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ISTEP & OJT Services Procedure 

 

Overview 

This procedure explains how to:  

• Correctly enter the Individualized Services Training and Employment Plan (ISTEP) and 

the On-the-Job Training (OJT) services for WIOA enrolled participants.  

• Run an OJT Report 

• Make/request corrections to OJT services. 

 

For information on how to broker an On-the-Job Training agreement with an employer, please 

see https://workforceboard.zendesk.com/hc/en-us/articles/4424187557261.   

 

To correctly enter the ISTEP and OJT services in Career Connect, staff should have a copy of the 

completed, signed OJT Agreement, including the ISTEP and the applicable Job Title 

Description(s).  

 

ISTEP Service Entry 

Before an ISTEP service can be entered Adult and Dislocated Worker Participants must have a 

205-Development of an IEP service and Youth must have either the 469 or the 413-Develop 

Individual Service Strategy activity.  

Add the ISTEP service once the employer selects a WIOA participant and the OJT Broker has 

completed and signed the ISTEP.  

In Career Connect, assist the WIOA participant who is enrolling in an On-the-Job Training, and 

go to: Staff Profile > Case Management Profile > Programs > WIOA > 

Activities/Enrollments/Services 

1. Click on Create Activity/Service/Enrollment link to enter the new service. 

 

2. In the General Information section: 

• The Customer Program Group must match the OJT funding source (e.g Adult, 

Dislocated Worker, Youth, or in limited cases NDWG or Statewide Additional Rapid 

Response (1E)) from the ISTEP form. 

• The Office Location should be the Office of the OJT Broker. If this is a shared OJT, the 

Office Location for the ISTEP service will be different than the office the participant is 

case assigned to. 

https://workforceboard.zendesk.com/hc/en-us/articles/4424187557261
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3. In the Enrollment Information section:  

• For Service Activity Level select:  

o Career Services for Adult/DW  

o Youth Services Elements: Education/Training/Career for Youth.  

• Click on the Select Activity Code link and select:  

o 221-Individualized Services & Training Plan (ISTEP) for OJT (Same Day Service) 

for Adult/Dislocated Worker  

o 428-Individualized Services & Training Plan (ISTEP) for OJT (Same Day Service) 

for Youth.   

• Both the Actual Begin Date and the Projected End Date should match the OJT Broker 

Management Signature Date on the ISTEP form (see screen shot below.) 
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4. Complete the State Specific Information and Staff sections of the screen and click Next.  
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5. Go to the Enrollment Service Provider Information section. 

• Select OJT Broker as the Provider.  

• For the Service, Course or Contract choose Office Services. 

• Select Provider Locations field with the appropriate OJT Broker’s location. 

Note: if this is a shared OJT, the Provider and Provider Location will be different than 

agency case managing the participant. 

• Select the applicable Relationship number. If no relationship number is available, please 

contact the Career Connect Help Desk and include the participant’s name, Career 

Connect state ID #, the service code, and the OJT Broker’s/Provider’s information.  

• Scroll down and click Next. 
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6. Closure Information. 

• The ISTEP Service is a Same Day Service, which means it must be closed on the same 

day it is opened. Enter the OJT Broker Management Signature Date from the ISTEP as 

the Last Activity Date.  

• Select Successful as the Completion Code. 

• Go to the Add a Case Note link and add a case note with the subject ISTEP for OJT . In 

the description, summarize the skills gaps and hours of training from the ISTEP.  

• Save the Case Note. 

• Scroll down and click the Finish button to save the ISTEP service activity. 

 

 

 

 

UPDATED: The ISTEP Service displays as “Referred to Employment / Placement Assistance” in 

IWDS. 
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OJT Service Entry 

Once the actual OJT start date occurs, staff can enter the OJT Service in Career Connect.  

 

If the OJT is an Apprenticeship, add it in Career Connect as an Apprenticeship service 

(not an OJT service). See the Apprenticeship Service procedure for details 

(https://workforceboard.zendesk.com/hc/en-us/articles/360050548012). 

 
1. Go to Activities/Enrollments/Services section and click on Create Activity/Service/Enrollment 

link to enter the OJT Service.  

 

2. In the General Information section:  

• The Customer Program Group must match the OJT funding source from the ISTEP form 

(e.g. Adult, Dislocated Worker, Youth, or in limited cases NDWG or Statewide 

Additional Rapid Response (1E)). 

• The Office Location should be the Office of the OJT Broker. If this is a shared OJT, the 

Office Location for the OJT service will be different than the office the participant is case 

assigned to. 

 

3. In the Enrollment Information section.  

• For Service Activity Level select:  

o Training Services for Adult/Dislocated Worker  

o Youth Services Elements: Education/Training/Career for Youth 

• Click the Select Activity Code link and select: 

o 301-Private Sector OJT (for Adult/Dislocated Worker)  

o 443-WBL-On-the-Job Training (OJT) Private Sector OJT (for Youth). 

Or 

o 302 - Public Sector On-the-Job Training (OJT) (for Adult/Dislocated Worker) 

o 444 - WBL Public Sector On-the-Job Training (for Youth) 

 

NOTE: If the OJT service is not available for selection there are two likely causes: 

• The ISTEP service was not added.  

• If the participant is an Adult or Dislocated Worker, they must be certified for training-

level services on the State Specific tab of the WIOA application. (See section C. Training 

Certification of the Adult/DW Basic Skills Assessment Procedure for how to certify for 

OJT Training.) 
 

  

https://workforceboard.zendesk.com/hc/en-us/articles/360050548012
https://workforceboard.zendesk.com/hc/en-us/articles/4405029111181
https://workforceboard.zendesk.com/hc/en-us/articles/4405029111181
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4. The dates entered in Career Connect for Actual Begin Date and Projected End Date will 

match with the ISTEP’s OJT Start Date and Planned End Date. 

 

 

 

5. Set Participant has been issued an ITA and the ITA will pay for this service to No. 

 
 

6. Complete the rest of the screens under State Specific Information and Staff sections and click 

Next.  

Note: The OJT Start Date may be different then the hire date in cases when the OJT starts 

shortly after the first day of work. For example, this can happen when the OJT Trainee has an 

employee orientation during the first week and then starts OJT. 
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7. Go to the Enrollment Service Provider Information section. 

• Select the OJT Broker as the Provider.  

• For the Service, Course or Contract choose OJT Services. 

• Select the appropriate OJT Broker’s location for Provider Locations. 

Note: if this is a shared OJT, the Provider and Provider Location will be different than 

agency case managing the participant. 

• Click the Occupational Training Code link find and add the ONET code that is on the 

ISTEP. 

 

 
 

• Click the Industry Code (NAICS) link to find and add the employer’s industry. The 

NAICS can be found in Section 2. Employer Information of the OJT Agreement. 
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• Select the applicable Relationship number. If no relationship number is available, please 

contact the Career Connect Help Desk and include the participant’s name, Career 

Connect state ID #, the service code, and the OJT Broker’s/Provider’s information.  

• Scroll down and click Next. 

 

 
 

7. After clicking “next” you be redirected to a message at the top of the screen indicating that worksite 

information is required. Scroll down to complete the Worksite Information section. 

• Enter the worksite name, address, and contact information based on Section 2. Employer 

Information of the OJT Agreement (see screen shot above).  

• Use the applicable Job Title Description from the OJT Agreement for: 

o Hourly Wage: enter the Hourly Wage, the full (non-subsidized) wage amount  

o Weekly Hours: enter the Weekly Hours for Position  

NOTE: wages and hours entered on this screen are informational only. The actual OJT wages 

will be calculated on the next screen. 

• Click Next. 
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8. For OJTs, staff must update the Enrollment Cost Information based on the ISTEP as 

described and shown in the example below. Use the applicable Job Title Description from 

the OJT Agreement. 

• Wage: use the Hourly Wage (This is the full, unsubsidized hourly wage). 

• Leave Wage Type set to Hourly. 

• Duration: use the Total Adjusted Hours from the ISTEP form.  

• Wage Reimbursement Rate: use the Reimb. % from the ISTEP and make sure that the 

Applicable check box is checked. 

• Career Connect will automatically calculate and update the Total OJT Wage Costs. This 

should match the Potential Adj. Hrs. Reimbursement from the ISEP. (Note that it is okay 

if this amount is off by a dollar or two due to rounding.) 

• Once you verify that the total updated correctly, click Next. 

  

 
 

 

Note: Staff must also enter the OJT Job in the WIOA Employment bar to track it as a placement. 
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9. Skip through Financial Aid, Enrollment Budget, and Budget Planning sections by clicking 

Next. 

 

10. Go to the Closure Information section to add a Case Note.  

• Click Add a new Case Note link. 

• The case note subject should be OJT Training 

• The case note description should include the employer’s name, position to be trained in, 

training components, training start date, and planned end date. Note next steps for coach 

to check-in with the participant. 

• Do not close the OJT Service at this time; scroll down and click Finish. 

• Email the ISTEP document to The Partnership at ExceOJT_ISTEP@chicookworks.org. 

 

 

 

 

  

Reminder: Weekly and/or monthly case notes must be entered to show follow up on 

customer’s progress with OJT and should address issues throughout the training period. 

mailto:ExceOJT_ISTEP@chicookworks.org
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OJT Service Close-Out 

Close the OJT service as soon as the OJT is completed, either because the participant completed 

the full OJT or because the participant dropped. 

 

1. Go to the WIOA Activities/Enrollments/Services section and click on the Close link to enter 

the actual end date of the OJT as noted by the OJT Employer. 

 
 

2. On the Closure Information screen:  

• Enter the OJT service end date in the Last Activity Date field. This date must reflect the 

actual date the OJT was completed or terminated as per the OJT Employer. 

• For Completion Code:  

o Select Successful if the participant successfully completed the OJT. 

o Select Unsuccessful if the OJT was terminated for any reason.  

• For Youth, complete the school status on the last day of activity information. 

• Enter a case note detailing the completion or termination of the OJT, whether a 

measurable skills gain was obtained, and whether the participant is continuing in 

unsubsidized employment with the OJT employer. 

• Email the final ISTEP document to The Partnership at 

ExceOJT_ISTEP@chicookworks.org. 

mailto:ExceOJT_ISTEP@chicookworks.org
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NOTE: All Adult and Dislocated Worker OJT participants are in the Measurable Skills Gain (MSG) 

performance measure for each program year that they are in the OJT. Make sure to record any skills 

gains during the OJT in accordance with the MSG procedure: 

https://workforceboard.zendesk.com/hc/en-us/articles/360003921472  

UPDATED:  OJT is considered a work-based learning activity for Youth (not training).  Therefore, OJTs do 

not put Youth in the MSG performance measure.  However, if a Youth participating in an OJT is in the 

MSG due to another service, skills gains earned through the OJT may be used to meet the MSG 

performance requirement. 

https://workforceboard.zendesk.com/hc/en-us/articles/360003921472
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OJT Report 

Most of the information entered with the OJT service will display in the OJT Payment report 

described below. Staff can run this report to ensure that all their OJT data is entered into Career 

Connect correctly by the 10th of the month, which is when The Partnership will pull its monthly 

OJT data.  

 

Note that The Partnership OJT report is based on the Program Year (July 1-June 30), which may 

be different from your agency’s contract period. 

 

Report Path: Detailed Reports > Case Management Reports > Case Load > OJT/Work 

Experience >  On the Job Training 

 

Filter Instructions: 

• Program: Title 1 – WIOA 

• Customer Group:  Select as needed or leave as None Selected to return all customer groups 

• Region/LWDB: Chicago Cook Workforce Partnership 

• Office Location: Use the CTRL key to select multiple offices if applicable. 

o The report will return OJTs for the office that the OJT service is attached to, which 

should be the OJT brokering office.  

o The report results include an Office of Responsibility column, which is the office that 

enrolled the participant in WIOA and is providing career coaching services.  

o Note the report does not include a column for the OJT brokering office, but that displays 

in the report filter information at the top.  

• Filter by Date: Select as applicable. The options below will likely be the most useful: 

o Actual Begin Date: will return any OJT services with a start date in the selected date 

range 

o Actual End Date: will return closed OJT services with an end date in the selected date 

range 

o Active Service: will return any OJT services that were open during the selected date 

range. This will include both open and closed services. This is the best option to see all 

your OJTs in a given period (such as the program year). 

o Create Date: will return any OJT services that were entered into Career Connect during 

the selected date range. This is a good option to see any newly entered OJTs (regardless 

of the OJT start or end date). 

• Date Range: Select your desired date range. 

• Click Run  
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The report will include the columns show below. (Some cells have been shaded to hide 

personally identifying information.)  

 

 

 
 

For general instructions on how to save commonly run reports to “My Reports” see the Reports 

Overview on the Help Desk: https://workforceboard.zendesk.com/hc/en-us/articles/6503046470541   

  

https://workforceboard.zendesk.com/hc/en-us/articles/6503046470541
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Editing OJT Services 

If, after running the report, staff find errors with the Projected End Date or the OJT Cost 

information, staff can update this information if the service is open.  

If the service is closed, or if there are other errors that need to be corrected, please submit a 

request to the Help Desk and include, the participant’s name, state ID #, and the specific edits 

needed. 

If the Customer Group, the Provider, or the Provider Location need correcting, staff must re-

enter the service and submit a Help Desk request to have the original OJT service voided. 


