
August, 2024 
 

Access Indiana Account Creation 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

• Create your password then click continue 
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• Fill in the required fields above, then click on Create Account 

 

 

 

 

• Make your desired selected above then click on continue 
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• Make your desired selected above then click on continue 

 

 

 

• Your account has now been created 
• 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 
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Creating a New Business Interest Form 

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

  

• Click on Hoosier High Five 

 

 

 

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

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

page. 

https://www.in.gov/dwd/business-services/etg/
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• Click on Business Services 
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• Click on New Business Interest Form 
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• Complete the Business Services, Company, and Contact Tabs to complete your Business Services 
Interest form request, then click Next. 

 

 

• 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 

 

• Next click on Hoosier High Five 

 

 

 

 

 

https://www.in.gov/dwd/business-services/etg/
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• Click on Business Services  

 

 

 

 

 

 

 



August, 2024 
 

 

• Click on My Services Tab 

 

 

 

 

 

 

 

 

 

 

 

 

 



August, 2024 
 

 

• 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 
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Accessing previously submitted ETG information/Creating a Training Plan 

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

 

• Next click on Hoosier High Five 
 

 

 

 

 

https://www.in.gov/dwd/business-services/etg/
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• Click on Business Services  
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• Click on My Services at the top of the page. 
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• 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. 
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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.  
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• You will be taken to the above screen.  Click on My Services at the top of the page 
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• Scroll down and select your training plan that your trainees are participated in 
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• 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.” 
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(Click on the drop-down arrow to edit your trainee’s record) 
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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.  
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• You will be taken to the above screen.  Click on My Services at the top of the page 
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• Scroll down and select the training plan that you wish to create your invoice for 
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• 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. 
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• 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.   

 

 

• 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 
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• 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 

• Your invoice has now been submitted to the reviewal process 
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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. 
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• Next click on the “My Services” tab at the top of the screen 
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• 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 
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• Click on the Documents tab at the top of the page.  Once you’ve done that, click on Add 
Files 

 

 

 

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