WBLE-OJT

Participant
Orientation

Your first work experience
A guide for you and your caregiver

Together or at home: take one step at a time.
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Learning together

You can say, point, type, or pass.
Ask for a break or another explanation.

For caregivers Choose a topic
Ask before helping. Work programs
Read one step at a time. OnPay setup

Let the participant try. Pay schedule

Keep personal information private. Jibble and practice

Slide Show: select a topic or Next. On paper: follow the page numbers.
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Two ways to learn at work

WBLE OJT

Work-Based Learning Experience On-the-Job Training

Try work tasks. Practice skills for a specific job.
Learn what interests you. A trainer helps you learn.

Both have a start and end date.
A permanent job is not guaranteed.

Your turn: Are you participating into an OJT or WBLE?
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Before your first day

1 Your coach confirms you may start.

2 Your forms are complete.
3 You know where and when to work.

Ask before adding shifts or extra hours.

You will need approval at least 5 business days
before you start or work extra hours or days

Practice: "What day do I start? Who do I meet?”
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OnPay.com helps set up your pay

Onboarding means getting ready.
Payroll means paying you for your work.

In OnPay.com, you will:

Open your invitation.

Fill in forms and payment details.
Review and sign.

Say or point: Which app helps set up your pay? OnPay.com or Jibble?
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OnPay: open and read

1 Open your email

Find the TCG WORKS invitation.
Choose “VIEW OFFER LETTER.”

2 Read the handbook

Ask someone to read with you.
Ask questions before signing.
Keep a copy.

0Npay

Offer Letter

Dear Tarik,

Please follow the Instructions to complete th

payroll.

Allthe details of our offer are included i this offer letter:

VIEW OFFER LETTER

Offer Letter

OJT/WBLE TRAINEE
HANDBOOK

1. Welcome to TCG WORKS

Welcome to the OJT (On-the-Job Training) and
WBLE (Work-Based Learning Experience) programs
provided by TCG WORKS. This handbook is
specifically designed for FLDOE/ DVR (Division of
Vocational Rehabilitation) participants involved in

work experiences. Our program, aimed at both
youth and adults, help individuals gain
employment skills and prepare for community-
based jobs.

Youth participants must comply with Florida child
labor laws, which are designed to protect the
safety and well-being of individuals under the age
of 18.

2. Payroll and Timesheet
Guidelines

Point to "VIEW OFFER LETTER"” in the example. No email? Ask your coach.
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Incase you got boot out of the onboarding screen use this method

OnPay: password reset and access

.......

1 Open the login page
app.onpay.com/app/login ‘

Choose “Forgot Password.”

2 Enter your onboarding email Enter your email  Check your inbox
A\ 5 5 144
Choose “"Email Link. Reset your Ermail Sent
- password ease check your inbox!
3 C h ec k o u r e m a I I Enter the email address you use to :Tlmay tak?up It(oyz minutl:s to
y t and ill i il. If you do not
: s e A S A S ‘ anvemllfom s plesscieiyour
Check inbox and s pam. O pen t he reset o ko et your eswor. i o
. ot — locate our email.we were u_nable to
link and make a new password. o

Return To Login

4 Log in with your new password
Finish any forms you still need to complete.

Need help? Ask your coach. Keep your password and security codes private.
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OnPay: your account and security

3 Create your account

23 app.onpay.com/appfenable-r Y & &

After, Choose "Begin Enrollment.”

=0NPQYy
Create your password.
. Enable Multi-
4 Use your security code Esctor
Authentication
Choose text message. Enter your cell
number. ey gy
Request the code. Enter it and submit.

Keep passwords and codes private.

A security code checks that it is you. Need help? Ask your coach.
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OnPay: information about you

[ ] 17:48 M P & o =l 60% = L.E-T i ] A =
5 Enter your own details ¢ mom < T
= Employee Enrollment  Logout = Employee Enmocliment gl

Name, birthday, and contact details. —
Social Security number in the secure ° B o

form. e byt o
6 Complete the forms —v— -

I-9: checks permission to work. s

W-4: tells payroll about tax withholding. - o

Ask if a question is unclear. Pancn iaomate { —

Make sure your Social Security number is correct and all other informations.
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OnPay: where your pay goes v

Direct deposit means pay goes Tp—
into your approved account. 5

7 Enter the account and routing S et
numbers. & ke
Check the numbers and account type.

Choose “"Add Account.”

Then choose "Save & Continue.”

n
>

Point to "Add Account.” Need help finding the numbers? Ask privately.
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OnPay: sign and finish

S0 Ml

=3 apporpiyeom/apnaeinok I @ 2

8 Sign each form

Choose "Sign.”
Read, sign, and confirm.
Check that all forms show complete. v

Complete Required Documents

Please review and sign the documents below to

SRS aVElVOURWORK S - =
Choose “Save & Continue.” SR, -

Tell your coach you finished. 5

Wait for your approved start date. . s o ®

Look at the two examples. Which one shows completed forms?
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Help with manual onboarding forms

You can ask for help.
You do not need to do it alone.

Ask your coach about paper forms.
Use them after agreement approval.
Review and sign with authorized help.

Staff check your deposit option.
Authorized pay follows a two-week cycle.

Try saying: “"Please show me one step.” or "Can we take a break?”
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Pay example: October 2026

MON, OCT 5 Your pay period starts.
SUN, OCT 18 Your pay period ends. Check your hours.

WED, OCT 21 Tell your coach about missing hours.
72 hours means 3 days after the period ends.
FRI, OCT 23 Your expected deposit date in this example.

After the deadline, pavroll uses the hours in the tracking svstem.
Point to the day to report missing hours. Then point to the deposit day.

TCG WORKS Back Topics Next 13/ 20



Jibble setup: app first, invitation next

1 Download the Jibble app first

Login to continue

Wait until the app finishes installing.
Ask your coach if you need help. OCH &

2 Open the link you received

ssword

Use the invitation from your Job Coach.

Then follow the instructions on screen. e

New to Jibble? Use the link provided.
Already have an account? Log in.

Your turn: What comes first, the app download or the invitation link?
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Jibble setup: join your team

3 Follow your invitation

Example: "Confirm”
New account

Enter your own details and a password.
Choose "Create Account.”

r

Join Hogwarts Co? X

§ You are joining this organization as Sirius Black

Join the organization

If you see a pending invitation, tap “Accept.” Cancel m
If the link asks you to join, tap “"Confirm.”

Already have an account? Log in first. Your screen will show your
team and your name.

Before day one: ask your coach to check that you joined the correct team.
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Jibble records your work time

Before day one: complete setup
and check that you can sign in.

Start work: clock in.
Finish work: clock out.
Check your hours.

Only you record your time at the approved job-site.
Tell your coach the same day if time is wrong.

Rehearse with your coach. Do not create a real time entry just to practice.
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Your turn: a missing clock-In or Out

You finished work.
You forgot to clock in or out.
What could you do next?

A Tell your Job Coach today

B Wait until payday

Say, point, or select A or B. You may ask for help. There is no timer.
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A: tell your Job Coach today

You can say:

“I forgot to clock In or Out.
I finished at .

Please help me Update my
time.”

Give the actual time you started or finished.
Your coach helps with the correction.

Try the sentence, point to it, or ask a helper to read it with you.
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If you get hurt or feel unsafe

Tell someone right away, even if it seems small.

1 Get help In a medical emergency, call 911 or ask
someone to call.

2 Tell your team Tell your work supervisor and your Job Coach right

away.
3 Explain what Say what happened, where, and when.
happened Staff help complete the incident report.

For NON-EMERGENCY injury reporting: AmeriSys 1-800-455-2079. Location code: 1036.

Practice: "I need help. Something happened at work.”
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Your first-day check

I know when and where to go.
I know how to clock in and out.
I know who can help me.

My Job Coach is:
TCG WORKS: 813-381-6352
Admin@tcgworks.org

Choose one: "I am ready.” “Please show me again.” "I need help.”
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