Initial Assessment

One Stop Service Tracking

Module 3. Initial Assessment and Support Service Plan

Introduction to Module 3: Initial Assessment and Support Service Plan

Now that we’ve practiced entering in a customer’s background information, let's
continue by going through the pages that will help us perform an initial assessment.
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JIJhS Module 3: Initial Assessment

At the end of this module, participants will be able to:

v Navigate to and complete the following screens:

= Steps to Self Sufficiency
» Goals and Interests

* Needs and Barriers

* Education Detail

= Assessment Detail

* Assessment Outcome

= Service Detail

» Service Qutcome

By initial assessment, we are referring to the pages that allow us to capture a
customer’s:

* Steps to Self Sufficiency

 Education Detail

* Goals and Interests

* Needs and Barriers

Additionally, we will go through pages that will be used to capture details for a
customer’s:

* Assessment tests

» Assessment test outcome

 Services

» Service outcomes

Let’s start by taking a look at the Steps to Self Sufficiency.
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R TTRTTAA026 | Miles Cruz PAS: PHAGZI

Ser\"ice Tl'ackin( Caze hdanager Lisa Campbell RFA: 5651253627301 B
‘] £ Status: OpendMN/Open-UP RICIU: 220203 il Home Back Oesk Help Hot

? Click an the other help bubbles to get information about individual fields, Far mare iﬂdEpth help, click the Help button in the upper right carner.

History of Steps to Self-Sufficiency
Summary Responsibility Status
Provide child care vouchers fo... Career Manager Open
v Open Cases Provide catalog of local calle. .. Career Manager Open
[ Casesta Glance Purchase alarm clock to preven... Customer Closed

Return to Workload

[ Skill Dewelopment
Steps to Self-Sufficiency Detail

[ Plan Dewvelopment
[ Aternztive Plan
[] Case Notes Describe the step needed
[] Resume to reach self-sufficiency

Purchase alarm clock to ﬂ
prevent being late for
scheduled appointments.

[ Budget Flanner j
[ CaseTo-os scheduled Completion Date 120172000 [FEie]
[ EBenefit Info

Responsibility Custorer 'l

[ Activity Log

b Closed Cases Status Closed 'I

I ( Search Jobs Completion Date 1240642000 v|
b (3 Actve Jobs

b (9 Inactive Jobs

I J Search Resumes
I [ To-Do History

I O JPR Search

I O Account Info

I [ Reporting

Required Fields: Information that iz requirad, 0 Information Bubble: Click on the bubble far specific help, v|
3

Entering Steps to Self Sufficiency:

This page is used to capture the step by step actions that a customer and a career
manager will be responsible for in order to help the customer become self-sufficient.

This page includes:
* An area for entering the details of a specific step
* A running history of all open and closed steps
* The ability to navigate to the detail for any of the listed steps

The data that is captured for each step includes:
* A description of the step
» The scheduled completion date
* Who is responsible to complete the step
* The status of the step
» The actual completion date (most likely to be entered at a later time)

Historically, these steps have been documented as part of creating the Individual
Responsibility Plan. The Steps to Self Sufficiency is a function that can be used as a
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tool from the very beginning of a customer’s case. As you gather information about a
customer (through conversations, assessments, etc.), this is the place to document the
step by step actions that the customer and career manager are responsible for
completing.

This module also includes pages that capture a customer’s Goals and Interests and a
customer’s Needs and Barriers. Understanding a customer’s goals, interests, needs
and barriers will give us an idea of what services, activities or training (those steps to
self sufficiency) are appropriate for that customer.

Using this page as a way to organize the steps you are going to take will provide you
with a list of the services and/or activities that you have to track in the system. These
steps are included on the customer’s Individual Responsibility Plan.

Associated Procedures: (Navigating from the Case Detail page)

CLICK the ‘Plan Development’ tab on the Case Detail

CLICK ‘Add’ on the Steps to Self-sufficiency tab

ENTER a description of the step

ENTER the scheduled completion date

SELECT whose responsibility it is to complete the step (Career Manager, Customer or
Both)

SELECT the status of the step

When this step to self-sufficiency has been closed, complete the following:
ENTER the actual completion date

CLICK ‘Save’ to update the information.

This step will now be listed as Closed in the History of Steps to Self-sufficiency.

CLICK ‘Cancel’ to return to the Case Detail screen.
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p 777771026 | Miles Cruz PAS: PASEZ3 @} o ° o o @
Service Tracking | Case hanager, Liza Campbell RFA BBE1Z636279 S
‘J L Status: OpeniMN/Open-UP BICIL: 220203 Hide Homs Back Desk Help Not

? ( n the other help bubbles to get information about individual fields, For more iﬂdEpth help, « the Help button in the upper right corner,

Return to ‘Workload Education Detail For Customer Who Has Recieved Financial Aid

Pell Grant
Perkins Student Loan

v Open Cases

] caseats Giance List All Sources Of Financial Aid

[ Skill Dewelopment

[ Flzn Dewelopment

* 1s The Customer Currently In School? ' as
[ Aternztive Flan

[] Case Notes Highest School Grade Completed Associate Degres Awarded

[ Resume s Fr—
Completed Training/Certifications

Description Date Completed Is Certification Current
[ Case To-Dos COL Class 4 Certification 09/15/1992 Vs
[] Benefit Info Hazardous Material Certification 07/20/1995 Yes
[ Activity Log Cardiopulmaonary Resuscitation (CPR) 11/03/1998 Ves
b (5 Closed Cases Basic child Care Training 09/30,/2000 Yes
b [ Search Jobs
b [ Active Jobs
b [ Inactive Jobs
b [ Search Resumes
b O ToDo History Completion Date ID?/ZDHHBS
P O JPR Search How Was The Training Funded? Other j
b O Account Info Is The Customer's Certification Current? * Yes " Mo

b [ Reporting Save ?] Clear Changes ? ] Cancel ?

| .

[] Budget Flanner

Training/Certification Detail

Description Of Training/Certification |Hazarduus Material Certfication

Entering Education Information:

This page is used to capture information about the customer’s educational background,
including:

« If the customer has ever received financial aid

* If the customer is currently in school

» The customer’s highest grade completed

* Any completed certifications/training to date

If the customer has previously received financial aid, you will be prompted to list all
sources of financial aid received.
Associated Procedures (Navigating from the Case Detail)

|. Adding Education Detalil

CLICK the ‘Plan Development’ tab on the Case Detail
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CLICK the *Add’ or ‘Edit’ button under the Education Detail section to begin

CLICK the radio button that indicates whether the customer has ever received financial
aid (if you indicate that the customer has received financial aid, then you must enter all
their financial aid sources)

CLICK the radio button that indicates whether the customer is currently in school
SELECT the customer’s highest school grade completed from the drop down list
CLICK ‘Save’ to update

All completed training and certifications are listed in the Completed
Training/Certifications table with the corresponding date of completion and certificate

status.

Il. Adding Previous Training and Certifications

CLICK the ‘Add’ or ‘Edit’ button under the Education Detail section to begin
ENTER a description of the training or certification that was completed

ENTER the date that the training or certification was completed

SELECT the funding source for the training or certification from the drop down list
CLICK the radio button to indicate if the customer’s certification is current

CLICK ‘Save’ to update the customer’s history of training and certifications
Should the certification expire, simply complete the following steps

[1l. Editing Existing Training and Certifications

CLICK the hyperlink for the appropriate description
CLICK the radio button to indicate if the customer’s certification is no longer current
CLICK ‘Save’ to update the customer’s history of training and certifications

CLICK ‘Cancel’ to return to the Case Detail screen.
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000

sk Help ot

g 777771026 | Miles Cruz PAS: P55523 !

f Case Manager: Lisa Campbell RFA: 5551253627941 @ o o
b Status: OpendtdbiCpen-UP RACAL: 220203 Hide Homa  Back
? Click on the other help bubbles to get information about individual fields. For more in depth help, click the Help button in the upper right corner,

Service Tracking

Goals and Interests

Return to Waorkload Sort by: IDate Identiied =] CI3 %]

<& Open Cases Date Identified Status Description Date Achieved
B oo Eewee 0g/12/1992 Achigved Pay off student loans 10/06/2000

XTI 05/03/2000 Achieved Mechanic 11/30/2000

B Loullz dosna 08/30/2000 In Progress Trucking Company Manager Mot Achieved
[ Elzn Dewvelopmert 0s/30/2000 Mo Longer Applicable Lead Dispatcher Mot Achieved
[ Alternative Plan 08/31/2000 In Progress Truck Dispatcher Not Achieved
[] Casze Hotes
[ Resume
O Budget Plamer Select Goal Type:  personal " Educational & Employment ¢ Optimum Health

[] Casze To-Dos
[0 Eensfit Info

Employment Goal Entry

it Goal Length & Short Term ¢ Long Term
b £ Closed Cases Type of Work IMechamc (7]
I ( Search Johs * Date Goal was Identified IM
[[i g ﬁf::ﬁ;:?lshs Date Started Working Toward Goal IM
b [ Search Resumes Expected Achievement Date W

I 0 To-Do History .
b O Account Info Achievement Date |11f30j2000 v|

> O Reporting Expected Wage % 10.00]

e Expected Wage is Defined & Hourly ¢ Annually
City Anywhere
State Flarida -
Benefits Wanted |Health Insurance
Goal Status Achieved 'l
Would you like this goal displayed on the @ ves  No

Individual Responsibility Plan?

Save ? ) Clear Changes ? ) Cancel ?

) Goto Stens to Self-Sufficiency | Jﬂ
< 3

Entering Goals and Interests:

This page is used to capture a customer’s personal, educational, employment and
optimum health goals.

This page includes:
* An area for entering the details of a specific goal
* A running history of all goals
* The ability to navigate to the detail for any of the listed goals

The data that is captured for each goal varies depending on the type of goal itis. As an
example, the data captured for an employment goal includes:

» Goal length

» Goal description

» The date the goal was identified (will default to current date)

» The date the customer started working towards the goal

» The expected achievement date

» The actual achievement date (most likely to be entered at a later time)
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» The goal status
» Whether or not the goal should be displayed on the Individual Responsibility
Plan

Associated Procedures: (Navigating from the Case Detail)

|. Entering Personal, Educational and Optimum Health Goal Detail

CLICK the ‘Plan Development’ tab on the Case Detail
CLICK ‘Add’ on the Goals and Interests tab to begin

CLICK the ‘Select Goal Type’ radio button that best describes the type of goal the
customer wants to achieve

CLICK the radio button to indicate whether this is a short term or long term goal
ENTER a description of the goal

ENTER the date the goal was identified (the system defaults to the current date, but you
can overwrite this if appropriate)

ENTER the date that the customer started working toward the goal
ENTER the expected achievement date
SELECT the appropriate goal status for the goal

CLICK ‘Save’ to add the goal to the customer’s running list of goals (at the top of the
page)

CLICK ‘Cancel’ to return to the Case Detail screen.

Il. Entering Employment Goal Detail

CLICK ‘Add’ on the Goals and Interests tab to begin

CLICK the ‘Employment’ radio button

CLICK the radio button to indicate whether this is a short term or long term goal
ENTER a description of the employment goal (type of work)

ENTER the date the goal was identified (the system defaults to the current date, but you
can overwrite this if appropriate)
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ENTER the date that the customer started working toward the goal
ENTER the expected achievement date

ENTER the expected wage and indicate whether this is an hourly figure or an annual
figure

ENTER the city where the customer would like to be employed
SELECT the state where the customer would like to be employed

ENTER a description of the benefits wanted (e.g., medical, dental, life insurance, child
care)

SELECT the appropriate goal status for the goal

The radio button indicates that this goal should display on the Individual Responsibility
Plan (defaulted to ‘Yes’)

CLICK ‘Save’ to add the goal to the customer’s running list of goals (at the top of the
page)

CLICK ‘Cancel’ to return to the Case Detail screen.

I1l. Editing Goal Detail

CLICK ‘Add’ on the Goals and Interests tab to begin

FROM THE GOALS AND INTERESTS LIST, CLICK the goal that you would like to edit
(CLICK on the associated blue hyperlink under the ‘Description’ column- the detail for
that particular goal is viewable in the ‘Entry’ portion of the page)

CLICK ‘Cancel to return to the Case Detail screen.

Helpful Tips:

Tip 1: A useful function on this page is the ability to link directly to the Steps to Self
Sufficiency. As goals are identified, and while it is fresh in your mind, use this link to

document the steps that the customer will have to take in order to minimize or eliminate
any barriers which may exist which would cause these goals to not be achieved.
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| 7T7-77-1026 | Miles Cruz PG PASR23 @}

i - i b Case hanager; Liza Campbell RFA; 8561283627901 -
Service Tracking L Status: Open/bib/Dpen-UP RICHL: 2e2i20% kil | Home Back Dssk Help Note
? Click on the other help bubbles to get infarmation about individual fields, For more in depth help, click the Help buttan in the upper right corner.

Return to Warkload Needs and Barriers
Sort by: |Type af sort] 0
v Open Cases
[ Casezts Glance Type Status Date Identified Completion Date
) Clothing Resolved 05/29/2000 09/04/2000
[ &kill Development iR Idertified 09/01/2000 Unresolved
[l Plan Developrent Transportation Resalved 0g/29/2000 08,/31/2000
[ Aternative Plan
[ Lase Nates Add/Edit a Need or Barrier ©
[l Eesume Need/Barrier Detail Clothing =
[ Budgst Flanner Status m
[] CaseTo-Oos " "
[ genefit ks Date Identified IUB,"29,"ZUDU |
[ Activity Log Expected Completion Date IDS,’EWDDD vl
b  Closed Cases
c letion Dat IDQ 04/2000 M
b [ Search Jobs SR 04
b [ Active Jobs Provide voucher to =
I @ Inactive Jobs : purchase acid resistance
Plan to resolve the need or barrier gloves and boots.
b ( Search Resumes
b [ ToDo History |
P O Account Info Would you like this barrier displayed on the . . o No
P O Reporting Individual Responsibility Plan?
i e Save ? ] Clear Changes ? ) Cancel ?
Go to Steps to Self-Sufficiency =
l | ;IJ
3] ’_|—|Q Intemet

Entering Needs and Barriers:
This page is used to capture a customer’s needs and barriers to self-sufficiency.

This page includes:
* An area for entering the details of a specific need or barrier
* A running history of all identified needs and barriers
* The ability to navigate to the detail for any of the listed needs and barriers

The data that is captured for each need or barrier includes:
* A description of the need/barrier
* The status of the need/barrier
» The date that the need/barrier was identified (defaults to current date)
» The expected resolution date
* A description of the approach to resolving the need/barrier
* Whether or not the need/barrier should be displayed on the Individual
Responsibility Plan
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Associated Procedures:

|. Entering Need/Barrier Detail

CLICK ‘Plan Development’ tab on the Case Detall

CLICK ‘Add’ on the Needs and Barriers tab to begin

SELECT a description of the need/barrier from the drop down list
SELECT the status of the need/barrier

ENTER the date the need/barrier was identified (the system defaults to the current date,
but you can overwrite this if appropriate)

ENTER the expected completion date
ENTER the completion date (when known)
ENTER a description of how you and the customer will work to resolve this need/barrier

The radio button indicates that this need/barrier should display on the Individual
Responsibility Plan (defaulted to ‘Yes’)

CLICK ‘Save’ to add the barrier to the customer’s running list of needs/barriers (at the
top of the page)

CLICK ‘Cancel’ to return to the Case Detail screen
Il. Editing Need/Barrier Detail

CLICK ‘Add’ on the Needs and Barriers tab to begin

FROM THE NEEDS AND BARRIERS LIST, CLICK the need/barrier that you would like
to edit (CLICK on the associated blue hyperlink under the ‘Type’ column- the detail for
that particular need/barrier is viewable in the ‘Entry’ portion of the page)

Helpful Tips:

Tip 1: A useful function on this page is the ability to link directly to the Steps to Self
Sufficiency. As needs/barriers are identified, and while it is fresh in your mind, use that
link to document the steps that the customer will have to take in order to minimize or
eliminate his/her barrier.
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777771026 | Milas Cruz PAG: PAGGZE @i 1

Service Tracking | Case Manager: Lisa Campbell RFA:BEE1253627011 %
b status OpenitNpen-UR RICAL: 2024203 Hide

? Click on the other help bubbles to get information about individual fields. For more in depth help, click the Help button in the upper right corner,

Return to Waorkload Assessment Detail

Will this test be administered by an
* ('“

external resource ¥ Tes C' o

vy Open Cases Type of Assessment Test Skills Inventory j

[ Casests Glance
Name of Assessment Test SAGE TFA 'I

[ skill Developmert

[ Flan Development Schedule Date of Completion |Hﬂ 2/2000

[ Aternative Flan Status ISCthLﬂEd ‘I

B (Ceeelties Administrator |Sylvan Learning Center

R d |
[ Bezume Contact Phone a0 Jlﬁ- 2635

[ Budget Planner
[ Case Ta-Oos Address 122 Wain 5T

[ Eensfit Info City IAnywhere
[ Adtivity Log State IF\Drida v

b [ Closed Cases Zip |?7?7? . |1234
> 3 Searh o

b [ Active Jobs

b [ Inactive Jobs

b [ Search Resumes
P O To-Do History

b O Account Info ¥
P O Reporting
s e g

Required Fields: Information that is required, 0 Information Bubble: Click on the bubble for specdific help,

Scheduling a customer Assessment Test:

This page is used to track the details associated with scheduling an assessment test for
a customer. This page “builds on itself” in order to lead the user through entering the
required details. For example, the first question you are presented with is whether or
not the assessment is being administered by an external resource. The fields that you
see next will depend on how you answer this initial question.

The data captured on this page includes:
» Whether or not this test will be administered by an external resource
* The type of assessment
» The name of the assessment
» The scheduled date for completion
* The status

If the assessment is administered externally, the following information is also
captured:

* The test administrator’'s name

» The administrator’'s phone number

» The administrator’s address, city, state and zip
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Later in this module, we will discuss “Assessment Outcomes.” OSST includes specific
templates designed to capture scores for specific assessment tests. Once a customer
completes an assessment, the career manager has the ability to link to this score
template to input the customer’s scores. The template that the career manager sees is
based on the assessment “name” that was originally entered as part of the Assessment
Detail.

Associated To Dos:
» A Career Manager To Do will be generated on the day of the scheduled
assessment as a reminder that the customer should be taking the scheduled
assessment

Associated Procedures: (Navigating from the Case Detail)

|. Entering Assessment Detail for an Internal Administrator

CLICK the ‘Plan Development’ tab on Case Detalil
CLICK ‘Add’ on the Assessments tab to begin

CLICK ‘No’ to indicate that the test will not be administered by an external resource
(external resource means a provider other than the One Stop location)

SELECT the Type of Assessment from the drop down box (e.g., Skills Inventory)
SELECT the Name of the Assessment from the drop down box (e.g., SAGE TFA)
ENTER the scheduled date of completion for the assessment test

SELECT the status of the Assessment from the drop down box

CLICK ‘Save/Continue’

Il. Entering Assessment Detail for an External Administrator

CLICK ‘Add’ on the Assessments tab to begin

CLICK ‘Yes’ to indicate that the test will be administered by an external resource
(external resource means a provider other than the One Stop location)

SELECT the Type of Assessment from the drop down box (e.g., Skills Inventory)
SELECT the Name of the Assessment from the drop down box (e.g., SAGE TFA)

ENTER the scheduled date of completion for the assessment test
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SELECT the status of the Assessment

ENTER the administrator’s information (name, phone number, address, city, state, zip)

CLICK ‘Save/Continue’
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R 777771020 | Miles Cruz PAZ: POBGZZ @ l

Service Tracking b Case Manager Lisa Campbell RFA: SBG12636278/1
L Status: OpentNipen-UR RIGHL: 2126203 Hitle

? Click on the other help bubbles to get information about individual fields. For more \r\depth help, click the Help button in the upper right cormer.

Home Back Desk  Help Hots

Return to Workload Assessment Detail

Type of Assessment Test Irterest Invertony

i Open Cases Name of Assessment Test GATB =
[ Casests Glance schedule Date of Completion [o3/2e/2000 [
[ Zkill Development
Status ICumpIeted 'l
[ Flan Development
[ Alternative Plan Completion Date IDQIZB!ZDDD v|

[ Lase Notes Exhibits wery good motor ﬂ
[ Resume coordination and finger
[ Budget Flarner Outcome/Results dexterity skills. (7]

[ LaseTo-Dos J
o
[ Benefit Info =
Save/Continue ? { Clear Changes ?

[ Activity Log
b [ Closed Cases
b ) Search Jobs
b Active Jobs
b Inactive Jobs
b ) Search Resumes
b O To-Do History
b O Account Info
P O Reporting

*  Required Fields: Infol Information Bubble: Click on the bubble for specific help,

o

|_|_|Q Iternet

Entering Assessment Outcomes:

This page is used to track the outcomes associated with a specific assessment test.
There are four templates in the system. They were built for the most commonly used
assessment tests in the state of Florida. These templates are as follows:

* GATB

* SAGE TFA

* SDS Form ‘E’

* TABE
There is also an “Other” template that should be used if an assessment other than these
four are administered.

The data captured on this page is based on the assessment given. Let’s take a look at
each of the templates.
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b TTT-TTA026 | Miles Cruz PAS: PESE2D @ 1

Service Tracking b Case Manager: Lisa Campbell RF A 666126362704 3
b Status: OpenddNiOpen-UP RICI: 2121203 Hide

? Click an the ather help bubbles to get information about individual fields, Far mare irujepth help, click the Help button in the upper right carner.

Home Back Dask Help MNot

Return to Waorkload General Aptitude Test Battery (GATB)
Aptitude Level Rating

% Open Cases
[ Casests Glsnce * General Learning Ability |2_ ' Very High © High © Average € Very Low

[ Ekill Development
[ Flan Developmert * Verhal Aptitude |2_ CWVeryHigh © Hgh © Average O Very Low
[ Aternztive Flan
[ Case Notes Numerical Aptitude O Very High © High € Average € Very Low
[ Besume
[ Eudaet Planner Spatial Aptitude CVery High © High © Average C VeryLow
[ CaseTo-Dos
[ EBensfit Info

5 Form Perception ' VeryHigh © High ® Average C Very Low
Activity Log

b [ Closed Cases
> (J Search Jobs
b Active Jobs — . ‘
b [ Inactive Jobs Motor Coordination & VeryHigh © Hgh © Average C Very Low
> J Search Resumes
P O To-Do History Finger Dexterity @ Very High € High  Average ' Very Low
O JPR Search
b [ Account Info Manual Dexterity Very High € High © Average © Low © VeryLow

P O Reporting
Save ? ) Clear Changes ?
| o

Clerical Perception O Very High ' High & Average O VeryLow

|—[__ | Intemet

Entering the Assessment Outcome for the GATB

Associated Procedures: (Navigating from the Case Detail)

CLICK the appropriate hyperlink under the Test Detail column

SELECT a status of ‘Complete’ from the status drop down list

ENTER any comments you may have regarding the customer’s assessment in the
Séj)’:;:)ome/Results area (this is not the area to enter the scores though- that will come

ENTER the date that the assessment was completed

CLICK ‘Save/Continue’ (this takes you to the Outcomes template where the scores
should be entered)
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Ser\fice Tracking }  Caze Manager: Lisa Campbell RF&: 55542536279/
L Status: OpenttdbiCpen-UF RICHL: 2820203

? Click on the other help bubbles to get information about individual fields, For more in depth help, click the Help button in the upper right corner.

b 777771026 | Miles Cruz PAS: POSE23 @
Home Back Desk Help Hots

Return to Workload SAGE Temperament Factor Assessment (TFA)

Alone * Directing * Expressing

v Open Cases Influencing * Judgement * People
[ Caze =t = Glance

Repetitive * 8tress * Tolerances
[ Skill Developrment |3_

Under * Mariety

Bl Plan Dewvelopment
0 Alternative Flan Counseling recotmended ﬂ

Case Hotes i
] Ease hotes Please enter comment for scores over six.
[ Resume

[] Budget Planner j

[ Case To-Dos Save ? ) Clear Changes ?

[ Benefit Infa

[ Activity Log
b [ Closed Cases
b [ Search Jobs
b [ Active Jobs
b @ Inactive Johs *  Required Fields: Information that is required, 0 Information Bubble: Click on the bubble for spacific help,
b (J Search Resumes
b 0 To-Do History
b O JPR Search
b O Account Info
b 0 Reporting
E

€]

Entering the Assessment Outcome for the SAGE TFA

Associated Procedures: (Navigating from the Case Detail)

CLICK the appropriate hyperlink for under the Test Detail column

SELECT a status of ‘Complete’ from the status drop down list

ENTER any comments you may have regarding the customer’s assessment in the
Séj)’:;:)ome/Results area (this is not the area to enter the scores though- that will come

ENTER the date that the assessment was completed

CLICK ‘Save/Continue’ (this takes you to the Outcomes template where the scores
should be entered)
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| 777771026 | Miles Cruz P PASG2S @ o o o o @
b Caze Manager: Lisa Campbell RFA: 555125362794 s

L Status Cpenthii/Cien-UF RICI: 2e26as kil § Home Buck Dozk Help Note
? Click on the other help bubbles to get infarmation about individual fields, For more in depth help, click the Help button in the upper right comer,

Service Tracking

Self-Directed Search (S8D8)
Return to Workload Activities

b ] ] m (m
¥ Open Cases

[ CasestaGlance Skills

[ 2kill Developmert R IT 1 IS_ E |3_ 4 |1_

[l Plan Dewelopment
[ Alternative Plan Jobs

[ LCaze Notes RIZ_ II? E|4_ CIE_

[ Resurne

[ Eudget Flanner Abilities
[ CaseTo-Dos R |B_ 1 IS_ g |7 E |8_ C |9_
[ Beneit Infa
[0 Activity Log Total
> Eﬂ Closed Cases R IE 1 E s IF E ﬁ c IF
b [ Search Jobs
b (j Active Jobs *  Score SEC

D@Inacti\reJohs Add ? ] Save ?] Clear Changes ?

I (3 Search Resumes
I> 0 To-Do History

I O JPR Search

' O Account Info

P O Reporting

* Required Fields: Infarmnation that is required. 0 Information Bubble: Click on the bubble for specific help. ,l
3

|_|_|Q Intemet

Entering the Assessment Outcome for the SDS Form ‘E’

Associated Procedures: (Navigating from the Case Detail)
CLICK the appropriate hyperlink under the Test Detail column
SELECT a status of ‘Complete’ from the status drop down list

ENTER any general comments you may have regarding the customer’s assessment in
the Outcome/Results area (this is not the area to enter the scores)

ENTER the date that the assessment was completed

CLICK ‘Save/Continue’ (this takes you to the Outcomes template where the scores
should be entered)
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L 777774026 | Miles Cruz PAS: PE5EZ3
SeI‘ViCB Tracking b Case Manager Lisa Campbell RFA: 555125362701 @ o o o o @
L Status: OpendtN/Open-UR RICH: 2120203 Hie X Home  Buk Desk Hep - ot
? Click on the other help bubbles to get information about individual fields, For mare in depth help, click the Help button in the upper right carner,

Return to Workload TABE Tests
Sort by: |TestType j @ 7]
%) Open Cases

[ Case ot Glance Test Type Stanine Grade Eqiuv
TEEML 5 7.6

TEEMPM 5 6.7
B Flan Development TEESME 1 129

[ Alternative Flan
[ Case botes Add/Edit TABE Test

[] Resume Test Type |F0rm b Medium - Language/Spelling j
[ Budget Planner
[ CaseTo-Das
[] Benelt rfo

[ 2kill Development

Stanine

Grade Equivalency

O Activity Log Score

b @ ClosediEases Save ? 1 Clear Changes 7 j Cancel ?
b 5 Search Jobs

b [ Active Jobs

b Inactive Jobs

b (5 Search Resumes
b O ToDe HiS‘lD[][ * Required Fields: Inforrnation that is required. 0 Information Bubble: Click on the bubble for specific help.
O JPR Search
I O Account Info

b O Reporting

o

[ ] [ inemet

Entering the Assessment Outcome for the TABE

Associated Procedures: (Navigating from the Case Detail)
CLICK the appropriate hyperlink under the Test Detail column
SELECT a status of ‘Complete’ from the status drop down list

ENTER any comments you may have regarding the customer’s assessment in the
Outcome/Results area (this is not the area to enter the scores)

ENTER the date that the assessment was completed

CLICK ‘Save/Continue’ (this takes you to the Outcomes template where the scores
should be entered)
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b 777-77-1026 | Miles Cruz Pas: PESE2Y @} o o o o @
Sel‘Vice Tl"-lckinc | Case Manager; Lisa Campbell RFA: 555125362791 _
5 9 L Status: Openthdb/Cpen-UF RIC/: 242203 His % Home Back Dosk Help ot
? Click on the other help bubbles to get information about individual fields. For mare in depth help, click the Help button in the upper right corner.

Return to Workload

Name of Assessment Test  |NATE

~ & Open Cases Miles need to improve
[] Caseata Glance his listening skills.
Results

[ kil Developmert
[ Flan Developmert J
i

Alternative Pl
[ Alternative Plan Save ? ) Clear Changes ?

[ Case Hotes

[ Resume

[ Budget Flanner
[ CaseTo-Dos

[ Eeneit Info "
Required Fields: Information that is required. 0 Information Bubbla: Click on the bubble for specific help.

[ Ativity Log

b (J Closed Cases

b (J Search Jobs

b (J Active Jobs

b ( Inactive Jobs

b (J Search Resumes
I O To-Do History

I O JPR Search

' O Account Info

I O Reporting

o

|—|— |0 Interret

Using the “Other” template to enter Assessment Outcome
Associated Procedures: (Navigating from the Case Detail)
CLICK the appropriate hyperlink under the Test Detail column
SELECT a status of ‘Complete’ from the status drop down list

ENTER any comments you may have regarding the customer’s assessment in the
Outcome/Results area (this is not the area to enter the scores)

ENTER the date that the assessment was completed

CLICK ‘Save/Continue’ (this takes you to the Outcomes template where the scores
should be entered)
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MyFlggida
Obﬁom Tracking Services, Training, Activities and Employment

WAGES MIS OSST

« With the exception of ::> « Separate screens to capture
child care, all are tracked and summarize each type of

on the SVC screen information

* Not a clear delineation * Clear delineation between
between services, training, services, training, activities and
activities and employment employment

Tracking Services, Training, Activities and Employment

Before we move on to tracking customer services, it's important to understand how
tracking services, training, activities and employment in WAGES MIS is different from
tracking services, training, activities and employment in OSST.

OSST has an area for Supportive Services, an area for Skill Development (includes
Training and Activities) and an area for Placements (employment). You are able to
navigate to tabs for each of these areas on the Case Detail.

The reason behind the distinction between services, training, activities and employment
is to “call things what they are.” For example, penalties are no longer something that is
tracked on the Services page. Instead, penalties have its own tab on the Case Detall
under the ‘Alternative Plans’ tab.
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p 777771026 | Miles Cuz PAS: PASAZS @i
Ser\;ice Tracking b Caze Manager; Liza Campbell RFA: 55512536270/ f
b status: Opentdhidpen-UP RICI: 2020203 A |
? Click on the other help bubbles to get information about individual fields, For more in depth help, click the Help button in the upper right corner.

CaseataGance UL " Aternative Plan
Return to Workload

Case Detail for Miles Cruz

1% Open Cases

[ Casesta Glance

[ Skill Develcpment Sort by: SENiCETyFIEj @ 7]

[ Flan Dewvelopment
[ Aternative Plan

Service Plan

Service Type Start Date  End Date  Status Days Enrolled  Total Cost
Bootstrap 09/07/00 Present M PROGRESS 104 $50.00
[ Besume Welfare Transition Child Care Unknown [M PROGRESS 0 £0.00

[ Case Notes

[ Budget Plarner Service Budget: § 0.00 ilable Budget: -70.00 Dollars Spent: 70.00
Show All _? 4 Add

[ CaseTo-Dos .
Job History/Placements

Sort by: |Job Tile ~|E€D 0

Juob Title Employer Start Date End Date Days Worked  Follow-up

b (J Search Jobs Cashier Seminale Trading Po 10/02/00 Present 79 Follai-up
b [ Active Jobs Show All 2, Add

b (] Inactive Jobs Skill Development

b (] Search Resumes |  gort by: IActivityj @ 7]
P O To-Do History
b O JPR Search
b O Account Info Activity Start Date  End Date  Status Days Enrolled  Total Cost
Yocational Training (Primary) Unknown [N PROGRESS 0 £0.00

b 0 M Activity Budget: § 0.00 Available Budget: -50.00 Dollars Spent: 50.00
Show All 7?4 Add _lj
}

[ Bensfit Infa

[ fotivity Log
b [ Closed Cases

Using the Services Pages:

The Service Plan provides you with a starting point to do several things, including:
* Adding a Service budget amount for a customer
* Adding a new service provider
» Searching for a service provider (and sort your search results)
* Recording an outcome for a service

The next series of pages will take you through the procedures of how to perform each of
these actions. Once services have been added to the customer’s case, the Service
Plan provides a view of the customer’s service history (in progress and completed),
including:

» The service type

» The start date of the service

* The end date of the service

» The status of the service

» The number of days enrolled in the service

» The total cost of the service
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b 7TTTTA026 | Miles Cruz PAS: PASE2E @ o o o o @
£ Casze Manager: Lisa Campbell RFA: 556125362791

Service Tracking Status: OpanMMNiOpen-LP RICII 2120203 Hids Homi Back Dusk Balp Nol

? Click on the other help bubbles to get information about individual fields, For mare ir'u:!Eepth help, click the Help button in the upper right carner,

Return to Warkload . . .
New Service Provider Tips:

Phone  ([850 ) [555 - [7s31

: To the left, enter the phone
LSRRI number of the provider you
would like to add, The
purpose of this is to validate
that the provider does not
already exist in the system.

v Open Cases
[ Lasests Glance Employment Provider?

Training Provider? [~ Check if Yes
Service Provider? [ Check if Yes

[ Skill Developmert
[ Plan Developmert
[ Aternative Plan

[ Case Notes

[ Besume

[ Budget Flanner
[ CaseTo-Dos
[ Benstit Info

Use the checkboxes to
indicate what type of
provider you are adding.
Remerber that a provider can
be more than one type.

[ Activity Log
b ( Closed Cases
b ( Search Jobs
b ( Active Jobs
b (J Inactive Jobs
b [ Search Resumes
E Confidential Fields: Mot accessible to other users if the Mo
b O To-Do Histo Confidential Information' disclosure level is chosen in @

b O JPR Search Preferances,
b O Account Info Required Fields: Information that is required, ©  Information Bubble: Click an the bubble for specific help.

I O Reporting

When finished, click the
continue button,

Searchable Fields: Inforrnation that can be searched upon by
other parties, such as employers and jobseskers,

o

Adding a Provider
Associated Procedures: (Navigating from the Case Detail)

|. Add a Provider

CLICK the ‘Skill Development’ tab on the Case Detail
CLICK ‘Add’ on the Service Plan tab to begin
CLICK the ‘search’ tab to locate a provider

CLICK the ‘Add Provider’ tab located at the bottom of the search results on the
‘Provider Search’ results page.

ENTER the provider's phone number

CLICK the check box to indicate the addition of a ‘Service Provider’ (This action
performs a check within the database to ensure that this provider isn’t already listed)

CLICK ‘Continue’
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| 77771026 | Miles Cruz
f  Case Manager Liza Campbell
g Status: OpendMb/Open-UP

FAS: POSG23
RFA: 5551253627911
RICH: 220203

00000

Home Back Desk Help Nobs

Service Tracking

2 Click on the other help bubbles to get information about individual fields. For more in depth help,

Return to Workload

+ % Open Cases
[] Casze st s Glance

[ Skill Develanmart
[ Plzn Development
[0 Atternative Flan
[] Casze Hotes
[ Resume
[] Budget Flanner
[] Case To-Oos
[ EBenefit Infa
0 Activity Lag
I [ Closed Cases
I [ Search Jobs
I [ Active Jobs
I [ Inactive Jobs
b [ Search Resumes
I O To-Do History
[ O JPR Search
I O Account Info

New Service Provider

Name
Address
Address

City
County
State
Zip

FEID Mumber
Phone
Fax
wWebsite
Contact
Title
eMail

Contract Number

[ACME Child Daycare Center

[f11MansT
SEE
Florida -
- [
[rreearss |
(B ) e - [rsar

(fes0 )y [pss | - frast
firww acmechildcare com
[ane chigs |
[owne
G

Service Information

P O Reporting
st

Program Cost

Program Description

f50.00

Basic Child Care o]
gservices children ages
fmos to Syrs old.

|

ENTER the provider's name

ENTER the provider’'s address (city, county, state and zip)

ENTER (if available) the provider's FEID number, website address, contact person,

he Help button in the upper right corner.

Tips:

To the left, enter the detailed
information on the selected
training provider.

Faor changes in address
information, simply type the
carrect information in the
form,

vWhen finished, click the save
button.

contact’s phone number and e-mail, and the related contract number

ENTER (if available) the program cost and a program description for that provider

CLICK ‘Save’

Helpful Tip:

Tipl: A provider may also be added by clicking one of the ‘Add a new provider of

services, training or employment’ links on the OSST Desktop.
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ﬁ Budget Information - Microsoft Internet Explorer 2]

Miles Cruz's Service Budget

fllocated Service Budget .

Service Dollars Spent .

Current Available Budget .

[I. Add a Service Budget Amount for a Customer

CLICK the ‘Skill Development’ tab on the Case Detail
CLICK the hyperlink for the Service Budget found on the Service Plan

ENTER the budgeted supportive service dollar amount allocated to that customer in the
Service Budget field

CLICK ‘Save’
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. 7TT-TT-026 | Miles Cruz PAS: PEEE23
SEWICE Tracklng Caze Manager: Lisa Campbell RFA: GH6126362700 fﬁ% 1 & g g le @
Status: OpenihdHiOpen-LUP RACALL 2020203 !
on the other help bubbles to get information about individual fields, For more in depth help, click the Help button in the upper right corner,

Provider Search

Return to \Warkload

% Open Cases [ Select criteria and click 'Search’ to display |
[] Lasests Glance Provider Name Begins With Iac

[ Skill Developmert ZIP Code Begins With |
g W}:’“&m City Begins With |
BrNELWE Flan
0 T Phone Number Begins With |
2T 25
=i Order By IName vl

Search ? ] Clear Changes ? | Show All ?

[] Budget Planner
[] CaseTo-Dos
[ Eensfit Irfa

[ Activity Log

b [ Closed Cases

b [ Search Jobs

b [ Active Jobs

b [ Inactive Jobs

b [ Search Resumes
b 0 To-Do History

I O JPR Search

I O Account Info

b 0 Reporting

* Required Fields: Infarmation that is required. 0 Information Bubble: Click on the bubble for specific help,

[1l. Search for a Service Provider

CLICK the ‘Skill Development’ tab on Case Detalil
CLICK ‘Add’ on the Service Plan tab to begin

ENTER your search parameters (if you don’t enter any parameters, the system brings
back all providers upon clicking the ‘Search’ button)

CLICK ‘Search’
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b 777771026 | Miles Cruz PAS: PEABZ @}
Service Tt"-lckint f  Case Manager; Liza Campbell RFA: 556126362791 ~
" g L Status: OpendMN/Open-UP RICIL: /21203 il §
? Click on the other help bubbles to get information about individual fields. For more in depth help, click the Help button in the upper right carmer.

Home Back Desk Help Hoh

Provider Search Results
Return to Workload [ Click a provider name to view details ]

Sortby: [Neme 7]  CED @
v Open Cases

[] Casesta Glance Records retrieved: 3
Select  Provider City Zip Phone

| Ace Hardware Bushnell 33513 904-793-7949
O Acme Child Daycare Center Anywhere TITTT-4321 B50-555-7531

0 Skill Dewvelopment
[ FPlan Dewelopment
[ Atternztive Flan

| Acute Care Crystal River 32629 004-563-1119
Change Search Criteria

it
[ Resume Add Provider ?

[ Caze Notes

[ Budget Planner
[ Case Ta-los
[ Eenfit Irfa

[ Activity Log

b [ Closed Cases

b [ Search Jobs

b [ Active Jobs

b [ Inactive Jobs

b [ Search Resumes
b O To-Do History

I O JPR Search

I O Account Info

b O Reporting

# Required Fields: Information that is required. 0 Information Bubble: Click on the bubble for specific help,

V. Sort Service Provider Results

SELECT the sort criteria of choice from the ‘Sort by’ drop down list

CLICK ‘Sort’ to view the search results by the parameter specified
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| 777-77-1028 | Miles Cuz PAS: PAEEZ @2
Sel‘Vice Tracking b Caze Manager; Lisa Campbell RFA: 555125262700 f
Status: Opentdh/pen-Up RICA): 2/2/203 A
? Click on the other help bubbles to get information about individual fields, Far more in depth help, click the Help button in the upper right corner,

Return to Workload Provider Information

Name: Acme Child Daycare Center
Address1: 311 Main 5t

¢+ Open Cases

YOpEnEss Address2: Ste 113

[0 Casesta Glance Citv: An\,rwhere

B gkill Developmert State: FL

[0 Plan Developmert IilJ: TIT1-4321

Phone: 850-555-7531

Web Site:

[ Alternative Plan

[] Case Hotes

[ Resume Service Details

B Gt Bl Service Type |Welfare Transition Child Care ]

Case To.D . .
[ CaseTolos Service Recipients

[0 Bensfit Info In House:
[] AtivityLog Anticipated Start Date: Anticipated End Date: Actual Start Date:

b & Closed Cases [12m1 2000 12/08/2000 [12m172000

b [ Search Johs Total

b Active Jobs Cost IED 0
b £ Inactive Johs Status Iln Progress 'l

b (3 Search Resumes Do you want this displayed
b O To-Do History on the Individual Responsibility Plan?

) 0 JPR Search

P [ Account Info
P O Reporting

{¥ yes i no

V. Add a Supportive Service

CLICK the notepad image to add a service detail record for the selected provider.
SELECT the service type from the drop down list

ENTER the anticipated start date and the anticipated end date (the actual start date will
need to be entered once the customer actually begins the service)

ENTER the total cost of the service

SELECT the status of the service

CLICK ‘Save’

NOTE: To view the service provider detail information prior to creating a service detalil,

simply click the hyperlink for the appropriate provider. If this is the correct provider click
‘Add Provider’ and the provider information and service detail page is displayed.
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§ 7777026 | Miles Cruz
f  Case Manager: Lisa Campbell
1 : OpendhHiCpen-UP

PAS: PS5623
RFA: 565425362701

Service Tracking
RACH: 2e2202

? n the other help bub

Return to Workload Provider Information

@
Hide

o0 get infarmation about individual fields, Far mor:

)
\

depth help,

000

Hs

00

k Dask Help hots

ick the Help buttan in the upper right corner,

Name:
Addressl:
Address2:
City:
State:
Zip:
Phone:
Web Site:

311 Main St
Ste 113
Anywhere

FL
FTITT-4321
850-555-7531

+& Open Cases
[] Case at a Glance

[ Skill Development
[ Flan Development
[ Alternative Plan

Acte Child Daycare Center

www . acmechildcare.com

[] Case Hotes

[ Resume Service Details

[] Budget Flanner
[ Case To-Dos
[ Benefit Info

Service Type

Anticipated Start Date:
[12/0172000

Total

Cost

Status

Do you want this displayed
on the Individual Responsibility Plan?

O Activity Log
b [ Closed Cases
b [ Search Jobs
b [ Active Jobs
b [ Inactive Jobs
b [ Search Resumes

b O To-Do History Service Qutcome

Anticipated End Date:

12/05/2000
[E0.00
ICDmpIete Yl

+ yes

IWeIfare Transition Child Care

=

Actual Start Date:

[12/0172000

O JPR Search
O Account Info

b O Reporting
HE R e

Reason for Service Outcome

Detailed Reason for Service Outcome

Actual End Date:

Completed

Comp leted

|1 2072000 | [

Save ? ) Clear Changes 7? ) Cancel ?

Entering Service Outcomes

The Service Outcome function provides the ability to capture information such as:

* Reason for service completion
* Detailed reason for service completion
* Actual end date of the service

This function is part of the Service Detail page, and can be accessed by clicking on the
hyperlink for an existing service from the Case Detail page.

Associated Procedures:

|. Record an Qutcome for an existing service

CLICK the ‘Skill Development’ tab on Case Detail

CLICK the hyperlink for the specific service from the Service Plan on Case Detail
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ENTER the actual start date (if it has not already been entered)
SELECT a status of ‘Complete’ to show that the service has ended

SELECT the reason for the service ending from the ‘Reason for Service Outcome’ drop
down list

ENTER a description of the reason for the service outcome (this is required if you
selected ‘Other’ from the ‘Reason for Service Outcome’ drop down list)

ENTER the actual end date

CLICK ‘Save’
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MyFlggda

obs

LOm

Adding Education Details

Activity: Using OSST for Initial Assessment Tasks

Adding Goals and Interests

Adding Needs and Barriers

Adding Steps to Self Sufficiency
Adding Assessment Detail
Adding/Editing Assessment Outcomes

Adding a Supportive Service

Now it's your turn to practice using the system! Here are your scenarios:

Adding Education details

Adding Goals and Interests

Adding Needs and Barriers

Adding Steps to Self Sufficiency

Adding Assessment Detail

Adding/Editing Assessment Outcomes

Adding a Supportive Service (includes searching for a provider)
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Questions?
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