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Program Flow Overview 
 

This user manual will walk you through the basic program flow for the EmployIndy YES program.  It will highlight the 
different phases a youth passes through and identify the corresponding screens in ETO that are used for each phase and 
activity.   

Below is an overview of the basic program flow. 

 

 

 

 

 

 

 

 

 

 

The basic flow has 4 distinct phases: 

1. Enrollment & Assessment 
2. Pre-Placement Services 
3. Placement 
4. Two Year Retention & Supportive Services 

For each of these phases the manual will go over the various activities, services, actions and tasks available to staff to 
guide the youth along the way.  Each Phase will start a new section of the manual that will go into details on the 
required tasks and use of the ETO YES Build.  Along the way the manual will highlight the ETO screens used for each 
phase.   

The diagram on page 4 provides specifics for each phase with more details on the types of things addressed at each 
phase. 
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ETO – OVERVIEW – SCREEN & DASHBOARD 
 

 

 

 

 

 

 

 

 

 

 

 

ETO – Searching for Participants 
Once a participant has been enrolled they will be searchable and this can be accomplished from either the “Quick 
Search” or “My Dashboard” sections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Program you are 
working in (YES) Your information will 

display here 

Defaults to “My Dashboard” 

Case Number will automatically 
be generated for the client 

Case Number will automatically 
be generated for the client 

Searching for participants in either 
place will yield the same results 

Case Number will automatically 
be generated for the client 
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ETO – Participant’s Dashboard 
Choose a participant and click on their name. This will display their Dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ETO – Systems Icon Overview 
NOTE:  TouchPoint = Efforts To Outcomes Data Collection Form 

 

 

 

 

 

 

 

 

 

 All sections should be expanded and 
filled out as needed 

All sections contain various sections that must be filled out and the sequence of services should be 
followed as laid out starting with the Client History – 14 youth elements – test scores – YES Master Goal 
followed by the right hand screen of Services, vouchers, and placements 

View the 
details of 
the 

View the details of 
the “Touchpoint” 
or activity 

Edit/Update the 
“Touchpoint” or 
activity 

Add a similar 
“Touchpoint” or 
activity 

Delete the 
“Touchpoint” 
or activity 

Add a new 
“Touchpoint” 
or activity 
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ENROLLMENT / ASSESSMENT PHASE 
 

 

 

 

 

 

 

 

 

The Enrollment/ Assessment Phase includes the Adding the new Participant and completing the pre-application fields 
and the Full YES Application as part of the enrollment.  The Assessment includes several steps and screens such as the 
YES 14 Element Assessment, TABE Assessments, and the ISS creation.  Each will be addressed in the following sections of 
this guide. 

 

ETO - Add Participant 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose “Add New 
Participant” and click go 

Program Enrollment and count 
in Reporting is signified by 
checking “Enroll in Program”. 
This is automatically checked, if 
unchecked by the user the 
client will no longer be enrolled 
in the program  All items with *Asterisks are 

mandatory fields and must be 
filled out 
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ETO – YES Pre-Application Required Demographics 
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ETO - YES Enrollment Required Demographics 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FFT = Family Financial Tracking 
(This is part of CWF) 
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ETO – Client History (Ed/ Emp/ Crim Hist) 
 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Upon clicking “New” you will see the list of touchpoints below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the plus sign “+” to 
expand the options 

Click “New” to add a new 
Client History  

Select a touchpoint from the 
drop down to add to the 
participant’s file. 
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ETO – Client History (Ed/ Emp/ Crim Hist) 
YES Criminal History 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Multiple offenses can be added to the 
participant’s file by clicking “Save and Record 
Similar”. If the client only has one record to be 
added, click “Save” 
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ETO – Client History (Ed/ Emp/ Crim Hist) 
YES Education History 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The “Last School attended” field will search a 
database of existing schools in Indianapolis. 
Select one from the list, to search the database, 
use a “%” at the beginning of the search. For 
example “%south” 

To attach a file, the file must be saved on your 
computer or a drive you can access. Click 
“Select” to find the file and select it for upload, 
similar to adding an attachment to an email 
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ETO – Client History (Ed/ Emp/ Crim Hist) 
YES Employment History 
Employment History is entered as a two-step process. First select the “Status of Employment”, then click “Next Page” to 
go to the work history screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The SOC Code is selected from an 
existing database, to find the SOC 
code that fits the work history 
record, search the database by 
adding a “%” at the beginning of the 
search text 

Up to 5 employers can be added the 
participant’s work history on one screen 
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ETO – 14 Elements Need Assessment  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “New” to add a new 14 
Elements Need Assessment 

Click the plus sign “+” to expand the 
options and see most recently 
recorded touchpoints 
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ETO – Test Scores 
The TABE assessments are part of the initial enrollment and assessment phase.  The Pre-test TABE and Post-test TABE as 
well as GED Incentives HSED Pre-test scores can all be entered via the “Test Scores” TouchPoint.  

The TABE scores that were previously entered on the Application screen in the old IPIC YES system will appear in this 
section along with any GED Incentive scores. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “New” to add a new Test 
Scores 

Click the plus sign “+” to 
expand the options 
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ETO – ISS Development 
The ISS is developed in different screens in ETO.  The printed ISS will pull in information from these various screens. 
Much of the ISS is driven by the overall Career Objective/ goal.  This is entered from the YES Master Goal TouchPoint. 

 

ETO – YES Master Goal 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The original creation of the ISS marks the end of the Enrollment / Assessment Phase.  The youth has been fully enrolled, 
assessed and an Individual Service Strategy developed.  The youth can move into the next Phase: “Pre-Placement 
Services.”  

Click “New” to add a new 
Master Goal 

Click the plus sign “+” to 
expand the options 

After the Master Goal has 
been created, the client can 
digitally sign it by using the 
mouse or touchpad 
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PRE-PLACEMENT SERVICES PHASE 
 

 

 

 

 

 

 

 

 

 In this phase the youth is offered/ enrolled into activities pertaining to the 14 program elements, which include two 
contract outcomes,” Job Readiness”  and “Paid/Unpaid Work Experience.”  This phase also starts the ability of staff to 
create vouchers on their behalf and record “Obtained HSE” which is another contract outcome. 

ETO – YES Services 
 

 

The YES program outlines 14 elements that are useful in preparing a youth for a long term job placement or post-
secondary education placement. Below are the 14 program elements the service provider offers themselves or has 
made arrangements with other providers to offer.   

 

 

 

 

 

 

 

 

 

 

 

 

 

PRE-PLACEMENT SERVICES 
PHASE 

These are the 14 Program Elements.  See your YES Program 
Manual for definition of each element, and the required 
components for each.   

Two of the Elements: “Paid/Unpaid Work Exp” and “Job 
Readiness” are elements that service providers have yearly 
contract outcome goals.  Proper recording of the start and 
finish of those two are required for performance measures. 

“Follow-up Services” are part of the 14 elements, but these are 
not offered at this Phase, but come AFTER the Placement 
Phase. 
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Click “New” to add a new 
Services 

Click the plus sign “+” to 
expand the options 

If the service was a referral to 
a different provider, you will 
need to select a provider from 
the provider drop down list. If 
the service was not a referral, 
this field will be hidden 

If this is a new provider, you 
can enter it in by selecting 
“Add New Provider” button. 
Upon entering the provider 
information be sure to select 
the entity type “YES Service 
Provider” 
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ETO – Vouchers 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “New” to add a new 
Vouchers 

Click the plus sign “+” to 
expand the options 

The Voucher Information screen contains 
some conditional logic whereby the next 
available fields will depend on that 
answer selected 
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If “Client” is selected in the “Voucher 
Issued To:” field, the client information 
will automatically populate 

Whereas if “Vendor” is selected in the 
“Voucher Issued To:” field, the system will 
allow you to choose a vendor from the 
database 

When entering the cost information 
for the voucher, the system will 
automatically calculate the amount 
requested on the voucher based on 
subtracting the amount of funds 
from other sources from the total 
cost of the service 
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ETO – Obtained HSE (Contract Outcome) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The user can digitally 
sign the voucher using 
a mouse or touchpad  

If a receipt is available 
is should be uploaded 
in the “Receipt Upload 
Field”  

Click “New” to add a new 
Education/Training 
Placements 

Click the plus sign “+” to 
expand the options 
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Youth needing to obtain a High School diploma prior to obtaining a long-term job placement and/or long term post-
secondary education placement, should be recorded in the Education/ Training Placements TouchPoint.  

Below is a demonstration of how you record the start/placement date for the training prep and the type of 
Education/Training Placement Level. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Pre-Placement Services Phase comes to a completion once the youth has been prepared for and accomplished their 
placement Objective/Goal   The Pre-Placement Services Phase ends once the youth is placed into their long term job 
placement or post-secondary education placement. 

Choose an 
Educational Institution 
from an existing 
database or add a 
new educational 
institution if needed 
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PLACEMENT PHASE 
 

 

 

 

 

 

 

 

 

The Placement Phase begins with the youth being placed into their long term job placement or their post-secondary 
education placement.  During this time vouchers can still be created on behalf of the youth.  

 

ETO – Employment Placement 
 

 

 

 

 

 

 

 

 

 

 

 

The Job Placement at this point in time is the long-term position that will start the two year follow-up and retention 
services.  It is not a “maintenance job” that a youth might get while working on their GED.  This Job Placement is for the 
long-term job identified in the youth’s ISS. 

 

 

 

PLACEMENT PHASE 

Click “New” to add a new 
Employment Placements 

Click the plus sign “+” to 
expand the options 
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The Employer Name field 
provides choices from a 
database of employers 

The SOC Code field provides 
choices from an existing 
database of SOC Codes 
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ETO – Post-Secondary Education Placement 
 

 

The primary objective of the YES program is to assist youth to obtain a job or enroll into post-secondary education 
placement and maintain those over the course of two years.  The “Education/ Training Placement” TouchPoint is used to 
record this very important contract outcome. 

Only Education Placements of Vocational Training, Associates, Bachelors, Masters Or Doctoral Degree will be counted as 
“Post-Secondary Education Placement. 
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2 YEAR RETENTION & SUPPORTIVE SERVICES PHASE 
 

 

 

 

 

 

 

 

 

 

 

 

 

The youth achieved their job placement or post-secondary Education placement and this moves them into the next 
phase.  The two year clock starts once the Placement occurs.  Staff are encouraged to offer Retention/ Supportive 
Services to assist the youth maintain the placement.  During this phase staff can continue to create vouchers on behalf 
of the youth, offer YES 14 Program Elements services/activities to the youth, record degree or certificates obtained and 
record the retention.   

 

The recording of the YES 14 Program Elements/ Services was previously covered along with the obtaining a HSE or an 
Advanced Certificate. 

 

The Key element at this phase is the Retention check-ins to insure you obtain credit for your contract outcomes for the 
placements. 

 

 

 

 

 

 

 

 

2 Yr. RETENTION & 
SUPPORTIVE SERVICES PHASE 
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ETO –Education Retention – Update Existing 
 

To record education retention, go to the existing Education/Training placement and click on the hyperlinked placement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Selecting the existing placement will 
take you to the Education and 
Training Dashboard (Pictured Below) 
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Enter in the retention 
details, upload 
documentation, and save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ETO –Employment Retention – Update Existing 
 

Click “New” under 
Retention Details to 
add a retention 
touchpoint 
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To record employment retention, go to the existing Education/Training placement and click on the hyperlinked 
placement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Selecting the existing placement 
will take you to the Employment 
Placement Dashboard (Pictured 
Below) 
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The Employment Retention is a two part 
process. On the first page, enter the verification 
date an upload any documentation, then 
proceed to the next page  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “New” under 
Retention Details to 
add a retention 
touchpoint 
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Complete all Employment information available 
and click “Save” to record the retention  
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Contact Information  

 
Thank you for reviewing the YES ETO System Training 

Manual. If you have any further questions or 
comments please contact: 

 

Olga Volokhova - ovolokhova@employindy.org 

Rodney T. Francis - rfrancis@employindy.org  

 
 

mailto:ovolokhova@employindy.org
mailto:rfrancis@employindy.org

