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Chapter 1

Search for a Summer Youth Provider using the
Training Provider tab or Training Course tab

Overview
After completing this lesson, you should be able to:

e Search for a Summer Youth Provider using the training provider tab
e Search for a Summer Youth Provider using the training course tab



To Search for a Summer Youth Provider in the Training
Provider tab if You Know the Name

1. Select Training, then select Provider Maintenance on the MOSES main menu bar.

ﬂ Massachusetts One Stop Employment System - User Acceptance - Mew Staff ID: TCART Career Center: Hur
File Job Seeker Emplover | Trainimg Ewents Program  Reports Feedback  Administration  Go Too ‘Window  Help

Training Services
Provider Maintenance
Funding Source Maintenance

Flanming Maintenance

2. MOSES displays the Provider Search window.

=

— Type of Search

Search By Search for an exizting Training Course Provider entry by zelecting a search
. method, entering the search criteria, and then clicking the Search buttan,
' Provider Name

 Provider ID Search Criteria; |
" City
Advanced Search... |

~ Search Aesults

Frovider Id ~ Prowvider Name Frimary Provider &ddress City FEIM Contact Mame [Frimary] Contact Phone

e |

[Courzes | Edit | Add | Delete | Cloze

3. Select the Provider Name radio button located under Search By.

A
‘\ﬁ#’: Follow a similar procedure to search by Provider ID or by the City where the
\ = provider is located.



4. Type the name of the provider in the Search Criteria box and click the Search
button. MOSES displays the results of the search under Search Results on this
window.

m Provider Search - |E||5|
— Type of Search
Search By Search far ah existing Training Courze Provider entry by selecting & search

. methad, entering the search critenia, and then clicking the Search buttan,
% Provider Name

" Provider D Search Criteria; |Summer Yauth Middle Search |
" City
Advanced Search... |

~ Search Results

Provider Id  Provider Mame Frimary Provider Address City FEIM Contact Mame [Primary] Contact Phone

Surnrner outh Middle Morfalk. 119 Staniford Strest Baoston 04-8736541 || Michelle MOSES

Row 1 of 1 Hore |

Courzes | Edit I Add | Delete | Cloze

ok
'\\‘WG You can just type the first few letters of the provider name in the box, and
'\m-;aﬁ = MOSES will find the providers that begin with those letters.

5. Click the More button if it is active, to see the full list of providers that meet the
search criteria.

—— The initial view shows just the first 50 names. If the More button is active,

'\“”:L there are additional names that meet your search criteria. Each time you

'\\..\ = click the More button, you add another 50 names (if there are that many) to
' the list. The list format changes to show a list that you can scroll.

6. Select the provider you are looking for on the list, then click the Edit button to
display detailed information about the provider.

7. You can also click the Courses button for a list of courses offered by that provider.




To Do an Advanced Search for a Summer Jobs Youth
Training Program

8. Click the Advanced Search button on the Training Course Search window.
MOSES displays the Training Course Advanced Search window.

rﬁ} Training Course Advanced Search x|

—Search By

Course Mame: |

Provider Mame: |

Provider D I Include Archived Courzes [
SDA: | | Internet User Madified [
Courze Type: | |

Approval Status; | - I
FEIM: | :

Frovider City: | |
Course Location City: |

Activity Category: | R

O ccupation Category: |

T argeted Occupation: |

Ocoupation Tite: |

k. Cancel

9. Type into one or more of the following fields to display a shorter list of Training
Providers:

Field Name Required Action

Course Optional Not relevant

Name

Provider Optional Not relevant

Name

Provider Id Optional Not relevant

SDA Optional Select the appropriate Service Delivery Area.
Course Type  Optional Select the appropriate course program type from

the drop down menu.



Approval Optional Select the appropriate approval status.

Status

FEIN Optional Type the Federal Employer Identification
number in for a provider.

Provider City  Optional Not relevant

Course Optional Not relevant

Location City

Activity Optional Select Work Experience / Summer (Youth)

category from the drop menu.

Occupation Optional Not relevant

Category

Targeted Optional Not relevant

Occupation

Occupation Optional Not relevant

Title

10.Click the OK button to display a list of providers meeting your criteria.

11. The easiest way to find summer youth programs is by selecting the SDA criteria and
Activity Category (selecting Work Experience / Summer Youth). This will show
you the summer programs in your area.

ﬂ Training Course Advanced Search x|

—5Search By

Course Mame: |

Provider M ame: |

Priowider [D: I— Include Archived Courses [
SDA: | Erigtol =1 Intemet User Modified [
Course Type: | |

Approval Status: Iﬁ

FEIN: 1

Provider City: | |

Course Location City: |

Activity Categony: I‘-A-"Drk E xperience/Summer [Youth] |

Ozcupation Cateqary: | =]
Targeted Occupation: | =l

Occupation Title: |

ak. I Cancel




Chapter 2

Create a Record for a Summer Jobs Youth
Provider

Overview
This lesson describes how to create a record for a new Summer Jobs youth provider. The user
must have a Security Profile that includes the Add Edit Training Providers privilege.

After completing this lesson, you should be able to:
e Create a new record for a Summer jobs youth provider



To Create a Record for a New Summer Jobs Youth Provider
1. Select Training on the MOSES main menu bar, then select Provider Maintenance.

m Massachusetts One Stop Employment System - User Acceptance - New Staff ID: TCART Career Center: Hurley /MOSES Unit
File Job Seeker Employer | Training Ewents Program Reports  Feedback  Administration GoTo  ‘Window Help

Hﬂ‘ il > E | [ e  Training Services

- Maintenance

Funding Source Maintenance
Planning Maintenance

2. MOSES displays the Provider Search window.

B Provider Searc - x
} d h O

— Type of Search

Search By Search far an existing Training Courze Provider entry by selecting a search
method, entering the gearch criteria, and then clicking the Search button.,

% Provider Name

" Provider |D Search Criteria: I
" City
Advanced Search... |

~ Search Results

Provider Id  Provider Mame Frimary Provider Address City FEIM Contact Mame [Primary] Contact Phone

IHore |
Courzes | Edit | Add | Delete | Close




3. Click the Add button. MOSES displays the Basic tab of the Training Provider
Information window. You will need an FEIN number to add the summer youth

Provider.

F‘; Massachusetts Dne Sk x|

Search Criteria

Fein Mumber: -

] Cancel

H Training Provider Information New

Basic |.-’-‘-.dditi0na||nfu| Section 30| WTF | WTF-Continued | Industy |

=101 x|

— Training Provider Information — Training Provider Address
P Provider Mame: | Physical Address | failing Address |
Lzl I Street Address:
D/B A8 |
Subsidiary of alarger compary: [~ Do not Yalidate FEIN: [ Zip: I .
City: | State: | =l
Mailing &ddress Different? [
— Training Provider Details
‘Wweb Address: | Type of Business Organization: | =
¥ Tax Identification # AFEIM: |1 7-HBEEYTE
= TEErRESREn Type of School or Organization
k& State YWendor Code: I Available Gelected
DET IO I 2%'ear Private School il 33 |
Accredited/Licenzed: Yes Mo 2%'ear Public Schoal
Frovider/S chool License Mumber: | 4 'ear Private School LI < |
Expiration D ate: 00,/00/0000 ¢
Ma. of Employees: 0 Permanent Emplovees: |0
Annual Budget/Revenue: I F0.00 Temporan Employees: |0
‘rear Began Operation: IDD;"DDDD
Lverage Number of Students per teacher:l Authorized Signature: [
Courges | ok I Cancel

4. Type into one or more of the following fields on the Basic tab.

Type the name of the school or other
organization that will provide the training.

Field Name Required Action
Provider Name »
Dept/Div Optional

Type the name of the division of the
provider that will provide the training.




Field Name

D/B/A

Physical Address

Mailing Address
Different?

Mailing Address

Web Address
Tax Identification
#

MA State Vendor
Code

DET ID
Accredited/
Licensed

Provider/ School
License Number

Exp. Date
No. of Employees

Annual
Budget/Revenue

Year Began
Operation

Type the address where the training
provider is physically located.

Check mark this box if the provider uses a

different mailing address.

This sub tab becomes available only when
the Mailing Address Different box is

Type the internet address for the provider's
web site, if there is one.

Type the Federal Tax Identification
Number for the provider.

Type the Massachusetts State Vendor Code
number for the provider.

Type Massachusetts Unemployment
Insurance Vendor number for the provider.

Required Action
Optional Not relevant
Optional

Optional

Optional

checked.
Optional
»

Optional

Optional

Optional Not relevant
Optional Not relevant
Optional Not relevant
Optional Not relevant
Optional Not relevant
Optional Not relevant



Field Name

Average

Teacher/Student

Ratio

Type of Business

Organization

Type of School or

Organization

5. Add appropriate Notes if needed or required.

Required

Action

Optional

Optional

Optional

Not relevant

Not relevant

Not relevant

1Py -
i 4 Provider Notes

r— Provider Mates
Created Date User D
06A16/2010 | | TCART

Confidential - Motes

it Yauth workzites in baday

Expand all Motes

Edit

Add Delete | 0k, | Cancel

10



6. Click the Additional Info tab. MOSES displays the Additional Info tab of the
Training Provider Information window.

H Training Provider Information New

_lolx|
Bazic Additional Info | Section 30' W'TFl WTF-Eontinuedl Industryl

 Contact

¥ Type Tile  » Mame Business Title  Phone Ext.  Fax Email

Edit
[elete

4] | i
[~ Support Services Tuition Refund/P Policy —| @i w [ =

[ Child Care [ Assessment Services el Eepaelys

Transpartation | Career Planiring

u i ) ) ) Compliant with 404 ¢ Yes © No

[~ JobCounseling [~ Psychological Services ) )

rr ol id Acceszible by Public

InAncial Al I™" Other Transportation:  es © No
[ Erush Up Skills
Busz/Train Route: |
VYalue Added Feat
Frior Ta Paost
¥ Feature Detail: Graduation Graduation Add
[elete |
Courses | oK | Cancel |

e The Contact information can be who in your office is working on the Summer
\ EL youth program.
,-—-‘/ -

7. Click the Add button to add the name of a contact person at the Summer Jobs
Youth provider. MOSES adds a blank row to the list of Contacts.

£ Massachusetts Dne Stop Employment System - System Test -2 Staff ID: TCART Career Center: Bos|

File JobSesker Employer Training Events Program Reports Feedback  Administration Go To

window  Help
lcaxB | BecEa @ | W2

& Training Provider Information New ] 3} |
Basic Additional Info | Section 30 | WTF | WTF-Continued | Industy |

i~ Contact;

» Type Tile ¥ Name Business Title  Phone Ext. Fax Email Add

Erlif I
m Training Provider Contact Details ﬂ
Contact Details

] —

= | Address:

[~ Suppoit Services Title: -

[~ Chid Care [ As b Name i - ciy: |

[” Tiansportation [~ Ct | Business Tite State: -

[~ JobCounseling [~ Ps N

Phone

Ext:
[ FinancialAid [~ ot

Fax e
User Id: Password
[~ Brush Up Skills Email ! I
L ResetProvider Password ok I Cancel
Value Added Features —
Frior To Post
» Feature Details Graduation Graduation Add

Delele
Courses | 0K I Cancel | - |




8. Type information into the following fields on the blank row for the new contact:

Field Name Required  Action
Type » Select the type of contact at the provider
from the dropdown list:
Admissions
Contract
Manager
Other
Primary
Secondary
Signatory
Name » Type the name of the contact.
Title Optional Type the title of the contact.
Phone Optional Type the telephone number for the contact.
Fax Optional Type the fax number for the contact.
Email Optional Type the email address for the contact.

9. Click OK to save and add the contact to the record.
10.Continue to add contacts as appropriate.

11.Click the OK button when you have entered all the information about the Summer
Jobs Youth provider. MOSES saves the data and returns to the desktop.

12



CHAPTER 3

Create a Record for a Summer Youth Worksite
using the Training Course tab

Overview

This chapter describes how to create a record for Summer Youth Worksite in the training course
tab.

Normally this procedure would be used at the SDA level only. The user must have a Security
Profile that includes the Add Edit Training Courses privilege.

After completing this chapter, you should be able to:

e Create a record to post Summer Youth Worksite being offered by a career center or
service delivery area

13



To Create a Record for a Summer Youth Worksite using the
Training Course tab

1. Search for the Summer Jobs Youth provider. You should have a list of Summer Jobs
Youth providers who meet your search criteria.

H Provider Search

_|of %]
— Type of Search
Search By Search for an exizting Training Courze Provider entry by selecting a search
_ method, entering the zearch criteria, and then clicking the Search buttan.
% Provider Mame
 Provider D

Search Criteria: |Middle Marfolk
" City
Adyanced Search... |

—Search Results

Provider Id - Provider Hame Frimary Provider Address City FEIN

Middle Marfalk Franklin Caunty |13 Staniford Street

Row 1 of 1 Iiore |
Courses | Edit | Add | Deleta | Cloze |

2. Select the name of the summer youth provider offering the new course. Click the
Courses button.

14



3. MOSES displays the Training Courses Provided window for that Summer Youth
Provider. The programs already registered on MOSES are listed.

N Training Courses Provided { Middle Norfolk Franklin County SDA ) - |EI|5|

— Courses Provided

Courseld  Course Name
1 B Surnmer vouth Program 2003

Description City State

Edit | LCopy | Add | Delete | Cloze |

4. Click the Add button. MOSES displays the Basic tab of the Training Course New

window.

rﬁ‘, Training Course New { Middle Morfolk Franklin County SDA ) — |EI|£|

Basic |hdditional Infol Schedulel Performancel Costsl YouthW’orksitesl Targeted Dccupationsl Frogram Eoulsesl Enrolledl

b Courze Mame:

Activity Categornies

Academic/0coupational Learning

Adult Education and Literacy Act"ﬂ rr |

To zee Comments, click the "Com' buttan.

¥ Address: |
Alernative School
N I— Basic ABE - Ll
Zgt . 1] | 3 4] | i
» City: |
3 -
State: I =]
Dzsiription' WTW Contract Status: | =| * Course Capacity: |
Year Courze Firgt Established/Offered: 0 On Site at Employer Location [
Funded by workforce Development Agency in last 3 pears? Tes Mo
* Training : | 3|
* Sub Training: | 4| Course Type: |
Archived Course] |
—Approvals
» SDA Mame ¥ Tupe } Specific Funding  » Status » Start Date ¥ End Date Ehaqges Add
Canfirmed =
[elste
Detailz

Ok, I Cancel |

15



To Complete the Course Description Information on the
Basic and Additional Info Tabs

5. Type into one or more of the following fields on the Basic tab.

Field Name
Course Name
Address

Zip
Description

Activity Category

Other Activity
Category

WTW Contract
Status

Course Capacity

Year Course First
Established/
Offered

Funded by
Workforce
Development
Agency in last 3
years?

Specify Agency
and Year(s)

Type the name of the new course.
Type the address where the course will be
Type the Zip Code.

Type a description of the course.

WORK EXPERIENCE / SUMMER (Youth)
Type a description of the activity category.
MOSES displays this field only when you select
Other in the Activity Category field.

Select a WTW (Welfare-to-Work) Contract
Status from the dropdown list:

Not WTW Funded
Other Work Program

Type in the course capacity.

Type the year when the course was initially
offered by the training provider.

Select whether this course has been funded by
any workforce development agency in the past 3

Required Action
»
Optional
taught.
»
Optional
» SELECT :
Optional
Optional
Contract
Voucher
Optional
Optional
Optional
years.
Optional

Type the name of the workforce development
agency and the years that were funded. MOSES
displays this field only when you select Yes in
the field above it.

16



6. Click the Add button to add the Approvals. MOSES displays a blank row. Select

data for the following fields:

H Training Course New { Middle Norfolk Franklin County SDA }

Basic | Additional Infol Schedule | Performance | Cozts | Youth Worksites | Targeted Dccupations | Frogram Eoursesl Enlolledl

=10l x|

Activity Categories

P Course Mame:  [Summer ¥outh Program 20710

Wocational ESL ;I

Wwork, Expenence/Summer [Youth]

F Address: 119 Staniford Street ‘Work Experience
I ‘workplace Traiming And Coopere
) routh Comprehensive Guidance |«
F Fip: |D21 14- ‘ i I I _'I
¥ City: |Boston
4 . Mazzachuzetts 3|
State: I .
Desmitan I 7 S04 Summer Touth :| W Contract Status: | *| * Couwse Capacity; I
Frogram “rear Course First E stablished/Offered: 0 On Site at Employer Location ;[
LI Funded by Workforce Development Agency in last 3 pears? es Mo
* Training : | =]
* Sub Training: | = Caurse Type: |
Archived Course]
—Approvals
¥ SDA Mame ¥Staff 1D » Type Specific Funding  » Status ¥ Start Date » End Date Changes Add
Confirmed
| I - | Y - (| - N EEEEIET B oo
Details
To zee Comments, click the "Com'* button.
QK I Cancel

Field Name Required Action
SDA Name » Select an SDA Name from the dropdown list
which has approved this course.
o ,
'\ﬁﬂ*: The dropdown list shows only those SDA's that you
\ e have access to.
Staff ID » MOSES pre-fills this field with your Staff ID,
but you can change it.
Type » Select:
Youth

17



Field Name

Specific Funding

Status

Start Date

End Date

Required Action

This field lists all funding sources associated
with the selected SDA, and will only be enabled
when Specific Funding is selected as the Type.

» Select whether the course has been approved
from the dropdown list:
Approved
Denied
Inactive
Pending
No Action Taken

» Type a date when the approval for the course
starts.

» Type a date when the approval for the course

ends.

18



7. Click the Additional Info tab. MOSES displays the Additional Info tab.

m Training Course Mew { Middle Norfolk Franklin County SDA ) - |EI|1|
Basic Additional Info | Schedulel Performancel Eostsl Yauth Worksitesl T argeted Dccupationsl Program Eoursesl Enrolledl
— Contacts
¥ Type Title  » Name Business Title Phane Ext. Fax Email
Add

[ielete |
| ]
— Course Results — Program Eligibility/Entry Requirements
[ Degee [ License
[ Certificate [ Credential
Description of Degree/License/Certification/Credential

I — Targeted Dccupati

Job Title #1: |
If none _of the above, how is the program recognized Job Title #2: |
az meeting industry approved standards? Job Title 83 |

Iz this Course Full Time: Yest No
Hours Per Coursse— | Course Options | [ Section30

i f ; - I— Internzhip: 7 Mandatory [ HigherEd. [ ESL/ABE/GED
iz::t;‘::ﬁ[g Ry I—D F ;533 [ %ocation [ Apprenticeship / Urion
: TelTErT T Comments:
Awg, Hours / Week: [ 0 | Yoluntaw Mandatary
Lab Time: | *es

Avg, # Weeks: | a Mo

Ok I Cancel |

8. Click the Add button to add the name of a contact person at the summer youth
provider. MOSES adds a blank row to the list of Contacts.

H Training Course New { Middle Norfolk Franklin County SDa ) - |EI|5|

Basic Additional Info | Schedulel Pelformancel Costsl YouthWolksitesI Targeted Dccupationsl Program Eoursesl Enmlledl

— Contacts
¥ Tupe Title  » Mame Business Title Phone Ext. Fax Email
[Manager x| WM. > |[Michelle MOSES outh Program Manager |[B17)626-2522 [ ] - mmosesEdetma,c Add
[ Ot = |[tr. = ]|Bud Light outh Counselor [617)626-5533 [ - blightizidetma. org
el [ pester@detma e pglate
4] | &
— Course Results — Program Eligibility/E ntry Bequi k

[ Degee [~ License Enter Summer Youth Eligibilty Fequirements herel
[ Cettificate [~ Credential
D escription of DegreeLicense/Certification/Credential
I — Targeted Decupations

Job Title #1: |
If none of the abowe, how iz the program recognized Job Title #2: |

ing i rl

az meeting industy approved standards? Job Tile #3: |

Is this Course Full Time: Yes{ No
Hours Per Course Courze Ophi Section30
Credit Hours [if applicable): I—D Internship: ("i td andatany I_ Higher Ed. I_ ESLAABE AGED
Total # Hours: — r ;G'ES [ Vocation [ &pprenticeship 4 Union

) Tal e Comments:
Aorg. Hours £ wiesk: [0 | Volntay Mandatary
Lah Tirme: | Yes

Avg, B weeks: | 0 " No

(1] 8 I Cancel |




9. Type information into the following fields on the blank row for the new contact:

Field Name

Type

Name

Title

Business Title
Phone

Fax

Email

Required

Action

»

>
Optional
Optional
Optional
Optional

Optional

Select the type of contact at the provider from the
dropdown list:

Admissions

Contract

Financial Aid

Manager

Other

Primary

Secondary

Signatory

Type the name of the contact.

Type the title of the contact.

Type the professional Business Title of the
person.

Type the telephone number for the contact.

Type the fax number for the contact.

Type the email address for the contact.

10.Repeat steps 8 and 9 to add additional contacts as appropriate.

20



11.Type a description into the Program Eligibility/Entry Requirements box on the
right. This is a description of any requirements for entry into the Summer Youth
program.

ﬂ Training Course Mew { Middle Norfolk Franklin County SDA ) - |I:I|i|

Basic Additional Info | Schedulel Perfulmancel I:astsl Youth Worksites | Targeted Occupations | Program Cnursesl Enlalledl

— Contacts
* Type Title  » Mame Business Title Phare Ext. Fax Ernail
[Manager =] Mz, = |[Michelle MOSES outh Prograrm Manager |[617)626-5522 [ 1 - mroses@detma. Add
[ ] blight{zidetma. org
[ ]

[ Other l[wr. = 1|Bud Light outh Counzelor [617)626-6533

bz IR Pally E ster “outh Counselaor pester@detma, o Delste
| | ©
— Course Reszults — Program Eligibility/Entry Bequirements
[ Deges [ License E nter Summer “outh Eligibility Requirements herel

[ Cetificate [ Credential
Deszcription of Degree/License/Certification/Credential

— Targeted Dccupations

Job Title #1: |
|f hane pf the above, how iz the program recognized Jaob Title #2: |
az meeting industry approved standards? Job Tile #3 |

|z this Courze Full Time: Test Mo
Hours Per Course Course Dptions Section30
Credit Hours [if applicable]: I—D Interriship: i Mandatary I~ HigherEd [~ ESL/ABE/GED

:  Yes [ “aocation [~ Apprenticeship ¢ Union

Total # Hours: I— Mo

Comments:

Avg Hours / Week: [0 | Voluntaw = Mandatory
Lab Time: | Yes

Ava. #weeks: | 0 " Mo

Ok I Cancel

21



To Create Youth Worksite Information in the Youth
Worksites Tab

12.Click the Youth Worksites tab.

.ﬂ Training Course New { Middle Morfolk Franklin County SDA )

22



13.Click the Add button to identify work sites associated with the course. MOSES
displays the Worksite Details window.

] Training Course New { Middle Notfolk Frank

okl

Easicl .-’-'«dditianallnfal Schedulel Perfulmancel Cogte  outh Worksites | Targeted Dccupationsl Frogram Cnursesl Enlalledl

=10l x|

Worksites
Worksite Mame Address

City State

_-

x|
—Worksite Details
P wotksite Mame: | —l:u.ntacl
Prirnary: |
P Address: |
Secondany |
F Fipc I -
FPhane: |[ ] -
F City: I
Email: |
k State: | |
i _SDBCBS—
Joh Title: | £ —
bwalable: [
oK I Cancel | .
0k, | Cancel |
Field Name Required  Action
Worksite Name » Type the name of the work site.
Address » Type the address of the work site.
Zip » Type the zip code of the work site.
City » Type the city of the work site.
State » Type the state of the work site.
Job Title Optional Type the job title the student will have on the
work site.
Primary Optional Type the name of the primary contact at the work

site.

23



Field Name Required Action

Secondary Optional Type the name of the secondary contact at the
work site.

Phone Optional Type the contact's telephone number at the work
site.

Email Optional Type the contact's email address at the work site.

Spaces » Type the total number of spaces available for

course participants at the work site.

ok
'\ﬁ&: MOSES calculates the Spaces Available.
\(\ i

14.Click the OK button when you have completed the work site description. MOSES
returns to the Youth Worksites tab of the Training Course New window, and
displays a row of data describing the work site.

H Training Course New { Middle Norfolk Franklin County SDA ) _ 1Ol x|
Basicl Additional Infol Schedulel Perfolmancel Costs  Touth \Worksites | Targeted Dccupationsl Frogram Coursesl Enlolledl
— Worksites
Wwarksite M are Address City State
Big City Park. Department 123 Main Street I Add
City Swaimming Poal 55 Elm Strest b azzachusetts
[ C 14 taple Street Boston b azzachusetts Edit |
|Senior Citizen Center 99 0ld Perzons Road Boston  assachusetts =
Lozt Pet Shelker 05 Missing 'Way Bozton h azzachusetts
|Palice Departmert 1 Fast lane Bozton M azzachusetts Delete |
|Public 5chool Department 52 Learning Blwd Bozton M assachusetts
Ok | Cancel |

15.Click the OK button on the Training Course New window when you have entered
all the available data on all tabs. MOSES will save your data and return to the
MOSES desktop.



Chapter 4

Enroll a Youth in a Summer Youth program

Overview

This lesson deals with enrolling a youth from the Course/Activity sub tab of the Services tab
on the Job Seeker Membership window.

This lesson assumes that you have already enrolled and determined the youth’s eligibility for
the summer youth program and done the appropriate program enrollment.

H Job Seeker Membership (Summer, Sunny) — |EI|1|

Sunmumer, Slll].ll}" S5N: 999-19-1072 1ID: 11739227 b d

Basic |Fu||| Educationl wiork, Er:periencel Eventsl .t’-‘«lertsl Caze F'IanI Servicesl Special Program&l

—Eelnelal Information . - Residence &ddress | f iling ,&ddressl
® First Mame:  [Suniny Middle Initial I_
— Address
P Last Name:  [Summer » Gender: [ Male (= Female » Addiess: |22 Beach Lane
b Date of Birth: |D1HD1;’1994 I-| b bdilikary: |E Yes  (* Mo |
Felease Information?: fesg Mo ¥ Other Eligiblell-'- Yer f* Mo » Country: |United States of America |
» Zip 5 ¥ City:
+ Race 7 Ethnicily Zip Joz114 City: [Boston
[ white [~ Black ar African American b State: |Massachusetts =l
[~ Hisparic or Lating [ American Indian or Alaskan Native [" Enterprise [ Erpawerment [ Renewal
[~ Asian [ Hawaiian Mative or Other Pacific Islander - - -
¥ Other I Information Mot Available [~ Addiess Mot Available [ MtallmglAddress different
Programs — Last Reportable Service Date: 06/23/2010 ———  Confidentiak [C¥es ONo HITE Confidential: [T Yes T No
;I — Contact
Progrann Marme Apply Program Status Hizbary Haome Phone: |[ ] - E mail: |
|| =l EI Other Phone: || ] - | =l
i Title | auth 5 um HE"”':'”E'j [~ | &= L Wwieb Address: | [~ Prefers Emails
|WIA ARRA Wagner-Peyser [ | hd i = - -
d — Special Accommodations

¥ worked in agriculture or food proceszing in I = Ve (% Mo Career Center | |
the: last 12 months?
Trade | : E ligibility | tatch Criteria | Fur katch | Eligibility Criteria (1] Cancel

After completing this lesson, you should be able to:
e Enroll a youth in a summer youth program
e Change Worksite / Location
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To Enroll a Youth in a summer youth job
1. Open the Job Seeker Membership window.

ﬂ Job seeker Membership (Summer, Sunny)

Summer, Suniry SSN: 999-19.1072 ID:11739227  vv PE

Basic | Fulll Educationl wiork Experiencel Eventsl Alertsl [Ease F'IanI Sewicesl Special Programsl

— General Information
¥ First Mame:  |Sunry Middle Initial: I_

¥ Last Mame: ISummer ¥ Gender: If Male (= Female
 Diate of Birth: IEI1 20141994 | F Military: If Yez (¢ Ha
Releaze Information’?: es Ma FOther Eligible |¢ ez I+ No

% Race / Ethnicity

[~ white [~ Black or African dmerican

[ Hisparic or Lating [~ &merican Indian or Slazkan Mative

[~ Asian [~ Hawsaiian Mative or Other Pacific |slander
[v Other [~ Information Mat Available

Programs — Last Reportable Service Date: 06/23/2010

Program Mame Aipply Program Status Histary

[wfla AFRE Title | vauth || =

Fesidence Address | I alirg Address: I

Address
P Address: |22 Beach Lane

» Country: |United States of America E3|
r Zip 02114 » City: [Boston

b State: | Massachusetts vi

[~ Erterprize [ Empowerment [~ Renewal

a ||~ Contact

web Address: | [~ Prefers Emails

[~ &ddress Mot Available [~ Maiing ddrezs different

Canfidential: |Etes Mo HITG Confidential: IE Yes £ Mo

Home Phane: || ] - Emai |
Other Phone: || ] - | =l

I\T-"IA ARRA W agr yzEl

—Special Accommodations

=
¥ Wiorked in agriculture or food processing in I = Yes & Mo Career Center |

the lazt 12 months?

=10 %]

Trade | Eligibility | Match Criteria | Frum kateh | Eligibility Criteria | k. | Cancel |

2. Click the Services tab on the Job Seeker Membership window for the member.

H Job Seeker Membership {(Summer, Sunny) - |E||i|

Sumimer, Sumry S5N: 999.19-1072

Basicl FuIII Educationl wiork, E:-:perienc:el Eventsl Alertsl [aze Flar | Services |Special Proglamsl

General I Employrment I Adminiztrative I Testing touth Goals |
—Services
Actual
Start Date Completion Staff [0 Course Frovider Status

Date

Edit
Delete

Frint SMARTT
Youcher

Course |nfo

HE G4

Fiun M atch Eligibility Criteria ak Cancel

Trade | Eligiblity tatch Crteria
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3. Click the Course/Activity sub tab on the Services tab.

ﬂ Job Seeker Membership (Summer, Sunny)

Summer, Suniry

S5N: 999-19-1072 ID: 11739227

Basicl FuIII Educationl work, Experiencel Eventsl .-’-\Iertsl [aze Flan | Semvices |Special Proglamsl

General I Emplayment I Administrative I Testin | “r'outh Goalz |
—Services
Actual
Start Date Completion Staff 1D Courze Pravider Status
Date

Edit
Delete

Print SMARTT
oucher

Course |nfo

HEGR;

Trade |

E ligibility | tdatch Criteria | Fun atch | Eligibility Criteria |

oK | Cancel |

4. Click the Add button on the Course/Activity sub tab.
Training Enrollment Detail window.

MOSES displays the

H Training Enrollment Detail o ] P |
Career Center: |Boston Career Link Last Update D ate: |
Created Date: |DEH23£2D1 0 Staff D | TCART > I
¥ Training Courze |D: | Courss Search | Hourly ' age [£]: | .00
Training Courze: | Haurly *age Subsidy ($): | .00
Traimng Provider: | Hours # \week: | 0
Occupation Description: | } Pell Recipient: Yes + Mo
Location # Worksite: | = Amount (§ I 00
¥ FReferal Date; |UB.-’23H2EI'I 0 g E stimated Completion D ate: |DUHUDHUDDD g
E mrallrment: | ™ es [ No Completion Information
Start Date: I—DD.”DDJDDDD ¥ Course Completion Status: Pending k3|
S ection 36 I- Course Completion Date: 000040000
Section 30/TA4 Start Date: [00/00/0000 ¢ Course Completion Hours:
— Eligible Funding Streams
PP |
[
Group Contract Enoliment; © ez € Mo Costof Cowrse/dativig (8. |00
Woucher: Mot Issued vI
Evaluations
Matification Method: MAA Matification Sent Date: 00/00/0000 .
. Dizplay Form ak. Cancel |
Evaluation Status: MNA4
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5. Type information into the appropriate field(s) on the Training Enrollment Detail

Type the ID number for the course. Or click
the Course Search button to display the
Training Course Search window. You can
then search and select a course. Use the Enroll
button to enter the training course information.

MOSES pre-fills this field with the name of the
course after you enter a Training Course ID
into the field above.

MOSES pre-fills this field with the name of the
training provider after you enter a Training
Course ID into the field above.

This field is used for the Summer Youth
Select a work site from the
dropdown list.

window:
Field Name Required Action
Training »
Course ID
Training
Course
Training
Provider
Location / (For
Worksite summer program.
youth
enrollment
this is where
their
worksite /
location is
recorded)
Referral Date »

Enrollment

Start Date

Last Update
Date

Staff ID

Hourly Wage

Enter the date when you referred the member to
the Provider for this training.

Select whether or not the member was accepted
into the training course.

Select the date that the member started or will
start the Training Course. This field is not
active until the member has been enrolled.

MOSES pre-fills this field if you are editing an
existing course enrollment.

MOSES pre-fills this field with your Staff ID.
Type an hourly wage in dollars and cents, if the

member is receiving a wage for taking this
course.
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Type an hourly subsidy in dollars and cents, if
the funding source pays a subsidy to the

MOSES pre-fills this field with the number in
the course description.

Field Name Required Action
Hourly Wage
Subsidy

employer.
Hours/Week
Pell Recipient »

Estimated
Completion
Date

Select whether or not the Job Seeker member is
receiving a Pell Grant for education.

Enter the date when you expect the Youth to
complete this Summer program. This is
important for Youth activities.

6. Enter the Course Id for the summer youth program desired or do a course search

for the program.

H Training Enrollment Detail -10O] x|

Career Center: |Boston Career Link Last Update D ate: |
Created Date: IEIE;"23.I"2EI1 0 Staff |D: |TE.|'-‘«FHT VI

' Vst Cmss [ Toga77 | ourse Search, Hourly Wage [$]: [ o
Training Course: |Summer Youth Program 2000 Howrly Wage Subsidy [$]: | 0o
Training Provider: IMiddle Muarfalk. Franklin County S0, Hours / Wweek: I I}
Occupation Descrption: | ¥ Pell Recipient: ez + Mo
Location / worksite: | | Amount [$] I on

» Referal Date: I 0E/23/2010 J Estimated Completion Date: |DD£DD£DDDD £l
E mrollment: Ye Completion Information
Start Date: DD;"DD;"DDDD ¥ Course Completion Status: Pending =]
S action 30 I— Course Completion Date: 00,/00/0000
Section 30/TA4 Start Date: [00/00/0000 ¢ Couse Completon Hours: |

—Eligible Funding Streams
WA ARRA Title | Youth Sumrner
o |
< |
Group Contract Enmoliment: © Yes  No Cost of Course/dctivity [$] I—UU
Youcher: | Mot szued =1
Ewaluations
Matification Method: M/A Matification Sent Date: 00,/00/0000 .
) Dizplay Form | ak., | Cancel |
Evaluation Status: M8
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7. Select the Location / Worksite drop menu. Chose the appropriate worksite for
the youth.

-i0/x]
Career Center: |Boston Career Link Last Update D ate: I—
Created Date: Im Staff [D: Im
¥ Training Courze 1D: Iw Lourse Search | Hourly Wage [$): I_DD
Trainifig Courge: |Summer outh Program 2010 Hourly wage Subsgidy [£): I_DD
Trainitg Provider: |Middle Marfalk Frarklin County SDA Hours & wieek: I_D
Occupation Description: | ¥ Pell Recipient: ez * Mo
Location / wiorksite: - Amaunt [$]: I—I:IEI
b Reteral Date: Big City Park Department Estimated Completion D ate: Im el
Ernaliment: City Swirnming Poal TR
Start Date: YME_""\ - letion Status: m =]
o e O BT letion Date:  J00/0070000
ect!un o Los:t Pet Shelter letion Hours: I—
Section 30/TA4 Start Date: | Police Department
—Eligible Funding Streams — Publiz School Department
WA ARRA Title | Youth Summer
2 |
I
Group Contract Enraliment; € es " No Cost of CoursedAdctivity ($): I—DEI
Youcher: | Mot Issued =l

Ewaluations

Maotification Method:  HAA Motification Sent Date: 000040000 .
. Lizplay Farm | ok | Cancel |
Ewvaluation Status: N2

8. Click on Enrollment — Yes. Now enter a Start Date.
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9. Select the appropriate funding source/program for this summer youth program in
the panel on the left, and click the >> button to move it to the panel on the right.
Only move the funding sources/programs that will be used to support this
summer youth program.

il

Career Center: [Bostan Career Link Last Update Date: I—
Created Date: Im Staff 1D: Im

¥ Training Course [D: Iw Course Search | Hourly \wage [$]: I_DEI
Training Course: [Surnmer outh Pragram 2010 Hourly Wage Subsidy ($): I_DD
Training Provider: |M iddle Marfalk Franklin County SDA Haours / Week: I_D
Occupation Description: | b Pell Recipient: ez + No
Location / "Woark site: |Seni0r Citizen Center = amount [$): I—DD

» Referral Date: [06/23/2010 J Estimated Completion Date: [00/00/0000 ]
Errallment: G Yes Completion Information

b Gtart Date: Im J r Courze Completion Status: Pending =l
Section 30 I- Course Completfon Date: 00/00:0000
Section 30/TAS Start Date: Im J Course Lompletion Hours:

— Eligible Funding Streams

WA ARRBA Tite 1 outh Summer

» |
< |

Group Contract Enmllment: € Yes € Mo Costof Courssfbctivip (6 | .00
Yaucher: |Not lzsued > I
Evaluations
Matific:ation Method: MA& Matific:ation Sent Date: 00/00/0000 . |
i Dizplay Faorm | QK Cancel |
Evaluation Status: MAA

10.Click the OK button to save all your entries on this window and to return to the
Course/Activity tab.
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11.Click the OK button on the bottom of the Course/Activity tab to return the Job
Search Results window.

H Job Seeker Membership {Summer, Sunny) = IEIIﬂ

Summer, Slll‘l.ll}" S5N: 999-19-1072 ID:1173

Basicl Fulll Educationl ‘whork Experiencel Eventsl Alertsl [ase Flan  Semvices |Special Programsl

General | Employment | Admin\strativel Testing Coursedictivity | “Youth Goals |

~Services

al
Statuz

Aty
Start Date Completion Staff ID Course Provider
Date Edit |
0 oj0 0 || TCART I Sum outh Program 2010 Middle Morfolk Franklin County ity
Delete |
Frint SMARTT
“oucher
Courge Infa |

Trade | Eligibility Match Criteria Frun katch Eligibility Criteria Qg Cancel
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To Create a Youth Goal for the Summer Youth program
1. Open the Job Seeker Membership window.

ﬂ Job Seeker Membership {(Summer, Sunny)

ID: 11739227 ¥y

SSN: 999.19-1072

Basic |FuII| Educatlonl ok Expenencel Eventsl Alertsl [Case F'IanI Serwcesl Special Programsl

=0l

— G al Inf tion Residence Address | Ma|||ng,addregg|
» First Mame:  J5unny Middle Initial |_
Address
» Last Mame:  [Summer » Gender H Mae © Femal P Addess: [Z2 Beach Lane
¥ Date of Birth: |D‘Ia"[l1a"|994 el ¥ Military: H Yes 1 Mo |
Release Information® [T ves ¢ Mo »Dther Eligble [T Yes  (* Ma » County: |United States of America =l
» 0 3 b City:
+ Race 7 Ethnicity Zip: Joz114 City: [Boston
[ wihite [~ Black or &frican &merican > Stats  [Massachuseits |
[ Hisparic or Latino [ American Indian o Alaskan Mative [ Enterprise [ Empowerment [ Renewal
[ Asian [ Hawaiian Mative ar Other Pacilic lslandsr - — -
[ Other [ Infarmation Not Avalable [ Address Mot Available [ 1 Mtalllng.Address different
Programs — Last Reportable Service Date: 06/23/2010 Cenlidental [C¥esTo~ HITG Confidentiat [ es T Ho
ol tact
Program Mame Apply Program Status Higtary Home Phone: || ] - Email: |
Other Phone: I[ e | =

1=
|F'rogram Eligibility v | Info. Complete - On vl =

wieb Address: | [~ Prefers Emails

Case Management - 1=
I : u I =~ _I — Special Accommodations

-
F worked in agriculture or food processing in I " Yes ¢ No Career Center | |
the last 12 months?

Trade | E ligibility | td atch Criteria | Frum tatzh | Eligibility Criteria | ()4 I Cancel
2. Click the Services tab on the Job Seeker Membership window.
1ol x]

Summer, Sury

SSN: 999-19-1072 1ID: 11739227

Basicl Fulll Educationl whork EHperiencel Eventsl Alertsl [aee Flan  Services |Specia| F'lc-gramsl

General |Emp|0yment| Administlativel Testingl Eourse.-’.t‘-\c:tivityl Youth Goalsl

— Services
Service Staff 1D Category Service Detail Career Center Hours
Add
Date
Edit |
Delete |
H etentmnl
Row 1 of 2 Mo |
Trade | E ligibility M atch Crteria Bum fateh E ligibilitye Criteria | 0Ok, I Cancel
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3. Click the Youth Goals sub tab on the Services tab.

E Job Seeker Membership (Summer, Sunny}

Sumumer, Sumry

=101 x|

S5N: 999.19-1072

Easicl Fulll Educationl ok, Experiencel Eventsl »’-‘«Iertsl Case Plan - Services |S|:ueu:ia| F‘rogramsl

Eenerall Emplc-ymentl .t’-‘«drninistrativel Testingl Courseddctivig Youth Goals |

— Goals

Target Attainment Status

Attainment D ate

Date
E stablizhed

Tope of Goal Add

Edit

Delete

d

Trade | E ligibility | M atch Criteria | Fium katch | Eligibility Criterial (n] 4 I Cancel
4. Click ADD in the Youth Goals sub tab on the Services tab.
il x|

Summmer, Sumry

55N: 999.19-1072

ID: 11739227

Easi-:l Fulll Edu-:ationl ok, Experiencel Eventsl .-’-‘«Iertsl Laze Flar = Sevices |S|:-e-:ial Programs

Generall Emplo_l,lmentl Administrativel Testingl Coursedéctivigy  Youth Goals |

— Goals

Target

Type of Goal

Date Attainment Status

m Youth Goal Detail

Goal
Summary:

> »Date Established:lDDa’DDa’DUUD il Date Atained [actual]:
3| ¥ Date Attained [target):

» Tupe of Goal: |

¥ Attainment: |Sel, But Attainment Pending

|DD£EIEI£EIDDEI il
|DD£EIEI£EIDDEI |

Y
L

o]

Cancel |

Eligibility

Trade |

M atch Criteria Fium tatch | Eligibility Criteria ]

| Cancel |

34



5. Select Work Readiness as the Type of Goal in the Youth Goals sub tab on the
Services tab. Enter a Date Established. Enter a Date Attained (Target). This
should reflect when the summer program ends.

Goal Summary box can state summer youth Program enrollment information.

H Youth Goal Detail x|
Goal Eriker Summer v'outh program information here
Surnrnary:
¥ Type of Goal: I‘-N'Ulk Readiness =] ¥ Date E stablished: IDE;"2332D1 0 LI Date Attained [actual): IIJD.-’DD.?'DDDD £|
¥ Attainment: |Set, But Attainment Pending | ¥ Date Attained [target): ﬁEI.v'3I:I."2D1EI il

ok I Cahcel |

6. Click the OK button to save all your entries on this window.

H Job Seeker Membership {(Summer, Sunny) - IEI|5|

SUmer, Sy S5N: 999.19.1072 ID:11739227  vv PE

Basicl FuIII Educationl Work Experiencel Eventsl .-’-‘«Iertsl Case Flan  Services |Specia| Programsl

Generall Emplo_l,lmentl Administrativel Testingl Courseléctivity  Vouth Goals |
~ Goals

Type of Goal Date Target Altainment Status
E stablished Attainment O ate
5 010 03, 00

Set, Butb Attainment Pending

Edit

=
Delete |

Trade | E ligibility I atch Criteria Frum iatch Eligibility Criteria 0K Cancel
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To Change Location / Worksites of Youth
7. Open the Job Seeker Membership window.

H Job Seeker Membership {Summer, Sunny) - |E||l|

Summer, Suniry SSN: 999.19.1072 ID: 11739227  vv PE

Basic |FuII| Educalionl Witk E:-:periencel E\-’entsl Alertsl [Lase F'Ianl Servicesl Special Programsl

— General Information Residence Address | tailifg Addressl
¥ First Mame; Eunn_l,l Middle Initial; |_
Address
¥ LastMame:  [Summer ¥ Gender [T Male  (+ Female b Addiess: |22 Beach Lane
¥ Date of Birth: |D‘I A01.1934 el b bilitary: |E Yes  (* Mo |
Felease Infarmation?: [T ves ¢ Mo MOther Eligile [T Yes & Na » Courtry: [United States of America |
» i . Y City:
+ Race 7 Ethnicily ' Zip: Joz114 City: [Boston
[ wihite [ Black or African American State:  [Massachusets =l
[ Hisparic or Latino [ Ametican Indian o Alaskan Mative [ Enterpise [~ Empowerment [ Renewal
|_ Aszlan |_ Hawaiian Mative or Other Pacific 1slander - = =
W Other I Infarmation Mat Available [ Addiess Mat fwvailable ] Mtalllng-.-‘-\ddress differant
Programs — Last Reportable Service Date: 06/23/2010 —,  Uonfidential: [O¥es Do~ HITG Confidential [T es T No
3 — Contact
Program Mame Apply Program Status Histary Home Phone: |[ ] - Email: |
=] Other Phane: || 1 - | =1
|Program Eliaibility v | Info. Camplete - On | =) Wweb Addiess: | [~ Fiefers Emails
Case Management - =
I 2 r =~ _I LI — Special Accommodations
¥ Worked in agriculture or food processing in I " Yes ¢ No Career Center | |
the last 12 months?

Trade | E ligibility | tatch Criteria | Fum Fatzh | Eligibility Criteria | ak. I Cancel

8. Click the Services tab on the Job Seeker Membership window.

H Job Seeker Membership {(Summer, Sunny) oy ] 4|

Sumimner, Sll.l].lly SSN: 990-19-1072 1ID: 11739227

Basicl FuIIl Educatiunl Wk EHperiencel Eventsl Alertsl [ase Flan  Services |Specia| Plogramsl

General |Emp|oyment| Administlativel Testingl Course.n’.i\c:tivityl “roth Goalsl

Row 1 of 2 M

— Services
Service Staff 1D Category Service Detal Career Center Hours Add
Date =
i Title | Course | 1 Link I Edit |
0B/23/2000 ITD‘-‘«HT IPngram Enrallment IWIA ARRA Title | vouth Sumr IBDstUn Career Link I
Delete |
H etentionl

Trade | E ligibility Fatch Criteria Frun kateh E ligibility Criteria | u] I Cancel
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9. Click the Course / Activity sub tab on the Services tab.

H Job Seeker Membership {(Summer, Sunny) - |EI|5|

Sumimer, Sunny SS5N: 999-19-1072 ID: 11739227 ¥y

Basicl FuIII Educationl Whark, Experiencel Eventsl Alertsl [ase Flan - Services | Special Programsl

Generall Employmentl Administrativel Testing  Courssddctivit |Y0uth Goalsl

—Services

Start Date  Completion Staff [D Course Frovider Status
[rate

TCART Summer Youth Program 2010 Summer v'outh Middle Morfolk Frg|Pending

Delete

Actual Add |

Frint SMARTT
Youcher
Course Info |

Trade | : Eligibility | I atch Criteria | Fium ko atch | E ligibility Eriterial ak. | Cancel |

10. Highlight the Summer Job enrollment and Click Edit in the Course Activity sub

tab on the Services tab.

H Job Seeker Membership {(Summer, Sunny)

Summer, SUI]HY S55N: 999.19-1072 ID: 11739227

Basicl FuIIl Educalionl Wiark E:-:perienc:el Eventsl Alertsl [Case Plan  Services | Special Programsl

Generall Ernpl-:ymentl Administrativel Testing  Coursedfctivity |Ynuth Enalsl

~ Services
Actual Add |

Start Date  Completion Staff 1D Course Pravider Statuzs
Date

Delete |
Print SMMARTT
Woucher
Cowrze Info |

Trade | : Eligibility Match Criteria Frur fd ateh Eligibility Critenia 0k Cancel
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11.0n the Training Enrollment Detail screen click the Location / Worksite drop
menu this will allow you to change / update the Youths Summer job location.

Select the new Location / Worksite for this Youth.

Career Center: |Boston Career Link Lazt Update Date: Im
Created D ate: Im Staff [D: m
* Training Course [0 Iw Hourly ' age [$]: I—DD
Training Course: |S urnmer “r'outh Program 2010 Hourly \w age Subsidy [$): I—DD
Training Provider: JSummer outh Middle Morfolk Franklin County SDA&  Hours / Week: I_D
Occupation Description: | ¥ Pell Recipient: es + Mo
Location # worksite: Senior Citizen Cernter Amount ($): I—DD
* Referal Date: Big City Park Department Estimated Completion Date: [00/00/0000 el
Erraliment City Swimrning Poal ormation
» Start Date: YME_'& . letion Status: | Pending x|
comi Sl (B letion Date:  [00/00,/0000
ect?on o LDS.t e — letion Hours: [
Section 30/TAS Start Date: | Police Department
— Eligible Funding Streams Public School D epartment

Group Contract Errollment; © Yes " Mo Cost of CourserAtivity [3]; I—DD
Voucher: I Mot lssued hd I

Evaluations

Motification Method: MA& Motification Sent Date: 000040000 ) I
~ Dizplay Form | Ok Cancel |
Evwvaluation Status: M/A

H Training Enrollment Detail i [m] 5]

12.Click Ok to save the new Worksite location.

H Job Seeker Membership (Summer, Sunny}

Suminer, Sll.l]ﬂ}’ S5N: 000.19-1072 1ID: 11739227 ¥y

Easicl Fulll Educationl Wwéork Experiencel Eventsl Alertsl Case Plan  Services | Special Programsl

Generall Emplo_l,lmentl Administrativel Testing  Coursedictivit |Youth Goalsl

—Services

Achual
Start Date  Completion Staff (D Courze Provider
Date f

Delete

Frint SMARTT
Woucher
Course Info |

Trade | : Eligibility tdatch Criteria Furn Hatch Eligibility Criteria Ok Cancel
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Chapter 5

Exit a Youth from the Summer Youth program

Overview

This lesson deals with exiting a youth from the Summer Youth Program on the
Course/Activity sub tab of the Services tab on the Job Seeker Membership window. After
the youth completes the summer youth program, you must record the completion status of the
program.

This lesson assumes that you have already enrolled and determined the youth’s eligibility for
the summer youth program, done the appropriate enrollment, enrolled them at a Youth
Worksite, and created a pending Work Readiness Youth goal.

After completing this lesson, you should be able to:

e Change the status of a summer youth enrollee to indicate whether or not the
youth has successfully completed the training

m Job seeker Membership (Summer, Sunny) - |EI|1|

Suminer, Sui SSN: 999-19-1072 ID: 11739227 ¥y A PE Mates
> F

Basic |Fu||| Educationl Work, EHDBIiBnCBl Eventsl .t’-‘«lertsl [BEsE F'Ianl Sewicesl Special F'mgramsl

— General Information Residence Address | WG Addressl
» First Mame:  [Sunny Middle Initial: |_
— Address
P Last Mame:  [Summer 4 Gender:'i Male (¢ Female b Addiess: [22 Beach Lane
 Date of Birth: ID‘IJEI‘I.:"ISS**- £l * Militany: |E Yes [ Na |
Releaze Information?: Yes Mo ¥ Other Eligibleli Yes (o Mo » Country: |United States of America x|
b o - * City:
+ Race 7 Ethnicity Zip: 02114 City: [Boston
[ white [~ Black or Afiican American b State: IMassachusetts =l
[~ Hisparic or Lating [ American Indian or Alaskan Native [" Enterprise [ Erpawerment [ Renewal
[ Asian [~ Hawaiian Mative or Other Pacific 1slander - = .
¥ Other I Information Mot Available [~ Addiess Mot Available [ MtallmglAddress different
Progiams — Last Reportable Service Date: 06/23/2010 — | Confidential [(J7es TONo HITG Corficeniiah [T Ves T No
a ||~ Contact
Program M arme Apply Program Status Higtary Home Phone: [ ] - Email: |
Fles BRRA Tz | Youth T _| _| Other Phone [ ] - =
i £ it ) W in Sy Web Address: | [ Prefers Emails
I\,Txm ARRA WagnerPeyser [ I I B — _ _
d — Special Accommodations

F Wworked in agriculture or food processzing in I = Yesz (% Mo Career Center | |

the last 12 months?

Trade | : E ligibility | tatch Criteria | Fum kdatch | Eligibility Criteria (1] Cancel
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To Record that a Youth Has Completed a Summer Job
1. Open the Job Seeker Membership window.

ﬂ Job seeker Membership (Summer, Sunny) i [m] B3]

Summer, Suniry SSN: 999-19.1072 ID:11739227  vv PE

Basic | Fulll Educationl wiork Experiencel Eventsl Alertsl [Ease F'IanI Sewicesl Special Programsl

— General Information Residence Address | I alirg Address: I

¥ First Mame: ISunn_l,l Middle Initial: I_

Address
¥ Last Mame: ISummer L4 Gender:li Male (= Female * Addess [22 Beach Lane
 Diate of Birth: IEI1 20141994 | F Military: If Yez (¢ Ha |

Releaze [nformation?: ‘Yes (" Mo Other Eligble It Yes (= No » Country: |United States of America ~|
5 S - > G
“ Race 7 Ethnicily Zip: 02114 City: [Boston
[ wwhite [ Black or African American - IMassachusetts jv
[~ Hisparic or Latino [~ American Indian or Alaskan Mative [ Enterprise [ Empawerment [ Renewsl
[ Asian [ Hawaiian Native or Other Pacific |slander - = -
[ Dther [ Infarmation Mot Availsble [~ &ddress Mot Available I Mtalllng..t‘-\ddress different
Programs — Last Reportable Service Date: 06/23/2010 — | Confidential [Oes ONo HITG Corfidential [T Yes © No
il — Contact
Program Mame Aipply Program Status Histary Hamme Phane: |[ ] - Email:l
M%F Ot Phane: [T =
IPlogram Eligibility IIZIInfo. Complete - On ;II gl web Address: | [~ Prefers Emails
Caze M anagement hd
I d I d LI — Special Accommodations
¥ Wiorked in agriculture or food processing in I = Yes & Mo Career Center | |
the lazt 12 months?

Trade | Eligibility | Match Criteria | Frum kateh | Eligibility Criteria | k. I Cancel

2. Click the Services tab on the Job Seeker Membership window.

m Job Seeker Membership (Summer, Sunny) - |E||1|

S5N: 999-19-1072 ID: 11739227 ¥Y

Service Staff D Categary Service Detail Career Center Hours Add
Diate =

Delete |
Hetentionl

Row 1 of 2 Hore |

Trade | Eligibility atch Criteria Frur i ateh Eligibility Criteria | Ok I Cancel
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3. Click the Course/Activity sub tab on the Services tab.

E Job Seeker Membership (Summer, Sunny}

Sumumer, Sumry SSN: 999.19-1072

Easicl Fulll Educationl ok, Experiencel Eventsl »’-‘«Iertsl Case Plan - Services |S|:ueu:ia| F‘rogramsl

Eenerall Emplc-ymentl .t’-‘«drninistrativel Testing |Yc-uth Goalsl
~ Services
Actual
Start Date  Completion Staff 1D Course Provider Status

Drate

Surmnrmer 'r'auth Program Fiddle P

Trade | E ligibility M atch Criteria Fium katch Eligibility Criteria | (n] 4 I

Cancel
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4. Select the program in the list on the Course/Activity sub tab, then click the Edit
button. MOSES displays the Training Enrollment Detail window for that
program.

already enrolled. The fields under Completion Information are only active

*;;",?'; To record a completion you must select a course in which the member is
\:;L
\ = when you are editing a course in which the member is already enrolled.

H Training Enrollment Detail -10O] x|
Career Center: |Boston Career Link Last Update D ate: |DE.¢'23('2D1 1]
Created Date: IEIE;"23.I"2EI1 0 Staff |D: |TE.|'-‘«FHT VI
¥ Training Course 1D: I 1086377 Howrly Wage [$]: | 0o
Training Course: |Summer Youth Program 2000 Howrly Wage Subsidy [$]: | 0o
Training Provider: IMiddle Muarfalk. Franklin County S0, Hours / Wweek: I I}
Occupation Descrption: | ¥ Pell Recipient: ez + Mo
Location / worksite: |5 eniar Citizen Center | Amount [$] I on
» Referal Date: IDE.-’23£2D1 0 Estimated Completion Date: |DD£DD£DDDD £l
E mrollment: Ve o Completion Information
: ¥ Course Completion Status: Pending =]
b Start Date: IEIE.:"23.:"2EI'ID ¢
S action 30 J Course Completion Date: 00,/00/0000
Section 30/TA4 Start Date: [00/00/0000 ¢ Couse Completon Hours: |

—Eligible Funding Streams

3HEA Title | vouth Surmmer

Group Contract Enmoliment: © Yes  No Cost of Course/dctivity [$] I—UU
Youcher: | Mot szued =1

Ewaluations

Motification Method: kA4 Motification Sent Date: 0040040000 .
. Dizplay Form | ak., | Caricel |
Evaluation Status: M8
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5. Select the appropriate information in the following field on the Training
Enrollment Detail window — Completion Information:

L I I AR L s i e L | ey
Completion Information
* Course Completion Status: Pending |
Course Completion D ate:; Completed 5 atizfactariy

Courze Completion Hours: Did Mat Complete
[id Mok Camnplete By Date OF E it

Field Name Required Action

Completion Select whether the member successfully
Status completed the summer program.

Actual Enter the actual date when the member
Completion completed the course.

Date

Actual Hours Type the actual number of hours that the
of member participated in this course.
Participation

6. Click the OK button to save your entries on this window and to return to the
Course Enrollment tab.

7. Click the OK button on the bottom of the Course Enrollment tab to save all your
enrollment changes and close the Job Seeker Membership window.

H Job Seeker Membership (Summer, Sunny) = |D|ﬂ

Sumumer, Sunmy SSN: 999.19.1072 ID:11739227 vy PE

Basicl Fulll Educationl ‘wiork Expetiencel Eventsl Alertsl [Case Flan  Services | Special F‘rogramsl

Generall Employmentl Administrativel Testing Courselfctivity |Y0uth Goalsl
~ Services

Actual Add |
Start Date  Cornpletion Staff D Course Pravider Statuz
5
I I all CAR Summer Y'outh Program 2010 tiddle Marfalk Franklin County SH|Completed S atisfa
Delete |

Prink SMARTT
Woucher
Coursge Info |

Trade | Eligibility Match Criteria Fiur b ateh Eligibility Criteria Ok Cancel
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8. Click on the Youth Goals tab in Services to update the Work Readiness Goal.

'ﬁ]l Job Seeker Membership {(Summer, Sunny)

Summer, Suniry

Basicl FuIII Educationl wiork, Expeliencel Eventsl Alertsl Cage Plan| Semvices | Special Programsl

Generall Emplo_l,lmentl Administlativel Testingl Coursedbctivip Youth Goals |

=0l

SSN: 999-19-1072 ID: 11739227 ¥y

B PE

— Goals

Tupe of Goal

Date Attainment Status
Established

Target

Set, But Attainment Pending Edit

Delete

I}

Trade |

E ligibility | td atch Criteria | Frum tatzh | Eligibility Criteria | ()4 I

Cancel |

9. Click on Edit on
Readiness Goal.

the Youth Goals tab in Services to update the Work
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ﬂ Job Seeker Membership {(Summer, Sunny)

Sumimner, Sumny

S5N: 990.19-1072 1ID: 11739227

Yy

Basicl FuIII Educationl Work E:-tperiencel Eventsl .&Iertsl [Caze Plan  Services | Special Programs

Generall Emplo_l,.lmentl .&dministrativel Testingl Couwrseddctivity  Youth Goals |
— Goals

Tvpe of Goal

Date
E stablished
010

Target Abtainment Status

=] »Date Established:lDEa’23£2D1D £| [ate Attained [actuall:
Ell

b Attainment: | Set, But Attainment Pending

¥ Date Attained [target):

4] Youth Goal Detail x| J
Gioal =]
Surnnnany: LI

¥ Type of Goal: |W0rk Readiness

o]

[oo/00/0000° ¢
0373072010 ¢

Cancel

Trade |

Eligibility | Match Criteria | B b ateh | Eligibility Critenia | ok

Cancel

10. Select the appropriate outcome from the Attainment Drop menu.
Attained (Actual).

—E} Youth Goal Detail

Goal

Enter the Date

X

Enter Surmmer Youth program information here
Surmrmary:

b Type of Goal: [work Readiness

| ¥ Date Established: IDE.-’23;"2D1 1] LI Date Attained [actual]
b Attainment:

=l

Set, But Attainment Pending
ned

¥ Date Attained [target]:

ftainment Pending

nceled
Set, But Mot Attained

o

0070070000 ¢ |
jos/30:2010° g

Canicel |

11.Select Ok to save the information.
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m Job Seeker Membership {(Summer, Sunny)

Sununer, Slll'll'[}" S5N: 990.19.1072 ID: 11739227 ¥y PE

Basicl FuIII Educationl Work Experiencel Eventsl .-’-‘«Iertsl Case Flan  Services |Specia| Programsl

Generall Emplo_l,lmentl Administrativel Testingl Courseléctivity  Vouth Goals |

_lol x|

~ Goals

Type of Goal Target Altainment Status
i Attainment O ate

LDelete |

Trade | E ligibility I atch Criteria Frum iatch Eligibility Criteria 0K

Cancel

e Note: This is the only way successful participation is reported and tracked.
\\& ¥ All Summer youth participants are required to have and followed using the
== Youth Goals — Work Readiness goal.
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12.Click on the Basic tab.

In the Programs box locate the appropriate Youth

Summer jobs program enrollment. Exit them from the program.

SSN: 999-19-1072

Summer, Sumry

— General Information

H Job seeker Membership (Summer, Sunny)

Basic |Fu||| Educationl Work, EHDBIiBnCBl Eventsl .t’-‘«lertsl [BEsE F'Ianl Sewicesl Special F'mgramsl

ID: 11739227 ¥y

Release Information™: Yes Mo

» First Name:  [Sunny Middle Initial: |_
P Last Mame:  [Surnmer 4 Gender:'i Male ©* Female
¥ Date of Bith: [01/01/1934 2l

P Militan: IE ez * Ho |
¥ Other Eligibleli Yes [* No

Fesidence Address | i ailing &ddress

~Address
P addiess: [22 Beach Lane

» Country: |United States of America

* Race / Ethnicity

[ white [~ Black or Afican American

[~ Hispanic or Latino [~ &merican Indian or &laskan Native

[ Asian [~ Hawaiian Mative or Other Pacific 1slander
v Other [ Information Mot Svailable

r Zip [0z114- » City: [Boston
» State:  |Massachusetts |
[~ Enterpiize [ Empowerment [~ Renewal

[~ &ddiess Mot Svailable [~ Mailing &ddress different

Programs — Last Reportable Service Date: 0642372010

FY

Hizbary

=]

Progrann Marme
[l ARRA Title | outh

Apply Program Status

[l

Canfidential |E:-WE$ Mo HITG Confidential |E Ye: [ Mo

— Contact
Home Phone: [ ] - Emai: |
Other Phone: |[ ] - | Ed

Wb Address: | [ Prefers Emails

— Special Accommodations

P “wharked in agriculture or food processing in
the: last 12 months?

If" Yez (% Mo Career Center | |

Trade |

E ligibility | Match Criteria |

Frur katch | Eligibility Criteria Cancel

Note: Now they are exited completely from the Summer Youth program.
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Chapter 6

Non-Participation in the Summer Youth
program

Overview
This lesson deals with resolving Youth non-participation in the program after enroliment.
While we would not expect to see this happen very often, there are times when deleting a

youth’s summer activity record is appropriate; i.e. the youth never shows up at the job site
and never receives services funded by the program.

This lesson assumes that you have already enrolled and determined the youth’s eligibility for
the summer youth program, done the appropriate enrollment, enrolled them at a Youth
Worksite, and created a pending Work Readiness Youth goal.

After completing this lesson, you should be able to:
e Resolve No Shows / Canceling Enrollments for Non-Participants

48



No Shows / To Cancel Enrollments for non-Participants
1. Open the Job Seeker Membership window.

ﬂ Job Seeker Membership (Summer, Sunny) - |EI|1|
Sununer, Sll.l‘]ﬂy 55N: 999.19.1072 ID: 11739227 ¥y

Basic |FuII| Educallonl whork Expenencel Eventsl Alertsl [Base Planl Serwcesl Special Programsl

— General Inf tion Residence Address | fafling ,&ddressl
¥ First Mame:  JSunny Middle |nitial |_
Address
» LastName:  [Surmmer } Gender |E Mae 1+ Femals b Addess: [22 Beach Lane
¥ Date of Birth: |D‘I A0/1934 ¥ | b Military: |i Yes [+ Mo |
Fielease Information?: [T Yes € No  »Other Eligible [[" Yes > Ha b County: [United States of America =]
» [uR - P Ciky:
+ Race 7 Ethnicity Zip: Joz114 City: [Boston
[ wihite [ Black or Afican American b sleiz IMassachuselts jv
[ Hispanic or Lating [ &merican Indian or Alaskan Native [T Enterprise [ Empawerment 7 Renewal
[T Asian [~ Hawaiian Mative ar Other Pacific 1slander - — -
¥ Other [~ Infoimation Mot Available [ Addiess Mat Available ] Mtalllng-.-‘-‘«ddress differant
Programs — Last Reportable Service Date: 06723220010 ———————— Confidential: I O¥es ONa HITG Confidentiat I es £ No
3 — Contact
Program M ame Apply Program Status Histary Home Phone: || ] - Email: |
M%F Ot Phone: [ 7 —
|F'n:-gram Eligibility gllnfo. Complete - On ;Il ;I Web Address: | [ Frefers Emails
Caze Mahagement hd
I 2 I * « |l Special Accommodations
+ Worked in agriculture or food proceszing in I " Yes % Mo Career Center | |
the: last 12 manths?

Trade | E ligibility | tdatch Criteria | Fun atzh | Eligibility Criteria | OF. I Cancel

2. Click the Services tab on the Job Seeker Membership window.

H Job Seeker Membership {(Summer, Sunny) oy ] |
SluIlIIlEI', Sll.l].lly S5N: 900.19.1072 ID: 11739227 ¥y

Basicl Fulll Educationl whork EHperiencel Eventsl Alertsl [aee Flan  Services |Specia| F'lc-gramsl

General |Emp|0yment| Administlativel Testingl Eourse.-’.t‘-\c:tivityl Youth Goalsl
— Services

Service Staff 1D Category Service Detail Career Center Hours Add
Date =

H etentmnl

Row 1 of 2 More |
Trade | E ligibility M atch Crteria Bum fateh E ligibilitye Criteria | 0Ok, I Cancel
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3. Click the Course / Activity sub tab on the Services tab.

H Job Seeker Membership {(Summer, Sunny)

Sumimer, Sunny ID: 11739227 ¥y

S5N: 999-19-1072

Basicl FuIII Educationl Whark, Experiencel Eventsl Alertsl [ase Flan - Services | Special Programsl

Generall Employmentl Administrativel Testing  Courssddctivit |Y0uth Goalsl

—Services

Actual
Start Date  Completion Staff [D
[rate

Course Provider Statuz

Summer Youth Program 2010 Summer v'outh Middle Morfolk Frg|Pending

TCART

Delete

fdd |
| oo |

Frint SMARTT
Youcher
Course Info |

Eligibility | I atch Criteria | Fium ko atch | E ligibility Eriterial ak.

Trade |

| Cancel |

4. Highlight the Summer Job enrollment and Click Delete in the Course Activity

sub tab on the Services tab.

Delete |

H Job Seeker Membership (Summer, Sunny)

Summer, Sunny ID: 11739227 vy

S55N: 999.19-1072

Basicl FuIIl Educationl Wark E:-:periencel Event&l Alertsl [ase Flan  Services | Special F'rc-grarnsl

Generall Ernpl-:ymentl Administrativel Testing  Coursedfctivity |Ynuth Enalsl

~ Services

Actual

Start Date  Completion Staff 1D Pravider

Course

Summe

Delete

Print SMMARTT
Woucher
Corse Info |

Eligibility tatch Criteria Frur b ateh Eligibility Critenia

Trade |

Ok Cancel
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5. Since no funding was used on this Youth, the Deletion of this Course / Activity is
appropriate. Make sure to add a Note regarding his non-participation /
enrollment so you have some history to refer to.

ﬂ Job Seeker Membership (Summer, Sunny) - |EI|5|
Summer, SllI‘l.ll}r SSM: 999191072 ID: 11739227

Basicl FuIIl Educationl whork E:-:peliencel Eventsl Alertsl [Caze Flan Special F'mgramsl

Generall Employmentl Administrativel Testing  Course/Activity |Youth Goals

—Services
Actual
Start Date  Completion Staff [D Courze Frovider Statuz
[ate Edit

Delete

Print SMARTT
Youcher

[

Courze [nfo

Trade | : E ligibility Match Criteria Frum katch Eligibility Criteria (1] Cancel
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6. Do not forget to Delete the Summer Job Youth Work Readiness Goal in the

Youth Goals section to reflect this change as well.

Delete

H Job Seeker Membership {(Summer, Sunny)

Sumimer, SllI‘IIIy SSN: 999-19-1072 ID: 11739227

Basicl Fulll Educationl Wk EHperienceI Eventsl Alertsl Case Flan - Services |Special F'mgramsl

Generall Employmentl .&dministrativel Testingl Cowrsedéctiviy  Youth Goals |

— Goals

Type of Goal Date Target Attainment Status
Established Altainment [ ate

0 010 ] At t Pending

Trade | : E ligibility atch Criteria Bk ateh Eligibility Criteria | (1] I

Cancel
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7. Click on the Basic tab. In the Programs box locate the appropriate Youth
Summer jobs program enrollment. Click on the Yellow Folder icon. Delete them

from the program.

1 ob Seeker Membership {(Summer, Sunny
2 Job Seeker Membership {5 5 3

Sumimer, Sunny

— General Information

SSN: 999.19-1072

B asic | FuIIl Edu-:ati-:nl M ok, Er:periencel Eventsl AIert&l [s&se Planl Servicesl Special F'rc-gramsl

ID: 11739227

¥ Firzt Mame:  [Suriny

Middle Initiak |

» Last Mame:  [Summer

* Date of Birth: ID'I.:"U'IH 334 I

Release Information?:

¥ Gender: H Mae (> Female
F dilitary: H Yes [+ No

Residence Address | I &flitig dddress |
—Address
» Address: [22 Beach Lane

¥ Country: [United States of America

=l
b Zip [02114- ¥ City: [Boston
b State  |Massachusstts =l
[~ Enterprize [ Empowerment [~ Renewal

[~ &ddress Mat Available [ Mailing &ddress different

Confidential |Etes Mo HITG Confidential |:f Tes (. Mo

— Contact
Home Phone: |[ 1 -
Other Phone: || ] -
'web Addiess: |

Ermnail: |

=l
[ Prefers Emails

Yes Mo ¥ Other Eligible H Yes [+ No
" Hace / Ethnicity
[ Wwhite [ Black or African American
[~ Hispanic or Latino [~ American Indian or &laskan Mative
[ Asian [ Hawailan Mative or Other Pacific lslandsr
v Other [ Information Mat &xvailable
Programs — Last Reportable Service Date: 06/23/2010
Frogram Mame Apply Program Status Histomny
fAE ARRA Tie [ routh | 2 =
[/l ARRA Title | Youth Sum v [Errolled =l EI
[wla ARRA Wagner-Peyser [ | 4| EI j
-

¥ wiorked in agriculture or food processing in
the lazt 12 months?

Ii"' ‘ez % No Career Center |

— Special Accommodations

Trade |

E ligibility | katch Criteria | Fur atch | Eligibility Criteria

] Cancel

Program History

Program History Lag I
—Program History

Hiztory Ma.

Program

Mame Program Status
1y

e | Youth Summer

b Stat Date  EndDate

Lielete Cancel

| oK I
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H Job Seeker Membership (Summer, Sunny) - |EI|L|
SSN: 999.19.1072 ID:11739227 v PE

Summer, Sumry

Basic | FuIII Educationl Wiork Experiencel Eventsl Alertsl [Lase PIanI Servicesl Special F'rogramsl

Residence Address | I aflitig Address |

— General Information
¥ First Mame: ISunn_l,l Middle Initial: I_ Al
¥ LastMame:  [Summer * Gender [( Male * Female b Address: [22 Beach Lane
|

» Date of Birth: |D1.-"D'I.-"1994 ¥ F Militany: Ii Yes 0 Mo
Mo *Other Eligible IE Yes = No » Country: | United States of America

Relzase Information?: Yes
» ip: g * Citye
P — Zip: 02114 City: [Boston
[ white [ Black or Afican Armerican b State: [Massachusetts =
[ Hispanic or Latino [ &merican Indian or Slaskan Mative [ Enterprise [ Empowerment [ Renewal
[ psian [~ Hawaiian Mative or Other Pacific |slander = = "
 Other ] (e s e el [ Address Mot Available [ Mailing &ddress different
Programs — Last Reportable Service Date: 06/23/20010 —————— Canfidertiat e (CHilm | (T Eonfidential:l et INo
4 ||~ Contact
Frogram MName Apply Program Status Histom Hare Phone: |[ 1 - Email: |
[l ARRA Title | Youth [ | = El Other Phone: [ 1 - | =l
web Address: | [~ Prefers Emails
|WIA ARR& W agner-Peyser I_I ~| - -
d —Special A dations

=
¥ Wiorked in agriculture or food processing in I i Ye: (¢ No Career Center | |

the last 12 months?
Trade | : Eligibility | bdatch Criteria | Fiur b atch | Eligibility Criteria |

.@: Note: Now they are completely removed from the Summer Youth program.
\:-«*-“" i

Ok | Cancel
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