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The Career Plan in MOSES

Overview

MOSES has a tool for career planning customers.

Make sure you review their record before enrolling them in Career
Planning.

Review Information from the Job Seeker Record

1. Search for the Customer Record that you want to view.

m Job Seeker Search EI@
Type of Search
Search By To enter a new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then
€' Job Seeker ID clicking the Search button.
" Last Mame el G
" Social Security Nurnber EachlRica |‘I 276321
™ Claimant ID

Search
Advanced Search...

Search Results

SEN#

First Mame

Last Mame Date of Bith  Job Seeker 1D Address Clairnant [D
6436 Anita [ob [01/01/153 2 jhip Cicle. Diange | w3 E @ PE
Row 1 of 1
Eligibility Eligibility Criteria| ~ Match Criteria Fun Match Trade | Edit | Add | Delete | Cloze
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2. Click the Edit button or double click to open the record.

The Job Seeker Membership window appears. Review the

information and make sure it is up to date.

ral lob Seeker Membership (Job, Anita)
Job, Anita SEN: XXX-XX-5436 ID: 12763211 F|

Basic l Full ] Education 1 whork Histary ] Ewents 1 Alarts] ] Services I Special F‘rograms]
G I Inf i Residence Address | Mailing Add
b FirstName:  Brita Middle Irital: [~ o | g s |
> LastName:  [ab ¥ Sex [Nenbinay =1 |v addiess: [i7 Coolwhip Cicle
¥ Diate of Bith: |01/01/1531 el ¥ Military: [ € Yes & Mo [
Release Information? [ Yes ¢ No  #OtherEligible | T Yes [+ Mo » Courtry: [Urited States of America =1
» 3 - »

¥ Ethnicity Hispanic or Lating @ “es { No dp HE Ciy: |Orange
+ Race ¥ wihite W' Black or African American b State: Massachusetts =

[ Asian [ American Indian ar Alaskan Mative [ Enterprise [ Empowemnent [ Renewal

[ Other I Hawaiian Native or Other Pacific |slande: — -

[~ Irformation Nat Available [ Address Not Available [V Mailing Address different

Programs Confidential: [ ) Yes ® No  HITG Confidential: [T Ves © No

. Contact
Histury|_| Primary Phone: [[413)774-5285  Email: [ajob@amail. com

= Other Phore: [[502]225-1723 [ |

Apply P S

[Frogram Eligibilty - 5 B i
RiogeamlE NG L = ‘Web Address: [wawlinkedin cormn/854-56/fare/34 [ Prefers Emails
|Caeer Planning | | E - -

* . | Special Accommodations

¥ Wworked in agriculture of food processing in | ¢ vez & Mo Career Center ‘
the last 12 months?

Trade Eligibility | tatch Criteria ak. | Cancel

Fun Match | Eligibility Criteria

3. Click the Full tab.

The Full tab screen appears. Review the information. Remember to

look at the Military Information, if it is applicable.

ral Job Seeker Membership (Job, Anita)
SSN: XXX-XX-5436 ID: 12763211
& ducalionl work H\story] Eventsl Alertsl Career Plan/Youth IS5 ] Serwces] Special F‘rograms]
General Infarmation l l Banielsl Assistance/Disaster He\ocationl
Additional Information Ed 7
M = it [T es T No_ || * InSchook es
Emplayed: [Mat Employed | Immigrant Yes {7 No £ Yes - In Altemative Schadl
+ Disshity [¥ Yes © No [~ Not Disclosed rrpans Mo
isability: |r ot Disclose
& £ 0 Comment * Highest Degres: | Bachelor Degies ]
Tune: [ Mobiity [ Mental [ Hearng [ Wision [ Cognitive
o I Learning Disability | Chronic Health Candition
Work Search Verification Claimant 1D
Primary Language: |English | D ate Verified:
Language Details: | Yerified By:
= Migrant Status
Dislocated Worker [~ (1 Seasonal Farm wWorker, Non bigrant Long-Term
Summer Touth [~ (70 Migrart Famm Warker Unemploved [~
Permanently Separated (HITG]: [ Last Modified: (004000000 (") Migrant Food Processar [27+ weeks)
Economically Disadvantaged Career Objective
v iewable to Emplayers on the Intemet [JobQuest] © Yes ™ No
~ Family Size: 3 career objective iz an introduction and orientation to a
* 13 pour family income for the last siv months below $18,067.00% [ & Yes © No | |prospective emplayer as to why they are receiving the resume.
Fn\_lnw_ing the name, address_ and contact infnrmat\nn at the tap.
Trade Eligibility tdatch Criteria Fiun Match | Eligibility Criteria Ok Cancel
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Remember that the Full tab must be completed for customers to be
eligible for many of the career center programs and it must be done for job
matching.

4. Click the Education. The Education tab screen appears.
Review the information.

{3} Job Seeker Membership (Job, Anita) =n =R
S8N: XOOCXX-5436 ID: 12763211

Easicl Ful Education |Wnrk Historyl Eventsl Alertsl Career Plan/v'outh [55 | Sewicesl Special F‘rogramsl Survey
~Deg

Institution Degree Maior ¥ Status Start date End date Add

B e [High School Diplorma | | |Complate | 00/0000 |00/0000

[State University |Bachelor Degree x| [Maiketing |Complete | [o0/0000 jo0s0000 Delete
~State/National O ional Li . Certifications. and Regi

Type Title I33ued By State D ate lssued Exp Date P
|Certificat\on ;I |Social Media / Blag Market |Stratagic tarketing Society |Massachusetts ;”UD»’DDJDDDU ﬂlDDJUUz’DUUD Q

Delete

i

~Wocational Education and Other Training
Institution Courze Title » Status Start Date End Date

- - - - Add
|The OrLine Institute |Black Bek Marketing Techrigues | Complete | 0020000 00,0000

i

Delete

Tiade | Eligibility | atch Criteria Fiun Match Eligibility Criteria | 0k I Cancel |

5. Click the Work History tab.
The Work History tab screen appears. Review the information. Click
on the Edit button to see more details about each job held.

fQ! Job Seeker Membership (Job, Anita) = E=R (=5

SE8N: XXX-XX-5436 ID: 12763211

Basicl Full | Education /ork History | Eventsl Alerts | Career Flan/Youth [55 | Services | Special Programs | Survey

— Employ t History
Company Mame Job Title Salary Salary  Start Date  End Date
Unit Add

Edit |
Delete |
Select |

Mendaon Twin Diive In ., Inc. Advertising / Marketing Manager Hour I 01/01/2015 | 000040000

—~ Post Service Emplay

Employer Mame Job Title Salary Salary  Start Date EndDate
Unit

Trade | Eligibility tatch Criteria Fun Match Eligibility Criteria | Ok I Cancel |
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6. Click the Match Criteria button.
The Match Criteria window appears.
Click on Skill Set, then Summary tab.
Review the information. Close the screen when you are finished.

t atzh Criteria

ra| Job Seeker Match Criteria (Job, Anita)

ta SSN: XX 5436 [D: 12763211

Preferance | Skil Setl

 Workforce Board + City/Town Avalabiliy |Availabihty2 Availabi\itySl
- Berkshire ol  Selected Towns / Zones
Boston [~ Mo Geographic Preference
- Briztol | Adars o
> |
- Brockton S Alford [
- Cape and lslands Becket
- Central &L | Cheshire -
Franklin Hampshire — P
Greater Lowell Use Map | Pay
- reater New Bedford |—'> Expected Pay: | $18.00 » Pay Unit |Hnur hd |
- Hampden D i
- Merrimack Y alley > W Full-Time, over 150Daps W Part-Time. over150 Days
 Zones i [ Full-Time. 4 thiu 150 D&y [ Part-Time. 4 thru 150 Days
Curjnecllcul = [~ Full-Time, 1 thiu 3 Days [~ Part-Time, 1 thru 3 Days
Maine [ r* Ghift
Mew Hampshire - [ First ¥ Second [ Thid
~+ Confidential [~ Rotating [~ Split
oy Employer will not see contact information of — Preference Comment
€% applicant on JobGuest
& No Employers wil see contact infarmation on
Jobluest and can contact applicant.

Fun Match | Ok I Cancel

ral Job Seeker Match Criteria (Job, Anita)
Job, Anita
Preference  Skill Set |

Job Title | Skils | Common | Indust
~Selected Job Titles

Drescription Certified bths. Exp. Match

Advertizsing and Promatior nagers

b ark.et Research Analpsts and Marketing S pecialists r v N

|S earch Marketing Strategists r v N
—Sel d Skills

nalyze Social/E conomic Indicator Data
|fsnalyze Monitor Sales Activity/Trend

G I Skills
FTyping Speed [w.p.m.): | E5  Diivers License: |Regular [Clazs D) VI
— Other Skills

Run Match | Ok I Cancel
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7. Click the Eligibility Criteria button at the bottom.
The Training Registration window appears.

Click on both tabs to review the information.

Close the screen when you are finished.

This information will only be completed for Customers where Program

Eligibility is selected / needed.

E ligibility Criteria

General Family/Public Assistance I

Assigtance Categonies

Y Training Registration (12763211) = e
General 1 Family/Public Assislanca}
General Information
¥ Citizer: UM W _~ ™ Documents Presented
¥ Selective Service Compliant: |+ Yes " Mo
Labor Force Last Updated Date:  |12/18/2018
Labor Force Status: Mot Emplayed
‘weeks Unemployed g~
[In Last 26 weeks]
Iniitial Ul 5tatus: Clairnart
¥ Cunent Ul Status: Claimant hd
Ul Start D ate: 00/00/0000 ﬂ Weeks Number
¥ Laypoff Status: | Teminated / Laid Off =]
‘workforce Attachment: | £ Yes (* Mo
Tesling
Feading Level 12.0 Reading Test Date: |09417/2018
Reading Test: TABE Reading e |
Name:
Math Level 12.0 Math Test Date:  09/17/2018
tath Test: TABE &pplied Mathematics =l
Name:
ESL Lewek 1]
ESL Test | =l
Ok | Cancel |
ral Training Registration (12763211} EI@

The Assistance Categories can be edited on the

[ TaFoC %;T:%Eelm Ofes ®Na - [ Refugee Assistance Agsistance tab which is contained within the Full tab
[] EsEDC [] SMA&P [Supplemental Muiition Assistance] [ Chapter 115 Vieteran Benefits
[ 551 [1 Fiee/Reduced Price Lunch  [] 5501 [1 Previous S50 Recipient [ Ticket to woark
Other
DTA Casze Mumber, ,7 DTA Case Cloged Date: ,MQ
TANF Exhaustes: m ESF Registered: m
TAMF 12 Mo Time Limit m DTA Post Emplayment Eligibility: m
Mon Custodial Parent: m
Family
¥ Status: | Parent it a two parent Family |
Mumber of Dependent Children: ,70
Family Size: ,57
Werified Family Size: [T Yes & Mo
B mo.Family Income [Annualized) —
w04 Low-ncome; ,Noi [ High Paverty Area

Under paverty Line / 0% Lower Living Standard: Under poverty Line: [Mo 70% Lower Living Standard: [No

‘ oK | Cancel ‘
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8. Click the Services tab.
Review the services.

Services can appear in the General, Employment, Testing, and/or
Course/Activity services sub-tabs.

m Job Seeker Membership (Job, Anita)

S5N: XXX-XX-5436 ID: 12763211

Basicl FuIII Educ:ationl ‘wiark, Historyl Eventsl Alertsl Career Plan/vouth |55 Services | Special F'rogramsl Survey
General | Employmentl Administrativel Testingl Course.-"Ac:ti\-'ityl “Y'outh Goalsl
~ Services
Service Staff 1D Category Service Detail Career Center Hours
[ ate Gd
Carger Plannin Received Case Manae Mortharnptor 2 0
Edit
09M17/2ma |TCAF|T | Pragrarn Enrollment | Career Planning | M orthampton Affiliate Eareer[l
Delete |
Hetentlonl
Row 1 of 2 More I

Trade | Eligibility tdatch Criteria Run Match | Eligibility Criteria I 0k | Cancel
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relate directly to Career Planning.

The following screens show some of the key General services that

Make sure Notes have been added to provide details of the services

provided.

correspond to each other.)

(The Notes dates and the Services dates should

This will help you, your fellow caseworkers, your managers, and any
program monitors know that you provided the service listed.

13 General Services Detail

Services Provided

» SewiceDate: [T2A78/2018 | Last Update Date: [00/00/0000

==

¥ Career Center. [Northampton Afffiate Career Center

] » stalf ID: [TCART

v Hous: [ 0=

Description

» Categoy:  [Assessment =] ¥ Service Deta

[

Note: Blus/Bold Service Detaik are Federal/0SCCAR Reportable Servicss
Emplayment and Follonr-Up. 0SCCA

AfterEsitFollowip

Career Ready 101
Comprehensive Assessment
Initial Assessment Interview

FLTORQ Usage

13 General Services Detail

Services Provided

¥ Service Date: 1ZA18/2018 &l  Last Update Date: [00/00/0000

¥ Coreer Center. [Nathampion Affiate Career Certer

=+ Stalf ID: [TCART

=] Hows: [ 0=

==

Assessment

Desciiption:

¥ Calegoy [ Career Plaming

Note: Blue/Bold Service Details are Fedzral/DSCCAR Reportable Services

Employment and FollowUp Services are additionally reported on DSCCAR)

=1 ¥ Senice Detal

After Exit Follow-up

Assigned Case Manager

Career Fait

Case Conference

CMAP (Job Search Plan)

C ized Career Search

A Azl o [T

C ion With Other Agencies
Developed Case Plan
EDP/IEP

Education Exploration (ABE GED/HISET ESL)
]

Education Exploration [College
1S5/CDP

Career Planning

3 General Services Detail

Services Provided

» Service Date: [12/18/2018 ] Last Update Date: [00/00/0000

=

» Cateer Center [Northampton Affiate Carest Center

=1 steffID: [TCAAT

=] Hows: [ 0=

Deseription

» Categoy: [ Counseling =] *Service Detal:

Hat Federal/OSCCAR

AfterExit Folor-up

EAS Exit Conference

Family Counseling

Financial Counseling

Group Counseling

2
Employment and Follow-L 0SCCAR)

Individual C:

Legal Counseling

Mental Health Counseling
Personal Counseling

Referred To Educational Services
Referred To Supportive Services
Refenred To Training

Counseling

¥ General Services Detail

Services Provided

¥ Service Date: [12/18/2018 |  Last Update Date: J00/00/0000

==

Counseling

¥ Career Center. [Nothampton Affiiate Career Center =1 * StaffID: [TCART ] Hours: 0=
Desciptior:
» Category:  [DOutcames / Erhancements |

Note: Blue/Biold Service Detais are Federalf1SCCAR Reportable Services
Employment and Follow-Lip S envices are additionsll reported on DSCCAR)

=] »Service Detal
Aained
Atiained
Atiained
Anained
Atiained
Mained GED HISET

& or &5 Diplama/Degree [Certficale]
B4 or BS Diploma/Degres (Certiicate)
Occupational Skill Cetiicate [Ceriicats)
Oceupational Skills License (Certificate)
Other Credlential (Credential

eriicate)

Atained HS Diploma (Ceticate)
Attencing Alemative Schaol At Ext
ttending Secondary School at Exit
Canrot Locate

Completed NP4 Food Stamp Morthly eq
Deosase

=

Outcomes/ Enhancements

MOSES Career Planning Training Guide
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Services Provided

» Senvice Date: [12/18/2018 ]  Last Update Date: [00/00/0000

=]

¥ Career Center: [Northampton Afffiate Career Center

= > SteffID: [TCERT

] Hours: [ 04

Deseription

» Catsgoy:  [Supportive Services =] ¥ service Detsit

Note: Blue/Bold S ervice Detals are Federal/ISCCAR Rieportable Services
Ervplogment and FollowLp Services are additionally rsported on 0SCCAR)

AfterE st Folow-up

Ausiliary Aids

Bonding Assistance
Child/Dependant Care
Drug/Alcohol Services

E Financial Assistance

Equipment/Clothes

Food Bank Services

Fuel Assistance

Health/Medical

Health/Stress Management
Payments

Supportive Services

June 2026




If employment and training are part of your career plan, services from the
Employment, Testing, and/or Course/Activity sub-tabs will also need to
be completed.

ral Job Seeker Membership (Job, Anita)

SSN: 911-01-0005 ID: 12763196

Basicl Ful\l Educatmnl work. H\stowl Eventsl Alellsl Services | Special Programs Survey
Ganerall Emplﬂymantl Administrative  Testing | Enulser’AclwityI Youth Gnalsl

[ Services

Service Staff 1D Category Service Detai Career Center Hours Used for  Post Add
Date Eligibility T est =
— = —I Edit
10/02/2018 |TCART EEE Math TABE Applied Mathemat |[Northampton Affiliate Career El 20[] = __I
10/02/2018 [TCART [Carzerfinterest Invertorie Myers-Briggs [Narthampton Affiliate Career El 20 = Delete

Row 1 of 3

Trade Eligibility Match Criteria Run Match Eligibility Critzria | ok I Cancel |

ral Job Seeker Membership (Job, Anita)

: 990-01-0000 ID: 12763212

Basicl Fulll Educationl ‘whark H\storyl Eventsl Alartsl Services | Special Praglamsl Survey
General Employment |Adm|n|slratwe| Tesllngl Cuulse/AcIMIyI Touth Gua\sl
[ Services
Service Staff 1D Service Type Service Result Employer Name Job Start Job Order Phane
Add
Date Date Number

Edit

09/13/2018 [TCART ob Referral - Staff - Applic [Cambridge 'acht Group 108B0B87

978) 921-6500
|DSf1 9/2018 |TCAF|T |Fu||Dw-Up - Penodic IEmD\Uysd |FuurSeasuns Haotel |USJ1 972018 | 78552304| B17] 338-4400 Delete
[09/19/28 [TCART  Hob Referral - Staff  [Pending - Applic [Spiit Halloween [ | 10833106 [[509) 645-5601
|09/19/20m8 [TCART  Hob Referral - Staff [Hired [Faur Seasons Hotel [09/19/208 | 76552304 [[617] 238-4400 Follow Up

[03/19/2018 [TCART  Hob Referral - Staff [Pending - Applic [Sodexa at U Mass Dininc |
[03/13/2016 [TCART  Hob Referal - Staff [Pending - Applic [Revere Hotel Boston Cor |
[03£19/2018 [TCART  [Not Refered |Mot Qualified |Massachusetts Buraer Er |
|D3/19/2018 [TCART  [Not Referred Hob Seeker Mot Inte [Shaw's Supermarkets |

Updgrade
76552310 [[617) 4821800

TE552278 [[508) 650-5102
TE552348 [[978) 368-0305

Werify

[
[
[
[
76552358 [[517) 267-5030
[
[
[

Select

HHHOD

Row1of 9 More | dob Onder

Tiade Eligibility M atch Criteria Run Match Eligibility Criteria | 0K I Cancel |

10.Click the Close button to return to the Job Seeker Search window.

11.Click the Close button to return to the MOSES Main Menu window.
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Assign Job Seeker to Career Planning

Overview

To be included in Career Planning, the Customer:

Should be registered as a Full member, with all tabs and screens
completed, including, if appropriate, the Match Criteria and/or
Program Eligibility tab(s).

Needs to have Career Planning from the Programs area on the
Basic tab checked ¥ off.

When the Customer is successfully assigned a case worker, the following
icon (a “C” over an “P”) appears on his/her membership.

To Select Career Planning for a Customer

1. Open up your Customers record.

2. Click the Apply checkbox for Career Planning.

This is in the Programs area of the Basic tab for the Job Seeker.

Programs — Last Beportable Service Date: 04/09/2020
A

Program Mame Apply Program Status Hiztory
Uob atch [ | Bl @
Program Eligibilty | ~ B
[Career Planning [+ |Enralled Bl E

L
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3.

When MOSES asks you

“Are you sure you want to enroll this job seeker in this Career Planning

program?”
click the Yes button.

Confirm Program Enrollment £3

i -~ | Areyou sure you want to enroll the job seeker in this Career Planning
' program T

Yes ‘ Mo |

If your One-Stop Career Center has selected the Self-Assigned
method for Career Planning, you will be the assigned case worker.
You will be able to enter information in the Case Plan tab.

You must refresh your view of the Customer’s record to access the
Career Plan tab. (Another words, close and reopen the customer

record.)

If your One-Stop Career Center has selected the Manager-Assigned
method for career planning, you will have to nominate this Customer

for Career Planning.

You must wait until the manager responsible for Career Planning
assigns the customers career plan to you.

Only after that point will you be able to enter or edit information in the
Career Plan tab.

m Morthampton Affiliate Career Center E@
Mgmt] Programsl Locations] Barcode Enors | Travel Voucher | Office Msgs | Staff Caseload  Case Assamt | Conf. Contactsl
Aszignment Method
" Manager Assigned &+ Selfdssigned
Select Case
Enrallment Date Case |D Applicant 1D First Name Last Mame MNaminating Ste
Delete C.M
4 M 3
Staff Caseload Services of AVARG
Staff 1D Maximum Open Ultilization » || Service Type # Services Hours e
Cases _ Cases morths of services
[ASMITA [ )| 0 0%
lAND [ il | 0%
VARG
[poTTL [ o [N 0%
[CBURK [ 50| o 0% - Calculate 0 0
0K | Cancel |

MOSES Career Planning Training Guide June 2026
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5. Once you have successfully enrolled the customer in Career Planning
you will be assigned as the primary caseworker, this information will
appear in the Program History folder for Career Planning.

Click the History folder for Career Planning in the Programs area of

the Basic tab.

Programs — Last Reportable Service Date: 04/09/2020
]
Pragram Mame Apply Program Statuz Higtary
Uob Match [ | x| =
Program Eligibility ml =l E
|Career Flanning v |Enrolled Bl =
W
Program History
Program Details
Caze Manager |Cartier . Thamas
Caze Manager 617-626-5203
TelNo:
Local Dffice: [Hurley/MOSES Unit
Backup Caze Manager: |
Backup Phone Mo: ..
l Program History Lag l
Program History
History Mo, Program Mame Frogram Status ¥ Start Date End Date

Career Planning I Enrolled 04,/09/2020

Delete ‘ 0K | Cancel

11
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6. This screen shows the Career Plan tab.

m Job Seeker Membership (Job, Anita)

S5N:

Basicl FuIIl Educatmnl “wlork Hislnryl Evantsl Alets  Career Plan/youth 155 | Servicasl Special Prngramsl Survey

gGUdS | Assessmentl Training Justification | Open

Caze F‘Ianlum ~| Created [12/18/2018 Closed | Case  |Thomas Cartier |TCART Completion Target: |00/00/0000 &
Date:

Date: wiorker:

~Goals
Add Goal | Edit Goal | Delete Gna\l

Fesult

Pending

DuzDatz  Goal
00 | Employment

o] o =]

XN-XX-5436 ID: 12763211

Add Taskl Edit Task | Delete Taskl

~Goal Related Tasks

Due Date Task
~Independent Tasks
Due Date  Task

— Goal Narrative

- Task Narrative

Trade |

Eligibility | tdatch Criteria | Run tatch | EIig\biIilndlelial 04 |

Cancel |

worker.

=

MOSES Career Planning Training Guide
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MOSES uses the date the caseworker was enrolled as the Created Date for
the case plan. It also gives the full name and staff ID of the primary case
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Assessment

The Assessment Process

Customers who are in Career Planning need to be assessed.

MOSES assists you by conveying into the Assessment sub-tab
information already entered in MOSES.

This eliminates the need to enter information again or to constantly switch
screens to find information.

1. Move to the Assessment sub-tab by clicking that label.

ral Job Seeker Membership (Job, Anita) EI

S8N: XXX XX 5436 ID: 12763211

ion | work History | Events | Alertz  Career Plandvouth 155 | Ser\-'ic:esl Special Programs | Survey

| Trairing Justification | IDpen

Basic | F

Goals

Company Mame Jab Title S alary Salqr_l,l Start Date  End Date &Decxgﬂ[in;;r;feo[riren:élgr;h??:t
Unit relevant to thiz case. The
hendon Twin Drive In | Inc. Advertising / Marketing Manager | 20.00 LAy e R ERNAE] | | Dk histary cornes from the
‘ ‘ ork, Experience tab.

Advertizing and Promations M anagers

-
Enal}lze Market or Delivery Spstems -

"Joh Titles/Skills

zkillz lizted in Job Matching. The job titles
and skills are from the Skills tab in the

[Doc:ument information abaut the job titles &

: Educati Ukd 2tk Pribaria
L ]
sttt o Mai Shat gl Documnent information about education
petilen cglee) ETED ALY listed. Education comes from the Degrees

Stal Bachelor Degree b arketing - | |portion of the Education tab.

~ Test/A
Service Result

Testing Services tab and / or the General
services tab.

. | [Pocument information about testing.
Testing / Assessment comes from the

The labor market conditions for the custormer's past employment history, and outlook for the custorner's future employment infarmation must be £ d
recorded in the Career Plan's Labor Market for Skills test bos. Recorded information should be documented and annotated from reputable known BT |

nnnnnnnn o~ bmab ks bmlAs RO Al e s bmrm
Trade | Eligibsility | atch Criteria ak I Cancel |

Fun Match | Eligibility Criteria

2. Note that the first four groups should be populated with information
collected from the intake and assessment processes.

13
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m Job Seeker Membership (Job, Anita) EI

S5N: XXX-XX-5436 ID: 12763211

Basic | FuIII E ducation | ‘whork. Histary | Events | Alerts  Career Plan/vouth 155 | Servicesl Special Programs | Survey
Goals Training Justification | IDpen

W’olk. History

. (o] b infarmation about
Company Mame Job Title Salary Salary  StartDate  End Date thoecxg]-ine;;.:r[iz:clem;h?at?:

Unit .

relevant to this case. The
Mendon Twin Crive In , Inc. Advertising / Marketing Manager | 20.00 Hour I:I1 SRR e DR NINALE | | fwarks histary comes from the
ork, Experience tab,

[Document information about the job titles &
zkillz lizted in Job Matching. The job titles

and skills are from the Skills tab in the
hd sbob Cribaria

Status -

listed. Education comes fram the Degrees
portion of the Education tab.

uDocument information about education

. | |Pocument information about testing.
Testing / Agzeszment comes from the

L Testing Services tab and / or the General
- |||zervices tab.
The labor market conditions for the customer's past employment history, and outlook for the custorer's future employment infarmation must be £ d
recorded in the Career Plan's Labor Market for Skills test bos. Recorded information should be documented and annotated from reputable know zan |
Tl bl i bml A ARON Alrmmbmrs

Trade | Eligibility | tdatch Criteria | Run Match | E ligibility Eriterial 0k I Cancel |

The Work History information comes from the Customer's Work
History tab.

The Job Titles/Skills comes from the Skill Set Summary tab of Job
Match Criteria.

The Education information comes from the Degrees portion of the
Education tab. (This only shows Degrees. The License,
Certifications, and Registrations section and Vocational Training area
do not show here.)

The Test/Assessment comes from the Services tabs, General
Services and, Testing sub tabs.

If nothing appears in an area, it means that you may need to go to the
appropriate tab or screen in MOSES and enter the data yourself.

14
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The Executive Office of Labor and Workforce Development (EOLWD)
se
MMASSHIRE JobQuest

Find Jobs

Home Lacate Training Search Events My JobQuest Help

Find Jobs In Massachusetts with JobQuest! JobQuest is a FREE online service.

Find Jobs @\

Search Tips

Total Job Openings: 118,498

Job Title Location

- [ Massachusetts City or ZIP Code |

Quick Tip: Use Keywords for Fastest Search
Search

More Search Options

Kickstart your Future at a
MassHire Career Center

Dept of Unemployment
Assistance is Hiring

Job Service
Representatives

30 Openings - Apply Now

more information

=< Previous Next »

MassHire Career Center Resources

See the NEW "mobile friendly"” specialized job sites.

Find Fvents and warkshons MassHire JohQuest

£ R D&

Login / Register

Employers il

Job Seeker Login
SSN or Job Seeker ID

Password
—

Forgot Your Password?

First Time User?

Registering with JobQuest |ets
you post your resume online
and save your job search
criteria.

Register Now

JobQuest Guide

Other Helpful Links ...

MassHire Career Centers
Visit a MassHire Career Center for
additional Job Search Assistance.

MassCareers Job Opportunities
Search for Massachusetts state and
ather nubli ror johe.

=

worker.
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The caseworker’s job will be easier if this information is entered at intake.
With MassHire Job Quest (MJQ), the Job Seeker can enter and update this
information on his or her own, while waiting for an appointment with the case
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Write notes / documentation in the boxes on the right about any aspect
of the Work History, Job Titles/Skills, Education, and
Test/Assessment groups that will affect the Job Seeker’s case plan.
This is an optional field, its usage is determined by your offices
standard practice, the customer and if you feel something is omitted or
needs explanation.

m Job Seeker Membership (Job, Anita)

Basicl FuIII Educationl ok Historyl Eventsl Alertz  Career Flandvouth 155 |Services| Special F'rogramsl Sumvey

SSN: XXX-NX-5436ID: 12763211

raining Justification | |5uspended

Jaob Title Salary Sala_r_l,l Start Date End Date

Document information about
the work experience that is
relevant to thiz case. The
Advertising / Marketing Manager 0140 5 |00 1) | |wark bistory comnes from the
ork. Expenence tab.

T ]
L Diocument information about the job titles &

= zkillz listed inJob Matching. The job titles
Fnalyze Market or Delivery Systems = ||[and skills are from the Skills tab in the
Ed tion hd sbebn Cribaria ,
Institution Degree b ajor Statuz -

listed. Education comes from the Degrees

Document information about education
+ | |portion of the Education tab.

» | [Pocument information about testing.

— | |Testing / Azzessment comes fram the
Testing Services tab and / or the General

+ |||zervices tab.

The labor market conditions for the custormer's past employment history, and outlook for the custorner's future employment information must be £ d
recorded in the Career Plan's Labor Market for Skills text box. Recorded information should be documented and annotated from reputable known B |
nnnnnnnn Tlam bmaik bemas bemlAn ARAN Al e mmbmrs

Trade | Eligibility tatch Criteria Fun Match Eligibility Criteria

ak I Cancel |
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4,

Y

=

You need to manually enter information about how the person would
fare in today’s labor market holding his or her current toolbox of skills.
It needs to be well documented.

If the Customer needs training, you must be clear that the Customer
would not hold long-term, suitable employment with their current skills.
(Note: the Expand button will make entering information easier.)

The labor market conditions for the customer's past employment history, and outlook for the customer's future =
employment information must be recorded in the Career Plan’s Labor Market for Skills text box. Recorded
information should be documented and annotated from reputable known sources. The text box holds 1500
characters

Size Limit: 1500 oK | Cancel |

Labor Market for Skills
The labor market conditions for the custamer's past employment history, and outlook for the custamer's future employment information must be £ d
recorded in the Career Plan's Labor Market for Skills text box. Recorded information should be documented and annaotated from reputable known EPER
nnnnnnnn Tlam bmaik bomas bmlde ARNAM Al s mmbmrn
Match Criteria Run Match Eligibility Criteria | 0k | Cancel |
— ¥ Labor Market For Skills EE=n

In the Labor Market for Skills box list why this job seeker cannot find
suitable employment with his or her current skills. Quote sources. Use

g

W= Links, Massachusetts Career Information System for written information on
occupations.
Use Links, Mass Stats for the most current statistics on occupations.
Demonstrate job seeking through want ads and other sources.
,?:;,j';_' Use MassHire Career Information System (MCIS) for fairly clear
\\ . interpretations of occupational statistics. Once you are in that web site,
\9\@:% select Occupations, then choose the occupation you want. Several topics
can help you, including Wages, Outlook, and Employment. You can use
the copy (highlight the text you want, then press CTRL+C at the same time)
and paste (locate where you want to put the text, then press CTRL+V at the
same time) options. Copy and Paste are also available when you right click
after highlighting the area.
*:Zf: Select Mass Stats or LMI for pure statistics on the occupation, industry,
\\ . and/or area that interests the Job Seeker. Once you are in that web site,
\{\,—;&/ click the Go button, then choose the area of statistics and the geographic

MOSES Career Planning Training Guide

area that you need. The most likely area to explore would be Occupations.
This information is the source data for MCIS, but it is in table format. This
does not lend itself easily to the cut and paste option mentioned above.
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Notes

Notes

One of the key principles for staff providing career planning services is to
keep accurate, up-to-date records, as required by your Career Center, and
in conformance with appropriate program regulations.

When entering Notes, make sure you respect the Customer’s right to
privacy and confidentiality. Use professional discretion.

1. Click the Notes button to see the notes entered. You find this
button on the top right corner of the header bar for the Customer record.

m Job Seeker Membership (Job, Anita)
Job, Anita SSN: XXX-XX-5436 ID: 12763211

Basic lFuII] Education] wiork, History] Events] Alerts] Career F'IanNouthISS] Services] Special F'rograms] Survey
General Information Fesidence Address | Maling Add
b FirstName:  [Arita Midde Iritiak [~ | il Acres |
- Address
 LastMName:  [lob s Morbinar =1} | addess: 7 Cool'whip Cicle
¥ Date of Bith: |01./01./1931 el P Militan: |1 Yes & Mo |
Release Information?: | Yes © No P Other Eligible | £ Yes & Mo » Country: [United States of America ~]
3 o - » City:
¥ Ethnicity Hispanic or Lating ™ ez Mo ay 101364 City: [Orange
) ) ) : -

» Race ¥ wihite [¥' Black or African American b SEfe filossachtisetts

[ Asian [ American Indian or slaskan N ative [ Enterprise [ Empowerment [ Renewal

[ Other [~ Hawaiian Mative or Other Pacific |slander

[ Address Mot Available [¥ Mailing Address different

Confidential [ ) Yes @ Mo HITG Confidential [T Yes © Mo

L Contact

[ Information Nat Available
Programs — Last Reportable Service Date: 12/26/2019

Pragrarm Marme Apply Program Statug Histary Primary Phone: [[413]774-5285 Email: [ajob@amail.com
T ST nfo, 0 Other Phone: [[508)225-1733 | |
Program Eligibilty I = ‘Wb Address: [ linkedincom/854-56/fare/34 [ Prefers Emails

[Career Planning [+ |Errolled J E

¥ Worked in agriculture or food processing in | ¢ Yas & Mo Career Center ‘

the last 12 months?

Trade Eligibsility | Match Criteria

Special Accommodations

ok | Cancel |

Run Match | Eligibsility Criteria

Y

When notes are entered for a Customer, the Notes button turns blue and
bold. This is a visual cue to tell you if notes are entered.

K\ o

Y

You can keep notes in two main places on the Customer record.

They include: the Notes button, located on the header bar for the Customer
record; and the Detail boxes provided in the Service Detail boxes (shown
when you Add a new service or when you Edit an existing service).

You do not need to put them in both places, unless that is your offices
standard practice.

K\ o
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2, This brings up the Notes screen in MOSES.

m Job Seeker Notes
Job Seeker Motes

Created Date  User D

Confidential - Motes

Expand All Notesl Edit Add Delete ak Cancel

ra| Job Seeker Notes
Job Seeker Motes
Created Date  User 1D

Confidential  Motes

Applicant Nates far: Job.Anita

Created Date User 1D

ra| Massachusetts One Stop Employment System

SSN: #5436 Asof 12/18/2018

Motes

|09117/2018 [TCART

The purpose of Motes iz to supplement information entered into MOSES and the Career Plan in MOSES.
tMOSES entries shauld reflect the overall goal of helping the Customer to become emploped and self-sufficient

MOSES should reflect the provision of direct assistance for Training, and job search assistance leading to re-employment. The
Motes need ta reflect the pravizion of these services to enable a succinct picture of the delivery of these services.

Motes should naot include hearsay, or information not received directly from the customer: unless you are recording what you
accept to be factual information from a wendar, and are quating the source of the information.

Do not include your opinion about customer actions or behavior,
Only state what you obzerve.

Motes should be brief but not zo brief that the reader is unable to fully comprehend the details you are tving toimpart. Do not
include unnecessary details.

Motes should tell the entire story.

if follow-up iz not documented in Motes then it gives the appearance that staff may not have followed up with the customer.
henever possible, Notes should answer the WHO, WHAT, WHEN . 'WHERE, WHY, and HOW questions.
HO: The Mote should address whether the contact was with the customer or a training vendor or other individual.
H&T: The Mote should describe the event, service or occurrence that vou are documenting.

HEM: The Mote should address the date in which the contact or event you are documenting occurred.
HERE: The Mote should include the location of the meeting or event that you are documenting.

“Wiew Nates in Word (] 8

m

3. Click the Add button to add a Note. Be clear and concise.

MOSES Career Planning Training Guide June 2026
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4, After you enter a note, click the OK button from the Job Seeker
Notes window. This brings you back to Job Seeker Notes and
simply posts the note to your view of the Job Seeker Notes. At this
point it is not saved in the MOSES database.

5. Click the OK button from Job Seeker Notes.
Click the Yes button to save the note.

6. This brings up a prompt to enter a general service.
If you click Yes, the General Services Detail appears.
Enter the service and click the Yes button.

Click the OK button or click the diskette icon to save your work.

f Job Seeker Notes =]
Job Seeker Motes

Confidential  Mates

Alert [==2a]

| Are you sure you want to save changes?
4

Yes Mo Cancel

Expand All Motes Edit Add Delete | 0K | Cancel

20
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m Job Seeker Notes =]

Job Seeker Motes

Confidential  Mates
add & note

|The purpoze of Motes is bo supplement information entered into MOSES and the Career F

Mo

The first prompt (above) reminds you to Lo Geslis i 2

save the note. The second prompt (right)
reminds you to add a general service.

Expand All Maotes

Edit ‘ Add Delete | oK | Cancel

7. Click the Notes button again.

8. Click the Expand All Notes button to see all the notes at once.

Expand All Motes

9. If you want to view the notes in Word (for printing purposes), click
the View Notes in Word button at the bottom of this screen.

This will send all the notes to Word.
You can choose to include confidential notes.
The default is No. Click the OK button to see the notes in Word.

-

rm Applicant Motes @

Include Confidential Hotes
" “es

* Mo

k. Cancel
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The information in gray is in the Header of the page.

This will appear on every page.

The notes themselves are brought into Word from MOSES using the Table
feature of Word. This document may show the formatting symbols for tabs
and hard returns. These formatting symbols will not print.

Any changes you make in Word will not migrate automatically back to
MOSES.

You will need to copy from the Word document and paste it in MOSES. This
is a good way to run spelling and grammar checks on your notes.

-+ -+ Page-1-of-11
Applicant-NotesT
1
1
%mmmﬂ

Applicant-1D: 127632117

1
#|Date-Brinfed-:-12/18/20187

= Created- Created- Notesn Confidential---{n
Byn

=12/18/2018= | TCART= add-anote= o o

=09/17/2018= | TCART= The-purpose-of Neotes-is-to-supplement-information-entered-into-MCOSES- a e

and-the-Career-Plan-in-MO3ES ]

MOSES -entries-should-reflectthe-overall-goal-of-helping the-Customer-to-
become-employed-and-self-sufficient.y

1

MOSES -should-reflect-the-provision-of-direct-assistancefor Training,-and-
job-search-assistance-leading-to-re-employment.--The -Motes-need-to-
reflectthe provision-of these-services to-enable-a-succinct-picture-of the-
delivery-ofthese-services.|

Motes-should-not-include-hearsay, -or-information-not-received directly from-
the-customer;-unless-you-are-recording-what-you-accept-to-be-fagiual;
information-from-a-vendor,-and-are-quoting-the-source-of the-information..--|

Do-notinclude-your-opinion-about-customer-actions-or-behavior |
Only-state-what-you-observe

1

Notes-should-be-brief-but not-so-briefthat-the-reader-is-unable-tg fully:
comprehend-the-details-you-are-trying-to-impart.--Do-neot-include-
unnecessary -details. -

1

Naotes-should tell the-entire-story -

if-follow-up-is-not-documented-in-Notes-then-it-gives the-appearance-that-
staff-may-not-have followed -up-with the-customer.§

Whenever-possible,-Notes-should-answer-the-WHO -WHAT - WHEN..-
WHERE, WHY ,-and-HOW-questions.{

1

WHO:-The-Note-should -address-whether-the contact-was-with-the-
-ar-a.draining: r-or-other-individual ]

WHAT:--The-Mote-should-describe the -event, -service-or-occurrence that-

you-are-documenting.

WHEN: - The-Mote-should-address-the-date-in-which-the-contact-or-avent-

you-are-documenting-occurred. -]

WHERE:--The-Note-should-include the-location-of the-meeting-or-event:

that-you-are-documenting.-

WHY:-The Note-should-describe-why-the-customer-ig;hei

it-should-be-obvious-to-the-reader-why the Note-is-being-included

HOW:--The-Note-should-address -whetherthe-contact-was-in-person, -by-

telephone, via-email,-or-anothermethed.-  —+

-or-

22
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Barriers

Use the Barriers sub tab on the Full tab to accurately record the things
that impact the Customer’s potential success in training, job search, and /
or sustained employment.

1. Click the Barriers tab to enter any barriers to employment and/or
training.

m Job Seeker Membership (Job, Anita)

Job, Anita SSN: XXX-XX-5436 ID: 12763211

Basic Full l Education] wiork, History] Events] Alerts] Career Plan/Youth 155 ] Services] Special Programs Survey
General Information l Barriers l Agsistance/Dizaster Relocation l
Eligibility

[ Below Grade Lewvel [ Lack of SelF-Sufficiency [~ Disaility

[ DCF Youth [ Lack of Transportation [ English Language Learer

[ Displaced Homemaker [ Legal [ Foster Chid

[ DYS Youth [ Limited Basic Educational Skills [~ Homeless

[ Financial [ Limited Job Search Skills [~ Low Levels of Literacy

I Health [ Other . [~ Offender/Subject ta Justice System

[ Housing o . [ ProbationdCourt Irvokwement [T Fregrant/Parenting lssues

[ Labor karket Discrimination/Cultural B arrier [ Substance Abuse

. [~ Runaway Youth
[ Lack of Childcare/Eldercare [ Underemployed .
. - . . . . [ Youth Mot Attending, but of Compulzory Age

[ Lack of Credentials, Certification, Licensing [~ “work History (limited,gaps.none, ete: ) [ Youth Fequiing Addiional dssis

[ Lack of Marketable/Dcoupational Skills R R Honal Assistance

Mote: Barriers should not be unchecked when they are resolved. Instead, a barrier nate should be added ta indicate how the barrier was resolved.

: Alzo be aware that checking the Eligibility barriers will affect eligibility.

Barrier Notes

If 2 Barrier iz checked off, an explanation must be included in the B amier Motes section (here). Please enter the date the Mote was created and

the iritial: of the individual who entered the Mate, [Mass Workforce |zsuance #07-77) . p

#pan

Run Match Eligibsility Criteria

Trade Eligibsility | Match Criteria

ok | Cancel |

2. The list of Barriers is shown.
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3. You must enter the reason why each barrier was checked and how
it will be addressed. You need to be able to justify the selection of
any barrier selected.

Use the Barriers Notes box to enter the information.

- g BRI Loriito '} [ | L or 8§ (o LAY o ) O L LRy ) |6 )) LA Do | ol R )| | i ) el LA L)) LR
Barier Notes

If a Bamier iz checked off, an explanation must be included in the Bamier Motes section [here]. Fleaze enter the date the Mote waz created and

the initial: of the individual who entered the Mote, [Mass Workforce |ssuance #07-77) e
Spar

4, Do not uncheck or erase the Barrier, if the barrier no longer
exists. This totally erases the barrier from MOSES.
Simply add a sentence in Barrier Notes about how the barrier was
addressed / resolved/ canceled.

ral Job Seeker Membership (Job, Anita)

SSN: XD XX-5436 ID: 12763211

Basic  Full l E ducation l ‘whork History l Events l Alertsl Career Plan/'outh 1S5 ] Servicesl Special Programs Survey
General Information ] Barriers ] Azsigtance/Disaster Relocation ]
Eligibility
[ Below Grade Lewvel [ Lack of Sel-Sufficiency [ Disability
[~ DCF Youth [ Lack of Transpaortation [ Englizh Language Leamer
[ Displaced Homemaker [ Legal [~ Foster Child
[ D5 Yauth [ Limited Basic Educational Skils [~ Homeless
[ Financial [ Limited Job Search Skills [~ Low Levels of Literacy
LI Health [ Other . [ Offender/Subject ta Justice System
[ Housing S . [ Probation/Caurt Invalvement [ Fregrant/Parenting lssues
[ Labor tarket Discrimination/Cultural B arrier [ Substance Abuse
i [ Runaway Y'outh
[ Lack of Childzare/Eldercare [ Underemployed '
R L . . . . [ *outh Nat Attending, but of Compulsary Age

[ Lack of Credentials, Certification, Licensing [~ Work History (limited, gaps none, ete:. ) [ “Youth Frequiing Addifional Assist
[ Lack of Marketable/Dcoupational Skills outh Riequiring tonal Assisance
Note: Barriers should not be unchecked when they are resolved. Instead, a barier note should be added to indicate how the barrier was resalved.

: Alzo be aware that checking the Eligibility barriers will affect eligibility.

Barrier Notes
If & Barrier is checked off, an explanation must be included in the B arier Motes section (here]. Please enter the date the Mote was created and
the iritial: of the individual who entered the Mate, [Mass Workforce [ssuance #07-77) = P
#pan

Trade E ligibsility Match Criteria Run Match Eligibility Criteria | ok | Cancel |

_,?:;?'z Remember, as in all notes and explanations entered into MOSES, use a

\ . professional manner. Make sure you wouldn't mind that the information

\;x:% might inadvertently become public. You need to be brief and objective. You
will record a suggested plan of action for each barrier selected. You may not
be the person implementing that plan.

24
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(Excerpts from Appendix C : Barriers)

Barriers (Employment Barriers)

Potential barriers to employment that the customer has self-identified.

(For more guidance please see WIA Issuances & WIOA Issuances).

Full Tab — Barriers (Employment Barriers)

Term

Below Grade Level

DCF Youth

Definition

BASIC SKILLS DEFICIENT, BASIC LITERACY

SKILLS DEFICIENT *- an individual youth or

adult who computes or solves problems, reads,

writes, or speaks English

o at or below their age appropriate grade level
(if less than ninth grade age), or

e ator below grade level 8.9 on a generally
accepted standardized test or a comparable
score of a criterion-referenced test; or

e is unable to compute or solve problems,
read, write or speak English at a level
necessary to function on the job, in the
individual’s family or in society.

*This definition was adopted by the WIA Youth

Subcommittee and approved by the WIA

Steering Committee, giving further definition to

the one found at §101(4).

This Non-Eligibility Barrier for Youth is a sub-set
of the Foster Child Eligibility Barrier. If the DSS
Youth Barrier is checked off, an explanation
must be included on the Barrier Notes. First, the
name of the barrier (DSS Youth) must be listed
and what criteria were used to make this
determination and where this information is
located must be included. Also, please enter
the date the note was created and the initials of
the individual who entered the note. DSS Youth
can be documented by Telephone Verification
using the Telephone Verification Form, as per
WIA Issuance 05-74.

25
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Full Tab — Barriers (Employment Barriers)

Term

Displaced Homemaker

DYS Youth

Financial

Health

Housing

Labor Market
Discrimination / Cultural
Barrier

Lack of Childcare /
Eldercare

Definition

DISPLACED HOMEMAKER - §101(10);
§663.120 - an individual who has been providing
unpaid services to family members in the home
and who;

(A) has been dependent on the income
of another family member but is no
longer supported by that income, and

(B) is unemployed or underemployed
and is experiencing difficulty in
obtaining or upgrading employment.

DYS Youth: This Non-Eligibility Barrier for
Youth is a sub-set of the Foster Child Eligibility
Barrier. If the DYS Youth Barrier is checked off,
an explanation must be included on the Barrier
Notes. First, the name of the barrier (DYS
Youth) must be listed and what criteria were
used to make this determination and where this
information is located must be included. Also,
please enter the date the note was created and
the initials of the individual who entered the
note. DYS Youth can be documented by
Telephone Verification using the Telephone
Verification Form, as per WIA Issuance 05-74.

To be defined by the local workforce area.
(Some examples may be Bankruptcy , and
Foreclosures. But may also be defined as
enrolled in Unemployment Insurance and
collecting half a paycheck.)

To be defined by the local workforce area.
(Self-explanatory.)

To be defined by the local workforce area. (Can
be lacks housing and shelter. May include
Public housing recipient. Includes Homeless as
well.)

To be defined by the local workforce area. (This
can include Age, Gender, Race, Disability,
Ethnicity or other protected classes.)

To be defined by the local workforce area.
(Self-explanatory.)

26
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Full Tab — Barriers (Employment Barriers)

Term

Lack of Credentials,
Certification, Licensing

Lack of Marketable /
Occupational Skills

Lack of Self-Sufficiency

Lack of Transportation

Legal

Limited Basic Educational
Skills

Limited Job Search Skills

Other

Definition

To be defined by the local workforce area. (The
individual has been performing a job function
without mandatory Credentials, Certifications
and / or Licensing and their employment has
been terminated, and now lacks the required
qualification to get employed. )

To be defined by the local workforce area. (/t
can be a lack of transferable skills. Or their
industry / occupation has gone away.)

Lack of Self-Sufficiency — The local board
must set the criteria for determining whether
employment leads to self-sufficiency.

At a minimum, such criteria must provide that
self-sufficiency means employment that pays at
least the lower living standard income level.
Self —sufficiency for a dislocated worker may be
defined in relation to a percentage of the layoff
wage. §663.230

To be defined by the local workforce area.
(Self-explanatory.)

To be defined by the local workforce area.
(Can include CORI and SORI issues. As well as
Bonding.)

To be defined by the local workforce area.
(Self-explanatory.)

To be defined by the local workforce area.
(Self-explanatory.) (This has included
customers with a lack of computer skills, job
search experience and / or internet / social
media skills.)

To be defined by the local workforce area. (This
is a placeholder for new barriers that come up.
It has been used for example the Springfield
Tornado enrollees, and the Hurricane Maria
registrants.)

27
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Full Tab — Barriers (Employment Barriers)

Term
Probation / Court

Involvement

Substance Abuse

Underemployed

Work History (limited,
gaps, none, etc...)

Definition

To be defined by the local workforce area.
(Self-explanatory.) (Can include CORI and
SORI issues. As well as Bonding.)

To be defined by the local workforce area.
(Self-explanatory.) (Can include any type of
substance abuse.)

UNEMPLOYED INDIVIDUAL - an individual
who is without a job and who wants and is
available for work. §101(47)

(This has been used to address individuals who
are working, but in positions that are below their
skills, capabilities, work experience and / or
education.)

To be defined by the local workforce area. (This
has been used for people with no or little work
experience (like youth) to job hoppers to
customers who have a long work history with
one employer or industry.)

28
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Barriers (Eligibility Barriers)

Potential Employment Barriers that may result in Eligibility into various federally
funded programs.

They are identified as Eligibility Barriers.

Documentation to substantiate the customer’s claim of eligibility is required (if this
Eligibility Barrier is being used for Eligibility); see Issuances for more detailed
instructions.

Full Tab — Barriers (Eligibility Barriers)
Term Definition

Disability DISABILITY — §101(17) - an individual with any
disability (as defined in section 3 of the
Americans with Disabilities Act of 1990 (42
U.S.C. 12102)).
(This Barrier should coincide with any disability
identified on the Full tab.)

Foster Child FOSTER CHILD - any youth under the age of
eighteen (18) who is placed into substitute care
under the legal responsibility of the
Massachusetts Department of Social Services
(DSS). The term “substitute care” means the
provision of planned, temporary twenty-four hour
a day care when the parent or principal
caretaker is unable or unavailable to provide
care on a daily basis. “Substitute care”
encompasses the provision of foster care,
community residential career and supervised
independent living (110CMR 2.00(49)). This
definition of foster child may include children
who are:

(A) receiving services from the
Massachusetts DSS pursuant to a
voluntary placement agreement; or

(B) placed in the custody of the
Massachusetts DSS through a court
order (including a court order arising
and of a Child in Need of Services
(CHINS) petition) or through an
adoption surrender.
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Full Tab — Barriers (Eligibility Barriers)

Term

Homeless

Low Levels of Literacy

Definition

HOMELESS - pursuant to the Stewart B.
McKinney Homeless Act, an individual who
lacks a fixed, regular, and adequate nighttime
residence. It also includes persons whose
primary nighttime residence is either:

(A) a supervised publicly or privately
operated shelter designed to
provide temporary living
accommodations (including welfare
hotels, congregate shelters, and
transitional housing for the mentally
ill),

(B) an institution that provides a
temporary residence for individuals
intended to be institutionalized, or

(C) a public or private place not designed
for, or ordinarily used as, a regular
sleeping accommodations for human
beings.

BASIC SKILLS DEFICIENT, BASIC LITERACY

SKILLS DEFICIENT *- an individual youth or

adult who computes or solves problems, reads,

writes, or speaks English

e at or below their age appropriate grade level
(if less than ninth grade age), or

e ator below grade level 8.9 on a generally
accepted standardized test or a comparable
score of a criterion-referenced test; or

e is unable to compute or solve problems,
read, write or speak English at a level
necessary to function on the job, in the
individual’s family or in society.

*This definition was adopted by the WIA Youth
Subcommittee and approved by the WIA
Steering Committee, giving further definition to
the one found at §101(4).
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Full Tab — Barriers (Eligibility Barriers)

Term

Offender / Subject to
Justice System

Pregnant / Parenting
Issues

Runaway Youth

Youth Not Attending, but
of Compulsory age

Youth Requiring Additional
Assistance

Definition

OFFENDER —any adult or juvenile who has
been subject to any stage of the criminal justice
process for whom services under WIA may be
beneficial or who requires assistance in
overcoming artificial barriers to employment
resulting from a record of arrest or conviction.
§101(27)

PREGNANT/PARENTING YOUTH - a youth
who is pregnant or providing custodial care for
one or more dependents under age 18.

RUN-AWAY YOUTH - pursuant to the
Runaway and Homeless Youth Act, an
individual under 18 years of age who absents
himself or herself from home or place of legal
residence without permission of the parent(s) or
legal guardian.

YOUTH NOT ATTENDING
— a youth not attending school, but of
compulsory age.

YOUTH REQUIRING ADDITIONAL
ASSISTANCE to complete an educational
program, and / or to secure and hold
employment (the sixth barrier). The definition of
a youth that requires additional assistance will
include an individual that:
(A) is one or more grade levels below
their age-appropriate grade level;* or
has a disability, including a learning disability;*
or
(B) requires additional assistance as
defined by the youth council and
approved by the local board. (Long
term unemployment may not be used
as a criterion to meet this definition of
eligible youth.)*
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Goals and Tasks

Goals

An effective goal focuses primarily on goals rather than activity.

It identifies where you want to be, and, in the process, helps determine
where you are.

Staff need to accurately record the broad aims that will help the Customer
become gainfully employed in the Goals tab.

1. This screen shows the Career Plan / Youth ISS tab.

Notice that all the available buttons, the Career Plan and
Employment/Completion Target fields are enabled.

{3 Job Seeker Membership (Job, Anita) == Foh ==
SEN: XXX XX 5436 ID: 12763211 )

Basic l FuII] E ducation l ‘wiork, History l Events l flertz  Career Plandvouth 155 l Servicesl Special Programs l Survey

Goals lAssessment] TrainingJustification] Open

CasePlan 007 =] Created [12/18/2018 Closed | Case  |Thomas Cartier [TCamRT Completion Target: |00/00/0000 |

Date: Date: Wworker:
Goals
Add Goal Edit Goal | Delete Goal Add Task | |
Goal Related Tasks

DueDate  Goal Result DueDate  Task

m E mployment Pending

Independent Tasks
DueDate  Task

Goal Narrative Task Narrative

- ‘ -

ak | Cancel

Trade Eligibsility atch Criteria

Run Match | Eligibility Criteria

for the case plan. It also gives the full name and staff ID of the primary case

,\\1’;:;: MOSES uses the date the case worker was assigned as the Created Date
\Q% ® worker.
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Al

Employment is an automatic shell of a goal assigned for all customers

A RAC . . X
\\ ) . receiving career planning services.
\9\&:% You can delete this goal and establish other appropriate goals for customers
receiving services. Make sure you cover all the goals needed for your
Customer.
*g‘;:} No goals can be entered with a Created Date that is before the date the
\\ . Customer was enrolled in Career Planning and assigned a caseworker. You
\&;—% cannot enter a Created Date prior to the date you were assigned as the
primary case worker.
2. Highlight the existing employment goal.
3. Click the Edit Goal button.
You can choose five types of Common goals:
Basic Skills, Education, Employment, Occupational Skills, or Work
Readiness.
m Case Goal Details @
Staff ID: [TCART
Select Goal
{* Caommaon Goal b Type .
" Individually Designed Goal Pricrity: [ézr;rcng:iuljuals. i
E ducation E
E mplaoyrment
Occupational Skills
e Schedu.le li Work Readiness
Ml Crsated Date: 1241872015 g Measurable Skills Gain Goals:
¥ Due Date: 00/00/0000 g E ducational Achisvemnent -
Completed D ate: 000040000 g
Goal Marrative
[
QK Cancel
,?:,2’2_‘ Employment is an automatic shell of a goal that is assigned for all
\\ . customers receiving career planning services. You can delete this goal and
\%@:% establish other appropriate goals for customers receiving other services.

Make sure you cover all the goals needed for your Customer.

MOSES Career Planning Training Guide
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Common Goals fall into five basic categories:

= Basic Skills: the training to obtain basic educational credentials such as
ABE, GED, ESOL, or life skills, such as budgeting, time management,
etc.

= Education: the continuation of education or for customers having an
educational goal.

= Employment: the aim to obtain work in a career that will sustain the
customer and his or her dependents, without redress to public subsidies.

= Occupational Skills: the formal training needed to obtain the skills
needed for the career chosen. Examples of this are computer
programming, accounting, carpentry, nursing skills.

= Work Readiness: the need to develop skills needed to find work and to
stay in the job once obtained.
Examples include learning to interview, developing a successful resume,
and how to conduct a job search, among others.

Individually Designed Goals are those that don’t directly fall into the five
Common Goal areas, but are needed to support this customer’s career
plan.

These goals can involve things such as ensuring that transportation is
always available or that the customer eliminates habits that contradict the
case plan. You must provide a label for this goal.

You have 100 characters available in the box..

There are also Measurable Skills goals for WIOA Title | customers.
These are already filled out and just need a Due Date.

There are also Benchmark goals for Trade customers.
These are already filled out and just need a Due Date.
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4, Remember to check the goal’s Created Date.
It cannot be before the date the case was assigned to you.

m Case Goal Details @
Staff ID: [TCART
Select Goal
. b Type: | =l
" Individually Designed Goal Pricrity: | Medium |
Goal Schedule Goal Status
» Created Date: lm Q
¥ Due Date: 00,/00,/0000 Q | Pending |

Completed D ate: 00/00,/0000 Q

Goal Hamrative
4

QK Cancel
5. Enter a realistic Due Date for the Customer to achieve the goal.
6. Enter text about the goal in the Goal Narrative box, so all people

reviewing this case (including yourself) know exactly what will be
achieved. The type or label of the goal is not enough.
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Tasks

Tasks break down the overall Goals into smaller pieces. This gives the
outline of the duties and activities that the Customer needs to take in order
to achieve / complete his or her goals.

Tasks should relate directly to an existing goal, or they can be
independent of any Goals.

Use Tasks if the Customer needs a finer set of instructions for how to
achieve their Goals.

1. This screen shows a completed Goals tab. Notice that the Goal
Narrative and the Task Narrative show the text for the highlighted
goal and task.

{3 Job Seeker Membership (Job, Anita) == ==
SEN: XXX XX 01551D: 12732447 5
Basic l FuII] E ducation l ‘wiork, History l Events l Alerts  Career Plan/vouth 1S5 l Servicesl Special Programs l Survey
Goals l Azsezsment l Training Jushfication l Open
Caze Plan:| 001 - Created |04417/2018 Closed | Caze |Thomas Cartier [TCaRT Completion Target: |00/00/0000 Q
Drate: Drate: whorker:
Goals
Add Goal Edit Goal Delete Goal Add Task Edit Task | Delete Task
Goal Related Tasks

DueDate  Goal Result Due Date  Task

[04/17/2019 [Employment

|Pending 0 0159 Attend Career Center Seminar
08 "endin

[|o2A16/209 Ettend Fiesume workshop
[102/22/201 9 Jstkend Inberviewing workzhop

wiork Readiness Pending

Independent Tasks
DueDate  Task

Goal Narrative Task Marmative
Attend work readiness program - Attend Career Center Seminar -
Trade Eligibility | tdatch Criteria | | Eligibility Criteria | 0k | Cancel |

2. Highlight the Goal where you want to add a task, then click the Add
or Edit Task button.

Add Tazk

3. The Task needs to be related to the goal it supports.
If the correct goal does not appear in the drop down list for the
Goal Related Task, cancel that task and highlight the proper goal.
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4, If this is a Task that stands on its own, without relation to an
existing goal, click the Add Task button.

Select the Independent Task radio button.

rm Case Goal Task @ﬁ
Staff ID: |TCART
Select Tazk
* iGoal Related Employment
" |ndependent Task  Priority: | Medium |
4
Taszk Schedule Tazk Status
P Create Date:  [12/31/2018 -
® Due Date: mg Open

Completed Diate: 00/00/0000 &

Task Narmrative
|

] Cancel

Enter a description in the Task Narrative box describing this
Independent Task.
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5. The Career Plan Goal Task screen looks largely the same as the
Case Goal task screen.

All the same requirements apply with one exception.

You must provide a label for this task, whether it is Goal Related,
or an Independent Task.

Remember to document the exact nature of the task and how the
Customer should accomplish it. This will help any one reviewing
the career plan (including yourself) in the future.

rm Case Goal Task @ﬂ
Staff ID: |[TCART
Select Tazk
* Goal Related Employment
" Independent Tazk  Prioity: | Medium ]
|
Taszk Schedule Taszk Status
B Create Dater  [12/18/2018 g
F Due Date: 00/00/0000 e Open

Completed Date: 00/00/0000 &

Task Narmrative
[ 3

k. Cancel

*g,;’; MOSES assigns all Goal Related tasks to the Goal that was highlighted
\ . before you clicked the Add Task or Edit Task buttons.
== Tasks can relate to any Common Goal created, to any Individually

Designed Goal, or can be totally independent of any created goal.
The last group appears in the Independent Tasks portion of the screen.

If you have erroneously assigned a task to a goal, the best practice is to
delete it, highlight the correct goal, and re-create the task from the correct
goal.
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Training Justification

If you and the Customer decide that training is appropriate, then you need
to complete the Training Justification sub-tab of the Career Plan tab.
This will be used by all people (managers and monitors) who review the
plan and make sure that you and the Customer have explored all available
options, including going to work right away.

1. Click the Training Justification sub-tab of the Career Plan tab to
enter why you have selected training as an option for this
Customer.

{3 Job Seeker Membership (Job, Anita) =n Heh ==

Job, Anita SSN:  XXX-XX-5436 ID: 12763211

Basic ] Full ] E ducation ] wiark Histary ] Evets ] Alertz  Career Flandvouth 155 l Services ] Special Programs Survey
Goals l Assessment  Training Justification ] Open
Checked  ltem
v Mt program efigibility [Complied with 2l requirements for w0 Title | £ program following intake interview. Al documents presented.
v Custamer eligible per local priarity for service policy
v Customer has received at least one individualized/intensive service
v Customer unable to obtain ar retain employment that leads to self-sufficiency

[zee labor market for current skills section]

v Azsessment determined need for baining services
Description: |Insert aszessment here

v Customer has skills and qualifications to successfully participate in training
Description: (Insert ability to participate in traiing here

v Labor market data supports training chaoice [see Asseszment sub-tab)

v Customer is financially able to complete training [see Notes]

Other forms of funding idered and applied
Fund Type D escription Applied Add

ak | Cancel |

Fun Match | Eligibility Criteria

Trade Eligibility | tatch Criteria

2. Some items checked will bring up a text box.

The reason why you checked the text box must be written in this
box.

Managers and monitors will review this information.
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3. Click the Add button for Other forms of funding considered and
applied.

You must complete the two required fields | :

Fund Type and Description.

The default for the Applied field is “No”.

Make sure you change the answer to “Yes”, when appropriate.
Add as many types of other funding as considered.

F Job Seeker Membership (Job, Anita) = ol

S8N: XXX XX 5436 ID: 12763211

Basic l FuII] E ducation l ‘whork, History l Events l tlerts  Career Plan/outh 1S5 l Servicesl Special Programs Survey
Goals] Azsessment  Training Justification l Open
Checked  [tem
v Met program eligibility [Complied with 2l requirements for w04 Title | # program following intake interview. Al documents prezented.
v Cuztomer eligible per local priority for service policy
2 Customer has received at least one individualized/intensive service
v

Customer unable to obtain or retain employment that leads to self-sufficiency
[zee labor market for current skills section)

<]

Aszsessment determined need for baining services
Description: [Insert aszezsment here

v Customer has skills and gualifications to successfully participate in training
Diescription: [Insert ability to participate in traiing here

v Labor market data supports training choice [see Assessment sub-tab)
v Customer iz financially able to complete training [see Notes)

Other forms of funding idered and lied

Fund Type [ escription Applied Add
O 1 I ~ (I

Other

Pell Grant
Rehabilitation Act
State Funds Eligibsility | Match Criteria

Delete

ak | Cancel |

Run Match | Eligibility Criteria
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Caseload Management
Manage Your Cases through MOSES

Overview

MOSES provides a way for you to look at all your assigned cases.

Access this through the Main Menu bar, Job Seeker, Caseload
Management.

In addition, you can add ticklers to help you organize your cases, and view
all cases where you have been assigned as a back-up worker.

View Your Assigned Cases

While you can look at each of your cases individually, the Caseload
Management option from the Job Seeker listing on the Main Menu bar
allows you to see all your cases at once.

1. On the Main Menu bar, click on Job Seeker.

2. Now click on Caseload Management.

This brings you to the place where you can manage your cases using
MOSES.

m Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate
File | Job Seeker | Employer  Training Events Program Reports Feedback Administration GoTo Window Help
&) Job Seeker Services AB @

Docurmnents »
Correspondence 4
View Notes

Scanning

Job Bank Browse

Barcode Card

DTA Cleck File

Caseload Management
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3. You come to the Caseload Management screen, with the first tab
labeled: “Cases”.
This is where you can see all the open cases you have been assigned,
including the Applicant ID, Case Id, the Case Created Date, the last
date a Note was entered, the date for the earliest uncompleted task
and the last time a federal service was provided.

m Caseload Management E@

{Cases Case Warker ID: TCART

Case Worker
TCART «| Open 3 Pending: 0 Suspended: 1 Clozed: 0O

Cases
Applicant 1D First Mame Last Mame Status Case ID Case Last MNext Last Fed

Created Date MNote Date Task Date Ser Date Suzpend
12763311 _[Marp ____[Chistmas |open __ [om[12n7ns| 12m04s 2i7e| |
[12763233  [Anita Jaob [Open oo [12/1818 | [o0/00/00° | Fiter Casss
[12763191  [ivana Joh [Open oo [tos08.18 [io/m2ae | [T0/05/18

Go ToJob Seeker

Backup Amangement

Start Date End Date Designee

Add Backup

Edit Backup

i

Delete Backup

0K | Cancel |

4. After viewing the listings, three buttons give you options in the Cases
portion of this tab: Suspend, Filter Cases, or Go To Job Seeker.

5. Click the Filter Cases button.

r}l Caseload Management (=& ][ =]

Cases l T\cklers] Backup Cases 1 Evenls] Case Worker ID: TCART

Case Worker

TCART ~| Open. 3 Pending: 0 Suspended. 1 Closed: 0

Cases
Applicant 1D First Mame LastM m Case Management Filter @ ast Fed
Caze Date Range ervice D ate Suzpend

[iz7ea23 ‘Mmta b Start Date: [IAUANINN | End Date: [00/00/0000 g - s
ilker Cazes |
[12762191  |lvana Job Cage Status 0/05418
[~ Open [~ Suspended [~ Closed Go ToJob Seeker

Ok Cancel
Backup Arrangement

Start Date End Date Designee
ST — Add Backup
Edit Backup
Delete Backup

oK Cancel
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6. You may choose your Cases view by changing the Start Date, the
End Date, the Case Status, or any combination of these fields.

ﬁg;,j; Remember you can sort the cases listed on this tab by right clicking in the
\\\f’éﬂ field where you want to sort, and choosing Ascending or Descending.
N==

7. You can Suspend the highlighted case.

[=][= =]

Case worker ID: TCART

-
ral Caseload Management

Cases lTickIers] Backup Eases] Events]

Case Worker
TCaRT >| Open: 3 Pending: 0 Suspended: 1 Cloged: 0
Cases
Applicant 1D First Mame Last Name Status Case D Case Last Mest Last Fed
codnnin Touna oD
[[ETR 7| Open Goals = | PIE

[12763239  |arita Job Filter Casas
127e9 I Job e 0/05/18
| Few ° I-’ kb This case has open goals.

V' Cases cannot be closed with open goals. Go ToJob Seeker

Do you want to centinue?

Backup Arrangement

Start Date End Date Designes

Add Backup

Edit Backup

i

Delete Backup

oK Cancel

Note: the pop up.

AT
\\\\f . “This case has open goals.
L= Cases cannot be closed with open goals.

Do you want to continue? “

Open Goals

I.-”"_"\-. This case has open goals.
W Cases cannot be closed with cpen geals,
Do you want to continue?

Yes Mo
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The Pop Up refers to if you are trying to Close the Career Plan.

Closed career plans cannot have Goals with a Goal Status of Pending.
The goal must have Attained, Canceled, or Did Not Attain as the Goal

Status to be closed.

A Goal Status of Pending means that you are working on this goal.

Goal Status

Pending
Attained
Cancelled

Did Mot Attain

Comments box.

Remember to document why they are being suspended in the Staff

-
ral Caseload Management

Cases l Tlcklersl Backup Eases] Eventsl

o= =]
Case wWorker ID: TCART

Case Worker
TCART «| Open 3 Pending: 0 Suzpended: 1 Cloged: 0O
:aTes (D ral Reopen/Suspend Case @
icant
2 Reopen/Suspend Case
12763311 Job Seek
e | N [Mam [Ehrstmas Applicant D 12763311 - -
Her Lazes
12763191 ¥ Staff Comments:
Go ToJob Seeker
Backup A
Start Date
ok Cancel
Edit Backup
Delete Backup
1] Cancel
MOSES Career Planning Training Guide June 2026
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9. Once you choose Suspend for a case, that button label becomes
Reopen until the case is totally closed. Once the case plan is closed,
the button does not appear at all.

m Caseload Management EI@

Cases l Ticklersl Backup Eases] Events]

Case Worker ID: TCART

Start Date

Case Worker

[TCART »| Open 3 Pending: 0 Suzpended: 1 Closed: O
Cases
Applicant ID First Name Last Mame Status Case|D Case Last Mext Last Fed

Backup Amangement

End Date Designes

Task Date Service Date Feopen

Filter Cases

il

Go ToJob Seeker

i

ok | Cancel |

10.The last button in this portion of the Cases tab, Go To Job Seeker,
allows you to open the Job Seeker record.

ae
=

If the record is already open, you will get a pop-up box stating that the record
is already opened. If this is the case, use the Windows option from the
Main Menu bar.

MOSES lists the name associated with open records.

Just highlight the name you want, and that record will become the top-most

file.

*::,32 Remember that all goals and tasks must be closed before your manager
\\\f . can close the case.
== ONLY Managers can close career planning cases.

All goals and Tasks need to be resolved.
If the record is Suspended and you need to make changes to it, you must
Reopen the case, make the recommended changes.
Then Suspend it again so the career center manager or supervisor can close
it.
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11.You can change the view of the active case workers in your office.
The default lists your cases, but you can change that list to other case
workers in your office.
Highlight the case worker you want to see their overall numbers and
the individual cases assigned to them.

m Caseload Management EI@
Cazes l Ticklers l Backup Eases] Eventsl Case Warker ID: TCART
Case Worker
TCART | Open: 3 Fending: 0 Suzgpended: 1 Cloged: 0
BOTTL -

CBURK
CHILLS
CPORT

% DBROW Suspended

o

t Mame Status Caze|D Case Mest Last Fed

DDEER
i Filter Cases

Go ToJob Seeker

il

Backup Arrangement

Start Date End Date Designee

113 | Cancel |

12.This view gives you an idea of each case worker’s caseload.
This can help you choose back-up case worker(s) for your caseload if
you need a backup.
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Assign Backups

Assign Backup Caseworkers to Your Caseload

It can be important to assign back-up caseworkers to your caseload.
You are the primary caseworker in all cases assigned to you.

Other people may need to work with your case and record the services and activities

they provide.

Highlight the case where you want to assign Backup caseworker(s).
You may assign more than one back-up caseworker to each case.

m Caseload Management EI@

Cazes l Ticklersl Backup Eases] Events] Case Worker ID: TCART

Case Worker
[TCART »| Open 3 Pending: 0 Suzpended: 1 Closed: O

Cases

Applicant ID First Name Last Mame Status Case|D Case Last Mext Last Fed
Created Date Mote Date Task Date Service Date Suspend
[12763311  [Mary Christmas |Open oo 121718 210418 | [12/17418

Anita____ flob _____ [Dpen | 1zngne|  Joososo ] Filer Cases
12763191 |lvana Jab Open 0o 1040518 [10/02/18 10/05/18
Go ToJob Sesker

Backup Amangement

Start Date End Date D esignes
Add Backup

i

[]8 | Cancel

<) Depress and hold down the Shift key to highlight cases next to each other.
A\ Depress and hold down on the Control key to highlight cases that are not
L next to each other (non-contiguous).

Make sure the case worker you want to assign as backup is not assigned in

2
4

\

any of the cases you choose. If they are, none of the assignments will work.

Select the cases with care.
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2. Now click the Add Backup button in the lower portion of the Cases tab.

Add Backup

3. You must assign a Start Date, End Date, and Backup Staff ID.

While not required, you should enter the reason why you are assigning this person in

the Comments section.
The date and time the case was originally assigned to you appears in the top right
corner.

m Backup Arrangement @
Backup Arrangement
F Start D ate: 0000000 Q Azsigned Date: [12/1842018 13149
¥ End Date: 00/00/0000 &
¥ Backup Staff 1d: |
MEBARE -
Comments; NTRAD
RSAMT
RWITE
SBURE.
SJACK
SHICH
TARIO
TERIT
THURD o k. Carnicel
TJEME
TWwialS -
*::,3? You cannot back-date the Start Date to prior to today’s date.
\ . This fact points out why it is so important to assign back-up caseworkers
== right away.
*::,3? Give your backup case workers enough time to provide the services and to
\ . enter the information about those services and meetings. Even if you
V== maintain the excellent habit of data entering information the day it happens,
do not assume all other staff will do the same.
}g,gi The Assigned Date field shows you when the person was originally
\ . assigned to you in career planning.
*:,2’.; There is no time constraints on assigning a backup.
\\ A backup could be assigned for multiple years. It is just a number.
="
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You are the Backup

View Cases Where You Are the Backup Caseworker

You need to see those cases where other case workers have named you as the backup
case worker for their cases.

. Click the Backup Cases tab. This shows the list of backup cases for the Case
Worker shown in the upper right corner of the screen.

. Review the list.

You will see who is the primary caseworker for the highlighted case in the Main Case
Worker box at the bottom.
This can give you a running number of how many cases are on your list.
In addition, you can view the dates where you have active rights to enter information
and view the entire case plan. (The Start Date and End Date columns.)

ral Caseload Management EI@

l Events] Caze Worker |D: TCART

Cazes l Ticklers

Backup Case:

Applicant D Last Mame Flrst Mame EaseID Status Start Date End Date

2763315 Christras 2/17/2018 ||12/31/2018
12763312 Turmer Faige D1 Open 12/18/2018 N2/312008

Go ToJdob Seeker

Refresh Cazes

Main Case Worker
Aszzigned Ta Azzigned By Aszzigned D ate Caze Status
KPaLM KPALM 12472018 Open

ak | Cancel |

Click on the Go To Job Seeker button to view the job seeker record in MOSES.

Click on the Refresh Cases button to change the list to match the Case Worker ID

shown on the top right corner.
This Case Worker ID is the one selected on the Cases tab.
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Ticklers

View Ticklers for Your Assigned Caseload

Ticklers is a way for you to see which of the Customers assigned to you are supposed
to be working on their goals.

The Ticklers tab has the look and feel of the Events module.

Not only are all the Goals and Tasks assigned to your cases brought up here, but you
can also create your own ticklers.

This can help you monitor the activity of the Customer under your care, as well as
remind you of the follow-up you may need to make.

Click the Ticklers tab.

m Caseload Management EI@
Cazes Ticklers | Backup Eases] Events] Case Worker ID: TCART
Staff Ticklers Dates
Completed Start Date:
Goals! 01A158/2019 ¢
Applicani 1D First Mame  Last Mame Description DueDate  Prioty  Caze |D Total Goals J
End Date:
01/15/2013 Q
Filter Criteria
Add Tickler
Nate: -+ Taken from the Goals and/or Tasks in the Job Seeker - Case Plan Tab
oK | Cancel |

Use the Start Date and End Date fields to bring up your relevant ticklers. The
default for both dates is today’s date.
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Another way to search is with the Filter Criteria button.

This allows you to do a detailed search by Date Range, Type of Tickler, Status,
Career Center, Applicant’s Last Name, and/or Applicants First Name.

Staff T

m Caseload Management

Cazes Ticklers l Backup Eases] Eventsl

icklers

=RI= 3
Case Worker ID: TCART

End Date:

01/15/2013 g

m Massachusetts One Stop Employment System

" Manually-Entered
" Goals and Tasks
o+ Al

Applican |
Tickler Criteria
[ate Range Type of Tickler Statuz
Start Date: " Goals Only
ﬁ1 15842019 g " Tasks Orly

" Unresolved/Pending
" Resolved/Completed
o+ Al

D ates
@ ted Start Date:
@é | 05203
oalz
End D ate:

01M15/203 g

Filter Criteria

Filter by name

Career Center: |

Applicant's Last Mame: |

Applicant's First Name: |

Nate: -+ Taken fram the Goals and/or T asks in the Job Seeker - Caze Plan Tab

Add Tickler

[

Cancel |

Click the Add Tickler button to add your own tickler. The Tickler Details

window opens up allowing you to enter a Tickler.
Fill out the required fields.
Click Ok to save.

ral Caseload Management

Cazes  Ticklers lBackup Eases] Eventsl
Staff Ticklers

| F Tickler Details
20l Yickler Details
¥ Applicant [D:

Caze Mo

Job Seeker Mame: [ |
¥ Due Date: 000040000 el
¥ Priarity: hd

==

¥ Dezcription:

Job Seeker Seaich ‘ Ok |

Cancel |

Mote:

» Taken from the Goals and/or Tasks in the Job Seeker - Case Plan Tab

CaseWorker [D: TCART

o || B[ 2

Dates
Start Date:

CGEEGERS|

End Date:

0141542019 g

_FGsy |

Filter Criteria

Edit Tickler
Add Tickler
Go ToJob Seeker Delete Tickler

ok

Cancel
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ral Caseload Management EI@
Cazes Ticklers | Backup Casesl Events] Casze Worker ID: TCART
Staff Ticklers Dates
Completed || Start Date:
Applicant I First Mame  Last Mame Description DueDate  Prioity  Caze D Ti?:llgoals fe/n/2ms Q
[fz7ez1at  fivana lab [Homeless. He needs a place ive[10/19/2018 [High oo 1/3 End Date:
[fz7eaial  Jwara  Pob [To attend the Interviening worksh |1 072672018 [Medim [007 T ps/71/2019 | g
12763191 ivana Hob |Renew the divers license [10/31/2018 |Medium [001 12 Ed
[fz7eaial  [wara  Pob Fafork Feadiness 173072018 Medim [001 17 IAlen Ot
[12763311  |Mamy [Chiristrnas |To attend the resume workshop  [12/24/2018 |Medium 001 12 O
[12763191  |lvana Hob |Emplayment [12/31/2018 | (] 1/3
[12763311  |Mamy [Chiristrnas |To attend the interviewing worksk [12/31/2018 |Medium 001 12 O |=
(12763317 |Mamy [Christmasz |Renew Drivers license [12/31/2018 Medium 001 1/3
[12763311  |May [Chiristrnas |Buw interview outfit [12/31/2018 |Medium [001 12 Ed
[12763191  |lvana Hob |Call and see how jobis going  |01/05/2019 High  J001 1/3
[12763311  |Mamy [Chiristrnas |To attend the dress for sucess we|01/07/2019 |Medium 001 12 EE
(12763317 |Mamy [Christmasz |Call and see how jobis going  J01/17/2019 High  J001 1/3
[12763311  |Mamy [Chiristrnas fwiork Readiness 0341742019 |Medium [001 1/3 n
Add Tickler
Hate: > Taken from the Goals and/or Tasks in the Job Seeker - Caze Plan Tab Go ToJob Seeker
oK | Cancel |

*::,32 Anything marked with a single asterisk is a goal brought up to the Ticklers
\ ; screen from the Job Seeker Case Plan tab, Goals sub-tab. Anything
V== marked with a double asterisk is a task brought up to the Ticklers screen

from the Job Seeker Career Plan tab, Goals sub-tab.

}3,;'; You can only add Ticklers for customers that you are providing Career
\\ . Planning for.
V== The Job Seekers that are on your Case tab.

You cannot do Ticklers for non-Career Planning customers.
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If you don’t know the Applicant id number of the Job Seeker for whom you want

to enter the Tickler item, click the Go Job Seeker Search button.
This opens up a Job Seeker Search window.

m Job Seeker Search @

Type of Search
Search By Search for an existing Job Seeker by selecting a search method, entering the
zearch criteria, and then clicking the Search button.
+ Last Mame

Search Criteria: |
" Job Seeker ID

Search Results

SSMH First Mame Lazt Mame Job Seeker [D Address Caze D Aszzigned Ta

| Close

e This Job Seeker Search screen differs a bit from the regular Job Seeker
\ " Search screen that appears when you click the Job Seeker icon or click the
= Job Seeker option from the Main Menu bar and select Job Seeker

Services.
The two main exceptions include:

The first is there is no Advanced Search button.

This is because you may only select one Customer at a time, and
because you should know your caseload by last name.

*::,i’é Remember that if you use the last name for your case search, you will only
\\ be allowed to select the Customer where you are the primary or backup
== caseworker.

MOSES brings up all job seekers that match the letters you type, but will give
you a warning pop-up box if you chose a Customer not assigned to you.

After you have completed your search, highlight the Customer you want and click

the Select button.

MOSES Career Planning Training Guide June 2026

53




This brings you back to the Ticklers Detail screen.
Remember that all the fields here are required k.

MOSES completes those fields based on your use of the Applicant Id or the Job
Seeker Search screen.

r Tickler Details ==
Tickler Detailz
» Applicant 1D [12732447 Case Mo: |00
Job Seeker Mame; st Uab
* Due Date: 034729 &
¥ Friarity: High -
¥ Dezcription: Provide follow up. Call and see how job is going.
Job Seeker Search ] Cancel
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10.

To view this tickler, you need to use the Start Date and End Date fields or the

Filter Criteria button.

m Caseload Management

Cazes Ticklers lBackup Cases] Events]

Staff Ticklers

Completed
Goalsd
Due Date  Priority  Casze |D Total Goals

Applicant ID First Mame  Last Mame

Description

Nate: ---» Taken from the Goals and/or T asks in the Job Seeker - Case Plan Tab

Go ToJob Seeker

[F=N EoR =)

Case Worker [D: TCART

Dates
Start Drate:

01/23/23 Q

End Date:

0E/23/2019 Q

Filter Criteria

Edit Tickler

Add Tickler

lii

Delete Tickler

ok | Cancel |

You can also Edit or Delete manually-entered Ticklers, as you choose.

This only works for Ticklers you create from the Ticklers tab, not those Goals and

Tasks brought forward from the Case Plan tab, Goals sub tab.

ral Caseload Management

Cases Ticklers BackuuCasss]Evenls}

Staff Ticklers

Completed -
Goals/
Applicant ID First Mame  Last Name Description Due Date  Priority  Case ID Total Goals
276N |lvana Vob [Homeless, He needs a place live [10/19/2018 High  [001 173 B
276319 |lvana Voh [To attend the Interviewing warkst[10/26/2018 [Medium 0071 173 EE
2763191 [lvana Neb [Renew the diivers license [10/31/2018 [Medium [007 /3 d

[12763191  [ivana lab futork Readiness [11730/2018 [Medum [007 1/3
276331 [May [Christrmas [To attend the resume workshop [12/24/2018 [Medium [001 173 Ed
2769 |lvana Voh [Ermployment fizzmezme| oo 13
[2763317 " Many [Christmas [To attend the interviewing workst[12/3172018 Medium [001 /3 EE |=
fiZ7ezant May [Christmas [Renew Dirvers license [1273172018 [Medum [007 73 @
(2763311 [Many [Christras [Buy intervizw oufit [12/3172018 [Medum [007 173 Wd

[To attend the dress for sucess we[01/07/2019 [Medium [001 /2GR

fz7eaz May [Christmas
fzreastl [Mary [Christmas [Call and see how jobis going  [01/17/2019 [High  [007 143
f2reaan  |Many [Christmas fwork Readiness [03A17/2019 [Medium [001 173 B

Mote: = Taken from the Goals and/ar Tasks in the Job Seeker - Case Flan Tab Gio To Job Secker |

T £dld Tickler

el =s

Case Worker ID: TCART

Dates
Start Date:

001 4201 B Q

End Date:

05/31./2019 g

Filter Criteria

Edit Tickler

Delete Tickler |

[ul | Cancel ‘

You can also click the Go To Job Seeker button, if you need to review or make

changes to the record.
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Events

View Current and Past Events for Your Assigned Caseload

Events is a way for you to see which of the Customers assigned to you are or were

enrolled in Events at your or other career centers.

This can help you monitor the activity of the Customers under your care, as well as

remind you of follow-up calls you may need to make.

Click the Events tab.

This view, Events, shows you all the events where customers on your caseload are

enrolled, have registered or have attended a workshop or scheduled event.
This tab may also show you events that already occurred, but did not have the

attendance information completed.

Use the Start Date and End Date fields or Filter Criteria to search for future, current or

past events.

m Caseload Management

Eases] Ticklers] Backup Casez  Everts l

Event Mame Appllcants Last Mame  Attend:

Inh—r fie Sk

Career EenterSemlnar 2;"28;’18 1DD F'M G hnstmas

Event Date Tlme Appllcants Firzt Wame

[E=N Be =)

Case Worker ID: TCART

Dates
Start D ate:

12/18/2m8 Q

End Date:

03/18/2019 ﬁ

Filter Criteria

] | Cancel

MOSES Career Planning Training Guide June 2026

56




ral Caseload Management

=5 [EER =
Casesl Ticklers l Backup Cases Events l Case worker D: TCART
Dates
Applicant's First Name lAppIicant's Last Mame Attended Applicant |D Facilitator Start Diate:
May  |Christmas EMALL 02/01/2018
| e e T R C
1043018 |09:00 &k dnita obr 127632339 |RVITE J
09/25/18 |09:00 AM |Anita ob 12763211 [RVITE End Date:
12/26M8 |M:00 P |Mary Christmas 12763311 CHILLS |D?.-"31 2019 Q

Filter Criteria

LU}

] | Cancel

\ﬁﬁ: This tab gives you a lot of information about the event and the Customers.

\ Use the horizontal slide bar to show you the name of the main facilitator for
V== the event.
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Documents in Word

View Case Plan in Word

There is a way to view the entire career plan in Microsoft Word.

You must bring up a Job Seekers screen to do this.

This brings up a document that includes information recorded in MOSES, as well as
places to add other information in Word.

1. Carry out a Job Seeker search, either by clicking the Job Seeker icon (&
or by clicking Main Menu, Job Seeker, Job Seeker Services.
2. Highlight the Job Seeker whose career plan you want to view in Word.
3. You can open that Customer’s record, if you want or just highlight the job
seekers record on the Job Seeker Search window.
4. Click on the Main Menu bar, Job Seeker, Documents, Job Seeker
Career Plan.
m Massachusetts One Stop Employment Systern - User Acceptance - 00 5taff ID: TCART Career Center: Morthampton Affiliate Career Center Securi‘t’
File Employer Training Events Program Reports Feedback Administration Go To  Window Help
C Job Seeker Services Pl.i @
E Documents 3 Job Seeker Resume EI@
Ty Correspondence 3 Job Seeker Details
g View Motes Job Seeker Training Details click the Add button. Search for an existing Job
ST Job Secker Career Plan h method. entering the saarch criteria, and then
Job Bank Browse Share Information Form Saarch
Barcode Card UI Potential Issue e ———
d  DTACockFie Return to Work
Caseload Management
551 Date of Bith  Job Seeker D Address Claimant 10
17 Cool Whip Circle, Orange _
Row 1 of 1
Eligibility | Eligibility Criteria|  Match Criteria Fiun M atch | Trade | Edit | Add | Delete | Cloze |
58
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5. This brings up the Select Services screen.

Select Services

Select the Case Number for Case Plan

Caze Murmber: | 007 hd

Printing of Conhidential Hotes

[ Print Confidential Mates

Select the services you would like to display

O e e NS

Sections Included
[ Assessment
I Goals and Plan of Action
I Section Il - Strengths and Assets
I~ Section IV - Barriers Training justification
[ Section ¥ - Services Provided
[ Section VI - Notes

I~ Section ¥II - Signatures

] | Cancel

e
e

6.

To view the career plan, one has to have already been created.
If no case plan number appears in the drop-down list, this customer has not
been enrolled in Career Planning or assigned to a primary caseworker.

Check off the box next to any Sections you want to include in the Career

Plan document.

Select Services

Select the Cage Humber for Case Plan

Caze Mumber: | 001 -

Printing of Confidential Motes

[~ Print Confidential Motes

Select the services you would like to display

T T Ty Y

Sechions Included
[~ Asseszment
Goal: and Plan of Action

Section Il - Strength: and Assets

Section ¥ - Services Provided

Section ¥l - Motes

0 R (e I B B

Section ¥l - Signatures

QK. | Cancel

Section I¥ - Bamriers Training justification
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7.

Select whether or not you want to include Confidential Notes.
The default choice is “No” (blank). Just check the box if you want to
include them.

Select Services

Select the Case Humber for Case Plan

Caze Murmber. | 001 hd

Printing of Confidential Hotes

I Print Confidential Maotes

Select the zervices you would like to display

O S e NS

Sections Included

[~ Asseszment

-

[ D (R B

Goals and Plan of Action

Section Il - Shengths and Aszzets
Section IV - Bamniers Training justification
Section ¥ - Services Provided

Section ¥l - Notes

Section ¥l - Signatures

aK | Canicel

MOSES Career Planning Training Guide

If you check off Section V - Services Provided then select the date range
you want for the services appearing in the career plan document.

You have five choices: All services, those services delivered to the
Customer in the last four months (120 days), the last six months (180
days), the last year (365 days), or no services (None) at all.

Click on the OK button to bring up the career plan in Word.
This may take a few minutes.
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10.

The Plan for Success (the Career Plan document) includes the seven sections:

Assessment, Goals and Plan of Action, Strengths and Assets, Barriers and

Training Justification, Services Provided, Notes, and Signatures.
The last page is shown here.
Remember to enter a Note if you and your customer sign the document.

T
1
= SECTION-YIl—SIGNATURESY
1

|-hauie- assisted-in-completing-this-case-plan,-and-l-agree with-the goals- and-actions-listed-in-it.-l-am- aware: of my- responsibilit-to- confinue -to-se ek
unsubsidized-employment--l-agree-to-the-plan and-to-the-level-of cooperation-and-paricipation-neede d-farmeto-compl ete-this plan. il meet:
with-my- cazewomer-on-a-peiodichazis-to-dizcuss-my- progress-in-me eting -my-goals. - lunderstandthat-my cazemodoe r-may-nee ddo-meetnith-
atherstaff-aragendes on-mybehalfto-help-me-reach-my-goals.f

1
1
Signature=q

=

=

=

[T TN 11 ] R T T T SRR T TRE P rT Date ﬂ'
Casewoﬂ(er: ................................................................................................ Da-te "
f
f

e MOSES documents seen in Word use Table formats.

MOSES brings forth every section and sub-section, whether or not the

N information exists in MOSES.

To delete a table with no entries, simply click in the table, then go to the
Table option on the Main Menu bar in Word, then choose Select Table.
This highlights the whole table.
To delete the empty table, go to the Table option on the Main Menu bar in
Word, then choose Delete Rows. This will reduce the length of the
document.

*’;:; If you want to save this case plan, you need to use File, Save As, and then

give it a name you will remember.

— Some helpful tips for the file name include the customer’s name and today’s
date and that it is a career plan.
In the example shown above, the file should be saved as “Anita Job January
2019 Career Plan”.
Try not to use punctuation marks in the title.

3

4
(2}

Remember that none of the formatting symbols will show up in the printed
documents.
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= Remember that none of the changes you make in Word will get transferred

» QC_
\\m . back to MOSES unless you use copy and paste it back into MOSES.
\9;&:% This may be a good way to run a spell and grammar check on your entries.

MASSACHUSETTS-ONE-STOP-EMPLOYMENT-SY STEMy
PLAN-FOR-SUCCESSY
1

Customer-Name:--Anita-Job=
M Job-Seeker|D:-12763211= Case-Plan-Number:-12763211001(001)=

eworker-Name:--Thomas-Cartiers

SECTION-lI-—-STRENGTHS-AND-ASSETS{

1
Top-threestrengths-to-support-goals:Y
1

12 =
o k-
2= o
-1 kS
3z =

-1 ES

1

= Top-three-personal-assets-to-support-goalsy

kS
k-
ES

kS

1=
o

2n

z =
3o

o o
1

1
= Family-and-Community-Assets-to-support-goalsy

=
=

o

B R RBRRBRARB

1
1
2
3
1
1

B e BA B3B8 B e BA B3B8

B e BA B3B8

Nt Any information on Section Ill — Strengths and Assets, need to be
\\f . manually entered into the Word document.
\9&,—;%/ This does not get transferred back into MOSES.
This section is not in MOSES.
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Other Ways to View Notes in Word

We explored how to enter Notes in the Notes section.

It required that you click on the Expand All Notes button in the Notes screen for the
Customer.

You can also view these Notes in Word from the Job Seeker option on the Main Menu
bar.

1. Carry out a Job Seeker search, either by clicking the Job Seeker icon or by
clicking Main Menu, Job Seeker, Job Seeker Services.

2. Highlight the Job Seeker whose notes you want to view.

3. Now click the Main Menu bar, Job Seeker, View Notes.

ral Massachusetts One Stop Employment System - User Acceptance - 00 Staff ID: TCART Career Center: Northampton Affiliate Career Center  Securi
File |Job Seeker | Employer Training Events Program Reports Feedback Administration GoTo Window Help

[ & Job Seeker Services A B @
F
@ Documens > T
Ty Correspondence »
q Wiew Motes To enter a new Job Seeker click the Add button. Search for an existingJob
S . Seeker by selecting a search method, entering the search criteria, and then
S, clicking the Search button.

i Job Bank Browse Search Criteria: |12763211 Search
| i Advanced Search...

DTA Clock File

Caseload Management
S5l Date of Bith  Job Seeker D Address Claimant |1

ool 'whip Circle, Orange | % F© PE

Row 1 of 1
Eligibility Eligibility Criteria|  Match Criteria Fun b atch Trade | Edit | Add | Delete | Cloze
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4. You now have a list of all the non-confidential notes entered for that Job Seeker

in MOSES, in the Notes area.

m Massachusetts One Stop Employment System

v/ Created Created Case No
Drate By

Motes Description

I [T 1218/2018 TCART
2 [ 09/417/2018 TCART

4

[~ View Confidential Motes
[~ Select All Motes

add a note

The purpose of Motes iz to supplerment information entered inta MOSES and the
Career Plan in MOSES.

MOSES entries should reflect the averall goal of helping the Custamer to
become emploved and self-sufficient,

MOSES should reflect the provizion of direct assistance for Training. and job
zearch assistance leading to re-employrient. The Motes need to reflect the
provigion of these services to enable a succinct picture of the delivery of these
SEMVICES.

Motes should not include hearsay, or information not received diectly from the
customer; unless wou are recording what you accept to be factual information
frann a wendor, and are quoting the source of the information.

Do not inchude vour opinion about customer actions or behawior.
Onily ztate what pou obzerve,

Motes should be brief but not zo brief that the reader iz unable to fully
comprehend the details you are tiving to impart. Do not include unnecessary
details.

Motes should tell the entire: story.

if follove-up iz not documented in Motes then it gives the appearance that ztaff
may not have followed up with the customer.

YWhenever possible, Motes should answer the WHO, WHAT, WHEN ,WHERE.,
WHY, and HOW questions.

m 3

Wiew Selected Motes in'word ‘ Cloze

=

5. Click the View Confidential Notes check box to view all notes, whether or not

they are confidential.

You must have clearance to view confidential notes of others to see confidential

notes other staff entered.

“ 2
&
0l

confidential notes in MOSES.

in a professional manner.

Remember that people that have that security clearance can view

These people are concerned staff, just like you, and will treat this information

Keep this in mind when writing your notes.
Keep your notes pointed, clear of opinion, and understandable.
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6. Click the Y/N box to select the notes you want to view in Word.
If there are a large number of notes, click the Select All Notes at the bottom and
then deselect the notes that you do not want by checking off the boxes of those
notes you do not wish to see. This deselects them.

7. Click the View Selected Notes in Word button to see the Notes in Word.

m Massachusetts One Stop Employment System @
/M Created Created Caze Mo Motes Description -
Date By
2 v 03A17/2018 TCART The purpose of Mates is to supplement infarmation entered inta MOSES and the

Career Plan in MOSES.

MOSES entries should reflect the overall goal of helping the Customer to
becore employed and self-sufficient.

MOSES should reflect the provizion of direct assistance for Training. and job
zearch assistance leading to re-employrient. The Motes need to reflect the
provigion of these services to enable a succinct picture of the delivery of these
SEMVICES.

Motes should not include hearsay, or information not received diectly from the
cuztomer; unlezs wouw are recording what you accept to be factual infarmation
from a wendor, and are quoting the source of the information.

Do not include pour opinion about customer achions or behaviar,
Only ztate what you observe,

Motes should be brief but not zo brief that the reader iz unable to fully
comprehend the details you are tiving to impart. Do not include unnecessary
details.

Motes should tell the entire: story.

if follove-up iz not documented in Motes then it gives the appearance that ztaff
may not have follmwed up with the customer,

Whenewver possible, Motes should answer the WHO, WHAT WHEN | WHERE,
WHY, and HOMW questions.

o

- RS ia 't} TI:[.; hlmbm alomidld mddemnm ilembleme Hlem mmambmmb siimm snsible blem =i imbmreme .-u' -
[ Wiew Confidential Notes : :
[~ Select All Hotes View Selected Mates inwWord ‘ Cloge
8. You may then edit and print out the Notes as a Word document.
,f*:;,j';_' The = Key symbol means that this is a Confidential Note.
\\ . In the above example, the viewer does not have security clearance, so the
= Note does not show.
If you do have security clearance the Note will show.
*g;j; Note if you edit your notes in the Word document, they will not be edited in
\\ . the Job Seekers MOSES record. To edit the Notes in the MOSES record,
\9_\;;// you would need to go into each Note you want to edit and manually edit each

one separately. Using copy and paste may make this faster.
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?:ZZ Below are screen shots of Notes with Confidential notes, but the staff person
\g;“ viewing them does not have security clearance to view Confidential Notes
== from other staff members.

‘a'l Job Seeker Motes X
~Job Seeker Motes

Created Date Uszer ID

Ewpand All Notesl Edit | Add | Delete ak Cancel

Expand All Motes

‘2{ Massachusetts One Stop Employment System *
‘ Applicant Notes for: Werk lvana SEN: e=d-0013 Agof 441342020

Created Date Uszer ID Notes

|n4/1322020 [MRMOSES |Confidential

|D3.-"28.-"2020 |MDSES1 02 |Ivana Werk wags recently laid off and iz zeeking a position az a web developer

Yiew Mates in Wordl Ok,
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