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JOB SEARCH/JOB READY (JSJR)

MOSES DATA ENTRY PROCEDURES

Following are basic data entry procedures for JSJR, additional materials will be provided during training in February.  All questions regarding these procedures should be directed to John McCarthy at 508-890-3233 or by email at jmccarthy@detma.org.

How to Enroll a Participant in JSJR 

1. Open the Job Seeker Membership window for the job seeker.  
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2. Select the JSJR program in the Programs panel. Check off the Apply box next to the JSJR program.  
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3. The first time a Job Seeker is enrolled in JSJR, a window pops up requiring the client’s DTA Office and Hour Requirement.  Enter the appropriate information for your client.  
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	Note: For existing and previously enrolled JSJR customers, this Pop-Up window will not appear.  You will need to access the JSJR history folder and update the appropriate fields (hour requirement, office, and authorization number.) for previously enrolled customers.


4. For existing or previously enrolled JSJR customers, Click on the yellow folder next to the JSJR program to display the Program History window.  Verify and update the information if needed.  (Hour Requirement; DTA Office; and Authorization Number.)
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	All JSJR clients will automatically have recorded a service of JSJR Initial Assessment – Pending in their Services – General tab when enrolled into the JSJR program.  
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	To verify the enrollment which defaults to the date the box is checked, Click on the yellow folder next to the JSJR program to display the Program History window.  The start date can not be a date in the future.
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	The JSJR program should now say Enrolled.


5.
Enroll the participant into Case Management by checking the Apply box next to the Case Management program in the Programs box on the Participants Basic tab.
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6.
Click the OK button and the Yes button to save changes.  

.

To Record a General Service for a JSJR Participant

7. Click the Services tab on the Job Seeker Membership window for the Participant.  
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8. Click the Add button on the General tab.  MOSES displays the General Services Detailed window. 
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9. Type information into the following fields on the General Services Detailed window:

	Field Name
	Required
	Action

	Service Date


	· 
	MOSES pre-fills this field with the current date.  This date may be backdated based on your backdating rights, but NOT MORE THAN ONE WEEK.

	Last Update Date

	
	MOSES pre-fills this field.

	Career Center


	· 
	MOSES pre-fills this field with your Career Center.

	Staff ID

	· 
	MOSES pre-fills this field with your Staff ID.  Change this to the Staff ID of the person who delivered the actual service if you are only entering this data.

	Hours
	· 
	MOSES pre-fills this field based on the Service Category and the Service Detailed selected.  Staff can manually increase or decrease this number as appropriate.



	Description


	
	Type a description of the service provided.



	Category
	· 
	Select the Service Category from the dropdown list.  Use the scroll bar to view the entire list.

	
	· 
	Assessment

Career/Interest Inventories

Career Planning

Case Management

Counseling


	Job Development

Job Referral

Job Search

Orientation

Supportive Services

Testing Services



	Service Detailed 
	· 
	Select the specific service from the dropdown list.  The selections will vary, depending upon which Category you have selected.


10. Click the OK button and the Yes button to save changes.  
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	Services work like they always have.  

New guidelines and directions are forth coming regarding the definitions of JSJR Services and what are Best Practice Examples of OSCCAR Services for JS/JR customers in MOSES. 
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	Note: That when you add a Service to a participant’s record, the Service will always default to the DTA Office that is in the Program History folder.  If the participants DTA office changes make sure you change it in the JSJR Program History folder.


To Record when a JSJR Participant is Job Ready

11. Click the Services tab on the Job Seeker Membership window for the Participant.  
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12. Click the Add button on the General tab. MOSES displays the General Services Detailed window. 

[image: image16.png]] Job Seeker Membership (McCarthy, John )
hn

1068588

e Ful] Eccaion| Wotk Epatonce | Evens| s | CaseFon S | secitProgans

Goner | Enploymet | acrinsatve | Tesig| Couse/éctit | YounGosk |

Services
Sevice  SuffID Categay Servie Detl Career Center Hous
Dae
) General Services Detail Z
Services Provided
> Service Date: [01/7072007 | Last Updte Date: 370070000 DTA Dffce: [Framingham =
» Career Certer [Boston Caeer Lk =1 > Suai 0: [TERAT = Hous [ 0=
Dessrton:
» Cotegoy:  [JSIR Initial Assessment » Servics Detai[Job Fieady
hssessment
Cateet Plaring
Case Management
Counseling oK Cancel
Education Rewards Loan Progiam
T |sobDevelpment Fowdor@ T
1cb Search
de NPA Food Stamps Match Criteria Fun Match Eligibity Criteria oK Cancel
e e r T = o T T
—| Dutcomes / Enhancements. I IL I I

Status Update





13. Select JSJR Initial Assessment from the Category dropdown menu.  Service Detail defaults to Job Ready (that is all that you can select).  
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	The JSJR Job Ready service date will always be a Monday date.  MOSES will automatically post-date the JSJR Job Ready service date to the next Monday on the calendar.  Unless the service date is a Monday.
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	Note:  This service does not show hours provided and will not count towards the participant’s Required Hours of service.  Enter an appropriate note in the Notes section of the participant’s record to document their Job Readiness.
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	Note:  A JSJR Initial Assessment - Job Ready service can not be posted at time of Exit unless the Exit date is a Monday.  Because the JSJR Initial Assessment – Job Ready service is automatically future dated to the next calendar Monday, MOSES would show the JSJR Initial Assessment – Job Ready service as being entered AFTER the Exit.  
In this case the following pop-up will appear.
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To Record an Employment Service for a Participant Enrolled in JSJR

14. Click the Services tab.  
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15. Click the Employment sub tab.  MOSES displays the following window:  
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16. Click the Add button to display the Employment Services Detail window.  
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17. Enter information into the following fields on the Employment Services Detail window:
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	Employment Services work like they always have.  
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	Note: There are now three Dates to enter.  A Start Date; an Offer Date, and the End Date.  The Offer Date is a new MOSES field.  The Offer Date is the day that the customer was offered the new employment opportunity.  
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	Remember the new employment hours must meet the participant’s minimum hour requirement for JSJR and the hourly wage must be at least the Massachusetts minimum wage.


18. Click the OK button to return to the Employment sub tab and save the information.
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	Note: That this Employment Service generates an automatic General Service of an Outcome / Enhancement of Unsubsidized Employment in the customers record.  
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To Record an Outcome Other than Unsubsidized Employment for a Participant Enrolled in JSJR

19. Click the Services tab on the Job Seeker Membership window for the Participant.
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20. Click the Add button on the General tab. MOSES displays the General Services Detail window.


21. Select Outcomes / Enhancements from the Category dropdown menu.  Select the appropriate Service Detail 

[image: image34.png]8] General Services Detail

Services Provided

> Service Date: [01/7072007 | Last Updte Date: 370070000 DTA Dffce: [Framingham =

» Career Certer [Boston Caeer Lk =1 > Suai 0: [TERAT = Hous [ 0=
Dessrton:

» Category:  [Guicomes / Evhancaments =] » Senvice Detal

Carnot Locate
Completed NPA Food Stamp Marity Fea
Deceased

Ertered Advanced Training

Entered Miary Service

Etered Post Secondary Education
Entered Qualfied Appreniceship

Family Care

Health/Medial

Institianalized

Lacks Transpotation

Lost Chid Care





22. Click the OK button and the Yes button to save changes.

	[image: image35.png]



	If Other is chosen as a Service Detail, please enter a brief explanation in the Description field box.


To Record a JSJR Program Exit

Overview

Exit a participant from the JSJR program if: 

· a placement has been recorded or
·  the participant is being sent back to DTA for any of the following reasons:

· it has been determined that the participant is not job ready or
· a placement could not be made in the allotted time or
· the participant  does not return to the Career Center for services

If a participant is being sent back to DTA, a discussion should take place with her/his DTA case worker when it is mutually agreed that the customer should be exited from JSJR.  A note should be made in the MOSES Notes section of the customer’s record giving the date and time of the discussion, the name of the DTA Case Worker and the decision that was agreed upon.

Exit a participant from the JSJR program when a placement has been recorded.  

An Outcome of Entered Unsubsidized Employment is automatically added to a Job Seeker’s record when a placement is recorded on the Job Seeker’s record.  

If the exit is anything other than placement, the participant should be referred back to DTA if possible.
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	Note: to Exit a participant from JSJR they must have a Service of Outcome / Enhancement entered into her/his record.  An individual is exited when she/he is placed in a job; Referred back to DTA for cause; or Does not participate and is referred back to DTA.  (The participant can not be made Job Ready.)



23. Select the JSJR program in the Programs panel. Uncheck the Apply box next to the JSJR program.  
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24. You will get a popup box confirming that you want to Exit the job seeker from JSJR.  Click YES.  
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	Note: If you have not entered a Service – Outcome / Enhancement for the customer, it will not allow you to exit the customer from the program.  
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25. Click the OK button and the Yes button to save changes
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	The JSJR program should now say Exited.
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JSJR Follow Up Services

Overview

If you have not done so, exit the participant from the JSJR program.  If a placement has been recorded, staff should continue to work with the participant providing follow up services.
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	Note: A one month follow up service, with a service result of Employed, must be recorded for a participant in order to be invoiced.


To Record Follow Up Services for Participants in JSJR

To post a Follow Up for a participant who has gone to work click the Follow Up button, the Employment Services Detail window appears displaying the original placement information. 

26. Click the Services tab.
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27. Click the Employment sub tab.  
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28. Select the Employment Service / job service and click the Follow Up button.  The Employment Services Detail window appears.  
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29. Choose Follow-up – 1 Month from the Service Type dropdown list.  Select Employed or Not Employed from the Service Result dropdown list.  
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30. Click the OK button and the Yes button to save.
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	Note: You must choose Follow Up – 1 Month Employed in order to verify that the placement meets the JSJR requirements to claim a reimbursement.
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	Note: MOSES will automatically enter the participant in Upgrade upon saving the Follow-Up Service if the placement meets the hours and minimum wage requirements.  It is now recorded in General Services.  (It is no longer part of the Basic tab – Programs JSJR program status.) 
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How to Verify JSJR Employment Requirements
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	Note: The Batch Button is now called the Verify button because you are Verifying that the placement information meets the program requirements.  


31. Click the Services tab.
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32. Click the Employment sub tab.  
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33. Select the Follow-Up-1 Month / Job Service and click the Verify button.  
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34. A pop up, Attempt Reimbursement Claim Employment appears. Click the Attempt Reimbursement Claim button.  The Close button will just close the window without Verifying the employment.  
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35. The Attempt Reimbursement validation window pops up.  It will list successes, failures, or non-validated fields.  If successful it should look like the screen shot below: 
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How to Upgrade Employment for JSJR

36. Click the Services tab.
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37. Click the Employment sub tab.  
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38. Select the Employment Follow-up 1 Month Service and click the Upgrade button.  The Employment Services Detail window appears.  
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39. In the Employment Services Detail window select service type Upgrade and service result Employment Upgraded.
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	Employment Not Upgraded means the individual has not improved her/his employment situation.
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	Employment Upgraded means the individual has improved her/his employment situation by the necessary 5% increase for Upgrade status.
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	Pending means the individual has not told you her/his employment situation.


40. The Employment sub tab should look like the screen shot below:
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To Record Upgrade Follow Up Service for JSJR Participants 

41. Click the Employment sub tab.  
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42. Select the Upgrade Employment Upgraded service and click the Follow Up button.  The Employment Services Detail window appears.  
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43. Choose Upgrade Follow-up – 1 Month from the Service Type dropdown list.  Select Did Not Retain Upgrade or Retained Upgrade from the Service Result dropdown list.  

[image: image68.png]8] Employment Services Det:

~Services Provided

» Senice Date [FT70172005 €| _Last Updte Dot [ST072007

» Career Cener: [Baston Career ik > Staf ID:[TEBRT
Dessrton:
» Seice Type: [Upaade FolorUp -1 Marih 1> SeniceResut  [Aetsned Uparade
Did ot Fetain Upaade
[~ Upgrade Detai

[~ OriginalEmplayment
Employer Name: [Honey PotHil Orchards Phone: [B78)5625225
Job Tie: PoplePicker Start Date: [oa70172006 | &
HoulWage(8 | 800 Bl w0

[~ Upare Detels
Combined With Originak: [~
Employer Name: Baahlotfam Phone: -
Job Tie: [hespShearer Start Date: [08/2572006 | &
Houly Wage (8} |- Hours/Week 05

[

Cancel





44. Click the OK button to save.
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	Note: You must choose Upgrade Follow-up – 1 Month Retained Upgrade in order to Verify upgraded employment information.  


How to Verify Upgraded Employment for JSJR.
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	Note: The Batch Button is now called the Verify button because you are Verifying that the upgraded employment information meets the program requirements.  


45. Click the Employment sub tab.  

[image: image71.png]8] Job Seeker Membership (McCarthy, John )

[McCarthy, Tohn 72 1D: 11068568

et Ful] Eccaion| Wotk Eatonce | Evens| s | Case o Seies | secitProgrns |

Gl Ervoyment | Aot Tsig| Cosseracty] Youh S|
“Services
Senice  SiltlD Senies Type ServiceResul  Enployer Name: Job Sttt Job Drder Phone i
Dae Date  Hurber
Edt
70172005 [TCRAT _ [FolowiUp T it [Enloyed Foney Pot il Ghards _[oe7ai72006 | 67615625225 Dekte
GG707172005 [TCRT [ aied i Jiter Feceing s ey Pot il rchards — oe/on72005 | 78 5625225
Felow U]
Upgiad
ey
Select
Row 1 ot 4 W | Ioboide
Efgbity | MatchDiteia | Furidach | Eighiy Cieria o | cacel





46. Select the Upgrade Follow-Up 1 Month Service and click the Verify button.  
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47. A pop up, Attempt Batch appears. Click the Attempt Reimbursement Claim button.  The Close button will just close the window without batching the employment.  
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48. The Attempt Upgrade validation window pops up.  It will list successes, failures, or non-validated fields.  If successful it should look like the screen shot below: 
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