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MassAbility Training Fund (MRTF) Referral to MassHire Career Center
MOSES DATA ENTRY INSTRUCTIONS

Create or Update the MOSES Registration: Go to the Job Seeker Search screen and add (or
update) the referral in MOSES. If the referral is new to MOSES, click the Add button, enter the

SSN and change the registration date to the date of the referral. Complete data entry on all
tabs as thoroughly as possible and click OK to save changes.

r¢| Job Seeker Search

Type of Search

Search By To enter a new Job Seeker click the Add button. Search for an existing Job

& Job Seeker ID Seeker by zelecting & search method, entering the zearch criteria, and then
clicking the Search button.

" Last Mame

" Social Security Mumber Search Criteria: |
Ol
ement 0 Adwvanced Search...

Search Results

S5MH Firzt Mame Last Hame Drate of Bith  Job Sesker D Address Claimant [T

ral New Job Seeker @
Search Critenia
Social Security Humber:  [123-45-678
Reqistration Date: 024012017 ﬂ

Pzeudo ‘ 0] | Cancel |

| Add ‘ | Close




Enrollment into the statewide MassAbility program and MRTF Career Center Specific Program

e After a MOSES registration has been added and/or updated in MOSES, the participant must
be determined eligible for the MRTF

e program. Open the Job Seeker Membership window and click the Eligibility button located
at the bottom of the Job Seeker Membership window.

m Job Seeker Membership (TEST, Sample) EI@

TEST, Sample SSN: 999.20-8413 ID: 12145303

Basic IFuII] Educatinn] Work Historyl Eventsl .t’-‘«lertsl Cloged Case F'Ians.n’ISS] Sewicesl Special F'n:ugramsl Survey
General Information Fesidence Address I ]
* First Mame:  [Sample Middle Initial; |_
Address
* Last Mame:  [TEST b Gender | ¢ Male  Female b Address [19 Stanitord Sheet
*» Date of Birth: |01/01/1976 | b Militan: [T Yes (¢ Ma [1st
Release Infarmation? | Yes ¢ Mo »OtherEligible | T Yes  {* Mo » County: [United States of America |
3 o - F Citu
¥ Ethnicity Hizpanic or Lating © Yes: ™ No 2 o114 City: [Boston
» Race [ wihite [ Black or Afric:an Armetican b State:  |Massachusetts =l
[ Asian [ American Indian or &laskan MNative [ Enterprise [~ Empowerment [ Renewal
[w Other [ Hawaiian Mative or Other Pacific Islander - — -
[ Information Mot Available [ Address Mot Available [ M..a|l|ng.Address differant
Programs — Last Reportable Service Date: 02/26/2019 Confidential: | @ Yes C/No HITG Confidential: [ Yes & No
~ Contact
Pragram M ame Apply Program Statuz Histnryr' | | | Primary Phone: |[6171555-5555  Email: |
Job Match omplete - On B3 = Other Phone: [[ ] - | =]
|Program Eligibility [ |Info. Incomplete ] = Web Address: | ™ Prefers Emails
[Career Planning [~ |Exited ] E _ _
’ Special Accommodations
» Worked in agriculture or food processing in | ¢ Yee & Mo Career Center
the lazt 12 mokths? /\
Trade ( Eligibility D tdatch Criteria Run Match | Eligibility Criteria Ok, | Cancel

N~

MOSES will display the Eligibility window:

e Click the Initial or Update Eligibility button. Select MassAbility Training Fund (MRTF) in the
Potential Non-System Calculated Eligibility panel on the left, then click the >> button to
move it to the Actual Non-System Calculated Eligibility panel on the right.



— Eligibility

MassHire Workforce Board; |Bost0n _*| Initial Date: |1 2/06/2M2  Lagt Update Date; ||32.n"2Ei.n"2D1 9
— Potential System Calculated Eligibility —Actual System Calculated Ehigibility

BOS Meigh. Jobs Trust [MIT] ITAs

o |

L4

— Potential Mon-System Calculated Eligibility — —Actual Hon-System Calculated Eligibility

BOS Access Points - - hab Training Fund [MRTF]

DOE (MOT SMARTT) 5%
OTa YWork. Program Participant MFF)
EDIC - Fy17-20 ALI e

WETS -WRKE Program =

— Non-Eligible Funding Sources

Type Description Criteria -
|5 pecific Funding [BOS WIDA IS =
ITa |Garber = H
T |Polartec =
T |Dizaster Hurricane (Ima/M aria) bt
||Tﬂ. |W'|DA Title | - Adulkz i

Iritial Eligibility | Update Eligibity | Course Search | aK I Cancel |




MassAbility and MRTF Program Enroliments

e To enroll the participant in the MassAbility and MRTF programs, go to Job Seeker
Membership window, Basic tab. In the programs sections scroll down to the Mass Rehab
program and check the apply box. Next you should click on the Career Center button to
display the Career Center Specific Programs, check the apply box next to the MRTF

program.
ra| Job Seeker Membership (TEST, Sample) EI@
TEST, Sample SSN: 000.20-8413 ID: 12145303 & ]
e il
Easic | Fulll Educationl Worl, Histnryl Eventsl Alertsl Clozed Case Plans/155 | Servicesl Special Plogramsl Survey
_'EF‘?":’;JaI I“":"I'gatiol“ — I_ Residence Addiess I | J
irst Mame; ample iddle Initial:
. m Career Center Specific Programs
b Last Mame:  |TEST b Gender |E° Male ( Female T
— Career Center Specific Programs
¥ Date of Birth: ID'I.:’D'I 1976 - b M ilikary: Yes (¢ Mo Program MNare Apply -
Feleaze Information™ Yes Mo » Other Eligible IF Yes * Ma |.Jo|:. Diriven NEG - El
ob Read 1=
¥ Ethnicity Hizpanic or Latino (& Yes @ No ll-l_'f S ’ F EII
» Race W wihite [ Black or Aftican American ILitz Skils . =
[ Asian [ Ametican Indian or Alaskan Mative Lutheran Social Servicss r EI
[ Other [~ Hawaiian Mative or Other Pacific [slander [M& Partrerships for outh in Emplopment G- [ EI |
[ Infarmation Mot &vailable |Main Irestitition (1] r EI
Programs — Last Reportable Service Date: 02/26/2019 IManufacluling ~[EDHED] r EI
Program Mame Apply Program Status Histary |Manufacturing Technalogy Praject r B
[151R | = Bl 7| E hah Training Fund (MR TF] 2 =
|Massachusetts bSpprenticeship Expansion G [ B
Maszachuzetts Apprenticeship Initistive Ma. [ EI -
¥ Worked in agriculture or food processing in I es & Nd  Cacer Conter | Ok I Cancel |
the lazt 12 morths?

ak. I Cancel |

=
Fun Match | Eligibility Criteria

Trade | Eligibility | tdatch Criteria

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, click in the Start Date box to change the date to an earlier
date if necessary.



Adding Entered Employments

Enter the job using the appropriate service type; Job Referral, Job Development Referral, or
Obtained Employment. Go to the Employment tab and click Add

73| Job Seeker Membership (Practice, Donna)
Practice, Donna

S55N: 999-24-1426 ID: 12877225

B aszic I Full I Education | Wk Hislﬂlyl Evsnts] Alettsl Services ] Special F‘mgramsl Survey
General| Employment Adml'nisltalivel Teslim:l Ewrsea’.ﬂctivityl Youth Eualsl
-Services
Service Staff ID Service Type Service Result Ernployer Name Jaob Start Job Order  Phone
Date Drate Mumbser
| g
More | ob "‘|"f|
Trade | Eligibility | M atch Criteria J Fun tMatch | E ligibsility Criteria | Ok | Carncel |

Select the appropriate Service Type and enter all job details. Tip: if you select Obtained
Employment click on the Employer Search button to search for the employer to get the
employer details.

3 Employment Services Detail >
Services Provided
Service Date: |03.?1 8/2020 e| Last Update Date: |
¥ Career Center: | Springfield Career Center JE3 | ¥ Staff ID: [LABRA ]
Description:
* Service Type: | Obtained Employment _=| » Semice Result: | After Receiving a Career Center Service 1
LEmployer 1D | 1114053 |
—| Employment Details
» Employer: [Compuviorks, LTD Phone:  |[109)-166-5357 * Union: [T Yes & No
¥ ob Title: |Support Specialist Benefits: |Medica| Orily - ¥ Apprenticeship: | T Yes @ No
Pay ($): | 21.00 Pay Unit: |Hour - ¥ [ncumbent W’orkranli Yes = Mo
¥ Start Date: [03/18/2020 €| Offer Date: IJ[]HDUJ[]DU 0 el Erd D ate:[00/00/0000 <l
Duratior: | Full Time. Over 150 Days Huur&Mauk:I 40,00
“Add T Tion
MAICS: 541512 siC: | b Training Related: [Yes 1
Sector: [Protessional, Scientific. and Technical Servic_ | Mon - Traditional: [T ves * Mo Verified: [T ves { Mo
Subsector: | Professional. Scientific. and Technical Servic | ) System Employer: [ Yes T o Sector: [T Public & Frivale
Industry Group : | Computer Systems Design and Related Serdi_ | Vi arification Dstsis:
Industry: Computer Systems Design and Related Semvi_w]
US |ridusto Computer Systems Design Services > Occupational Sealch]
Employer Addrezs: [1 Ferin Street Dcoupational Code: 15115100
l [Co —
mputer Llser Support Specialists
Zip: [01201- How ciid J ob Sesker learn about this job? | =]
¥ City: [Pittzfield b State: |[Maszachusetts = |
MNaote: Blue/Bold Service Details are Federal/DSCCAR Reportable Services Industiy Code 5 bl Empl S hl oK I C |
Employment and Follow-Up Services are additionally reported on OSCCAR w. e ance




Recording Employment Follow-up

Go to the Employment tab and select the employment record and click on the Follow-up
button. Ideally, follow up should be conducted monthly.

':H Job Seeker Membership (Practice, Donna)

Practice, Donna SSN: 099241426 ID: 12877225
Basicl FuIII Educatinnl Whark Histc-r_l,ll Eventsl Alertsl Services | Special Pragrams Survey
General  Employment | Adminiztrative I Testing I Courgedchivity I routh Goals
— Services
Service Staff 1D Service Type Service Result Emplover Mame Job Start Job Order Fhonhe Add

Drate D ate Mumber

Follow Upl I
Upgrade |
“Werify |
Select |

Row 1 of 1 More | Job Order

Trade | E ligibility | tdatch Criteria | Fur b atch | EIigibiIit_l,lCritelial ak I Cancel

On the follow up screen select the appropriate follow-up month and service result of Employed
or Not Employed and revise any data as necessary.

ra‘l Employment Services Detail s

— Services Provided

P Service Date: |l33.-"‘l 0/2020 2| Last Update Date: |03.-"DE.-"2D2D
» Career Center: |A85 Deactivated Users Office e | » Staff 1D |LAE|F|A e |
D ezcription:

¥ Service Type: |Follow-Up- 1 Month | » Service Result |Empl0}led -|

— Employment Details

Emplover:  |[Compusworks, LTD FPhone: [103)-166-5357 » Union: | T Yes (= Mo
Job Title:  |Support Specialist Benefitz: | Medical Only VI » Apprenticeship: I T Ye: (= Mo
Faw [£1: 21.00 Fay Unit: |Hour VI * |ncumbent Worker:l 7 Ye: = Mo

Start D ate: [03/06/2020 _e| Offer Date: [O0/00/0000 | — End Date:[00/00/0000 ]
Druration: |Fu|| Time, Over 150 Days e | Hours.-"-p\-"eek:l 4000

— Additional Intormation

MNAICS: [5a1E12 SIC: | Training Related: [ves -]
Sectar: Frofeszional, Scientific, and Technical Servic - | Mon - Traditional Yoz i Mo “erified: oz Ma
Suins=EiaE Professional. Scientific. and Technical Servic =] ) Systern Emplayer: | es © Mo Sector | € Public @ Private
Idustry Group : | Computer Systems Deszign and Related Servi_» | “erification D etails:
| Fuduaztry: Computer Spstems Dezign and Related Servi_»
US Industrg: Computer Spstems Design Services _»| Occupational Searchl
Employer Address: |1 Fenn Street Occupational Code: [ 15115100
) I |Computer Uzer Support Specialists
Zip: |D1 2m- How did Job Seeker learn about this job? | ~|
City: [Pittsfield State: | Maszachusetts _~ |
Mote: Elue/Bold Service Details are Fe_deral.fDSCC.fﬁ:F! Fieportable Services Industry Code Search | Employer Searchl oK I Cancel
Employment and Follow-Up Services are additionally reported on OSCCAR




Mass Rehab Program Exit Service

Auto Exit after 90 Days with No Reportable Service (Blue/Bold)

MRTF participants will be automatically exited from the statewide MassAbility and the Career
Center Specific Program after 90 days of not receiving a reportable service. The exit date
reflected will be the date of the last reportable service. Relevant reportable services should be
entered timely to avoid inadvertent exit from the programs. The last reportable service date is
shown on the basic tab and is updated each time a new reportable service is added.

Basic ] FuII] Education] ok, EHperiencel Events] .&Iertsl ] Sewicesl Special F'rograms] Survey
General Information Fesidence dddress l ]
¥ First Mame:  JGor Middle Initial |—
Address
* LastMName:  [Tracking b Gender: |+ Male © Female b addess PO Box 93393
¥ Date of Bith: |01/01/1360 H b Mitary: [ £ Yes ¢ Mo [
Release Information?: | T Yes " Mo #OtherElighle [ Yes (% Na ¥ Country |United States of America &3
» I - b Cit
¥ Ethnicity Hizpanic or Lating ¢ Yez @ Na 2 naitd Ci: Boston
» Race v white [ Black or African Amefican b State:  [Massachusetts =l
[ Asian [ American Indian or &laskan Mative [ Enterprize [ Empowerment [ Renewal
[ Other [ Hawaian Mative or Other Pacific |slander - — -
— L L [ Address Mot Aevailable [ Mailing Address different

Confidential | ) Yes Mo HITG Confidential [ Yes © Mo

I Programs — Last Reportable Service Date: 01/20/2017 I
il Contact

Program Mame Apply Program Status History Home Phore: [ ] - Email: |
Job Match Other Phone: [ ] - | [
[Program Eligibility | =] & ‘web Address: | [ Prefers Emails

[Case Management | 5| E

¥ Worked in agriculture or food processing in | Ye: % Mo Career Center

the lazt 12 maonths?

Trade E ligibility | Match Criteria

Special Accommodations

Ok | Cancel

| Eligibility Criteria




	Mass Rehab Program Exit Service

