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• In www.Jobs4TN.gov go to the Programs tab
– From the left menu, click on “Manage Individuals”, then “Assist an 

Individual”
– Locate the individual you are assisting
– Go to Programs

• Staff Profiles → Case Management Profile → Programs
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• Confirm that the worker has a Wagner-Peyser application, 
if they do not, please have them create one.

• Scroll down to the Trade Adjustment Assistance program 
tab and click “Create Trade Adjustment Assistance (TAA) 
Application” 

• If the worker already has a TAA Application, click the plus 
symbol on the left side (below the application).
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• IMPORTANT REMINDER
– DO NOT CREATE A DUPLICATE TAA APPLICATION IF ONE HAS 

ALREADY BEEN CREATED

• If the TAA Application has already been created, click on 
the “Edit Application” button (the pencil icon on the right 
side)

• Verify the information in the TAA Application for accuracy 
and complete any areas that are missing
– This is ESPECIALLY IMPORTANT on the “Demographic” and 

“Employment” tabs
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• Demographic

• The red * indicates the field must be answered before you can move forward 
with the application

• When you click the “Next” button, it saves the page you are currently on 
while also moving you to the next page in the application
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• Employment

• Verify all information on the 
Employment tab and update any 
incorrect information

• The “Attended A Rapid Response 
Event” should always be Yes
(even if the worker did not 
attend, it would have been made 
available to them)

• The “Rapid Response Event” 
needs to always be completed, if 
you can not find the Rapid 
Response event, choose the entry 
with all 9’s
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• Employment (continued)
• TAA Liable/Agent state:

– Both = when the participant 
earned wages and lives in TN

– Agent = when the participant is 
requesting services in Tennessee 
but earned wages in another 
state (other state pays TRA 
benefit)

– Liable = when the participant is 
requesting services in another 
state but earned wages for a 
company in Tennessee 
(Tennessee pays TRA benefit)

• The “Employment End Date” and the “Qualifying Separation Date” need 
to match and should be verified against the separation letter
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• Eligibility Summary
• Please review the information on 

this page carefully!
– Verify that the participant meets 

definition for TAA

– All TAA participants are 
REQUIRED to be referred to 
WIOA

– Please remember that the Basic 
TRA Deadline date has not been 
revised for Reversion 2021

• 98000 petitions
• TRA can confirm the participant’s 

Basic TRA deadline once the TAA 
Application has been completed 
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• The TAA Application needs to be as accurate as possible 
for reporting on the PIRL, TADDI, and other TAA related 
reports for Federal reporting requirements

• Verification Documents
– If the verification documents are not scanned into 

www.jobs4tn.gov, it is YOUR RESPONSIBILITY to obtain those 
documents and upload them and link them to the related 
verification 
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• REMINDERS:
– You must confirm verification documents have been uploaded to 

the system

– The participant should provide you with their separation notice 
from their employer

• If the participant does not have their separation notice, please 
contact your TAA Regional Coordinator to determine if they are on the 
mass layoff list

– The TAA Application determines if an AAW is eligible to request 
TAA benefits and services. It does not determine if a participant is 
eligible for training.
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