Access Indiana Account Creation

Click on this link: DWD: Next Level Jobs - Employer Training Grant

Next Level Jobs - Employer Training Grant

Next Level Jobs programs to include early childhood education and child care training through the state’s Workforce Ready Grant and Employer Training

crentprogrems NextLevel Jobs
More than one million jobs must be filled in Indiana over the next 10 years. To help Hoosier employers fill these jobs, Indiana has created the Employer

Training Grant (ETG), which reimburses employers who train, hire, and retain new or incumbent workers to fill in-demand positions within recognized job

fields. The Employer Training Grant is available to help fill in-demand positions within six priority sectors. The grant will reimburse employers up to $5,000

per employee who is trained, hired, and retained for six months, up to $50,000 per employer.

NextLevel Jobs
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To see the eligible occupations for the ETG broken out by sector, Quality childcare starts with quality Preschool Teachers;
apply_now to train them.
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Apply for the Employer Training Grant through the employer
portal. use this link.
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https://www.in.gov/dwd/business-services/etg/

Enter your email address and then click on Send Verification Code
Access the email account associated with the address that was entered on the page to retrieve

your verification code, then enter that code

Access Indiana - Portal

&+ Sign Up: Email
Verify your Email Address to create your Access Indiana Account.

A Email

Sign In Instead

Create your password then click continue

Access Indiana - Portal

i+ Siin Ui: Password

A Password

A confirm Password

ATTENTION: Your password s the key o your Access Indiana account and, like your
offline life, you should be careful about who you If yeu share your
Access Indiana password with anyone, even family members or coworkers, they may
have access to all of your applications and information in Access Indiana,

Hide this message

©
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About Getting Started Available Services FAQ & Help

access — |
NDIANA

Sign Up for Access Indiana

1. Enter your email address and a code will be
delivered. This may take up to five minutes.

2. Check your email in a new browser tab or
window. Do not leave this page or the code
will not work.

3. After receiving the code, enter and proceed to
setting up a password and entering your
personal information.

@ support

About Getting Started Available Services FAQ & Help

a acces
INDIANA

Sign Up for Access Indiana

Password Requirements:

Minimum 8 characters

Lowercase character

Uppercase character

Digits (0-9)

One or more of the following symbols:

1@#S%ARF-_+=[]{}| 21T ~"():.
Additional Information:

For your protection, your password must be
determined to not be simple enough to guess or
frequently used in other systems.

@ Support




JINgov

PIN.gov

Fill in the required fields above, then click on Create Account

Access Indiana - Portal

.'+ Siin Ui: Profile

A First Name A Phone

Organization Name ©
(Optional)

Middle Name
(Optional)

A Last Name

©

About Getting Started Available Services FAQ & Help

access —
INDIANA
Sign Up for Access Indiana

1. Please enter your full middle name, not an
initial for it.

2. We use your phone number in Two-Step
Verfication if you choose to opt-in for added
account security.

3. If this will be a business account, please identify

the company that this account will be related to
in Organization Name.

Make your desired selected above then click on continue

Access Indiana - Portal

-t Siﬁn Up: Two-Step Verification

Make your account more secure by entering a unigue code in
addition to your password every time you sign in. This is
optional.

Enable Two-Step Verification?

o No, thanks.

O Yes. using an authenticator app.

O Yes, using my phone number.

August, 2024
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DASHBOARD PROFILE ACCOUNT SECURITY siGN oUT

a access —
INDIANA
Two-Step Verification adds an extra layer of

security to your account in case your password is
stolen.

After you enable Two-Step Verification, you'll need
to complete a second step during sign in by
providing a verification code to prove it's you. The
codes can be generated with an authenticator app
or sent to a phone or email address.




e Make your desired selected above then click on continue

' IN.gev " Access Indiana - Portal

&* Sign Up: Recovery Email
Adding a recovery email will allow you to reset your password

with a verification code if you lose access to your primary email
address. This is optional.

Do you want to add a recovery email?

o No, thanks.
() Yes. pleaser

e Your account has now been created

ACCOUNT SECURITY

Qnsress :
INDIANA
Recovery Email Verification

1. Enter your email address and a code will be
delivered. This may take up to five minutes.

2. Check your email in a new browser tab or
window. Do not leave this page or the code
will not work.

3. After receiving the code, enter and proceed to
setting up a password and entering your
personal information.

e Going forward, when you log into the portal you’ll be greeted with the Access Indiana login
page. Once you log in, you'll then be redirected to the Employer Training Grant portal page

JINgov BTy Access Indiana - Portal
A ACCESS INDIANA DASHBOARD

A Current Notifications

. Add More Security with Tweo-Step Verification

. Be prepared! Remember to Add a Recovery Email!

M Bookmarked Services

You currently have no bookmarked services.

Click on a bookmark icon to add one!

View All Services

=) Sign in to Recently Used Services
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SERVICES PROFILE ACCOUNT SECURTTY.

Your Profile

Name.
Email
Phone

To update your profile info, primary email address, add
a recovery email address. phone, or password, follow
one of the links below.

Change Profile

Change Email Address

Change Phone

Change Password




Creating a New Business Interest Form

Click on this link: DWD: Next Level Jobs - Employer Training Grant _

e C(Click on Hoosier High Five

Next Level Jobs - Employer Training Grant

Next Level Jobs programs to include early childhood education and child care training through the state’s Workforce Ready Grant and Employer Training
Grant programs.

NextLevel Jobs
More than one million jobs must be filled in Indiana over the next 10 years. To help Hoosier employers fill these jobs, Indiana has created the Employer
Training Grant (ETG), which reimburses employers who train, hire, and retain new or incumbent workers to fill in-demand positions within recognized job
fields. The Employer Training Grant is available to help fill in-demand positions within six priority sectors. The grant will reimburse employers up to $5,000
per employee who is trained, hired, and retained for six months, up to $50,000 per employer.
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NextLevel Jobs
N
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Apply for the Employer Training Grant through the employer To see the eligible occupations for the ETG broken out by sector, Quality childcare starts with quality Preschool Teachers;
portal. use this link. apply_now to train them.

e If you have never created an Access Indiana Account, you will create your account here.

(&) B - //access.in.gov/c o 0

' INgCﬂ' Access Indiana - Portal About Getting Started Available Services FAQ & Help

To use Next Level Jobs Portal you must have an /
account.

=] Sign In with Access Indiana

Don't have an Access Indiana account?

Cancel and Return to Next Level Jobs Portal

e Once you have entered your Access Indiana login credentials, you will be taken to the following
page.
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https://www.in.gov/dwd/business-services/etg/

e Click on Business Services

NextlLevel Jobs Portal Sign in

T

elcome!

v
-

Whether you are a training provider or a business looking to

upskill your employees, you can use this site to access various P REPARl NG HOOSl E RS FOR

resources and services. You can also learn more about the

programs that connect Hoosiers and employers through N t L I J b
apprenticeships and earn-and-learn opportunities. ex eve o s
If you are facing a discontinuation of operations, you can find

assistance to ease the transition. Visit the pages of each DWD

service below to learn more about how they can support your
business.

Workforce Ready Business Worl-Based Learning & Work Adjustment &
Grants Services _Apprenticeship Retraining Notifications

Training Providers that are Connect with us for no-cost Connects Hoosiers and Businesses facing a
upskilling, can access invoices, business services such as Employers by promoting and discontinuation of operations
add a new course, or become attracting and retaining top supporting Registered and seeking no cost assistance
a training provider. talent, strategic planning, Apprenticeship, Certified State  resource services, aimed at
training grants and grant Earn and Learn (SEAL), assisting employers and
management, and more. Local  and Certified Pre- employees through the
business services Apprenticeship programs. transition of the event.
representatives are ready to (Submit WARN)
serve you!
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e Click on New Business Interest Form

New Business Interest Form ‘ My Services ‘ Financial Documents Invoices

>y

Nexilevel Jobs > Business Services > Employer Training Grants

Get Started with the Business Services Portal

Next Level Jobs programs to include early childhood education and child care training through the state’s Workforce Ready Grant and
Employer Training Grant programs.
Click the Next Level Jobs loge to create your Access Indiana account. Access Indiana is a streamlined and simplified way for citizens and

businesses to interact with state government. Access Indiana is a statewide effort to improve the user experience when accessing
government services through creation of a portal where Hoosiers can access, link, and manage their online accounts for multiple state

agencies.
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e Complete the Business Services, Company, and Contact Tabs to complete your Business Services
Interest form request, then click Next.

MNew Business Interest Farm My Services Financial Documents Ivaioes

Mextlevel hobs Busiress Services > Business Services Intenest

Business Services Interest

Overview

Welooma bo NextLevel lobs Dundness Services] Wi provide & nuenber of prograns and services 1o sl Hogder businesies including talent aftraction and retention, worlk-Based learning,
on-the-jobs braining, data anatysis, Lipof averbon and the Employer Training Grant

Inberested bn bearning more? Select Next and complete the Interest form ¥ou will recebve an ensall confinmation and a local busleess representative will be i touch. Program funding b
lirnitdd arsd ey nod be availabile. o you B quistions and wanit b0 speak with SO fem your Fegian, i aur contso map,

Select Account: Liberty Tradlers w

[ ree ]

Copymight © 2023 All mghts reserved

New Business Interest Form My Services Financial Documents Invoices K Kincy ~

Nextlevel Jobs > Business Services = Interest Form Thank You

Interest Form Thank You

Thank you far your interest in working with DWD Business Services!

‘You will be hearing from a NexiLevel Jobs representative to discuss next steps. In the meantime, lock for a confirmation email from us in your inbox. If you have any

questions please contact nextleveljobs@dwd.in.gov

e [Howead

Governor Eric Holcomb

Copyright © 2023. All rights reserved.

e Once you have completed the Contact page and submitted your interest form, you should be
shown the above screen. This indicates that your interest form has been successfully completed
and submitted. A regional business consultant will be in contact with you to discuss your

request.
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Accessing your submitted Business Interest Form

Click on this link: DWD: Next Level Jobs - Employer Training Grant _

e Next click on Hoosier High Five

Next Level Jobs - Employer Training Grant

Next Level Jobs programs to include early_childhood education and child care training through the state’s Workforce Ready Grant and Employer Training

Grant programs.
NextLevel Jobs
More than one million jobs must be filled in Indiana over the next 10 years. To help Hoosier employers fill these jobs, Indiana has created the Employer
Training Grant (ETG), which reimburses employers who train, hire, and retain new or incumbent workers to fill in-demand positions within recognized job
fields. The Employer Training Grant is available to help fill in-demand positions within six priority sectors. The grant will reimburse employers up to $5,000
per employee who is trained, hired, and retained for six months, up to $50,000 per employer.

) — .,

NextLevel Jobs
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Apply_for the Employer Training Grant through the employer To see the eligible occupations for the ETG broken out by sector, Quality childcare starts with quality Preschool Teachers;
portal. use this link. apply_now to train them.

* [f you have never created an Access Indiana Account, you will create your account here.

o wie Next Lavel joba Pomal rarsw an Aorwes

+] Sign Inwvath Access Indiana

s N g Acowey nghans &

Cancel aod Benurs vs Mewt Lewel Jala Partsl

& Once you have entered your Access Indiana login credentials, you will be taken to the following

page.
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https://www.in.gov/dwd/business-services/etg/

® (Click on Business Services

g

o

Welcome!

W

Whether you are a training provider or a business looking to
upskill your employees, you can use this site to access various
resources and services. You can also learn more about the
programs that connect Hoosiers and employers through
apprenticeships and earn-and-learn opportunities.

If you are facing a discontinuation of operations, you can find
assistance to ease the transition. Visit the pages of each DWD
service below to learn more about how they can support your

business.

Workforce Ready
Grants

Training Providers that are
upskilling, can access invoices,
add a new course, or become
a training provider.

August, 2024

Business
Services

Connect with us for no-cost
business services such as
attracting and retaining top
talent, strategic planning,
training grants and grant
management, and more. Local
business services
representatives are ready to
serve you!

PREPARING HOQOSIERS FOR
NextLevel Jobs

Work-Based Learning &
Apprenticeship

Connects Hoosiers and
Employers by promoting and
supporting Registered
Apprenticeship, Certified State
Earn and Learn (SEAL),

and Certified Pre-
Apprenticeship programs.

Work Adjustment &
Retraining Notifications

Businesses facing a
discontinuation of operations
and seeking no cost assistance
resource services, aimed at
assisting employers and
employees through the
transition of the event.

(Submit WARN)



® (lick on My Services Tab

New Business Interest Form \ My Services \ Financial Documents \ Invoices

NextLevel Jobs > Business Services > Employer Training Grants

Get Started with the Business Services
Portal
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Mew Business Interest Form | My Services | Financial Documents Inwoices
Mextlevel Jobs > Business Services > IMy Services
These are the Business Services that your Local Business Rep will work on with you To update this lst, please select the New Business Interest Form af the top of the page

Business Services

El Work Based Learning - Need help upskiling your workdaros? We may have available furding for State Eam and Learn Certificates, Registered Apprenticeship
Programs, Employer Training Grants, and on the job training!

[[] Accessing Untapped Labor Pools - You need talent and we've gof ideas! Let us infroduce you o new talent pipelines that will diversify and uplift your organization,
such &5 youth, weterars, individuals with disabilities, older workers, ex-offenders, and individuals with English as 2 new.

[ Empleyer Infermation Services - Keed help, bui not sure how we can assst? Allow us 1o lst and define our menu of services and prescribe what will most impact
your Busineis!

[J Empleyer Support Services - How do you stack up fo your competitors? We can provide business consultathon sendces including fargeied anabysis of your local job
market!

Dﬁwlﬂ rategic FlanningU/Ecenomic Developmaent - A rsang Dade s all sheps! We wall create opportumilies 10 2ngage youl o JOMMunity partners, such as
economic development, community educators, and other employers bo create collaborative solutions to workforoe issues.

[ Layetf Avarsion - Let us help you thrcugh the nough patch! We can provide consultation and planning 1o you with advanced notification of 8 current of progected
chosune ar lawof, which may include upskalling your takent

[ Rapid Response/Business Downslizing Assistance - We can help soften the hard times! Allow us to help plan 3 Lyalf response, We will provide conmectnity b0 new
employment, jolb search preparation, and unemplsyment insurance information for efected employees.

[ workforce Recruitment Assirtance - Let us help grow your team! We will haip find skilled, gualifed candidates, provide pre-soreening 1o help save you teme, and
create of promaobe hiring events!

e The services that you selected as your interest shall appear with a checkmark inside of a
blue highlighted box. If you submit a new business interest form, the services selected
on that new interest form will be shown above. Please wait on further instruction from
your regional business representative for next steps

August, 2024



Accessing previously submitted ETG information/Creating a Training Plan

Click on this link: DWD: Next Level Jobs - Employer Training Grant _

e Next click on Hoosier High Five

Next Level Jobs - Employer Training Grant

Next Level Jobs programs to include early childhood education and child care training through the state’s Workforce Ready Grant and Employer Training

Grant programs.
NextLevel Jobs
More than one million jobs must be filled in Indiana over the next 10 years. To help Hoosier employers fill these jobs, Indiana has created the Employer
Training Grant (ETG), which reimburses employers who train, hire, and retain new or incumbent workers to fill in-demand positions within recognized job
fields. The Employer Training Grant is available to help fill in-demand positions within six priority sectors. The grant will reimburse employers up to $5,000
per employee who is trained, hired, and retained for six months, up to $50,000 per employer.

A PR

|
NextLevel Jobs
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N
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Apply_for the Employer Training Grant through the employer To see the eligible occupations for the ETG broken out by sector, Quiality childcare starts with quality Preschool Teachers;
use this link. apply_now to train them.

portal.

* If you have never created an Access Indiana Account, you will create your account here.

o wia Neat Laval Josa Po

=] Sign Inwath Access indiana

Qew an Accy ol N PSRN

Cancel ard Beurs vs Nest Level Joba Partsl

*  (Once you have entered your Access Indiana login credentials, you will be taken to the following

page.
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https://www.in.gov/dwd/business-services/etg/

® (Click on Business Services

g

f ‘"b.. ; Q'; :

Welcome!

Whether you are a training provider or a business looking to

upskill your employees, you can use this site to access various P RE PARlNG HOOSlE RS FOR

resources and services. You can also learn more about the

programs that connect Hoosiers and employers through N t L I J b
apprenticeships and earn-and-learn opportunities. ex eve o s
If you are facing a discontinuation of operations, you can find

assistance to ease the transition. Visit the pages of each DWD

service below to learn more about how they can support your
business.

Grants Services Apprenticeship Retraining Notifications

Workforce Ready Business l Work-Based Learning & Work Adjustment &

Training Providers that are Connect with us for no-cost Connects Hoosiers and Businesses facing a
upskilling, can access invoices, business services such as Employers by promoting and discontinuation of operations
add a new course, or become attracting and retaining top supporting Registered and seeking no cost assistance
a training provider. talent, strategic planning, Apprenticeship, Certified State  resource services, aimed at
training grants and grant Earn and Learn (SEAL), assisting employers and
management, and more. Local  and Certified Pre- employees through the
business services Apprenticeship programs. transition of the event.
representatives are ready to (Submit WARN)
serve you!

August, 2024



® (Click on My Services at the top of the page.

New Business Interest Form ‘ My Services ‘ Financial Documents ‘ Invoices

NextLevel Jobs > Business Services > Employer Training Grants

Get Started with the Business Services
Portal

August, 2024



® In the Employer Training Plans section, you will see any previously submitted training
plans.

® From this page you can create new training plans by clicking on Create Training Plan Tab
(see below). Note: please ensure that your regional representative has informed you
that you may proceed with creating a training plan. If you have recently submitted a
request for ETG, the Create Training Plan might not appear until your regional
representative has reviewed your request and approved you to move onto the next
steps in the process.

M Butingss Interest Form | My Servioes Financial Documents Iwraices
Mextlevel Jobs > Busaness Seraces o> wm
These are the Busingss Seraces that your Local Busingss Rep will work on with you. To update this lst. please select the Mew Busingss Interest Form at the top of the page.

Business Services

El Work Based Learning - Meed heip upskilling your workforce? We may have available funding for State Eam and Leamn Certificates. Registered Apprenticeship
Programs. Empleyer Training Grants. and on the joib traireng|

Accaning Untapped Labor Pools - You need talent and we've got ideas! Let us ntrodude you 1o e talent pipelines that will diversify and uplft your onganization
such a5 youth, veterans. indreguals with disabilites. clder workers. ex-affenders. and mdividuals with English as a new

Employer Information Serviess - Need halp, but not sure how we can assist? Allow us to list and define our menu of senaices and prescribe what will mest impact
your business!

] Employer Support Services - How do you stack up to your competitors? We can proade business consultstion senvices induding targeted anslysis of your local job
ket

.| Engaged in Strategic Planning/E ic Dewvelop A risirig tide if1s all ships! Wie will create opportuniles 10 engdge you Lo communily pamners, such as
economic devslopment. |:1:,|'nr'1un|t§.I educators. and other employers to create collaborative solutions B0 workdonoe Esues.

Layoff Svwrgion - Lét wa hilp you theowgh the rough patch! 'We can pronede consultation snd plarming 10 you with sdvanced notifcation of 4 current of propected
closure or Layolf, which may indude upskilling your talert.

L Rapid Response/Business Dovnsizring Assistance - We can help soften the hard times! Allow us to help plan a layoff response. We will prowide connectivty to nes
WD‘D}WM Job search preparation Nuf&mﬂwﬂt insurance information for effected employess.

Workforoe Recrultment Assistance - Lot us help grow your team! We will help find skilled. qualified candidates. provide pre-screening 1o belp save you tms, and
create of promote henng events!

Elﬂp‘[ﬂw Trlil'lil'lg [=[E Ty Create Traming Plan _

Training Training Average

Plam Plan Grant Tetal Haurly Total Trainimg Plan  Remadning Agreement  Agreement Created Linked

Status Mame Periad Trainees  Wage Amaunt Reimbursement Start Date End Date On ¥ Buziness

Submitted TomTest 60 2 S0 00 200 3172023 [+]
ne 807 AM -
0800

Draft TomTest 60 5 52300 2/23/2023 t
TP 22323 54 AN
@ 050

Active Back &0 4 S100.00 20000 20000 232082 MR 12n2002 F
Traming 853 AM i

Level Up Are we 6.0 2 §T5.00 10000 10000 132022 W0y32022 152022 [1

Agheement  good? 33 AaM
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Adding Trainees

® After you have signed into using your Access Indiana credentials you’ll be greeted with
the above page. Click on Business Services.

Whether you are a training provider or a business looking to

upskill your employees, you can use this site to access various P RE PARlNG HOOSlE RS FOR

resources and services. You can also learn more about the

programs that connect Hoosiers and employers through N ext Leve I J o bs
apprenticeships and earn-and-learn opportunities.

If you are facing a discontinuation of operations, you can find

assistance to ease the transition. Visit the pages of each DWD

service below to learn more about how they can support your
business.

Worlk-Based Learning & Work Adjustment &
Apprenticeship Retraining Notifications

Workforce Ready Business
Grants Services

Training Providers that are Connect with us for no-cost Connects Hoosiers and Businesses facing a
upskilling, can access invoices, business services such as Employers by promoting and discontinuation of operations
add a new course, or become attracting and retaining top supporting Registered and seeking no cost assistance
a training provider. talent, strategic planning, Apprenticeship, Certified State  resource services, aimed at
training grants and grant Earn and Learn (SEAL), assisting employers and
management, and more. Local  and Certified Pre- employees through the
business services Apprenticeship programs. transition of the event.
representatives are ready to (Submit WARN)
serve you!

August, 2024



® You will be taken to the above screen. Click on My Services at the top of the page

New Business Interest Form ‘ My Services ‘ Financial Documents ‘ Invoices

NextLevel Jobs > Business Services > Employer Training Grants

Get Started with the Business Services
Portal

August, 2024



e Scroll down and select your training plan that your trainees are participated in

If you are the point of contact for multiple companies and need to access those companies’ Business Services/Employer Training Grant information, click on the drop-down
arrow next to your name at the top right of the page, then click on Account.
These are the Business Services that your Local Business Rep will work on with you. To update this list. please select the New Business Interest Form at the top of the page.

Business Services

Work Based Learning - Need help upskilling your workforce? We may have available funding for State Earn and Learn Certificates, Registered Apprenticeship
Programs, Employer Training Grants, and on the job training!

O Accessing Untapped Labor Pools - You need talent and we've got ideas! Let us introduce you to new talent pipelines that will diversify and uplift your organization,
such as youth, veterans. individuals with disabilities, older workers, ex-offenders, and individuals with English as a new.

[_] Employer Information Services - Need help, but not sure how we can assist? Allow us to list and define our menu of services and prescribe what will mest impact
your business!

[[] Employer Support Services - How do you stack up to your competitors? We can provide business consultation services including targeted analysis of your local job
market!

[_] Engaged in Strategic Planning/Economic Development - A rising tide lifts all ships! We will create opportunities to engage you to community partners, such as
economic development, community educators, and other employers to create collaborative solutions to workforce issues.

[] Layoff Aversion - Let us help you through the rough patch! We can provide consultation and planning to you with advanced notification of a current or projected
closure or layoff, which may include upskilling your talent.

["] Rapid Response/Business Downsizing Assistance - We can help soften the hard times! Allow us to help plan a layoff response. We will provide connectivity to new
employment, job search preparation, and unemployment insurance information for effected employees.

[] Workforce Recruitment Assistance - Let us help grow your team! We will help find skilled, qualified candidates, provide pre-screening to help save you time, and
create or promote hiring events!

You are allowed to have up to 5 training plans per grant period.

Employer Training Plans [l Iy

Training Training Average

Plan Plan Total Hourly Total Training Plan Remaining Agreement  Agreement Created Linked

Status Name Grant Trainees  Wage Amount Reimbursement Start Date End Date on ¥ Business

Active Accountant Grant 2 $35.00 10000 10000 8/2/2023 5/2/2024 8/2/2023
Period 944 AM
7.0

Draft Another Grant 8 $35.00 40000 37000 7/1/2022 4172023 5/2372023 El

Test Period 11:46 AM

7.0
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e Scroll down to the Trainees section and click on Create. Fill out the necessary
information on the following screen. When initially creating your trainee record, you
must select “Enrolled” as their trainee status. Once your trainee has met their 6 month
retention date, you must go back into their record and update their trainee status to
“Completed.”

Affected Occupations
Affected Occupations

Occupation 4

Boilermakers

Documents

Only Training Plan related documents should be added here. Please add W9 and Deposit forms on the Financial Documents Tab on the main page

Add files

There are no folders or files to display.

Trainees
Total Cost of Trainees
% | .00
Trainees
Hourly Hourly
Last 4 of Date of Training Six Month Wage at Wage at Training
Trainee SSN Birth Period Retention  Start of Completion Cost for
Person 4 Status (Person) (Person) Hire Date  Begin Date Date Training of Training Employee

There are no records to display.

Invoice

Please do not click “Create Invoice” until on/after the six month retention date.

Grant Invoice
Invoice Date

Invoice ID Training Plan Invoice Amount Status Total Trainees

There are no records to display.
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(Click on the drop-down arrow to edit your trainee’s record)

Trainees

Total Cost of Trainees

$ | 0.00

Trainees

Person 4

Pamela Test

Walter Test

August, 2024

Trainee
Status

Completed

Enrolled

Last 4 of
SSN
(Person)

4321

1234

Date of
Birth
(Person)

2/20/2008

1/29/2002

Hire Date
1/3/2023

3/12/2020

Training
Period
Begin
Date

1/2/2023

1/2/2023

Six Month
Retention
Date

Tf2/2023

T/2/2023

Hourly

Wage at
Start of
Training

$25.00

$25.00

Hourly
Wage at
Completion
of Training

$30.00

$30.00

Training
Cost for
Employee

$3,000

$3,000

[+



@ Edit x

This site is private: Only specific people can view this site. Learn more Signed in as Kenneth Kincy

Trainee Number * Hire Date *

002178 1/3/2023 =]

Employment *

Mew Hire A

Affected Occupation

Back Training - Boilermakear:

Training Period Begin
Date *

1/2/2023 =

Wage at Start of Training
*

Trainee Status * Wage at Completion of

raining *
Completed hd
$ | 30.00
Indiana resident * Training Cost for
Employee *
Yes v Py

5 | 3.000

Civ Manth Dakambinm MNaka
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Creating an Invoice

® After you have signed into using your Access Indiana credentials you’ll be greeted with
the above page. Click on Business Services.

Il

Welcome!

Whether you are a training provider or a business looking to

upskill your employees, you can use this site to access various P RE PARlNG HOOSlERS FOR

resources and services. You can also learn more about the

programs that connect Hoosiers and employers through N ext Leve I J o bs
apprenticeships and earn-and-learn opportunities.

If you are facing a discontinuation of operations, you can find

assistance to ease the transition. Visit the pages of each DWD

service below to learn more about how they can support your
business.

Worlkforce Ready Business Worl-Based Learning & Work Adjustment &

Grants Services - Apprenticeship Retraining Notifications

Training Providers that are Connect with us for no-cost Connects Hoosiers and Businesses facing a
upskilling, can access invoices, business services such as Employers by promoting and discontinuation of operations
add a new course, or become attracting and retaining top supporting Registered and seeking no cost assistance
a training provider. talent, strategic planning, Apprenticeship, Certified State  resource services, aimed at
training grants and grant Earn and Learn (SEAL), assisting employers and
management, and more. Local  and Certified Pre- employees through the
business services Apprenticeship programs. transition of the event.
representatives are ready to (Submit WARN)
serve you!
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® You will be taken to the above screen. Click on My Services at the top of the page

New Business Interest Form ‘ My Services ‘ Financial Documents Invoices

NextLevel Jobs > Business Services > Employer Training Grants

Get Started with the Business Services
Portal
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e Scroll down and select the training plan that you wish to create your invoice for

If you are the point of contact for multiple companies and need to access those companies’ Business Services/Employer Training Grant information, click on the drop-down
arrow next to your name at the top right of the page, then click on Account.
These are the Business Services that your Local Business Rep will work on with you. To update this list. please select the New Business Interest Form at the top of the page.

Business Services

Work Based Learning - Need help upskilling your workforce? We may have available funding for State Earn and Leamn Certificates, Registered Apprenticeship

Programs, Employer Training Grants. and on the job training!

[7] Accessing Untapped Labor Pools - You need talent and we've got ideas! Let us introduce you to new talent pipelines that will diversify and uplift your organization,
such as youth, veterans, individuals with disabilities, older workers, ex-offenders, and individuals with English as a new.

[C] Employer Information Services - Need help, but not sure how we can assist? Allow us to list and define our menu of services and prescribe what will most impact

your business!

["] Employer Support Services - How do you stack up to your competitors? We can p

market!

[_] Engaged in Strategic Planning/Economic Development - A rising tide lifts all ships! We will create oppertunities to engage you to community partners, such as
economic development, community educators, and other employers to create collaborative solutions to workforce issues.

[7] Layoff Aversion - Let us help you through the rough patch! We can provide consultation and planning to you with advanced notification of a current or projected

closure or layoff, which may include upskilling your talent.

["] Rapid Rq /Busi

P

Dow

ide business c

employment, job search preparation, and unemployment insurance information for effected employees.

[ Workforce Recruitment Assistance - Let us help grow your team! We will help find skilled, qualified candidates, provide pre-screening to help save you time, and

create or promote hiring events!

You are allowed to have up to 5 training plans per grant period.

Employer Training Plans

Training Training
Plan Plan
Status Name

Active Accountant
Draft Another
Test
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Grant

Grant
Period
7.0
Grant
Period
7.0

Total
Trainees

Average
Hourly
Wage

§35.00

$35.00

Total Training Plan
Amount

10000

Remaining
Reimbursement

10000

37000

Agreement
Start Date

8/2/2023

7/1/2022

Agreement Created Linked

End Date

5/2/2024

4/1/2023

on ¥ Business

8/2/2023
944 AM

5/23/2023
11:46 AM

ion services including targeted analysis of your local job

e - We can help soften the hard times! Allow us to help plan a layoff response. We will provide connectivity to new



® Scroll down to the Invoice section and click on create. Note: Before creating your
invoice, you must make sure that all of your trainees have been created in the system,
and all of their trainee statuses have been updated to “Completed.” (Please ensure
that all trainee data has been entered correctly) All trainees that have been created in
the system will be displayed in the Trainees section.

Trainees
Total Cost of Trainees
$ ‘ 0.00 |
Trainees
Training Hourly Hourly
Last 4 of Date of Period Six Month  Wage at Wage at Training
Trainee SSN Birth Begin Retention  Start of Completion Cost for
Person 4 Status (Person) (Person) Hire Date Date Date Training of Training Employee
Pamela Test Completed 4321 2/20/2008  1/3/2023 1/2/2023 T/2/2023 £25.00 $30.00 $3,000 El
Walter Test Completed 1234 1/29/2002  3/12/2020  1/2/2023 7/2/2023 $25.00 $30.00 $3.000
Invoice

Please do not click “Create Invoice” until on/after the six month retention date.

Invoice Date ¥ Invoice ID

There are no records to display.
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Training Plan

Invoice Amount

Grant Invoice
Status

Total Trainees



e The below screen will be displayed. Please make sure that the correct number of

trainees is displayed on this screen. If everything looks accurate, click on create.

Employee Training Reimbursement Invoice

Account

Training Plan *

Back Training

Total Trainees

2

/

Your invoice record has been created. You will be taken back out to the below screen.
Click on the drop down arrow and click on Review/Submit

Training Plan

Genera Affected Occupations Documents Trainees Invoice Comments

Use the tabs at the top of this form to move between sactions of the Training Plan to add Affected Occupations, Trainees, Invoices, Documents and Comments,
Please do not click "Create Invoice” until on/after the six month retention date.

Invoice Date 4 Invoice ID Training Plan Invoice Amount Grant Invoice Status ~ Total Trainees

Draft 2 E|

Invoice - 1,621 Back Training 6000

Copyright © 2023, All rights reserved.
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e The invoice record will now be displayed and ready for you to certify it’s accuracy. Enter
your name in the Invoice Submitted By box, then scroll down and click on submit
e Your invoice has now been submitted to the reviewal process

& Edit x

® No U Yes -

Invoice Submitted By

Tester

| certify that all expenditures reported or payment reguested are for appropiate purposes and in
accordance with the provisions of the employer training guidelines and voucher. | hersby certify
that the foregoing information is accurate, | certify that all expenditures reported or payments
requasted are for appropriate purposes and are accurate, activities have been performed in
accordance with programs, guidelines and the amount claimead is legally due, after allowing all just
credits and that no part of the same has been paid.

Trainees
Affected Training Period
Trainee Number Occupation Trainee Status Begin Date
(Trainee) Person (Trainee) (Trainee) (Trainee) (Trainee)
Q02178 Pamela Test Boilermakers Completed 1/2/2023
002189 Don Test Boilermakers Completed 1/2/2023
Q02177 ‘Walter Test Boilermakers Completed 1/2/2023
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Adding Documents

® Once you have logged into your portal account, click on the Business Services logo at the
bottom of the page.

Whether you are a training provider or a business looking to

upskill your employees, you can use this site to access various P RE PARlNG HOOSlE RS FOR

resources and services. You can also learn more about the

programs that connect Hoosiers and employers through N t L I J b
apprenticeships and earn-and-learn opportunities. ex eve o s
If you are facing a discontinuation of operations, you can find

assistance to ease the transition. Visit the pages of each DWD

service below to learn more about how they can support your
business.

Work-Based Learning & Work Adjustment &
Apprenticeship Retraining Notifications

Workforce Ready Business
Grants Services

Training Providers that are Connect with us for no-cost Connects Hoosiers and Businesses facing a
upskilling, can access invoices, business services such as Employers by promoting and discontinuation of operations
add a new course, or become attracting and retaining top supporting Registered and seeking no cost assistance
a training provider. talent, strategic planning, Apprenticeship, Certified State  resource services, aimed at
training grants and grant Earn and Learn (SEAL), assisting employers and
management, and more. Local  and Certified Pre- employees through the
business services Apprenticeship programs. transition of the event.
representatives are ready to (Submit WARN)
serve you!
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® Next click on the “My Services” tab at the top of the screen

New Business Interest Form ‘ My Services ‘ Financial Documents ‘ Invoices

53

£
e

>

NextLevel Jobs > Business Services > Employer Training Grants

Get Started with the Business Services
Portal
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e Your training plan record should be listed below (The Training Plan name and Created on
date should assist in confirming your desired training plan and that it was successfully
saved to your account). Click on the drop down arrow to the right that’s displayed in the
same row your training plan is listed, and select edit

i you are the point of contact for multiple companies and need to access those compansss’ Business SenacesyEmployer Traning Grant information, dick on the drop-down
arrew nest 1o your name at the top night of the page. then click on Acoount.
Thise are the Budiness Sernoes that your Liseal Bl.li-ll‘ié!-iﬁﬁ‘p vnll vk 2 vt . To updste this lsL pleate salect the Mew Business Inbensst Fonm at the top GFM;}BQG

Business Services

B Work Based Learning - Need help upskilling your workforce? We may have available funding for State Earn and Leam Certificates, Registered Apprentioeship
Programs. Employer Training Grants. and on the job traming!

Accesting Untapped Labor Pools - You nedd talent and we've got ideas! Let us mtraduce you 10 new talent pepelings that vall dversity and uphift your orgarmzaton
such a5 youth, vaterans. indniduals with disabilites. older workers, ox-offerders. and ndiiduals with Englch a5 & e

L] Employer Information Services - Need help, but not sure how we can assist? Allow us to list and defire our menu of services and prescribe what will most impact
yourr busaness]

] Employer Suppart Servicad - How 0o you Stalk up to your competitors? We can provide business consulation senices induding tasgeted analysis of your local job
kel

Engaged in Strategic Planning/Economic Development - A rising tide lifts all ships! We wall create cpportunities to engage you o community partnars, such as
economic dedopment. commumity educators. and other employers to create collaborative solutions to workforoe issues.

L] Raryerff Avversbon - Let us help you through the rough patch! We can provide consultation and planning to you with sdvanced notification of a curment or projected
ehasune oF Layeff, which rmay include upsikiliing your talent

| Rapid Responss/Business Downsizing Assistance - We can help soften the hard times! Allow ws to help plan a Ligoff response. We will provide oonnctivity o new
employment. pob search preparation. and unemployrment insurance mfarmation for effected employess.

| Workforce Recruitment Assistance - Lot us hielp grow your team! We will halp find skilled. qualified candidates, provide pre-scresning 1o help saes you time. and
CrEate of prommite !'l-ll'lf'q enE

Employer Training Plans m

Training Training Average

Plan Plan Grant Total Haourly Total Training Plan  Remaining Agreement  Agreement Crested Linked

Status Hame Period Trainees  \Wage Armount Reimbursement Start Date End Date on 4 Business

Draft Anather &0 1w $35,00 LrE3A0E3 hal
Test 11:45 AR
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® C(Click on the Documents tab at the top of the page. Once you’ve done that, click on Add
Files

Training Plan

General Affected Occupations Documents Trainees Invoice Comments

Use the tabs at the top of this form to move between sections of the Training Plan to add Affected Occupations, Trainees, Invoices, Documents and Commen
Only Training Plan related documents should be added here. Please add W9 and Deposit forms on the Financial Documents Tab on the main page

Add files

There are no folders or files to display.

Save

e Next click on Choose Files
e Once you’ve found and selected your desired file, click on the Add Files button
e Next Click on the Save button

Add files

Choose files Choose Files |Blank Test ...cument.docx
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