Attachment A

ION Website Instructions
Part 1 — Centers
Instructions for PY 2006 Inventory of Needs Website

Access to the Inventory of Needs Web site
Go to www.pbdewberry.com.

Click “FNC/ION Login”. This will take you to the ION login page; see below.
Enter your username and password *(see below)

Select “Inventory of Needs PY 2006”
Click Login
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PBDMM / Job Corps Login

Note: The Inventory of Needs (ION) Web site
Is only available from the JCDC network Username: |

or the DOL network. Password: |
" PBDewberry Intranst

" Lessons Learned
& Inventory of Needs PY 2006

" Funded Mot Carrected

General Instructions

Once you have logged into the Inventory of Needs
Web site, selecting and submitting your proposed
regional projects is a four-step process:

Selecting and ranking deficiencies
Providing justification comments
Reviewing
Submitting
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*Usernames and Passwords

Usernames and passwords will be assigned that are unique for each
center and region. These will provide you access to the Inventory of
Needs Web site for your specific center or region.

If you have ION Web site questions, please
contact Mark Campbell at (703) 516-2261.



Attachment A

ION Website Instructions
Part 1 — Centers
Specific Instructions for Centers

Preparation Steps

It is recommended that you print out and review the list of deficiencies that have been
pre-selected for funding and the list of deficiencies that are unfunded (both individual
deficiencies and those that are linked to national projects). Those linked to national
projects have been included to permit you to recommend that they be funded sooner,
even though they are planned to be corrected as part of your long-range plan.

This is the most important part of your ION process, making an informed decision
about your recommendations to the region.

Steps to complete your ION submission
1. Rank up to five deficiencies for input to the region

2. Provide justification comments
3. Review
4. Submit to the region

B e e it - § ovidovgen - PRcrrsall Bvtrenet Enploner adni=l
Pin Ed YEw Prsakas Took  Hel -
Bl B B M+ L L L e T 4 : .
L T [ T e e ——" =l e

TUEp T Rk 3 O 5
wrrintar-Frisndly  view Statvs BHep  Eaffine Help  Cortacts  Logout
Rank Deficiencies H

» Placa a cheeck in the comesponding Pamoye colmn if you want to remova a defciency from yowr rank ISt

Unfunded and

= The total nurher of tee deficienciog

FO1 - WEWE DGAMITORY

']
i
'

5

¥ & | arean

T |amMa - MEWE DORRMITORT

JN: MEHE DMHIT-\.'!k\
ACdA- HEw rEE

Foud piok may rat encesd

Firs aacapu ia nuating nd pent i pasing

kot 16 ckd mnd

& Chir b e e | jra,mrs

Windawr in bagamerk dllow meabmum paretation B

Mpitication r

Pre-selected for
funding and

not eligible to be
ranked

P | Ty Dewr raztad b
eligible to be i A7mqs - |10 HOW FENALE Haabing oarbem it ins degunts fane 59| BugsTeakisn
ranked Lk MITCRY |
~ Totsli| [EFNT
erfunibed Dieficinncies | Linked ko Hahonsl Frojects | Each description
Column heads is linked; you can
which can be ——__ fhewanty: [ click on the link to
clicked to bringup ina
change the ATEET— R e L ae iz ksdan Baakdueg Mg 108 basn Leited Tor s o 27 separate window
sort order in w | BEGEEIRE il [l 0320 Cgrer Fire arcans ir meting and paivtio pasbng x_+—| afull text
which they are Lt O e Rt o i3 0300 Ml caling madkr in Ciskar's Office description of the
displayed T | #vcma  OR0e - soNFoD Oba k20 wWirdaw Thea bana eyt irgdows s nutked 3 deficiency
e P ANOUTRED OIS [0%.00 brtariar Frish @astreoma ars in paoe cond#ion 24
TIEAR E:‘EI:.‘:NIN-MD A LEAL Murking (Bhkig] "W eke ppe TS T aled ¥ 21
| evemn  Pre - AoMvFoaD Cla 0%0d Dterar Finigh (Wl and csing s sates demaged & ool ak ' e
a7maz E?:'E.;_fr"'“"m" LI, E.'__!'f__':"”""' Mortarin miming sourd brick 21 =
al &
#| (5 Lol innraned =




Attachment A

ION Website Instructions
Part 1 — Centers

Specific Instructions for Centers

Step 1 - Rank

Once you have completed preparations, the remaining steps to make your ION

submission are quick and easy. This step only requires you to:

» Click the “Add” checkbox in the bottom half of the screen to select that deficiency as
one of your five picks. You can “Add” deficiencies from either the “Unfunded

Deficiencies” tab or the “Linked to National Projects” tab.

» Click the “Reorder” arrows in the top half of the screen to change the rank of your

picks.

» Click the “Remove” checkbox in the top half of the screen to remove that deficiency

as one of your picks.

When finished, click the “Next” arrow at the bottom.
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Attachment A

ION Website Instructions
Part 1 — Centers
Specific Instructions for Centers

Step 2 - Comment

Once you have selected and ranked your five picks, provide a justification comment for
each deficiency. This is your opportunity to explain to your region your reasons for
recommending these deficiencies. Since there is a limited amount of funds your
region has available from which to make its recommendations to the National Office,
clear justification comments are essential.

When finished, click the “Next” arrow at the bottom.
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Attachment A

ION Website Instructions
Part 1 — Centers
Specific Instructions for Centers

Step 3 - Review

Once you have provided your justification comments, please review your selections,
rankings, and comments.

When finished, click the “Next” arrow at the bottom.
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Step 4 - Submit

Once you have completed your review and are ready to submit, click the “Submit Now”
button. Note: If you wish to change your submission, you may do so at any time up to
your deadline of February 1, 2006, by simply repeating steps 1-4.
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ION Website Instructions
Part 2 — Regions
Specific Instructions for Regions

Attachment A

Steps to complete your ION submission
(Review the deficiencies pre-selected for funding)
(Review the unfunded deficiencies, including those linked to national projects)

1. Rank up to the dollar limit for deficiencies for input to National Office
2. Rank up to three projects

3. Provide justification comments

4. Review

5. Submit to National Office
Preparation Steps

It is recommended that you print out and review the list of deficiencies that have been pre-selected for
funding and the list of deficiencies that are unfunded (both individual deficiencies — those that have been
picked in the top five by each center and those that did not make the top five — and those that are linked to
national projects). Those linked to national projects have been included to permit you to recommend that
they be funded sooner, even though they are planned to be corrected as part of a center’s long range plan.

There is no numeric limit to the number of deficiencies that you can select. You are only limited by the
available funds for your region, i.e., that portion of the $3M that has been allocated to you based on your
region’s contract strength.

This is the most important part of your ION process, making an informed decision about your
recommendations to the National Office.
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Attachment A

ION Website Instructions
Part 2 — Regions
Specific Instructions for Regions

Step 1 — Rank Deficiencies

Once you have completed preparations, the remaining steps to make your ION
submission are quick and easy. This step only requires you to:

* Click the “Add” checkbox in the bottom half of the screen to select that deficiency as
one of your picks. You can “Add” deficiencies from either the “Ranked by Centers” tab
or the “Not Ranked by Centers” tab or the “Linked to National Projects” tab.

» Click the “Reorder” arrows in the top half of the screen to change the rank of your
picks.

* Click the “Remove” checkbox in the top half of the screen to remove that deficiency
as one of your picks.

When finished, click the “Next” arrow at the bottom.
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Attachment A

ION Website

Instructions

Part 2 — Regions
Specific Instructions for Regions

Step 2 — Rank Proposed National Projects

This is basically the same as ranking deficiencies except you may select up to three
proposed projects from the list (the fifth tab). These projects are those that are
currently in your long range plan.

If you wish to propose a new project, click the “Propose a New Project” link (see next
page) where you will be directed to complete details of the new project. This new

project will be evaluated for addition to the long-range plan, and, if approved, then that
project will be added to the list. (It may take several days before it shows up on the list.)

When finished, click the “Next” arrow at the bottom.
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Attachment A

ION Website Instructions
Part 2 — Regions
Specific Instructions for Regions

Step 2 — Rank Proposed National Projects (cont.)

You may view previously submitted/saved new projects by clicking the “Open” link.

If you enter a
new project,
MAKE SURE
you click SAVE
and then
SEND.

If you do not do
this before
closing this
browser
window, you will
lose all work.

Suggestion:
Type up your
project
description and
justification
separately (in
Microsoft Word)
and then copy
and paste into
this form.
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Attachment A

ION Website Instructions
Part 2 — Regions
Specific Instructions for Regions

Step 3 — Justification Comments

Once you have selected and ranked your picks, provide a justification comment for
each deficiency and project. This is your opportunity to explain to the National Office
your reasons for recommending these deficiencies and projects. Clear
recommendations are essential in effectively communicating why these are needed.

When finished, click the “Next” arrow at the bottom.

Justification
Comments

W tetriencios - Besbis, Biew Tork Regeen - Hicresolt Ssbernet Baplones

Qua-D-[H S G| ¥ D5 @ Deen grws | (35

tockhess 8] it ok a-ark dendd L hon g s

1 EComeent 01 Y Review

#Froter-Friendy  Yiew Stabas  Center Progress n-leb nT'ITInE Help Contacts Logout
Justification

w wou have indcabed the following as yous greatest-naed daficiancies.
& Provide s justifization for ssch deficiercy to justify your selechon

10 Defacinncies:

Musres sy wk. Congl frerr) ushifizalizn
] ETT |Frmchin fODZ04] 0001 - Cispenuany |Macf iIx ald srd detariarstsd feoos 13 =
| | | |
z aT34n |casrsdaga (onz0e] e |veilpbadi court ia nek lighind for fieaas| 12 I =

[night s |

1 | |
| | Toteh|  ¥21224]

& wou hiave indicated the Following as your grestest-nesd prajects
# Provide s commeants for each project ko pus=tify your selection

Projects:
e :"I" |l wtr | Project Heme uistificiss
1 14 |I ragra i Ars s Bad The condtrudian af & ree Samnitaiy raukd diminets the cusraowding mn—dnﬁn FRCFET ;J
Crarrn Ea iy in tha geigting dame. [ aodEom, aros secsted, Un iy HellQWamnen's
ooyl Bulking 4. wculd ba carvartad ko CSE and £00, Thie wauld
praside sdequebs spes Far S0P and coraoldete thara el ated furdiana e ;i
—L _ Joceted in renerel babings, il L )
x | 1.? n R:Jmn, |L-u ml’-\. m:l mx Thises &k no recrestons Tadite s «mu hﬁmm w m.- N | rm-n l u- | %%, %= 00D _:_j
i b ot rosd mibides 0 ctuddnd houding snd edmaatratse fundions sk lortad Al reckdent
Fucitey it locakeed o thes msdn dite a8 bursd to the rsmncbs Aorth oite shses ol
racruational ectiekine teke plecn The scans rasds s unssfs ecd hacardaus
For buy traffic aines thy sraats s rasicarkial with parsking on bath aidea, This
prabibits tap rraasing ashicler b paar ek the reme me The axiabing covamd
ot [y i) L inedaquate i sire sred function for s cerher wih coniec
| | avin g af 5335 studankn, of shich Ak recide ot tha oarkas.
3 1538 [Rames Rencecston of Thie sk Ager hicaisireg ivfiernars ard dassmams base insdeoushe senblstion F4. 5500 =]
Crarma Boildings and air Lol ‘Window sl uniky ara in prar candiion, Tha
TS B T A0 mirdow A0 unky in plapicg mams end u"ﬁwl arw olds iraffiderd ard do not
praskde adsquebs caalirg. Tha shoasrs and boilets 0 the carmitoriss s in _.-J

pace cordBon. Th dhowss miking uikies lesk. The este lhske ponet s the
cn recrab sl rie M edjsecant @ lasping racenr. Thes Ardehr ared tha ladias
_fanes are deierimied, |

Next arrow
10



Attachment A

ION Website Instructions
Part 2 — Regions
Specific Instructions for Regions

Step 4 - Review

Once you have provided your justification comments, please review your selections,
rankings, and comments. Click on the appropriate link to review deficiencies and

projects — they are shown separately.

When finished, click the “Next” arrow at the bottom.
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Step 5 - Submit

Once you have completed your review, and are ready to submit, click the “Submit Now”
button. Note: If you wish to change your submission, you may do so at any time up to
your deadline of March 8, 2006, by simply repeating steps 1-4.
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