Administration, Staff Maintenance — Career Planning

In Staff Maintenance, the Career Center Supervisor should make sure staff Security Information includes
the Career Planning option. Make sure you check the right clearance level and assign this for all career
centers where the caseworker has MOSES privileges.

8 Massachusetts One Stop Employment System - User Acceptance - AWS Staff ID: TCART Career Center: Re-Employment Center Security Administrator
File Job Seeker Employer Training Events Program Reports Feedback  Administration  GeToe  Window Help

le@* @ | H<® EB& |26 | B G  ChangeStsff Password
Change Career Center
Change MJQ Password
Change 55N
Merge Job Seekers

Merge Employers

Merge Providers
Transfer Job Order
Staff Maintenance

Career Center Management

System Messages
System Web Links

DTA Final Invoice

Staff Registration 5 scurity [nformation | S zcurity Logl User Seourlty Hotes |
Career Center. [Fe-Employment Center x| [ Apply settings to all selected locations

Staff Type / Secuiity Level | g7anpARD SECURITY #dd Edit.Job Diders: [Add/Edit Qwn Job Orders =]
Standard Access > TEMPL[QITNE'ESD BEEN Delete Job Orders [No Access To Delete Job 0_=]
I~ ReadAccess Manage Events: IW
W &dd Edit Job Seckers [ Wiew All Reparts Delete Services [Na Access Ta Delete Servic x|
| Delete/Merge Job Secker [ Wiew Job Seeker Reports Add Edit Training Courses m
W Add Edit Employers [~ Wiew Employer Reparts Delete Training Courses: m
|~ Delete/Merge Emplayer [~ “Wiew Federal Reports Add Edit Course Approsals: lm
|~ Edit Feedback ¥ “iew Event Reports Delete Course Approvals: lm
I Wiew Confidential [~ Wiew Training Reports Add Edit Training Providers: Im
I~ Delste Nates [~ Wiew Office Management Reparts Delete Training Praviders: m
W Detemine Eligibility [~ Wiew Other Reports Add/Edit Course Enrollments; m
I~ #dd Edit Funding Sources [~ Career Center Management Delete Course Enallments: Im
I Delste Funding Sources [~ AddEdit Rapid Response Locations  Add Edit Funding Source SDAs: Im
I~ EditITA/Section 30/5kills Plus Courses [ Dielete Rapid Response Locations Wiewe DTA, Clock File Im
~ g [~ Add Edit Planring Infoimation #dd Edit S ectiona0 Im
I duchive Courses [ Delete Planning Infoimation Add Edit HDWGE lﬁ
[~ EAS Adrin [~ GO T0 Access Only 4dd Edil Rapid Response:— [Wiew =]
¥ CCS Scheduling Add Edit Trade: [iew =l

| oK I Cancel |

Staff will not have Career Planning rights in MOSES until they have completed Career Planning training
and then their MOSES profile is updated with Career Planning Checked off on their MOSES Security
Information tab.

Add a note in the User Security Notes to document giving them these rights.
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Case Management — Staff Caseload / Staff Utilization

The Staff Caseload tab provides Career Center Supervisor / Coordinator the opportunity to review the
caseload for each staff approved for Career Planning.

You can also view the active cases being managed.

The Cases portion of the screen gives a list of the cases assigned to that particular staff member.

&) Boston Career Link =101 x|
Mgmtl F'rogramsl Locationsl Barcode Enorsl TravelVoucherl Office Msge  Staff Caseload | Caze Azegmt | Conf. Contacts
— Staff Caseload ~Cases
Staff 1D Maximum Open Utilization ;I Goals: =
Cazes Cazes Created Completed!
DROSSTESTZ | o 0 [ Date Applicant ID First Mame Last Wame Status Total
DROSSTEST2 I 5E|| 0 I 0z |E|1 #27/03 |1 0011335 IMDna 'W'hiner ISuspendedl 11
OTARP I 50 3 = — || per30704 0016400 [Dean [M artirn [Suspended| 141 Ex
DTEST1 50 0 [iF3 I 5 { 01
EHORANY 993 174
EOSHIRO | 51 | 0% [02/03/04 10016292 [Billy Joe [Bobb |0pen T =
EZHAMN 50 g 18% [02/05/04 10016295  [Frank. [Dewars |Suspended| 0/2 —
GELMM [ #25/05 0016495 [Marshall [Faulk |0pen | 14
GMCCUT | 50| 0 0z [12/17/04 [1D016689  [Bubba [Hotep [Suspended| 04
GUESTI | 50| 0] 0% [12717/04 MOOTETES [Travis [Herny [Guspended| 04
HMATT I 50] 0 0% | ||[{0/G7704 [a0T7314  [Cowe fwringer [Suspended[ 0/ -]
Staff Utilization Delete T | Suzpended Cazez| CazeClosure | Go Todob Sesker Tranzfer |
ar. I Cancel
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Staff Utilization

Highlight a Staff Id on the Staff Caseload, then click on the Staff Utilization button.

You can increase or decrease the maximum number of cases open at one time (the default number is
50). The maximum number of open / suspended cases that can be assigned at one time is 999.

) staff Utilization x|

— Current Cazeload

Staff D |GEUMM

bax. Mo, of Open Cazes: |_1W
Open Cazes: I—EI
Ltilizatiow: I—Efé

2k, Cancel |
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General Buttons Overview

H Boston Career Link -3 x|

Mgmtl Programsl Locationsl Barcode Errorsl Travel Voucherl Office Msgs  Staff Caseload |Ease Azzamt | Conf. Contacts

— Staff Caseload —LCases

Staff [0 b aimum Open Utilization ;I Goals: 1=

Cazes  [Cazes Created Completed!

DROSSTESTZ ] il 0% Date Applicant IO First Mame Last Name Status Total

DROSSTESTR = i 0z |01427/03 10011335 [Mona fiwshiner [Suspended] 141 ==

DTARP 50 3 B —! || [pe7z0704 [10016400  [Dean [Mantir [Suzpended] 141 ==

DTESTH 50 a 0%

EHORAMY 933 1 0%

EOSHRO | 1| ol iF3 [02/03/04 [i0076292 _ [Billy Jos [k Bpen [ 04 =

EZHAN 50 3 18% |02/05/04 10016295 [Frank. |Dewars |Suspended| 072 L

GELINN 3 |01/25/08 10016495 [Marshall [Faulk [0pen | 1A

GMCCUT a0 0 0% [12A17/04 [I00EEES  [Bubba [Hatep [Suspended| 04

GUEST1 50 0 0% [2A7/04 10016769 [Travis [Herm [Suspended] 071

HMATT 50 d 0% < [10/01/04 10077214 [Cowel fufinger [Guspended] 071 &l
Staff Utilization | Delete C# | Suspended Cazes LCazeClozure | Go TodJob Seeker Trangfer |

ak I Cancel

The buttons do the following:

Delete C.M |

Clicking this while highlighting Jobseeker will Delete Case Management (Career Planning) from their
record. Note: Job Seekers with extensive case plans cannot have their case management deleted, rather
they must be closed.
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Suspended Easesl

Clicking this will bring up the list of all suspended cases. You can filter the cases by how long they have
been suspended.

H Suspended Cases - 18] x|
Sugpended cazes filer criteria; Mare than 30 days suzpended ﬂ
- Suspended Cases More than B0 days suzpended
Case Owner Suszpended  Apg More than 90 days suspended Status Cazell Created  Assigne®
tore than B Months suspended — [iate [iate
More than a ' ded nded |00 o002 | o110
fre than 2 Year suspende > nded 01/10/02
DROSS53 02/27/08 (100138417  [Heather Eurkhard Suspended (001 03/31/04 | 033141
GBUNN 03416/05 [10016400 |Dean I atiry Suzpended (001 06/30/04 | 08/304(
01/21/06 007314 JLowel ihger Suzpended (001 10401404 | 100040
01/21/08 (0011335  |Mona hiner Suspended  [001 01/27/03 | 014274
01/21/08 [10016E89  |Bubba Hotep Suspended (001 124704 | 124740
01/21/05 [10ME7ES  |[Travis Henny Suzpended [002 12417/04 | 1241740
10/22/04 10016235 |Frank Dewars Suzpended (001 02/05/04 | 02/05/0
JYRNAIDU 11/04/04 10013141 |BILL FANG Suspended [001 01/09/03 | 01/09-(
11/03/04 [10012085  [SHAROM ACKSON Suspended [001 03/03/03 | 09/03/1
11/03/04 [10013581  |adeb Afabig, Suspended (001 02/13/04 | 0241341
11/03/04 10015541 UAN WCEVEDD Suzpended (001 05/30/04 | 08/304(0
25 Suspended Cazes Listed ;I
LCasze Closure | Go ToJob Seeker |
ok I Cancel |

Caze Clozure |

This button is used to Close the Career Planning record in the Job Seeker file.

All Goals and tasks in the record must have a status other than Pending for the record to be closed. (See
next section.)

Go TaJob Seekerl

This button takes you to the highlighted Job Seeker record.
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Tranzfer |

This button allows you to transfer Job Seeker cases to other staff.

You can only transfer within Career Centers that you have rights to.

m Boston Career Link - 10| x|
Mgmtl F'rogramsl Locationsl Barcode Errorsl Travel Voucherl Office Mg Staff Caseload | Caze Assgmt | Conf. Contacts
— Staff Caseload Cases
Staff 1D Maximum Open Utilization d Goals: -
Cases  Cases Created _ _ Completed/
DROSSTEST2 0 | 1'
DROSSTEST3 50 1] I C 1 "
DTARP G 3 ase
DTESTI 0 i I— Job Seeker Hame: IBrad}l, Tom Applicant 1D: |1 0013544
EHORAMY 939 1 I Current Office: [Baston Caresr Link Staff [D: |GBUNN
EOSHIRD ) 0 I ¥ Requested office: |Bost0n Career Link | * Requested Casewarker: | vI
EZHAN 50 g LSUMD&R -
Comments: MACTEST
GMCCUT 50 | MELRK1
GUESTT 50 o tCARROLL
HMATT 50 0] MCOLL
MDO&K
MOSESTEST |
MSHOR
ok |MSHORE
Staff | MSTAN
' |i 1 1 MTRAI
HDISL hd
ak Cancel
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Case Management — Close Cases

Close Cases: Open

Click on the Staff Caseload tab to show all the cases of your staff.
It is listed by the Staff Id for the primary case manager.

From this part of the screen, you can Close or Transfer a case, or go directly to the job seeker’s record.
It’s always a good idea to state why you are making these changes.

H Boston Career Link -1 x|
Mgmtl Programsl Locationsl Barcode Enorsl Travel \.-"ouc:herl Office Msgs  Staff Caseload | Caze Azzgmt | Conf. Contacts
— Staff Caseload —Cases
Staff [0 M amimum Dpen Utilization ;I Goals: =
Cagee  [Caszes Created Completed/
DROSSTEST? ] il 0% Date Applicant [T First Mame Last Name Status Total
= |01/27/03 10011335 [Mona hirer Suzpended| 141 %
DROSSTEST3 50 1] 0%
DTARP 50 3 B —1 | |[oer30708 [10016400  [Dean [Mantir [Suzpended] 141 ==
DTEST1 50 a 0% f
EHORAMY 993 1 0%
EQSHIRO 51 a 0% |02/03/04 10016292 [Rilly Joe [Bobb [0pen | =
EZHAMN 50 g 18% |02/05/04 10016295 [Frank. |Dewars |Suspended| 072 —
iBLUNN 3 |01/25/05 [10016495  [Marshall [Faulk [0pen | 1A
GMCCUT a0 0 0% [12717/04 [I00EEES [Bubba [Hatep [Suspended| 04
GUESTI a0 d 0z [2717/08 (0016768 [Travis [Henmy [Suspended| 0/
(RS Ell [l % [0/01/04 [T0017314  [Lawell inger Suspended| 071
= =
Staff Utilization | Delete C.t | Suzpended Cazes LCazeClosure | Go ToJob Seeker Trangfer |
ak I Cancel

LCaze Clozure
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Closure Issue

LCaze Clozure

You can not Close a Career Plan if there are Goals that do not have a Goal Status of Attained, Cancelled
or Did Not Attained. Remember: Pending is a Goal that is being worked on.

You will not be able to Close the case without a Goal resolution.

Cases

Goals:
Created Completed/
Date Applicant 1D First Name Last Name Status Total
I08/11/22 12342158 |Dean {Martin |Open | 01
I05/18/22 [10197539  [Bubba [Hotep |Open | 11

01/14/220113233944 | Tom

Open Goals

'} This case can not yet be closed since some goals remain pending

OK

Go ToJob Seeker Transfer

Delete CM | Suspended Cases|| Case Closure

To resolve this, click on Go To Job Seeker and update Goal Status in the Career Plan. Click OK to Save

and return to Administration tab.
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Closing Career Plans.

Cases
Goals:
Created Completed/
Date Applicant D First Name Last Name Status Total
I08/11/22 [12342158 |Dean M artin |Ope | 0A

05/18/22(10197539

Delete CM | Suspended Cases| CaseCloswe | Go ToJob Seeker Transfer

Highlight the Job Seeker you want to Close. Click Case Closure.

LCaze Clozure

Make sure to fill in Close Reason and provide a Staff Comments.

m Request Case Closure x|
—Request Case Closure
Job Seeker .
Marne: |Bubba Hotep Applicant 1D: I‘I 0016689
PCloze Reason: | x|
Staff Camments: |Completed training and started new position full time. ;I

| -
oK I Cancel |
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Close Reasons:

Select the appropriate Close Reason. Note: This is a required field.

Job Seeker

— Request Case Clozure

ﬂ Request Case Closure

M arme: [Bubba Hatep

Applicant [D: |1 00168629

FCloze Reason:

Statf Comrments:

Attending Secondary School at Exit
Called Back/Recall

Canhot Locate

Deceazed

Entered Advanced Training
Entered Emplayment

| tirne.

Entered Military Service

Entered Pozt-Secondary Education
Entered (ualified Apprenticeship
Farnily Care

Health/tMedical

Ingtitutionalized

ok

Cancel

Lacks Tranzportation

Lozt Child Care

Met All Caze Goals and Tasks
ket All Frogram Goals

Moved From Area

Other, Semvices Completed

Other, Services Mot Completed
Substance Abuze Or Dependence
Transher

Unzubzidized Employment

Click OK to save.
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Close Case: Suspended Cases

Click on the Staff Caseload tab to show all the cases of your staff.

The Suspended Cases button is an easy way for you to see all the cases that may need to be closed at
one time.

It is listed by the staff id (Case Owner) for the primary case manager. From this part of the screen you
can close or transfer a case, or go directly to the job seeker’s record. It's always a good idea to state
why you are making these changes.

& Suspended Cases o =] |
Suzpended cazes fiter criteria: More than 30 days suspended ﬂ
- Suspended Cases Mare than B0 days suspended
Caze Owner Suspended  Apf More than 30 days suzpended Statuz CaseID  Created Assigne;l
Drate | Mare than B Months suspended = Date Drate
DROSS3 02/27/08 100 M‘F'E lha”f Yfa' suspended - Suspended  [001 03/31/04 | 03/314
GBUNN 03/16/05 10076400 |Dean [ artin Suspended  [001 06/30/04 | 08430/
0142105 10017314 JLowel inger Suspended  [001 10401404 | 104004
01/21/05 10011335 |Mona hiner Suspended  [001 01/27/03 | 01727/
5 93 Hotep Suspended
01421405 10016769 |Travis Henry Suspended |002 124704 | 12174
10/22/04 10016295  [Frank Cewars Suspended  [001 02/05/04 | 02/05/0
JYRNAIDU 11/04/04 10013141 |BILL FANG Suspended  [001 01/09/03 | 014094
11403404 10012085  |SHAROMW ACKSON Suspended  [001 09/03/03 | 09/034
11/03/04 [10013581  |Adeb AN Suspended  [001 02/413/04 | 024134
1140304 10015541 Lk WCEVEDD Suspended  [001 05/30/04 | 084304
11/03/04 [10016336  Hames Crake Suspended [001 03/29/04 | 03/29/
25 Suspended Cases Listed ;I
Lase Closure | Go ToJdob Seeker |
Ok I Cancel |

Highlight the Job Seeker you want to Close. Click Case Closure.

LCaze Clozure

Make sure to fill in Close Reason and provide a Staff Comments.

H Request Case Closure x|
— Request Case Clozure
Jah Seeker _
ez |Bubba Hatep Applicant 1D: [T0016583
PCloss Fieasor: | |
Staff Comments: [Completed training and started new position full time, ;I

[

ak | Cancel |
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Close Reasons:

Select the appropriate Close Reason. Note: This is a required field.

Job Seeker

— Request Case Clozure

ﬂ Request Case Closure

M arme: [Bubba Hatep

Applicant [D: |1 00168629

FCloze Reason:

Statf Comrments:

Attending Secondary School at Exit
Called Back/Recall

Canhot Locate

Deceazed

Entered Advanced Training
Entered Emplayment

| tirne.

Entered Military Service

Entered Pozt-Secondary Education
Entered (ualified Apprenticeship
Farnily Care

Health/tMedical

Ingtitutionalized

ok

Cancel

Lacks Tranzportation

Lozt Child Care

Met All Caze Goals and Tasks
ket All Frogram Goals

Moved From Area

Other, Semvices Completed

Other, Services Mot Completed
Substance Abuze Or Dependence
Transher

Unzubzidized Employment

Click OK to save.
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Case Management — Transferring Cases

The Staff Caseload tab provides Career Center Supervisor / Coordinator the opportunity to review the
caseload for each staff approved for Career Planning.

You can also view the active cases being managed.
The Cases portion of the screen gives a list of the cases assigned to that staff member.

This is where we will Transfer customers.

H Boston Career Link -3 x|
Mgmtl Programsl Locationsl Barcode Errorsl Travel Voucherl Office Msgs  Staff Caseload |Ease Azzamt | Conf. Contacts
— Staff Caseload —Cases
Staff 1D M aximum Open Utilization ;I Goals: =
Cases  Cases Created Completed/

DROSSTESTZ il i} 0% Date Applicant [0 First Mame Last Name Status Tatal

= |01/27/03 10011335 |Mona hiner Suzpended| 141 %
DROSSTESTZ 50 a 0%
DTARP 50 3 5% —! || [o57z0704 [Dean [Martir [Suspended] 141 ==
DTEST1 50 a 0% Open
EAORANT | 93] T 73
EOSHIRD | 5| il [02/03/04 [10076232  [Billy Joe [Fobb Bpen [ 04 =
EZHAM 50 3 |02/05/04 10016295  [Frank |Dewars [Suspended| 0/2 L
GEUNN 5 [07725/05 10076435 [Marshal [Fautk [pen [ 14
GMCCUT a0 0 0% [12A17/04 [I00EE23  [Bubba [Hatep [Suspended| 04
GUESTT a0 0 0% [2A7/04 10016769 [Travie [Henm [Suspended] 071
HMATT 50 d 0% [0/01/04 0077214 [Cowel inger Euspended| 071 -

= =l
Staff Utilization | Delete C.M | Suspended Cases LCazeClosure | Go ToJob Seeker Transfer |
ok I Cancel
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Transferring Cases in your Office

Select the Staff ID you want. It will show their Cases.

Highlight the Job Seeker (Career Plan) that you wish to Transfer.

Cases

Goals:
Created Completed/
Date Applicant D First Name Last Name Status Total

(084117422 [12342158 |Dean [Martin |Open | oA

Delete CM | Suspended Cases| CaseClosure | Go ToJob Seeker Transfer

Click Transfer.

| Case Transfer >
— Case Transfer

1 Job Seeker Hame: |Hutep, Bubba Applicant 1D: IW

4| Cumrent Office: |Pittsfield Career Center Staff ID: [BLETD

4| ¥ Requested office: | Pittsfield Career Center _v| " Requested Caseworker: | ]

[ Comments:

You may want to enter a Comment.
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Select the Requested Caseworker from the drop menu.

Note: You will only have access to Caseworkers in your Career Center.

| Case Transfer pod
—Case Transfer
3 JobSeeker Name: |Hotep, Bubba Applicant 1D: 10197539
4| Curment Office: |Pittsfield Career Center Staff ID: [BLETOD
4 » Requested office: | Pittsfield Career Center _»| » Requested Caseworker: | TCART R
] Comments; Transfering to another Career Counselor
5 oK.
15
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Transferring Cases to Another Office

Highlight the Job Seeker (Career Plan) that you wish to Transfer.

Cases

Goals:
Created Completed/
Date Applicant D First Name Last Name Status Total

[08/11/22 12342158 |Dean

[Martin

Delete CM | Suspended Cases| CaseClosure | Go ToJob Seeker Transfer

Click Transfer.

| Case Transfer >

— Case Transfer

Job Seeker Hame: |Hutep, Bubba Applicant 1D: 10197539

4| Cumrent Office: |Pittsfield Career Center Staff ID: [BLETD

4| ¥ Requested office: | Pittsfield Career Center _v| " Requested Caseworker: | ]
Comments:

i | oK | Cancel

You may want to enter a Comment.
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Select the Requested Office.

You will only have those offices assigned to your MOSES account. In some cases, you need to contact

the MOSES Help desk to have this done, if it is not an office assigned to you.

This will pull up their list of Requested Caseworkers. Select the Caseworker.

Case Transfer

Job Seeker Mame: |H otep, Bubba Applicant 1D:

Current Office: |Pittsfield Career Center Staff [D:

B — )

» Requested office: | Re-Employment Center | » Requested Caseworker:

[10197533
[BLETO

Comments:

0K

Click OK to save.

Please make sure the new office knows that this customer is reassigned.
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Closure / Transfer Issue

Laze Clogure

Transfer

Career Center Staff career plans will be inaccessible, if the Career Center Staff
MOSES account is INACTIVE, had their MOSES rights terminated, or the staff
member has been assigned to another office.
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Case Management — Case Assighment

Main Menu Bar, Administration, Career Center Management,
Case Assignment

There are two ways for a career center to assign cases.

The first is for the manager to assign all the cases (called Manager Assigned). If this is your chosen
method, you must actively check this area and assign the cases so the MOSES Career Planning tool can
be used for that Customer.

The second is for the approved caseworkers to assign the cases to themselves when they click in the
Apply checkbox for Career Planning in the Programs area of the Job Seeker Basic tab (this is called Self-

Assigned).

All Customers listed in the Select Case area need to be assigned before you can switch from Manager
Assigned to Self-Assigned.

8] Boston Career Link I ] [
Mgmtl F'rogramsl Locationsl Barcode Enmors | TravelYoucher | Office Mags | Staff Caseload  Case Assamt | Corf, Contacks
—Agsi t Method

% Manager Assigned " Seli-Assigned

— Select Case

Enroliment Date Case D Applicant 1D First Mame Last Hame Nominating;l Aszsign |

11/09/2007 oo 10013333 E Idrick. oods TCART
03/03/2008 001 10019714 |military Test DROSS3 Go Todob Secker |
01/04/2008 001 10012013 [DANIEL CATON EZHAN
02/01 /2008 001 10012323 OHN CATALAND EZHAN
- Delete C.¢ |
| | _’I_I
— Stalf Cazeload Services of 7000001
Staff ID Mawimurn Open Utilization 3 Service Type # Services Hours Last IB vI
Lases _ Cases motths of services
|ACAST 50 a 0%
|SHOLT 0 a 0%
JAKAKK. 50 a 0%
[BLARD I 50| o 0% ~||| Calculate | 0 o

ak I Cancel

19
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The middle portion of the screen provides a snapshot of the open caseload not yet assigned to any of
the assigned caseworkers in your Career Center. All these cases must be assigned before you switch to
the Self-Assigned method, or else they become orphaned (enrolled in Case Management, but no
assigned caseworker).

{8 Boston Career Link oy [m]

Mant | Progiams | Locations | Barcode Enors | Travel Vaucher | Difice Mags | Staff Caseload Case Assomt | Conf. Cantacts

d

Metho
’V ' Manager Assigne:

d " SellAssigned

~Select Case

Errolment Date Case D Applicant D First Name

4

Last Name Nominating = | Bissign

100 Eldrick W
037032008 001 10015714 rnilitary Test DROS53 Fm Tl Sl
[ /472008 001 10018013 |DAMIEL CATON [E2HAN
[ocz/m 72008 001 10012322 OHN CATALAND [EZHAN

Delete C.M

- Staff Caseload

Services of TCART

Staif 1D Madimum Open  Utlization || Service Type #Services Hows  Lodt[g v
Cases  Cases months of services

GPANGTS | 50 ol 0%

[TA&ADMINZ 50 0 0%

[TESTERds | 50 ol 7

[TMMED [ Eil] o 0% ~||| Calculate 0 0

To assign Job Seekers in Career Planning to staff click the Assign button and select the appropriate
caseworker from the Selected Caseworker drop menu.

Note: only staff from your career center will appear on this menu.

Add any appropriate comments and click Ok to assign the Job Seeker. The Job Seeker will now appear in
the staffs case load.

Azsigh

P case Assignment x|
~ASSIGN CASE
Job Seeker Mame: [wioods, Eldrick S5N: ISSB—DE—DBDB
Agsigned By |TEAF|T Aggigned Date: |9.r‘1 E/2008 10:09:2 <]
Selected office: |Boston Career Link. ¥ Selected Caseworker. =l
Comments; LPOWE =
LSUMDAR
MACTEST
MBURK1
MCARROLL
MCOLL
MDOAK. =
MOSESTEST
oK MSHOR
MSHORE
o7 | MSTAN
i 0% ~| | Calculate | MTRAI M

20
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Delete C.M |

Clicking this while highlighting Jobseeker will Delete Case Management from their record.

Note: Job Seekers with extensive case plans cannot have their case management deleted, rather they
must be closed. Extensive can mean dates entered in Goals.

Go ToJob Seekerl

This button takes you to the highlighted Job Seeker record.

Highlight a staff id, and then click on the Calculate button to see the types of services credited to this
worker. You can vary the time frame.

Calculate |

Mt | Progiams | Lacations | Barcade Enors | Travel Voucher | Office Msgs | Stafl Caseload  Case Assomt | ok, Cantacts

HMethod
& Manager Assigned " SeltAssigned ‘
[ Select Case
Envolient Date Case D Applicant 1D First Name Last Hame Mominating = | fsien
[11/09/2007 [ 0079668 [Eldiick oods TCART
037032008 (] 10013714 fmilitany Test DROSS3 Go To Job Sasker
01 /042008 [ 10018013 |DANIEL CATON EZHAN =
j02/01/2002 [ 10012323 OHN CATALAND EZHAN
= Delete C.M
4 | |
[~ Staff Caseload Services of TCART
Staff ID Maximum Dpen Uiliztion «||| Service Type #Services Hows «| Lostfs ~
Cases  Cases [Case Management [ [T | months of services
,w il o D:: [Program Enraliment [ =2
[TAAADMINZ 50 [1} 0% [Frogam £t = l—
festerse [ @] © = [Dutcomes / Enhancements [ 2
[TMMCO 50 [1} 0% :I Calculate 8 1 ;I

—Services of TCART
Service Type # Services: Hourz a
|Caze Management 1

| 1
I
I
I

I
|Program Errallmert e
|Program Exit | =

I

|Qutcomes / Enhancements

Calculate I

[=-]

1o
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