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Action

Required:  Follow procedures for assisting Hurricane Katrina Evacuees as described below.

Effective: Immediately

Inquiries: Questions about the MOSES data entry for Katrina Evacuees should be directed
to the MOSES Help Desk at 617-626-5656.
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SUMMARY OF INFORMATION HANDLING IN MOSES
SPECIFIC TO SERVICES FOR KATRINA EVACUEES

1. Job Orders

Employers who specifically offer or designate a job(s) for individuals who have relocated as a
result of hurricane Katrina:

= Identify Job Order Category as “Katrina” from the drop down

= Place a “K” in front of the Job Title (this will cue OSCC staff)

= Place a “K” at the beginning of the Job Details section (this will cue OSCC staff)

= Referral should be to a One-Stop Career Center for them to screen applicants for employers

= |dentify the order as a Confidential Job Order so that the employer name will not display on
JobQuest

= Put special instructions for other One-Stop Career Centers in Notes
On the Referral Tab select the Confidential Job Order Contact for Katrina — Otis Career Site
by clicking on the small button to the left. The Referral Information will fill in below.

SPECIAL NOTE: If an employer desires to list a job order than can be used for both Operation
Helping Hand and Jobs First Day (JFD), use the letter designation “K3JFD” in the Job Title and
at the beginning of the job description. Following this procedure will allow the one job order to
count in the reporting for both initiatives. To locate Operation Helping Hand (OHH) job orders
search for “K” and “K3JFD”. To locate Jobs First day job orders search “3JFD” and “K3JFD”.

Confidential Job Order Local Office Contacts

ﬁl K.atrina - Otiz Career Site [Business Services Re|5084951400 || | linctini@detma. org
“AllGeneic Job Order Contact |Buziness Services Re|5084951400 || | [kmerillEdetma, org

— Referral Information [will appear on the internet]
Employen Sddress | | Jobr Lacation Addiess I

P Mame:  [Katrina - Otz Career Site P Country:  |United States of America =l
Title: |Business Services Representative F Zip Code: W b City: [Falmouth
b Address: [155 Katherine Lee Bates Aid. b State:  |Massachusetts =1
|Eareer O pportunities Falmouth Referral Instructions for the Job Seeker [will appear on t
Phome: Im Ext: I— Prefers Fax [

Fax: |[ 1 - Ernail: finctinicEdetma. org Frefers Email [

2. TalentQuest (Changes will be available the week of September 19™.)

Employers who go to TalentQuest to post a job order will be able to indicate that they are interested
in hiring individuals who have relocated as a result of Hurricane Katrina.



3. JobQuest (Changes will be available the week of September 19™.)

Individuals will be able to self-identify on JobQuest as an “individual who has recently relocated as a
result of hurricane Katrina”.

4. Job Seekers

A Career Center specific program (Katrina — Ops. Helping Hands) has been set up for each One-Stop
Career Center. Individuals served at Otis will be “served” from the Falmouth Career Center. Any job
seeker from the evacuees group who receives services from any One-Stop Career Center should have
the Career Center program designation. It is necessary for reporting requirements. Job seekers who
enter their information in JobQuest and who subsequently receive services by One-Stop Career
Center staff must have this designation placed on their MOSES record.

5. Otis Office Designation

There will not be a special office established for this location — all services provided at the base will
be coded as from the Falmouth Career Center.

6. Data Entry for Otis Center

Each person registering job seekers or recording services provided at Otis will need the option to
select the Falmouth Career Center when they sign on to MOSES. The Help Desk will need a list of
all individuals providing services at Otis in order to set up the option for each of them. Please email
the staff names to MOSES@detma.org as soon as possible, but no later than October 14, 2005.

The Help Desk has established a generic staff ID (KATRINA) and password that can be provided
for individuals who are only performing data entry. All entries they make will be designated as being
performed from the Falmouth Career Center. They will not be able to record registration information
or services on behalf of any other staff person.


mailto:MOSES@detma.org

MOSES TRACKING PROCEDURES for THE KATRINA — OP. HELPING HANDS PROGRAM

Funding Source and Program Maintenance

In order to enroll job seekers into the Katrina — Op. Helping Hands program the following MOSES
funding source and program maintenance functions have been entered for each One-Stop Career Center:

e One funding source named “Katrina — Op. Helping Hands” has been added to MOSES with a start
date of 09/09/2005 and an end date of 06/30/2006 and is available to all areas.

o A “Career Center Specific Program”, with the same name, has been created for each location.

ﬂ Funding Sources Maintenance

— Funding Sources

x|

Iy

» Diescription P Grant Type Grant # » Approval Type  Start Date End Date
[Gr Lowell'wIE Govemor's Grant FY'05 [Cther =l [Cther _xlo6/23/2005 ¢ |[o630/2006 ¢ 2
|SMARTT Distance Learning - Gateway |US Dept of Labor S(>d | | Dther > |[07 /0172002 ¢ |[05/30/2008 LIE
Mavigatar [Other = Dither x|n6/29/2005 ¢ |f00/00/0000 ¢f =
Biristol Surnmer wWork, [Other =2 || Dither = |jo6/01/2005 ¢ |f06/30/2008 ¢ =
outhworks - Summer Job for At Risk Youth [ Other || Other xln5/01/2005 ¢ |f0a/30/2005 ¢ 2
CM-USDOLVETS-FYOE [Dither = | Dther =|[07/01/2005 ¢ |[06/30/2005 ¢ =
BRAC [Bass Realignment and Clasing Initiative] [Mational Emerasncy =1 | T4 xlo7/o1/2005 elfiz/31/2005 ¢f =
TELC Young Parents Frogram 06 IDTA || Y outh xlo7/01/2005 ¢ |f06/30/2008 ¢ 2
‘auth *orks - GNECT [Dither =] Youth xlo7/01/2004 e|f0v/31/2008 ¢ =
EDIC - Fapid Responze Trade Services | Boston/EDIC ~1 ITé, ;”DF’KD‘IQDDELI 06,30/ 2006 il £
Quincy ¥ outhiworks | Other 1 Other >|[o7/01/2005 £||DE£31J2DDS <]

bl

| Boston/EDIC = | |
! [~ |

[+ outh
Other

Criteria ;I

|G |
4

Add |

Delete

—hAszociated SDA's

Available

Selected

Berkshire
Broston
Birigtal
Brockton

Cape Cod, ¥ineyard, Mantucket

Central Mazs

=

]

Cancel




Career Center Specific Program

The Katrina — Op. Helping Hands program was created via Administration/Career Center
Management/Programs tab and is accessed for enrollment/exit on the Job Seeker Membership
Basic tab through the Career Center button.

'E]l Career Center Specific Programs ﬂ

— Career Center Specific Programs
Frogram M arme Apply

K.atnna - Op. Helping Hands

Ok Cancel

Determining Program Eligibility

e After a Job Seeker Membership has been added and/or updated in MOSES, the Job Seeker must be
determined eligible for the Katrina — Op. Helping Hands program. Open the Job Seeker
Membership window and click the Eligibility button located at the bottom of the Job Seeker
Membership window.

Cest, Tane SSN: 021-46-4828 ID: 10877037 S | F el

Basic | FuIII Educationl wfark, E:-:periencel Eventsl .-’-‘«Iertsl [Caze F'IanI Sewicesl Special Programsl

— General Information Residence Address | I it Address I
¥ First Marne: ane riddle Initial: I_ .y
b LastName:  [Test ¥ Gender [ € Mals = Female *» Address: [1 Federal Shrest
» Date of Birth: ID23’D23"I 994 -l ¥ Military: res * Mo |
Release Information?: [T Yes @ Na  »Other Eligble [£ Yes & No » County: [United States of America a|
» Zin: . ¥ City: [Springfi
“» Race 7 Ethnicity Zip: Jot105 City: [Springfield
[ wihite [~ Black or &frican American » Stater  [Massachusetts |
¥ Hispanic or Latino [~ &merican Indian or Alaskan Native " Enterprise  [_] Empowerment [ Renewal
[~ Asian [~ Hawaiian Mative ar Other Pacific |zlander = = =
[~ Other [ Infarmation Mot Available [~ Address Mot Available [~ Mailing &ddress different
Programs Confidential: | T Yest Mo HITG Confidential: I T Yest No
— Contact
Program Mame Apply Program Statug Home Phone: |[ 1 - Email: |
Hob Match ¥ [Infe. Incomplete Other Phone: [ ] - | |
Program Eligibility ‘wieh Address: | [ Prefers Emails

[Case Management ] i | _ _
d — Special Accommodations
» Warked in agriculture or food proceszing in I Ces (v Mo
the last 12 months?
( E_Iigilm Match Criteria | Eur ateh Eligibility Criteria ok Cancel
> A

N————




MOSES will display the Eligibility window:
e Click the Initial Eligibility button. MOSES displays a list of potential funding sources that the Job
Seeker may be eligible to receive in one or both panels on the left.

e Select Katrina — Op. Helping Hands in the Potential Non-System Calculated Eligibility panel on the
left, then click the >> button to move it to the Actual System Calculated Eligibility panel on the right.

S55N: 021-46-4828 ID: 10877037

Service Delivery Arear | Cape Cod, Vineyard, Naizx ] Initial D ate: |DSH1 22005  Last Update D ate: |DSH1 242005
—Potential System Calculated Eligibility
LMY - NEG 4 Plus Manufacturing j

|' Eligibility

—Actual Spstem Calculated Eligibility

WS - MEG Belway 128/4595
HC - MEG RCH/UMNICARE

MM - MEG Level 3 Communications 2
Abbatt Laborataries =l

>3

— Potential HNon-System Calculated Elgibility ——
K.atrina - Op. Helping Hands ﬂ

JTEC Career Links Mentoring

NETG-DLw

Fizh %1 /High Growth Jobs for Fishermen <

Upper Cape Tech-Bridging the Gap LI

—Actual Hon-System Calculated Eligibility
Section 30

>

L Lk

—Mon-Eligible Funding Sources
Type Description Criteria il
ITA Tl Title | - Adults
ITA 14 Title | - Dislocated ‘workers
auth 1& Title | - Youth
T Tw - 70% Hard Ta Emplay [Year 1]
IWTW I‘W'T\A-" - 30% Dependent Characteristics [Year 1] LI

Irmitial Eligitity I Update Eligibiltyl Lowrse Search | ak I Cancel |

Note: The Update Eligibility button is used to recalculate the lists on the left without clearing funding
sources already listed in the Actual Eligibility panels on the right. In other words, you want to keep all
current eligibility for the job seeker and determine if the job seeker is eligible for any new funding source.

o Click the OK button to save all the changes you have made to the job seeker's Eligibility window and
return to the Job Seeker Membership window for this job seeker.

Katrina — Op. Helping Hands Program Enrollment

o Toenroll a job seeker in the Katrina — Op. Helping Hands program, go to Job Seeker Membership
window, Basic tab. Click on the Career Center button to display the list of available Career Center
Specific Program’s, check the apply box next to the Katrina — Op. Helping Hands program.



Job Seeker Membership {Test, Jane )} ;lglﬂ
SSN: 021-46-4828 1ID: 10877037 S | F G

Basic |Fu||| Educationl whark Experiencel Eventsl Alertsl Eage Planl Sewicesl Special Proglamsl

— General Information Residence Address | T e |
¥ First Mamne: Eane Middle Initialk r =
Address
P Last Name: ITest b Gender: |i Male { Female b Address: [T Federal Sheet
¥ Date of Birth: |D2.-’I32a’1 954 2l ¥ Military: | Cies  Bhn |
Release Information?: I( Yes {* No  DtherEligble |i Yes 1+ Nao » Country: |United States of America |
" Race / Ethnicity B
[ ‘white [ Black or African American r— Career Center Specific Programs
¥ Hispanic or Latino [ American Indian or &laskan Native Program Name Apply
[T Asian [ Hawaiian Mative or Other Pacific lslander | = | [ rympm—m.
[~ Other [T Infarmation Mat Available |
Programs
Program Mame Apply Program Status

Lok Match ¥ [Irfa. Incomplste

Career Center

* Warked in agriculture or food processing in I "~ es 8 No
the last 12 manths?

>
Eligiblity | Match Criteria | Hi

E =) q E

- — — oK I Cancel

Program History Folder

e To verify the enrollment or to adjust the start date of enrollment, click on the yellow folder to display
the Program History.

Recording the Exit/Termination

e Recording an Outcome for an individual does not exit/terminate him/her from the program. To
record the exit, which must be established after the Outcome has been entered, go to the basic tab and
click on the Career Center button. Uncheck the Apply box next to the Katrina — Op. Helping
Hands program.

o To verify the exit and/or to change the exit date, click on the yellow folder to display the Program

History.

Please contact the MOSES Help Desk (617-626-5656) if you have any MOSES
guestions on the above changes.
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