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OSST Appointment Timeslots Guide

OVERVIEW

The purpose of this application enhancement to the One-Stop Service Tracking (OSST) system is to facilitate
delegation of timeslot management to Local Workforce Development Boards (LWDBs) for the Supplemental
Nutrition Assistance Program (SNAP) Employment and Training (E&T) program. This change is intended to allow for
more fluid and responsive schedule management at the local level for LWDBs that elect to allow SNAP E&T
participants to self-schedule their initial appointment.

The enhancement allows for scheduling repeating appointments (weekly, monthly, every other week, or selected
weeks [1,2,3,4,5] of each month). Additionally, the enhancement allows for designating seating limits per
appointment slot. English, Spanish, and Haitian Creole languages are supported.

USER INTERFACE/LINKS TO ENVIRONMENTS

Production site link: https://osst.deo.myflorida.com/OSST/casetracking/default.cfm

STANDARD REQUEST

Add Appointment

e |n OSST, go to Security Maintenance / Search Units and enter the Region ID and Unit ID you will setup, then
click Search:

_Unit Search

[ Tooast Adain Region 1D

O i County [0 -

= Unit 1D

0 Saarch U Unit Name 1 |

[0 Srste N User Unit Type

[ Ad Bamert Fie Primary Contact

O Ssarch Reorts Phone

O s i -

b [ Workload e | seacch  Claar Changes J
B 0O Account Info

b O Searches
kO

J - Required Fleld
= 7] Help

e C(Click on the numeric link toward left of the Unit Directory list entry for your unit. See the new button
Manage Appt Calendar underneath the Unit Summary table:
e C(Click Manage Appt Calendar to see the new view of Unit Appointments.

Unit Summary
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Region ID:
District 1D:
County ID:

Unit ID:

Unit Name:

Unit Description:
Unit Type:

Unit Location:

1

1

17

520

Escambia Snap

Fset
Pensacola

Edit Unit Details

Manage Appt Calendar

e Available appointments are listed just as the public/clients would see, down to the current number of seats

left in each appointment.

[ ©OSST MyFlorida X

& ®) A Not secure

Service Tracking 2.1

+

i
N

osstwindev.awi.state.fl.us/OSST/casetracking/default.cfm

? Click the Help on this page to get additional information.

« & Security.

[0 Trigger Admin
[ Create Unit

[0 Unit Search

[0 Search Users

[J Create New User
[0 Add Report Files
[J Search Reports
O Help

[j Workload

O Account Info
[0 Searches

0 Reporting

vvvv

e/

Report Issue
WT

SNAP

Appointments summary, choose to find time slot record.
Here are unit's current appointments, according to time slot data:

Week of Monday Tuesday Wednesday Thursday Friday
No No 9:00 AM - 3:00 No 9:00 AM - 3:00
appointments  appointments PM appointments PM

9:00 AM - 3:00
PM

9:00 AM - 3:00
PM

1:00 PM - 3:00 | 9:00 AM - 3:00
PM PM

No
appointments

No
appointments

No
appointments

Add Time Slot

No
appointments

e From the Unit Appointments list, select Add Time Slot and see resulting form hints.
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[ ©SST MyFlorida

< O

Service Tracking v23.1
? Click the Help on this page to get additional infermation.

v &) Security,
[J Trigger Admin
[0 Create unit

[0 Unit Search

[J Search Users

[0 Create New User
[0 Add Report Files
[0 Search Reports
O Help

ﬁ Workload

O Account Info
[0 Searches

[0 Reporting

4
4
4
4

Report Issue
wr
SNAP

A Not secure | osstwindev.awi.state.fl.us/OSST/casetracking... Q E 2 79-'0

x =

00

Desk  Help

Time Slots

Keep in mind:

« Repeating - Weekly, Monthly, Every other Week, or selected weeks (1,2,3,4,5).
« Seat limit - you may limit how many clients served per appointment or meeting,

When limit is exceeded, appt. is hidden and clients must choose a different day or time.
« Instructions - The Online Client application supports English, Spanish, and Haitian Creole.

If there's a chance you'll have non-english speakers participating you'll want to provide translation(s)
« You can control when the timeslots take effect or expire, with Start Date or End Date.

Click Okay to proceed

Okay

Click Okay to proceed to the time slot form.

[ 0SsT MyFlorida

& O

Service Tracking v2.3.1
? Click the Help on this page to get additional information.

- & Security
[0 Trigger Admin

[0 Create Unit
[0 Unit Search
[0 Search Users
[0 Create New User
[0 Add Report Files
[0 Search Reports
[0 Help
b ﬁ Workload
P [0 Account Info
P [ searches
P O Reporting

—

Report Issue

SNAP

A Not secure | osstwindev.awi.statefl.us/OSST/cas... € B Yo

x B

00

Desk  Help

Unit information

Unit ID 520

Board Name CareerSource Escarosa

Address

Address Line 1 3670-A North L Street B
Address Line 2
City Pensacola

State FL

Zip 32505

Time Slot Information

Appointments Repeat Select... v b

The fields on this form are prepopulated with Unit information from OSST.
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e If appointment meetings are to be held offsite, you may wish to enter alternate location and phone
information. It is saved separately from OSST Unit Details, with the time slots.
e |nthis example, address fields are updated to match existing ones from this unit.

[ 0ssT MyFlorida x B - - *
& O A Not secure | osstwindev.awistate.fl.us/OSST/casetracking/defau... € ¢ = 3= 2 )
Service Tracking v2:3.1 1 LogOu Jump Back Desx Help

? Click the Help on this page to get additional information.

Address

- & Security
[0 Trigger Admin Address Line 1 8120 Ndrth Century Blvd B|

[ Create Unit
g :"it S:E:Ch Address Line 2
earc ISers
[J Create New User
[ Add Report Files City | Century
[0 Search Reports
O oes State | FL

ﬁ Workload

[0 Account Info
[J Searches Zip 32535
0 Reporting

—

Report Issue
wWT
SNAP

v v

Time Slot Information

Appointments Repeat Weekly v

Day Of Week Monday

Start Time 13:00
End Time 15:00

Seat Capacity / Limit | 2

Start Date 10/12/2020 ] -

e Complete the form and click Submit. The page refreshes with updated unit appointment list (new
appointments on Monday afternoons). In both OSST Client and OSST, today’s appointments are not shown
(because the notice is too short to be practical).

e Observe that the schedule is now updated.
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[ 0ssT MyFlorida x |+

& O A Notsecure | osstwindev.awistateflus/OSST/casetracking/defau.. @ ¢ & ¥=

Service Tracking v2.3.1

? Click the Help on this page to get additional information.

- & Security
[0 Irigger Admin
[J Create Unit
[0 Unit Search
[0 Search Users

Appointments summary, choose to find time slot record.
Here are unit's current appointments, according to time slot data:

B iz orn Week of Monday Tuesday Wednesday Thursday Friday

[0 Add Report Files
No 0 AM - 3:00
appointments PM
more

[ Search Reports | 10M220- No No 9:00 AM - 3:00
0 Help 10/16/20 appointments  appointments PM

ﬁ Workload

v

0 Searches T
] e 10/19/20- 1:00 PM - 3:00 No 9:00 AM - 3: 00 AM - 3: 0 AM - 3:00
- 10/23/20 PM appointments PM
- ==
Report Issue i X
wi 0/26/20- 9:00 AM - 3:00 No No No No
— 10/29/20 PM appointments  appointments appointments appointments

1:00 PM - 3:00
PM

Add Time Slot
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Edit Appointment
e From the unit appointment list, choose one to edit. In the below screenshot, Wednesday 09:00-15:00
(9:00AM-3:00PM), was chosen. After the details are shown below, choose Edit Time Slot and the hints for
the Time Slot form are shown. Click Okay to continue to the form:

[ ©ssT MyFlonda - ==

& ) A Notsecure | osstwindev.awistateflus/OSST/casetracking/defau.. S = @ = B

Service Tracking 2.1
7 Click the Help on this page to get additional information.

- & Security Time Slot Information
O Ingeecidmin .
Appointments Repeat Weekly :
& ; ppo pe Veekly
O Ut Sesrch
[0 Stacch Users Day Of Week Wednes: v
[ Crmate Mew User
M e StatTime  09:00
[ Seacch Regoets
0 Heln End Time 15:00
b (3 Workload
b O Accountinfo Seat Capacity /Limit 18
b O Searches
b [0 Reporting ) ) )
Appointment Instructions (English):
4' Please call (850) 807-8800. You are required to schedule an appointment
Repact Issue with a Career Advisor within 3 days. You MUST arrive 30 minutes priof 1o
wr your appoiniment to complete requ
e appointment and attend will result in loss of food assistance. If you reach

the office volcemail, 1

¥en you must leave your name and phone number to 3

Instructions

Por favor llame al c“'utu 607-8800. Se le requlere para programar una cita =

£On un asesor acad ias. Usled debe llegar 30
papelec requerido, El fracaso
para hacer una cita y asistir dara lugar a la pérdida de la asistencia
alimentaria. Si lliega a la voz de su oficina, entonces debe dejar su

Appoiniment Instructions (Haltlan Creoie):
Tanpri rele (350) 607-8800. Ou oblije pran yon randevou ak yon Konseye
Karyé nan 3 jou. Ou DWE rive 30 minit anvan rangevou ou a ranpll
dokiman nesese yo. Si w pran yon randevou epi ale nan, sa pral lakoz s

e In the below screenshot, the time fields and seat capacity was updated to two (2) and matching the
afternoon-only times (13:00) shown on Monday and Wed-Fri in this unit. Submit saves your changes and
refreshes the appointment list:

[} OSST MyFlorida x| = o w0
< O A Notsecure | osstwindev.awistate flus/O5: f Y = = @ @ e
0@
' Security Appoi ¥y, ch mfndtlmesrotmoord
Here are unit’s ppoil g to time slot data:

Week of Monday Tuesday Wednesday

1:00 PM - 3:00 9:00 AM - 3:00

1ppu|n|:ner| 5 menlrnenls PM appnln"men 5 PM
1:00 PM - 3:00 | 9:00 ﬁM 3:00 i 9:00 AM - 3:00

ap;;\c\srlmcnls PM PM

e “ i
Ne Mo Mo

)

T v T
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e Now, Wednesday’s appointments are in the afternoon compared to Thursday’s all-day appts. And they have
a limit of two (2) clients per appointment.

Delete Appointment
e From the unit appointment list, choose one to delete.

e Select appointment/timeslot to delete. The buttons for that day will all collapse as the appointment details
and further controls are shown.

e The example timeslot chosen is 1:00-3:00PM on Tuesdays (it repeats weekly). Now the “Delete Time Slot”
button is shown. Click it, and you are prompted to enter the date you want the timeslot removed. By default
it is today’s date. Click OK to accept today’s date (Note: from this screen, you may also select Cancel/Reset
this Form if you no longer wish to delete or edit appointments, or add a new office closure).

[ ©ssT MyFlorida x |+ = x
< (O A Notsecure | osstwindev.awistate.fl.us/OSST/casetracking/default.cfm Q #« & *= 2 ®
osstwindev.awi.state.fl.us says o o o
Logou Jume Beck Desk Help

Service Tracking v2:3.1

2 G (e 380 @ (s s 5 @ sh T Please provide desired deletion day, if not today. _
| |
+ & Security Sel
. 5 Cancel
Q s =]

) Time
[J Create uUnit

[ Unit Search
[] Search Users

o Seats remaining: 5
Create New User

[ Add Report Files
[0 Search Reports

Place:
3670-B North L Street Pensacola, FL 32505

0 Help
b ﬁ Workload Please call (850) 607-8800. You are required to schedule an appointment with a Career Advisor within 3 days. You MUST
P O Account Info arrive 30 minutes prior to your appointment to complete required paperwork. Failure to make an appointment and attend will
P O Searches result in loss of food assistance. If you reach the office voicemail, then you must leave your name and phone number to be
b O Reporting reached. It is your responsibility to make and attend your appointment.
y Delete Time Slot
Report Issue

wi Edit Time Slot
SNAP
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e The timeslot (series of appointments) is deleted, and the page refreshes. Observe that Tuesday (1:00-3:00
PM) is removed for both weeks, and into the future.

Service Tracking 2.3.1

- & Security,
[0 Trigger Admin
[ Create Unit

[0 Unit Search

[ Search Users

[J Create New User
[J Add Report Files

[J Search Reports
0O Help

[j Workload

O Account Info
[0 Searches

0 Reporting

vy

[ ©SST MyFlorida x |+

? Click the Help on this page to get additional information.

Appointments summary, choose to find time slot record.
Here are unit's current appointments, according to time slot data:

Week of Monday
10/12/20- No
10/16/20 appointments

No
appointments

9:00 AM - 3:00

PM

more info

10/26/20-
10/29/20

Add Time Slot

Tuesday

No
appointments

No
appointments

No
appointments

& ®) A Not secure | osstwindev.awi.state.fl.us/OSST/casetracking/default.cfm

Wednesday

9:00 AM - 3:00
PM

more info

9:00 AM - 3:00
PM

more info

No
appointments

Thursday Friday
No 9:00 AM - 3:00
appointments PM
e info
9:00 AM - 3:00 | 9:00 AM - 3:00
PM PM
more info € info
No No

appointments appointments

Page 10



OSST Appointment Timeslots Guide

Add Office Closure
e Choose an appointment / day of office closure. In the screenshot below, an appointment on a day with two
appointments showing —the Friday of the first displayed week —was chosen. The afternoon series on Friday
to match Wednesday was added:

|
O
X

[ 0sST MyFlorida x

& (> A Notsecure | osstwindev.awistateflus/OSST/casetracking/defaultc.. @ ¢ (@& = @

Service Tracking v2.3.1
? Click the Help on this page to get additional information.

w &) Security
[ Irigger Admin

[J Create Unit
[J Unit Search

L[S 10M12/20- No No : -3:00 No 9:00 AM - 3:00
[ Create New User 10/16/20 appointments  appointments PM appointments PM
[J Add Report Files
1:00 PM - 3:00
PM

Week of Monday Tuesday Wednesday Thursday Friday

[0 Search Reports
[] Help
b @ Workload
P O Account Info
b
b

[ Searches T ——
B Ces et 1 1:00 PM - 3:00
- 10/23/20

:00 AM - 3:00

No 1:00 PM - 3:00 | 9:00 AM - 3:00
appointments PM PM

___ i
Report Issue
w1
SNAP

PM
10/26/20- 9:00 AM - 3:00 No No No No
10/29/20 PM appointments  appointments appointments appointments
1:00 PM - 3:00

PM

Add Time Slot
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In this example, the morning / 9:00AM-3:00PM appointment was chosen.

) ©ssT MyFlorida x

Service Tracking v2.3.1
7 Click the Help o

¥ 15 Security

TTvTw

/

0 Iriggecadmin
0 Srmate Uni

[ nit Seacch
[0 Seerch Vsses
[0 Creats tew User
[ Add Biport Files
[ 2sarch Beports
O ksl

£ workload

[ Account Info
0 Searches
00 Reporting
Raport [sus

wi

SHAP

= O A Notsecure | osstwindev.awistateflus/OsST/casetracking/defaulte.. & v @ = B

nis page to get additional information.

|
o
X

+

i9
Q »
0
ie L]

Appointments summary, choose to find time slot record.
Here are unit's current appointments, according to time slot data:

Week of Monday Tuesday Wednesday Thursday Friday

1012/20- Mo No 1:00 PM - 3:00 No —
10/16/20 appointments  appointments. PM

1oiaiz0- [l 1:00PM-3.00 No 1:00 PM

10623720 PM appointments PM

appointments

00 AM - 3:00 | 9:00 AM - 3:00

PM PM
L R
PN

10/26/20- 9:00 AM - 3:00 No No No No
10/29/20 PM appointments  appoiniments ppol its ppoi its
1:00 PM - 3:.00
PM

Selected Appointment
Time: October 16, 2020, 9:00 AM - 3:00 PM

See how all appointments on that day are hidden now and replaced with an orange placeholder.
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Add Appointment button is replaced with new controls, the orange button below will set a new office
closure on the selected day, and the appointments for that day will no longer show in the calendar.

[ ©sST MyFlorida x |+ - g

&« ] A Not secure | osstwindev.awi state flus/OSST/casetracking/default.c [ = = iz:) 3
Service Tracking 211 [or sl
? Click the Help on this page to gel additional information.

Selected Appointment
Time: October 16, 2020, 9:00 AM - 3.00 PM

Seats remaining: 18

Place:

3670-B North L Street Pensacola, FL 32505

Piease call (850) 607-B800. You are required to schedule an appointment with a Career Advisor within 3 days, You MUST
arrive 30 minutes prior to your appointment to complete raquired paperwark. Failure to make an appointment and attend will
result in boss of food assistance. If you reach the office voicemail, then you must leave your name and phone number to be
reached. 1L is your responsibility to make and attend your appointment.

Edit Time Slot
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e Choose ‘New Office Closure’ - closure is created, and the page refreshes to indicate the change:

[} ©0SST MyFlorida x PoF -

&« O A Notsecure | osstwindev.awistate flus/OSST/casetracking/defaultc.. @ & @& 3=

Service Tracking 231

? Click the Help on this page to get additional information.

- & Security
[0 Trigger Admin

[J Create Unit
[0 Unit Search
[0 Search Users

[0 Create New User
[J Add Report Files
[0 Search Reports

0O Help

G Workload

O Account Info
[0 Searches

[0 Reporting

v v vV

—
Report Issue

|§ g

Appointments summary, choose to find time slot record.
Here are unit's current appointments, according to time slot data:

Week of Monday Tuesday Wednesday Thursday Friday

 10M220- 1 00 PM 3:00 No
10/16/20 appomtments appomtments appomtmems appointments

more info

 1oM9/20- PM 3:00 DOPM 3:00 BDOAM 3:00 DOAM 3:00
10/23/20 appomtments

more |nfo

0:26.’20-
10/29/20

Add Time Slot
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LIMITATIONS

e Only Security Officers are able to view or make changes to these schedules.

e The calendar displays for staff only as the client would see it currently (the current week and the next two
weeks). You cannot see three or more weeks into the future, or select a future date to view the calendar as
of that future date. Notice if you enter new timeslot with weekly repeat and the current date, a new
appointment appears not only in the current week but in all weeks you see.

e Doing an office closure is intended to cancel all appointments on a given day. It does not affect later
repetitions of a time slot on other days.

e If you do not yet have any appointment time slots saved, no calendar is shown. Instead, you are prompted
to add a time slot. After the first time slot is added, the view refreshes to show the current calendar.

e When entering or editing time slot start time and end time, you must use 24-hour clock notation (08:00 =
8AM, 13:00 = 1PM). The calendars show AM/PM, but the data entry does not.
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