor. /
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5. Once found, write it down, and enter it in Field 7 and complete the data entry needed
for the Services Tab
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Note: If the CIP is not listed in the Vendor lookup, then the course has not
been approved as part of the Eligible Training Provider program and an ITA
MAY NOT be used to fund it.

6. Move to the Cost Tab and add the ITA cost category by clicking on the “Add” button
and selecting the Linked Service. The following graphic provides an example of a cost
tab entry with an ITA entry.

Regl | Reg2 | Reg3 | Plan | Services (Cost!| Outcome | Supplemental | Survey | Case Motes | Address Hist. | Test Score | Validation |

Type Source Actual Cost Transaction Date == Filter to: I Al -I
Training l Comments |
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