
ICM ENROLLMENT TO EXIT

SFY 2019 WIOA Youth Regional Training 

The Alaska Job Center Network is an 
Equal Opportunity Employer/Program

Auxiliary aids and services are available to individuals with disabilities upon request.



INDIVIDUAL CASE MANAGEMENT 
SYSTEM (ICM)

The ICM is the state WIOA Youth tracking system and houses:

• Confidential participant information;

• services delivered to participants;

• service costs; and  

• Serves as federal reporting database 



INTAKE

• Enter participant information from application

• Create participant case



My Workplace menu to access 
participant search screen



Select participant from 
menu



Use search box to type in participant name. If 
participant not found the (+ NEW) allows you to 
create a new participant for enrollment

Note: Participant data my be in the system if 
enrolled prior. Demographic information 
from prior enrollments can be used for new 
enrollments if possible. 



Always select individual when 
creating new participant



Save information once 
entered



Complete basic participant demographic information
* Click the add or view History to enter address



Complete address information. Click “Save and Close” to be 
taken back to home screen



Use My Workplace menu to create a new 
case for participant by selecting case 
option from menu. 



Select “New” to create a new case

View of existing caseload 



Must click “Save” first to 
activate new case contents



Search and select your participant. demographic 
information entered prior will be used to start 
case



Once participant is identified select “save”. 
Note: case name will auto populate



Must select (+) to add 
enrollment to case

(Auto populated case name)

Case created



PROGRAM ENROLLMENT

• Applicant Eligibility information 

• Entering Services and Service Costs

• Entering Goals 

• Advancement Plan/ Case Notes



(Autofill)

Select WIA Youth from drop  
Program search drop down menu

Select save to transition to 
next enrollment step



Errors will populate; once enrollment 
information is completed errors will be 
removed. Youth application is used to 
complete enrollment information



Note: when completing the education employment 
section, do not select last grade completed as “12” for 
high school graduates

Select “attained high school diploma for high 
school graduates



participants over income but meets one or 
more youth barriers can be enrolled with an 
approved income waiver. Waivers are limited 
and requires state approval

Complete  all eligibility information 
and ensure enrollment date is 
entered. 



Once all enrollment information is 
entered participant is ready to be 
enrolled. Enroll participant by selecting 
enroll from the toolbar



Participant is enrolled



With the Enrollment complete- it’s time to add program 
services  and cost. Access service from the (Service) 
submenu



INDIVIDUAL SERVICE STRATEGY (ISS)

ISS must contain the following in the ICM:

• Objective assessment

• ISS development service

• One or more of the15 WIOA service elements based 
on advancement plan 

• Services tied to a goal



Select  (+) symbol to 
add new services



Complete service details and ensure service status is selected. Notice 
development of an individual service services strategy is an actual service as 
well as a function. 



Goals 101:
Goals should not be set for specific services only, but should be the 
overall  projected outcome of successful delivery of a set of services. 
Multiple goals can be entered in cases where participants have both 
an employment and an academic benchmarks. 

Goals are added from service screen by searching or adding a 
new goal (+ New) if no goal created. Each service does not 
need a new goal; one goal can be tied to all services entered.



From the New Goal screen identify participant goal via 
the search option. The goal name  an description is 
optional 

Type in your search criteria- select “ look up more records” to access all 
goal types 



Select O*NET  occupation code most 
closely associated with employment goal.   











Advancement Plan/
Case notes

Create the advancement plan via 
“Case Notes”.

From the navigation tool bar use the  
case name drop down to view the 
menu options and select Case Note



Add Case Note



• Public or Restricted, each User on the 
Case can see the Notes written by each

• Confidential, ONLY the User who wrote 
the Note will be able to see that Case 
Note

Enter Advancement plan 



Example



Example



EXITING AND FOLLOW UP

• Steps to exiting a participant

• Entering the follow up service

• What type of services are provided during follow up

• Entering follow up case notes



Exiting occurs in the enrollment view and involves the 
following steps:
1. Closing services
2. Completing Reporting section
3. Completing Out section



Complete outcome section questions

Participants enrolled in high school completion services or 
recognized credential bearing services must be marked as 
enrolled in education

Goals must be updated from pending to attained or not 
attained



Example

Update goal by clicking here





Example



Add Case Maintenance / Review service (type F)- mark 
status as scheduled not planned. Only “F” Type services can 
be provided during follow up



All service status should be marked  
“completed” except for the follow up service

Once all exit information is entered and 
updated, select “Exit Enrollment” from the 
navigation bar



Allow 90 days to pass before the exit can be 
executed. Ensure exit date is equal to last service 
end date 



Track follow up activities in case not 
section. Enter Follow up case notes 
detailing participant progress.
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