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!’/Creo’ring alogin

| You will receive an email with your username. Click the link in that email to create

!\your own password.

l
|
|
J

Dear testuser:

Welcome to the Online Reimbursement System!

Your username above has been created for you, but you may choose your own password. Your password: WK68nb
Please create a password for the first time by clicking here.

If you have questions, please contact your Business Consultant.

Thank you,
System Administrator

Main Login page

If you forget your password, click here to g Fasswond? Click Here
email a temporary password to your address.

You will then be prompted to create a new
password.

L v

Frrert Passwned
Recetve Aesed Passeod Code

ok A0 Lo er?



!’/Login Security Features

| The system requires two-step authentication. You may choose to receive a verification

i PIN via email or add your cell phone number to your account to receive a text.

|
y,

Sand FIN

Chck bo sevd 2 verdfication code

individual company policy.

are made without your direction.

e

il & zignimdc o

Company-specific Password Security Features
The system administrator is able to set password security to align with your

These features are available for you to implement as you choose; no changes

Set number of characters password must contain™ 8

...L
=

Reminder - Password will expire after number of
days set

L]

Set number of unsuccessiul attempts allowed before
account is temporarily locked

-

(]

Sef number of minutes account will remain locked

£
N
(S]]

Set number of days before password will expire

value from 824 characlers)

Password must contain at least one number
Password must coniain at ieast one capital letter

Password must contain at least one special character (symbol)

(i vaive - password will nol expirs)

/Y:)u are able to determine:

Length of password

Character content of password

ExpiraBon of password and reminder of expiraBon
Number of unsuccessful aZempts before locking account

Time account is locked




/Chonging Profile Preferences
On the top right of the screen, Click on the Hello [Name] link to bring up the profile
screen.

Add your cell phone number to receive verification PIN via text. Change your

\preferred email address and password at any time.

x
My Profile
User Name emilybetz
First Name Emily
Middie Name
Last Name Belz
Email® emilybetz@yahoo.com
Add cell phone number to Mobile Phone
receive PINs via text
Work Phone
Cancel Change Password
New Password
Confirm Password
| save ] cancet
*Password Asquirsments Password requirements show specific to
« Fasaword reguires & least & charaolers your company parameters
*Fhone number formal is JO0E-X006-XXK O JXCC K XN

Make any necessary changes and click ‘Save’




!""Adding Employees—Employee List—Individual or Multiple Additions

| You can add individual or multiple employees using the ‘Employee List' tab on the

!\Menu Bar. Employee data is encrypted within the database at save.

Eimployes ([ First Name ar Las! Hame S5M Projesct Nujrmjer Chrigariad Tithe

Curment Tine Pers(Bion Stare Dale Fre

Positiceh Starl Datn T — ST SIS — v — SelElt Furdfing Type — v

Eot s Mayes | 968998388 | OT/0B/2074 | Diwer Dnver . ¥ Active
| Davis | BESS90000 | 02022014 | Accountant | Accountant 260E 2 |3iean L InActive |

3 e /Choose ‘Employee List' from the Menu Bar orkiif raining v Acive

Click ‘Add New Employee’ (below Search) liaptop cart

b

A new window will pop up for you to fill out em-
ployee information
NOTE: Employee ID is optional, all other fields are

required

If you want to add more than one employee,
click the plus sign.

Assign the employee to the applicable project.

Click ‘Save’
Refresh to see employee added below
Add Employess "
1 1985 Janst Jackson Diancer Singer : 500999050 Na | 07M1/2015 T
260F L

m



Adding Employees—Individual Additions—within Reimbursement Sessions
You can add individual employees within the system, while entering Classroom or OJT

training session information. The employee information will be added to the session and
to the project Employee List.

\ Employee data is encrypted within the database at save.

/ Click ‘Add New Employee’ \

A pop-up dialogue will open

Fill in fields
NOTE: Employee ID is optional, all other fields
are required

Click ‘Save’

Employee will automatically be added to
the session and master Employee List, as-
signed to the correct project




Employee List—Master List and Search

You can edit individual employees to assign them to projects and/or inactive them in a
project. You can also filter by funding type and status (active/inactive) and sort
accord-ing to any column.
As you add training information, you can also see which session each employee has

been submitted for, by employee. Click the link to open the session.

Filter by status and/or type

L] = E'H'?I:-'C':ll'l'ﬂl"':l T-”K. i

| | 260E v -Teamwan
| Appie 1020733 | QSEEACIS | Drver Dirtvar | Bfurkn safety & Ative
| I | - S-onaplacelsan Launch
lCIick ID# to edit Employee InformaBon HOE 1 :Tﬂ-ﬁm’rnm
12 [oak Birown |ﬁﬂi'aﬂz'j | 05052008 | Accoursant | Accountant | Erlapiop c o ALIVE
| -press opemtion
Bk 104
£ |gen D | BEROOOO0 | UZNRIOM | Accoumi | Accountani w0E - | 2 1
' wE | 2 L
1-Fuorkifl Satety
3 Civsgr Diiver Ve-CIRHA Safely #ALTVE

| Buzan

| it

| Eagadirk) | R

© 3.nres nnsctien

Click training description to

open session




!’/En’rering Data—For ALL Training Fund types ‘

| If you have multiple funding types or projects, use one log-in and then choose the
I

\correc’r fund and project from the drop-down menu

/
BT BT TR
ObAACE Training Management System: Classroom Training

I 20E L] Live Tagt

L] L]
|| S5 Defauit Frogect
Empigyer Kame: Live Fest Project Code: LVTSTE
Srar] D’ (LAVEHS Projuct Heaaoount 1

Eni Dt Q51108

ook« WWaE 50 o0 1220 Antiipased Project Headoounl 50
Beginning Bellance. 53000000 G0

Arapia e Dalarnca . 3, 00 00

Subamiaeg sl F20E2 02
Budge! lar .Il’u‘illﬂhh far Excess hal Reimbuzed for Appnvesd tolal 56 500000
I—‘ ClasEnoomm Tranig $200,600.00 ’—‘{ma&n:-m Traimng $183.800,00 — Clgeioom Training: $0.00
s CUT 100,000 00

At todal ST
e 0T HTO0CO00-O0

— OJT 2000



| Entering Classroom Training information i
N )

On-the-Job Training '

DMACC Training Management System: Classroom Training

260E . Live Test . 3 .

Sel Defaull Project

Employer Name Live Test FProject Cooe LVTST3
Start Date: (/012015 End Date 05/11/2018 Project Headoount™: 4 Lock «»  Wias50on 120232016 Anticipated Project Headoount: 50
Beginning Batance $300.000 00 Avallable balance: $2593 500.00 Submitied iotal 52,362 32
Budget for Avaliable for Excess Mot Redmbursed for Approved iotal 56,500 00
|—< Classroom Traning $200,000.00 —* Classroom Trainkng: $193,500.00 ijceassmom Training: $0.00 Active total §72.00
|._o OJT- 5100 000,00 s OJT 510000000 « COUT: 5000
Training Sessions: Status . x

/Projec’r Headcount is now updated automatically from the Employee Lis’r.\
NOTE: It is vital to keep the Employee List up-to-date. The system will lock
when you reach the anticipated project headcount, which allows you to
access all funds for reimbursement.

Click ‘Add Session Row’ to start a new session for reimbursement.

A dialogue box will open

If the session is for on-going training, check the box so date validation errors
can be avoided in other sessions.

\Click ‘Save’ to continue entering information for the reimbursement session

A

Add Session ™

Training Provided® AutoCAD Credit Colrse

Begin Date® ot2017 End Date” 05/08/2017

Cn-going Training [+




!:En’rering Classroom Training information...continued |

| 3124300

ml::n 24500

1 < FANCRhS| JBCRED - "7

Click the box(es) of the employee(s) who
were trained, then click ‘Add’

/Add Information under Itemized Costs and Employees, adding new I’rem—\

ized Cost rows as needed.

If the session is for items that are reimbursable for all project eligible em-
ployees, choose 'Yes' in the drop-down. NOTE: If you choose yes, you do
not need to enter all employees under the Employee section.

You can search/filter employees by starfing to type names or employee ID
numbers, and clicking the box(es), then clicking ‘Add’

If the eligible employee received training or assessment before the position
start date, check the Pre-Employment box to avoid date
validation errors.

\The system will save changes automatically. /




| Entering Classroom Training information...continued |
N J

Mote: Approved Entries cannot be Updated/Deleted.
To Report Reimbursement Entries. Select the entries 1o be on he reporl by checking the Select checkbox 10 the right of the entry(s). Then click on the "Create Repori” button

Altsch copées of Temired receipie and imvalCes with proof of payment and I of payment can be ihe check number used 1o pay the [nvoice, & receipt, or &
cregi cand stalement. To altach supparting documents, browse and attach ffere. B8 LV V53175

Uploaded Date Uploaded by Attachment Filenams | | ‘

Altach coples of itemized receipts and mvoices with proof of payment and label with lkem number Proof of payment can be the check number used 1o pay the invoice, a receipt, or a
credit cand statement To aftach supporing documients. browse and sitach here m

Uploaded Date Uploaded by Attachment Filename ]

ManRoing repors nstructons par 1.23M8 m

Files must be attached for supporting financial documentation for each session
prior to submitting that session.

Click ‘Add Files’ to upload documentation. You may upload mulfiple files simul-
taneously.

Once you have chosen files, click ‘Start’ to upload them to the system. Once
uploaded, you will see a green button that allows you to view them. You may
also delete while the session is still Active.

When ready to submit, click ‘Submit for Approval’. The session then changes

from Active (blue) to Submitted (yellow).
NOTE: Once submitted, you are unable to make any changes to that session.

When it is approved by your DBR consultant, the box under the green check
will be filled and the session is highlighted grey.

Training Sessions:

T :
4 Sessionis) found
‘Session D3  Training Provided 3 BeginDate¢ EndDates  Submitted  Approved  Status @ OnGoing ) - I[ﬂﬂ
imut | Amount Training -

Sslect 1 55 for the office OF0NI016 0302018 oTMYHNG £2 D00, 00 Appoved o« |

Selec] |2 Lean Mapping 06012016 DEOAZ0E or32me 54,500.00 Approved F | o

Select |3 okl driving O7TNE2016 oTnsr2016 121232016 50 00 I Submitted ] o

Select 4 AutaCAD Credil Course on 1.'2C'1'{ 05052017 §0.00 Aty

Note: Approved Entries cannot be Updated/Deleted.
To Repart Relmbursemant Entres: Salect the entnes 10 be on he report by checking ihe Selact checkbox 1o the right of the entry(s)

Check the box(es) of the session(s) to be sub-
miZed, then click ‘Submit Session for Approval’




!{En’rering On-the-Job Training information—New Jobs Fund (260E)

N J
260E J Live Test v 3 v
| Set Default Project

Empicyer Name. Live Test Projscl Code: LYTSTS
Stan Date: 010172015 End Date: 05/11/2018 Project Haadooum®™: 4 Lock »+  Was 50 on 12232016 Anficipated Project Headcount 50

Beginning Balance” $300.000.00 Available balance: $293,500.00 Submetted tolad: $2.362 32

Budgat for Available for Excess Mol Reimbursed for Approved total. S6,500.00

i: Classimom Training. 5200 000.00 Classroam Trainng. 519350000 i: Chassmoom Training 5000 Active total 51.317.00

OJT. $0.00

CuT. $100,000,00 QJT $100,000.00

[ Project Status Repont

T

r . |
" x
Add Session
Skilis Acguireq® Forkiin Driving
Begin Date” 08/01/2016 End Date” 08/05/2016
Number of Hrs® | as|
s

D s——————————————————

/ Click ‘Add Session Row’ to start an OJT session for one or multiple em- \\
ployees.

A dialogue box will open

Fill in general information that would apply to a single OJT session and
click ‘Save’

% #




EEnTering On-the-Job Training information...continued

aeddd M B ITIRITYET:

I Click any field that is underlined to edit it
muml.mmmhm

T Aippait Hekmbarsamen Eniies: Seect e enine [ be on e rpeit by Shecking ihe Seiact creckbes 10 e nghf of it enliyis), Than lick on the "Ciosts Repart® .

ATBCH SRS I NP Felaiing B wHCes willy [ioof OF La Nt G 1080 W I (A ranar. Prootof payment o Do M8 SIS NEmDer USan 10 Bay T invaice, & neoepl of 3
red] gai slateerent To Sacn supporting documans, rowss e attach here [l R CRaT

Uglnages Gute Uplasded By ATLie el [ilerdns

Srl-UpE m Reimbwrsement Syshem: pdl o

4 Session(s) found _

| Select |1 crientation 04025 04/0Y2N5° 800 (522952 |B§.f2?f2315 1 $0.00 Submifieq  #
lm 2 m“?“*‘““ gToVals  |OTRYa0TS E?-'?.'U_ %”2-@ 'i’”-':'." fowe LI
i_saecr 3 press operation OTMa016 (07122016 400 ($13280 | OTNN2016 |$0.00 | Submited |+ 18
iselm: 4 Forkiit Driving 0BONZON6 | 0BS2016 3500 Esmuam 5000 aave o) UL |

Note: Approved Entries cannot be Updated/Deietea.
To Repor Reimbursement Entries: Select the entries 1o be on ne repor by checking the Select checkbox bo e right of the entryj button:

o

/In the Employee section, add all employees who participated in that OJT session. \

Fill in Employee wage information. The session total will be calculated after entering
each employee’s hourly wage.

Attach files for supporting training information and financial documentation for each
session prior to submitting that session. All attached documentation is listed per session.

When ready to submit for reimbursement, check the green arrow box and click 'Submit
for Approval’. The session then changes from blue to yellow. NOTE: Once submitted,

you are unable to make any changes to that session.

When it is approved by the DBR consultant, the box under the green check will be filled

and the session is highlighted grey.
QTE: The system will time-out after 20 minutes. You will receive a warning. [—
13




flnformo’rion about your Project—Project Status and Viewing Sessions ,
N )

/ Use the Dashboard for your
project balances at a glance.

You can create a savable/ 160E
printable Project Status Report
using the button to save the

information at this moment in

fime.
A

Start Date. GUOU201S End Date. 08112008 Project Headcount's 1 Lock - WWat 50 on 12232016 Anticipaing Project Headcount. 50
Beginning Balance: $300,000.00 Availzne baance $293.500 00 Submitted 108¢ $2 362 32

Budgel for Aaiiabie for. Exiess Mot Rembursed for; Approved iotal: 56,500 00
Classroom Training: $204.000.60 Classroam Training: $193,500.00 t:mmmmm Aclive tolat 52 735.90
CHT $100 00000 OJT S0, 000 00 0JT £0.00
. s
Training Sessions: Status ol # Add Seamion Rirw

Active

Sulbmilied [

Select 1 OON2016 vl el OTHY2NE in.mu oo Approved o |
3 i
Seledt 2 0801/2016 06032016 orfEeE | $4.500.00 Approved |
Selecd |3 forkiitt doving OT/DEN2016 O7aR01E 1224206 Em.m Submitted ¢ E
1 . I .
seect 4 AoCAD Creat Course oumzorr |osussorr | wo | pawe EEEE
v
m | Project Statns Repor
Training Provided Beginning Cate Ending Diate Employe's Full Mame

| Submited Date From

csers [

Position Start Cale Employes 1D Sutsmified Dale To

You can view previous sessions by their status.

Search Feature: Open hidden search feature to search sessions by date range
of fraining, employees in the sessions, or date range submitted.




!{’Informoﬂon about your Project—Creating a Report

| A printer-friendly version of all entered information
.

Trairdng Sessions: Strhes

4 Saalon| x| bauna

+ Al g Haw

Sessine  Saills Acquered & BegmDans  EngDates fof  Touw ‘Submittes  Approved  Curent
o HFsE ‘Dams  Amgent  Booss
Belet |1 amertaion i Tk Broah [ E<D121s | B-00 b3 i DI T2I5 500G Sufimitied
Belpct | F .urzss aperaion .-:r:l_J1.':~:|1:- :E-?-EII.IEE_I-:: .E-EE .ET:' 3] . .a-:u:-: .AI:I:II.'E
Eripet | 3 . press aperalon [FIRfrdiea g -1 CTITAAE | 4.00 £R32.80 -E--‘"'.":‘DIE- - S0 00 Submitied . s
Emjmct A .F.'I!'Il:il'l I:lrmrg !:‘:EID1.':‘!:I1E: Eﬂ-:l:-.i'l:ﬁE» !_E_I:I:'l =4 41890 . 000 ATve .

Hote: Approved Entnes pannod be Updased Deleind.

TorAepart Hembarsement Eninss: Ssiacs ihe eninss o baon e 1epart by chadiing the Exiect chackio ko R nght of i ening| k. Then dick o' (he "Cresfe Repart® bofon

B Subymyl Sewu (i Approvad

fYou may create reports on any session at any point in the process.

Choose the session(s) you'd like.

You may open or save the report for your records.

LS

Check the box(es) under Report and click the ‘Create Report’ button.

Structured OJT Training Claim Report

#

- P

Employer Name: Live Test Project Code: LVTST3 Funding Type: 260E
Address: Multiple Number: 0
Vendor ID: 000000000 Project: 3 0IT Beginning Balance: $100,000.00
Vendor Code: Project Headcount: 4 0JT Submitted Total: $362.32
Attention To: Beginning Balance: $300,000.00 0T Excess Mot Reimbursed: $0.00
Avaiable Balance: $293,500.00 QIT Approved Total: $0.00
Approved Total: $6,500.00 0JT Reimbursement Amount: $0.00
Active Totak $2,735.90 OIT Active Total: $1,490.90
Session | Begin Date End Date Skills Acquired # of hours Name Employee ID| Hourly wage | Total Cost | Submitted Date Not App
1D Reimbursed | Amount
Jack Smith 4321 £9.24
1 04/01/2015 | 04/D1/2015 |orentaton 800 [anesmih 2345 £10.21 $229.52 05/27/2015 $0.00 $0.00
Bashua Smih 1234 59.24
. Jane Smith 2345 £18.33
3 07/12/2016 | 07/12/2016 |press operation 2 e 55 1487 $132.80 07/13/2016 $0.00 $0.00
Totak: | $362.32 50.00 $0.00




| Comments or Notes
| You may leave notes in the system for your consultant or for technical help.

| Notes and responses will be archived below by date.
-

N

Claszroom Trasming Empilonges Lisd

DRAGE Training Managemant System: Sructureg OJT Training

x0E - Liye= Tiest ’ 3

DMACT Training hManagemant System: Comments

Miaane Enber your commeniii] in the et ansa Below;

THEEE Emily Setz Eaving & comment bout Sk AEmS i Sessin 37

I
Sias Live Teslliser
| Acknawiedged



Training Verification Report
Approvers and Administrators may create Training Verification Reports for individual

employees. Enter name or SSN, funding type, and search to create the report.

DMACC Training Management System Admin: Corporate Training Verification

Search by Employee SSN Daonald Duck

Funding Type: 260E || 260F w WTED |

1 employees found

123456789

donaid duck

Training Verification Reports show only the training that has been approved by
the Business Consultant. Any fraining that is sfill ‘Active’ or ‘Submitted’ will not
show on the report. The report can be viewed on screen or saved/printed as PDF.

Corporate Training Verification
Erpicyee 55N e 741
Empioyee Hama: dmaid duck Curment Date: gagiaan ¥
Employer: LLL Frogct Mumber: 1
Trasning C=if DERT0T - IREERNAT
Classroom Traking Rocened, anoier est
o




