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This guide has been written to assist One-Stop Career Center Staff with the data entry aspect of the Job Driven NEG Project.

Most of the data entry required for the Job Driven NEG (JD NEG) Project is standard for MOSES and follows the MOSES 101 and MOSES Case Management trainings.  References to these trainings are footnoted throughout this guide.  

When data entering, it will be necessary to have the completed Job Driven NEG Project Forms with you, such as the Employer Eligibility Checklist and Job Driven OJT Contract, as much of the information needed for data entry is contained on these forms (for example, wages, hours, start date can be found on the JD NEG OJT Contract).  These information sources are also noted throughout this guide.

Please note that some data entry activity requires certain rights or levels of access in MOSES.  Each local area will need to determine the appropriate staff persons to be involved in MOSES data entry to ensure JD NEG Project records completed thoroughly and accurately.

This guide addresses the many elements of JD NEG Project data entry.  In some cases, certain fields need to be completed in a certain way for reporting purposes, or for specific reasons necessitated by the JD NEG Project.  Moreover, there may be more than one way to achieve the same outcome and documentation through MOSES.  It is highly recommended, however, that you follow the steps outlined in the guide.  Doing so will ensure you have comprehensively entered data into MOSES for the JD NEG Project.
Any questions regarding the data entry are to be directed to Leslie Seifried at lseifried@detma.org or (617) 626-5267.
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LESSON A
Employer Record Basics in MOSES for Job Driven Training
Overview:

The basic Employer record information in MOSES that is required for the Job Driven NEG (JD NEG) Project.

The General Information Tab
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Double check for an existing Employer Record.  It’s important that you do your due diligence in not adding duplicate records!  Be sure to check for a record using the Employer’s name(s), FEIN number, or other identifying information.  If one exists, assure that the Employer Record in MOSES is completed thoroughly (existing records may have incomplete fields).  For each record, assure the following tabs/screens listed below are completed.


Fill out all required fields [image: image5.png]




	Field Name
	Required
	Action 

	Name
	· 
	Type the exact, legal name of the employer.  Do not use abbreviations, unless the employer uses the abbreviation in their name.



	Address
	· 
	Type the local address for this employer.  Use the text box below to type additional address information for the same location.



	Country
	· 
	MOSES fills the Country field.  Use the dropdown list to select a different country, if needed.



	Zip
	· 
	The zip code is one of the keys to uniquely identify this employer location.



	City
	· 
	MOSES fills the City field to match the zip code.  If this does not yield the city name you expected, check the zip code for accuracy.



	State
	· 
	MOSES fills the State field to match the zip code.  If this does not yield the state name you expected, check the zip code for accuracy.



	Career Center
	· 
	MOSES fills this field with your Career Center, based on the Career Center you chose when you logged into MOSES.  Use the dropdown list to correct the Career Center, if needed.



	FEIN Number
	· 
	MOSES fills the FEIN (Federal Employer Identification Number) field with the data entered into MOSES to create this record. 


	UI Account Number
	
	Type the UI Account Number (Unemployment Insurance) for this employer.



	Number of Employees
	· 
	Type the number of employees for this employer.

THIS IS REQUIRED FOR OJT RELATED PROGRAMS


	Web Address
	
	Type the internet address for this employer.



	Doing Business As
	
	Type the commonly used name, if the employer uses another business name at this location.  This is normally the name used on their signs and logos.



	Employer Type
	· 
	Select the proper employer type from the dropdown list.  (Most businesses will be Private.)



	Federal Contractor
	· 
	MOSES defaults to the No radio button for Federal Contractor.  Select the Yes radio button, if appropriate.



	Primary Phone
	· 
	MOSES fills this field in with the phone number that was entered in creating the employer record.   Correct the phone number, if needed.  The phone number is one of the keys to uniquely identify this employer and its specific location or branch.



	NAICS Code
	(
	The North American Industry Classification Systems (NAICS) Code.



	NAICS Sector
	(
	Select the NAICS Sector from the dropdown list.



	NAICS Subsector
	(
	Select the NAICS Subsector from the dropdown list.



	NAICS Industry Group
	(
	Select the NAICS Industry Group from the dropdown list.



	NAICS Industry
	(
	Select the NAICS Industry from the dropdown list.



	NAICS US Industry
	
	Select the NAICS US Industry from the dropdown list.



	Status


	
	MOSES defaults to the Access Approved radio button.  Only staff with the proper security level can change this. The Access Denied radio button prohibits the employer from accessing their JobQuest account.  While the Access Approved gives them full access to their JobQuest account. 


	Trade Names
	
	Click the Add button and type in a trade name, if the employer is more easily recognized by a trade name. You can add as many trade names as needed.


Employer Contacts tab 
The Employer Contacts tab is used to list individuals at a company with whom your career center works.

Click the Employer Contacts tab on the Employer Registration window.
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Click the Add button to display a blank row.
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Enter the information as completely as possible.  Name and Phone are required fields.

Repeat for additional contacts.  You can add as many contacts for the Employer as needed.
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	The Employer Contacts information on the Employer Registration window is copied to the Contact Information in the Job Order, but the reverse is not true.  If you modify, delete, or add other Contact Information on the Job Order, it will not change the Employer Contacts information in the Employer Registration.


Not Required in JD NEG Project program tabs
Events tab
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Account Representatives
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Programs and Benefits tab
The Program and Benefits window is used to view and/or add employer benefits.
Click the Program and Benefits tab on the Employer Registration window.
On the Programs side of the tab, check off the applied box for the appropriate National Emergency Grant.  (Job Driven NEG – Employer).
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	Select all Benefits that apply for the Employer.  If No Benefits or Benefits Unknown is selected, they are the only entries allowed.  If Benefits are known at a later date, you must un-select No Benefits or Benefits Unknown before selecting the appropriate choices.


Employer Services tab
The Employer Services window is used to view and/or add employer services.  Unlike the job seeker, where services are categorized in five separate sub tabs, all employer services are currently housed under this one tab, Employer Services.
Click the Employer Services tab on the Employer Registration window. 
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Click the Add button to record an employer service.    
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Type information into the following fields on the Employer Services Details window:

	Field Name
	Required
	Action 

	Date
	· 
	MOSES fills Date with today’s date.  This can be backdated to record the date the service was given.



	Service

Category


	(
	Select the Type of Service Category from the dropdown list.

	Type of Service


	(
	Select the Type of Service from the dropdown list.

	Career Center
	· 
	MOSES fills this field with the user’s Career Center.



	Staff
	· 
	MOSES fills this field with the Staff ID.  Change this, if needed.



	Person Contacted
	
	Type the name of the person contacted at the employer.



	Summary
	
	Type a short description of the service provided.  Entering information here will help you and other staff to continue to provide good services to this Employer in the future.

	
	
	


Click the OK button to save your changes and return to the Employer Registration window.  This posts the information to your view of MOSES.


Click the OK button or the Save icon to save the service to the MOSES database.

	[image: image15.png]



	All Employers engaged in OJT should have an Education and Training Service under Category.  And under Type of Service, ‘On-the-Job Training’ should be selected.  Other Services appropriate may include Business Information and Incentives Category, “Grant Information” or “Other Public Incentives Information for Hiring”99 Type of Service.



Samples:  (commonly used services for OJT.)
Education and Training Services Category:  On the Job Training
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Business Information and Incentives Service Category:  Grant Information 
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Employer Services Details:  Other Service Categories not directly used for JD NEG Project but available in MOSES 
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NOTES
To Add a Note to an Employer Record


Open the Employer Record window for the Employer.  
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Click the Notes button on the right of the top bar of the Employer Record.  If the Employer record contains previous notes; the Notes button will be bold and blue.  MOSES displays the Notes window with a list of existing notes, if any.         
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Click on the Add button, MOSES displays the Notes Detailed window.  

Type note into the Notes text box. (Can copy and paste in the Notes box.) 
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Select the Confidential check box, to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.  You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.  

The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.   


Click the OK button to return to the Notes window.  The note is displayed on your view only.  It is not saved to the MOSES database.

Click the OK button and the Yes button to save changes.  This returns you to the Employer record.

Helpful Tips and Hints:

· Check for existing Employer records. 

· Update any information that has changed since the last contact with Employer.

· Certain ‘rights’ are required in MOSES to add an Employer Record - you may or may not have these rights.  If you do not that the rights, see the appropriate Career Center staff person.
· Make a note of the MOSES Employer ID number; it is required for completing the Job Driven OJT paper work, including the JD OJT Contract. 
· Make a note of the Employer FEIN – it is also required for the JD OJT paper work and for setting the Employer up as a ‘Training Provider’.
· Record all Employer Services and contacts (Conversations, visits, etc…).

· For the JD OJT/NEG Project, information pertaining to the ‘size’ of the Employer should be based on the number of employees at that specific location.
LESSON B
Provider (Training Vendor) Record in MOSES

Overview:

This lesson will show you how to enter the basic information required of a training provider record in MOSES for the Job Driven NEG Project.

Provider Records Add 
To Create a Record for a New Training Provider


Select Training on the MOSES main menu bar, then select Provider Maintenance. 
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MOSES displays the Provider Search window.
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Click the Add button.  You will need the schools FEIN number to add the school.  MOSES displays the Basic tab of the Training Provider Information window.  For adding an Employer as the Training Provider, use the Employer FEIN.
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Type into one or more of the following fields on the Basic tab.

	Field Name
	Required
	Action



	Provider Name
	· 
	Type the name of the school or other organization that will provide the training. For OJT purposes, ALWAYS preface the name with “OJT” followed by the name of the Employer 

(i.e. OJT Acme Manufacturing)


	Dept/Div


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



	D/B/A


	Optional
	Type an alternate name if the provider uses a "Doing Business As" name.



	Physical Address


	Optional
	Type the address where the training provider is physically located.



	Mailing Address Different?


	Optional
	Check mark this box if the provider uses a different mailing address.

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



	Web Address


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



	Tax Identification #


	· 
	Type the Federal Tax Identification Number for the provider.

	MA State Vendor Code


	Optional
	Type the Massachusetts State Vendor Code number for the provider.

	DET ID


	Optional
	Type Massachusetts Unemployment Insurance Vendor number for the provider



	Accredited/ Licensed


	Optional
	Check whether the provider is accredited.



	Provider/ School License Number


	Optional
	Type the training provider / school license number for the provider.



	Exp. Date


	Optional
	Type the expiration date for the training license.



	No. of Employees


	Optional
	Type how many employees the training provider has.



	Annual Budget/Revenue


	Optional
	Type the dollar amount of the provider's annual budget or annual revenue.



	Year Began Operation


	Optional
	Type the year that the provider began operating.



	Average Teacher/Student Ratio


	Optional
	Type the average ratio of students to teachers.



	Type of Business Organization


	Optional
	Select the type of business organization for the provider:

Corporation (Domestic)

Limited Partnership

Not-For-Profit Corporation

Partnership

Professional Corporation

Sole Proprietorship


	Type of School or Organization


	Optional
	Use the (( button to move one or more types of schools or organizations from the Available panel to the Selected panel.




Click the Additional Info tab. MOSES displays the Additional Info tab of the Training Provider Information window.
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Click the Add button to add the name of a contact person at the training provider. MOSES adds a blank row to the list of Contacts.
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Type information into the following fields on the blank row for the new contact:

	Field Name


	Required


	Action



	Type


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

Admissions

Contract

Manager

Other

Primary

Secondary

Signatory


	Name


	Required
	Type the name of the contact.

	Title


	Optional
	Type the title of the contact.

	Phone


	Optional
	Type the telephone number for the contact.



	Fax


	Optional
	Type the fax number for the contact.

	Address


	Optional
	Type the address for the contact.

	Email


	Optional
	Type the email address for the contact.


Click OK to save and add the contact to the record.

Continue to add contacts as appropriate.
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If appropriate, Select one or more of the following fields in the Support Services panel:

	Field Name
	Required
	Action



	Child Care


	Optional
	Select this box if the training provider offers child care facilities for students.



	Transportation


	Optional
	Select this box if the training provider offers transportation assistance for students.



	Job Counseling


	Optional
	Select this box if the training provider offers job counseling assistance for students.



	Financial Aid


	Optional
	Select this box if the training provider offers financial aid assistance for students.



	Brush Up Skills


	Optional
	Select this box if the training provider offers assistance for students to brush up their skills.



	Assessment Services


	Optional
	Select this box if the training provider offers assessment service assistance for students.



	Career Planning


	Optional
	Select this box if the training provider offers career planning assistance for students.



	Psychological Services


	Optional
	Select this box if the training provider offers psychological counseling assistance for students.



	Other


	Optional
	Select this box if the training provider offers other assistance for students.



	No title
	Optional
	Type a description of the other assistance that the provider offers. MOSES displays this box only when the Other box is checked.
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Type a description of the training provider's Tuition Refund/Proration Policy and fill in the following fields if applicable. 

	Bilingual Capacity


	Optional
	Select an option from the dropdown list that indicates whether the provider can provide bilingual training.



	Specify
	Optional
	Type the language that the provider can offer. MOSES only displays this field when you check Other in the Bilingual Capacity field above.



	Compliant with Americans with Disabilities Act


	Optional
	Select Yes or No whether the provider's facilities are compliant with the requirements of the Americans with Disabilities Act (ADA).



	Accessible by Public Transportation
	Optional
	Select Yes or No whether the provider's facilities are accessible by public transportation.



	Bus/
Train Route


	Optional
	Type the name or number of the bus or train route that students can use to access the training provider's facilities.


Click the Add button at the bottom, if the training provider offers other Value Added Features.   
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Type information into the following fields on the blank row for the Value Added Features:

	Field Name


	Required


	Action



	Feature


	
	Select the type of feature from the dropdown list:

Case Management

Job Readiness

Other

Placement Assistance

Tutoring



	Details


	
	Describe the value added feature.

	Prior to Graduation


	
	Select Yes or No to indicate whether the value added feature is offered before graduation.



	Post-Graduation

	
	Select Yes or No to indicate whether the value added feature is offered after graduation.


Continue to add Value Added Features, as appropriate.

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

Section 30 / WTF tab
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	The JD NEG Project does not require the use of Section 30 or Workforce Training Fund (WTF) tabs
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Industry tab
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	If relevant to identify the JD NEG Project industry, but not required.



Notes
To Add a Note to a Provider Record


Open the Provider Record window.  


[image: image39.png]@ Training Provider Information  MicroCAD Training & Consulting, Inc.)
[MicroCAD Training & Consulting, In FEIN

Besic | AditionalInfo | Section 30 | WTF | WTF-Continued | Industy |
Training Provider Information Training Provider Address

» ProviderName [MicroCAD Training & Consulting, Inc. Physical Address | Maling Adcress |

Dey = - -
T Nl S—
D/Bj

Provider Notes
Sub | Crested Date UserID Confidential Notes

~Traini
webl|

» TaxIf)|
%l
DET||
Acerd |
Prov |
Expil |
No.of |
Annuf |
vearl|
Averagl|

I Expand All Notes Edit Add Delete Cancel





Click the Notes button on the right of the top bar of the Provider Record.  If the Provider record contains previous notes; the Notes button will be bold and blue.  MOSES displays the Notes window with a list of existing notes, if any.
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Click on the Add button, MOSES displays the Notes Detailed window.  


Type your note into the Notes text box.
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Select the Confidential check box, to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.    You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.  

The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.   


Click the OK button to return to the Notes window.  The note is displayed on your view only.  It is not saved to the MOSES database.


Click the OK button and the Yes button to save changes.  This returns you to the Employer record.

LESSON C
Course Record in MOSES 
Overview:

This lesson will show you how to enter the basic information required of a course record in MOSES for the JD NEG Project.

You need to have MOSES rights to ADD a Training Course
To Create a Record for a New Training Course


Search for the training provider you entered into MOSES. 
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Select the name of the provider offering the course. 
Click the Courses button.

MOSES displays the Training Courses Provided window for that training provider.  The courses already registered on MOSES would be listed.
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	Note:  All OJT training records should start with OJT and then the training title.




Click the Add button. MOSES displays the Basic tab of the Training Course New window. 
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	The Additional Info tab displays information about course contacts, course results, program eligibility, hours per course, targeted occupations, and course options.
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	The Schedule tab displays information about the course start and end dates, as well as the weekly and/or daily course schedule.
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	The Performance tab displays information, provided by the training provider, such as the aggregate number of course participants, the number of course completions, the number of participants who were placed in jobs, etc.  This information is not specific to Title I.  It is information that the provider has collected regarding ALL course participants for all applicable years.  
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	The Costs tab displays information on the types of costs involved with the course such as books and fees, financial aid, skills plus, and vouchers.
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	The Youth Worksites tab displays information on worksites specific to the Youth Summer program.
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	The Targeted Occupations tab shows all the high-growth occupations attached to this course.  This is specific the Education Rewards Loan Program.
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	The Program Courses tab shows all the courses needed to finish a program that requires more than one course/term for successful completion.  This course is one of those courses.

	
	

	[image: image55.png]



	The Enrolled tab shows all the Job Seekers enrolled in this course.

	
	


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

	Field Name
	Required
	Action



	Course Name
	►
	Type the name of the new course.  For OJT purposes, ALWAYS preface the name with “OJT” followed by the name of the Employer 

(i.e. OJT Acme Manufacturing)


	Address
	►
	Type the address where the course will be taught.



	Zip
	►
	Type the Zip Code.



	Description
	Optional
	Type a description of the course.



	Activity Category
	Optional
	Move the appropriate activity category(ies) from the left side to the right side:



	Other Activity Category
	Optional


	Type a description of the activity category. MOSES displays this field only when you select Other in the Activity Category field.

	
	
	

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

Contract

Not WTW Funded

Other Work Program

Voucher


	Course Capacity
	Optional
	Type in the course capacity.



	Year Course First Established/ Offered


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



	Funded by Workforce Development Agency in last 3 years?


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



	Specify Agency and Year(s)
	Optional
	Type the name of the workforce development agency and the years that were funded. MOSES displays this field only when you select Yes in the field above it.




Click the Add button to add the Approvals. MOSES displays a blank row. Select data for the following fields:

	Field Name
	Required
	Action



	SDA Name

(will show the

SDA’s you have

access to)
	· 
	Select an SDA Name from the dropdown list which has approved this course.



	Staff ID
	
	MOSES pre-fills this field with your Staff ID, but you can change it.



	Type
	· 
	Select a program Type for which the course is approved from the dropdown list:

DTA

ITA

Other

Section 30

Specific Funding

Trade

Workforce Training Fund

WTW

Youth


	Specific Funding


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



	Status
	· 
	Select whether the course has been approved from the dropdown list:

Approved

Denied

Inactive

Pending

No Action Taken


	Start Date
	· 
	Type a date when the approval for the course starts.



	End Date
	· 
	Type a date when the approval for the course ends.




Repeat the previous step until you have entered all the Types and SDA's applicable to this course.
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	Comments may be added to COM box by clicking on it.


Course Approvals
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Course Approvals on Basic tab
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Click the Additional Info tab.  MOSES displays the Additional Info tab.
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Click the Add button to add the name of a contact person at the training provider. MOSES adds a blank row to the list of Contacts.
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Type information into the following fields on the blank row for the new contact:

	Field Name


	Required


	Action



	Type


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

Admissions

Contract

Financial Aid

Manager

Other

Primary

Secondary

Signatory


	Name


	
	Type the name of the contact.

	Title


	Optional
	Type the title of the contact.

	Business Title


	Optional
	Type the professional Business Title of the person.

	Phone


	Optional
	Type the telephone number for the contact.

	Fax


	Optional
	Type the fax number for the contact.

	Email


	Optional
	Type the email address for the contact.


Repeat to add additional contacts as appropriate.

Select one of the Course Results to indicate the student achievement upon completion of the training:

Degree

Certificate

License

Credential

	[image: image61.png]



	If you did not select any listed Course Results, describe how the program is recognized as meeting industry approved standards in the large white box.
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	If you select any listed Course Results, when the Job Seeker successfully completes the program of study an Outcome / Enhance service will be added to the Job Seekers General Services.  This will give them credit for their credential/ license / degree.


Type numbers into the following fields in the Hours Per Course panel:

Credit Hours

Total # Hours

Avg. Hours / Week

Avg. # Weeks

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

Type Job Titles into one or more of the Targeted Occupations panel and is this course Full Time (Yes or No).

Select whether the course offers an Internship option.  If you select Mandatory or Yes, MOSES displays a field for you to type the number of total Hours of internship that are offered.


Select whether the course offers an opportunity for the student to have Voluntary Lab Time.  If you select Mandatory or Yes, MOSES displays a field for you to type the number of Hours of lab time that are offered.
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	Note; this tab includes the Section 30 approval or denial information for the course.


To Complete the Information on the Schedule Tab

Click the Schedule tab.  MOSES displays the Schedule tab.
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Click the top Add button to add a Course Schedule.  MOSES displays a blank row.  Enter data for the following fields:

	Field Name


	Required


	Action



	Start Date


	
	Type the date of the first class for the course.



	End Date


	
	Type the date of the last class of the course.

	Last Enroll Date


	
	Type the last date when the provider will accept enrollment in the course.




Click the Add button to add any Course Schedule Breaks.  MOSES displays a blank row.  Enter data for the fields.

Click the bottom Add button to add a Weekly Schedule.  MOSES displays a blank row.  Enter data for the following fields:

	Field Name


	Required


	Action



	Time of Day


	
	Select whether the training is offered in the Morning, Afternoon, or Evening.



	Monday
	Optional

	Type the time when the class begins. You can also type when the course ends.



	Tuesday
	Optional
	Type the time when the class begins. You can also type when the course ends.



	Wednesday
	Optional
	Type the time when the class begins. You can also type when the course ends.



	Thursday
	Optional
	Type the time when the class begins. You can also type when the course ends.



	Friday
	Optional
	Type the time when the class begins. You can also type when the course ends.



	Weekend


	Optional
	Type the time when the class begins. You can also type when the course ends.


Select whether the course has Open Entry/Open Exit.

To Complete the Information on the Performance Tab
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	The training provider should give you information about its success in placing participants from its programs.  The data should not be limited to participants from a single program, such as Title I WIA.


Click the Performance tab.
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Type information to the following fields regarding the training provider's success with the training course:

	Field Name


	Required


	Action



	Program Year


	Optional


	Select the year from the dropdown list for the data you will be entering on this tab.



	Number of Program Participants


	Optional
	Type the number of participants that the training provider enrolled in the course during the program year.

	Number of Participants Leaving Program


	Optional
	Type the number of participants that exited from the course during the program.

	Participant Dropout 


	
	Enter the number of participants that drop out of the program.



	Participant Completion (#)


	
	Type the number of participants who completed the course 

	Participant Entered Employment (#)


	
	Type the number of participants in the course who entered employment.

	Participant Hourly Placement Wage


	
	Type the average wage in dollars that the participants received when they entered employment.

	Number of Educational Outcomes (#)


	Optional
	Type the number of educational outcomes for participants in the course.

	Type of Educational Outcomes


	Optional
	Type a description of the educational outcome.

	Period


	Optional
	Type a description of the period for which the data was obtained. Example: 1998-1999 School Year.
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	When you click or type into this field, MOSES calculates the percentages fields.



	Participant Employment at 6 Months (#)


	Optional
	Type the number of participants in the course who were still employed six months after the course ended.

	Participant Hourly Wage at 6 Months


	Optional
	Type the average dollar wage of the participants after 6 months.

	Justification for Lack of Information


	Optional
	Type a narrative justification if the training provider is unable to provide the performance data.

	
	
	


To Complete Information on the Costs Tab

Click the Costs tab.
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Click the Add button to identify costs associated with the course:

	Field Name


	Required


	Action



	Type of Cost


	
	Select the type of cost from the dropdown list:

Books

Equipment / Tools

Fees

Health Insurance

Other

Other Insurance

Subsistence
Supplies

Tests for Certification

Tuition

Uniforms


	Details


	Optional
	Type a description of the cost.

	Amount


	Optional
	Type the dollar amount of the cost.

	Included in Tuition


	Optional
	Select whether the cost is included in the total tuition package.

	Preferred Payment Schedule


	Optional
	Select from the appropriate drop menu.
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Select one or more of seven types of financial aid available for the course:

Pell Grant
SEOG Grant
Perkins Loan
Work Study
Family Education Loan
Mass. State Scholarships
Other
If you select Other for Financial Aid, type a description of the aid in the box to the right of the Other box.

Click the Targeted Occupations tab. 
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Click Add.  Search for the appropriate occupation that someone completing the program would go into.  Select the Occupation that most matches the Job Driven On the Job training occupation.
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Click the Program Courses tab. 
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Click Add to add the curriculum that makes up the JD NEG Project.  Continue to Add to the curriculum as needed.
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LESSON D
The Job Seeker Record in MOSES

Overview:

Introduction:

All JD NEG Project trainees need to be entered into MOSES as a Job Seeker.  All potential JD NEG Project trainees must have received an intensive service, and therefore enrolled in Case Management prior to being enrolled in any of the JD NEG programs.  Much of the instruction for entering a new Job Seeker and Case Management is covered in the MOSES 101 and Case Management trainings.  For the purposes of this guide, only those fields requiring special attention for the JD NEG Project are highlighted. 
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	Always verify that the information in MOSES is up to date with the Job Seeker.


Job Seeker Basic tab
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Complete the following information, under the Basic tab.
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	You must complete all of the required fields on a tab before you can select the next tab.  ((= Required Fields)  If the information is available, complete the Optional Fields, as well.
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	Use Title Case (Upper and Lower case) rather than UPPER CASE (all Upper case) letters for all typing in MOSES.  This information can be a basis for resumes and letters, so should not be in all capital letters.


	Field Name
	Required
	Action 

	First Name
	· 
	Type the first name of the Customer.



	Middle Initial


	
	Type the middle initial of the Customer.

	Last Name
	· 
	Type the last name of the Customer.



	Gender
	· 
	Select the radio button that indicates the gender of the Customer.



	Race
	· 
	Select one or more racial categories from the list.  If the Customer does not want to divulge their race, use “Information Not Available”.



	Military
	· 
	Select the Yes or No radio button.


	Other Eligible
	· 
	If the No check box was selected under Military, the Other Eligible field appears and becomes mandatory.  Select the Yes or No radio button.  Other Eligible refers to an individual whose mother/father/spouse was killed while on active duty.  These individuals may be eligible for some Veteran benefits.  If a customer says they are Other Eligible, make sure that a Veterans’ Representative verifies this.



	Date of Birth


	· 
	Click the Calendar icon [image: image79.bmp] and select the Customer’s date of birth from the dropdown calendar.  Click the OK button.  Or, you can type in the date of birth.  It is important to enter the correct date of birth, as this is used in determining eligibility for certain programs. 



	Release Information?
	
	Only check this field if you make referrals to the Department of Education-funded ABE/ESOL classes.  Once you select a choice, it cannot be deselected.  Yes means you have a signed ABE Release Form or that a signed ABE Release Form is located at the ABE training site.  No means that the Customer did not sign the ABE Release Form.  You can view the form from either of the pop-up boxes or from Job Seeker, Documents, Share Information Form.

	Address
	· 
	Type the local street address for the Customer.  There are two lines for street address.  Do not include the city, state, or zip on the second line.  The second line adds to the first line.



	Country
	· 
	MOSES pre-fills the country.  You can use the dropdown list to select a different country, if needed.



	Zip Code
	· 
	Type the 5 to 9 digit zip code for the Customer’s address.  Tab out to fill in City and State automatically.  Check to make sure the zip code you entered is correct



	City
	· 
	MOSES pre-fills the city to match the zip.


	State
	· 
	MOSES pre-fills the state to match the zip.


	Enterprise Zone


	
	Select this check box, if applicable.

	Empower-ment Zone

	
	Select this check box, if applicable 

	Renewal Zone


	
	Select this check box, if applicable 

	Email
	
	Type the Customer’s e-mail address, if applicable.


	Home Phone
	
	Type the Customer’s home phone number. 

	Other Phone
	
	Type the Customer’s other phone number, if applicable.  Make sure you select the type of phone from the dropdown list.



	Prefers Email
	
	Check this if the Customer wishes to be contacted via email.  You must have a valid email address in that field.



	Address Not Available
	
	Select this check box if the Customer does not have, or does not want to provide, an address.



	Mailing Address Different
	
	Select this check box if the Customer has a different mailing address.  When you select this option, the Mailing Address sub tab becomes available.  It must be completed before moving to the next tab.



	Confidential
	
	Only viewable on the Basic tab.



	Agricultural Work Question
	· 
	Check the proper radio button after asking the job seeker if they have worked in agriculture or food processing in the last 12 months.

	Special Accommo-dations


	
	Describe any Special Accommodations the job seeker may need.  Or any additional miscellaneous information you may want to include.
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	Enterprise zone, empowerment zone and renewal zone relate to tax credits that a Customer and an employer might both be eligible for.  For an enterprise zone, the tax credit is based on the street address and zip code.  These programs are run by HUD.


Complete the following fields in the Programs section of the Basic screen (If relevant).
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	Field Name
	Required
	Action 

	Program Name


	
	MOSES presents a list of programs applicable to Career Center Customers.  You can scroll through the list using the scroll bar to the right.  The boxes that will most often be checked when a Customer first enrolls are Job Match, Program Eligibility, and Case Management.  Some programs need to have eligibility determined prior to checking the Apply box.


	Apply
	
	Select the appropriate Apply box for the program that the Customer is interested in.  Remember that some of the Apply boxes cannot be checked until eligibility is determined and they are deemed qualified.


	Program Status
	
	MOSES often pre-fills this field.  For example, when Job Match is checked, the status shows as “Info. Incomplete”.  Once the Job Match Criteria have been successfully entered and saved, the status changes to “Info. Complete-On”.



	History
	
	Click once on the folder icon at the end of the row for the program you selected.  This gives you information about enrollment and exiting dates / history.
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	Once you click on the Apply checkbox, MOSES asks you if you are sure that is what you want to do.  Click Yes if you are sure you want to enroll the Customer in that program.  Click No if the Apply checkbox was clicked by mistake.
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	Once you click on the Apply checkbox for a program that needs program eligibility determined, MOSES tells you that program eligibility should be established prior to clicking on the Apply checkbox.  The can also hold true for some Career Center Specific programs.


Click on the Career Center Button to enroll a Customer in a program applicable to that Career Center.  Job Driven NEG should be checked off (click Apply box).
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	Once you click on the Apply checkbox, MOSES asks you if you are sure that is what you want to do.  Click Yes if you are sure you want to enroll the Customer in that program.  Click No if the Apply checkbox was clicked by mistake.
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	When you enroll a Customer into a Career Center specific program, the Career Center button and the text for the chosen program(s) turn green.  Once a Customer is exited from that Career Center specific program, the text turns red.


You have completed the Basic tab.
The next step is to complete the Full tab.

Job Seeker Full tab 

General Information tab

To Complete the Full Tab

A Full membership lets the Customer use more of the available services of MOSES.  These fields are indicated by a ( mark rather than a ( mark.  The ( mark fields are recommended fields.  This gives you the option of completing the information later.  These fields are required for federal reporting and need to be completed.

Click the Full tab on the Job Seeker record.  The following screen appears.
[image: image87.png]D Notes
Basic. Full | Education | Work Experience | Events | Alets | | Senvices | Special Programs | Survey
Generel Information | | Bariers | Assistance
|- Additional Information [pScaton) —
v Employed[T Yes  © I ¢ [TVes TN ¥ In Schoal es
e[ 2 e Caves 2 € Yes-In Altemative Schoal
¥ Disabily [~ Ves © No @ NaiDisclases © No
¥ Highest Degres: [Assaciate Degres
Dislocated Worker [~ Received Notice of Layoff/Military Separation [~
R ACTEIE English = Work Search Verification Claimant ID
Language Defails e —
SummerYouth [~ Verified By:
Permaneniy Separated (HITG) ™ Last Madified: [00700/0000
Economically Disadvantaged " Migrant Status
v Fam”ys‘my g [ 8 Seasanal Farm Waorker, Non Migrant bD"nEg';T‘EDvad
¥ I yourfamily income forthe last six ronths below T VeeP No] || O Migrant Ferm Warker e
$15,620.507 © Migrant Food Pracesser

| Career Objective

v Viewsble to Employers onthe Intemet (JobQuest)  © VYes

C Ne

[PUT CAREER OBJECTIVE HERE. T SHOULD SUPPORT THE OJT

de Eligibility Meatch Critefia

Funieich | Eligibility Criteria





Type the Customer’s information into the following fields under the General Information sub tab.

	[image: image88.png]



	Required fields (() must be completed before you can select the next function in MOSES.  Highly Recommended (() fields are required for federal reporting and for entry into most programs.  You can move on to the next tab if these ( fields are incomplete.  However, a Missing Fields Alert (Stop/No Entry sign) will appear on the Customer’s record until the required or highly recommended information is completed. 


	Field Name
	Required
	Action 

	Employed
	· 
	Select the Yes or No radio button.


	Disability
	· 
	Select the Yes, No or Not Disclosed radio button. 



	Disability Comment
	
	Type a brief description of the disability, if the Customer has disclosed a disability.



	Immigrant
	
	Use this field only when referring a Customer to a Department of Education-funded ABE/ESOL course.  DOE requires that we check Yes if the Customer is foreign-born and has legal status to live in the USA.



	Dislocated Worker
	
	Select this check box if the Customer is a dislocated worker and your Career Center uses this field for reporting.



	Summer Youth


	
	Select this check box if the Customer is a summer youth and your Career Center uses this field for reporting.



	Primary Language
	
	Select the Customer’s primary language from the dropdown list.



	Language Detailed
	
	Describe language details, such as degree of fluency in oral and written use of that language.



	Permanently Separated (HITG):


	
	Information from the UI database will cause this check box to be checked, if the Customer is collecting UI and is permanently separated from their most recent employer.


	Last Modified


	
	Information from the UI database will cause this date field to be completed.  Staff cannot complete this field themselves.



	Family Size
	· 
	Type the number of people living in the household.  This includes the Customer.



	Family Income
	· 
	After you enter the Family Size, MOSES displays the question “Is your family income for the last six months below $     ?”  This determines whether or not a Customer is economically disadvantaged.  The income level is calculated from the Family Size and the zip code.  Read the question to the Customer and select the Yes or No radio button.



	In School
	· 
	Select the Yes, Yes-In Alternative School or No radio button. 

	Highest Degree
	· 
	Select the Customer’s highest educational degree from the dropdown list.  It is important to make the correct selection, as this is used as one of the Job Match Criteria.


	Highest Education Grade
	
	MOSES displays this field only when you select Less than High School, Some College, or Post-Secondary with High School, from the dropdown list above.  Select the number of years of school completed.



	Migrant Status
	· 
	This field is only active if the Worked in Agriculture question on the Basic tab was a Yes.  Select the radio button indicating the correct Migrant Status.


	Career Objective
	
	Describe Career Objectives, if any.  (Up to 750 characters.)  Remember that this career objective will appear on the resume document, so spelling, capitalization, punctuation, and grammar should be carefully reviewed.



	Viewable to Employers on the Internet
	· 
	This allows the Career Objective to be viewable in JobQuest to the employer and adds it to the job seeker resume when Yes is selected.  No means it will not be viewable.


You have now completed a Full Membership.

To Add a New Customer Who Is a Veteran

While giving information on the Basic tab, if the Customer answered “Yes” to Military or Other Eligible status, complete the Military Information sub tab.  This is accessed from the Full tab.
On the Full tab, click the Military Information sub tab to view military information.
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	Veterans are usually referred to the Veterans’ Representatives, who hold special expertise for serving these clients.
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	If the Customer answered “No” to Military status and Other Eligible status, the sub tab will be inactive.  It appears grayed out.


Click the Add button.
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Complete the required fields.

Complete the optional fields if the information is available.

	
	


	Field Name
	Required
	Action 

	Branch
	· 
	Select the branch of military service from the dropdown list.



	Type of Discharge
	· 
	Select the type of military discharge from the dropdown list.



	Start Date
	· 
	Click the Calendar icon [image: image93.bmp] and select the Start Date from the dropdown calendar.  Click the OK button.  Or, you can type in the Start Date.  Certain start and release dates trigger additional radio button options under Veteran Information.



	Release Date
	· 
	Click the Calendar icon [image: image94.bmp] and select the Release Date from the dropdown calendar.  Click the OK button.  Or, you can type in the Release Date.  Certain start and release dates trigger additional radio button options under Veteran Information.



	Is Your Disability Service Connected?
	
	Select the Yes or No radio button to indicate if the disability is service connected.  If Yes, select the percentage of the disability that is service connected from the dropdown list.  This only appears if you checked Yes for Disability on the General Information tab.



	Campaign Badge


	
	Select the Yes or No radio button.

	Served in Vietnam (In Country)
	· 
	Select the Yes or No radio button.  This question is triggered by the start and release dates.  (This field appears only if the user enters a military date range between 2/28/1961 and 8/14/1964.)



	Reserve Time/

Training Time


	· 
	Select the Yes or No radio button.  This question is triggered by the start and release dates.

	Desert Storm/

Desert Shield


	· 
	Select the Yes or No radio button.  This question is triggered by the start and release dates.  (This field appears if the user enters a military date range between 8/2/1990 and 11/15/91.)



	DD214 Verified
	
	Select the check box, if DD214 is verified.  MOSES will update the other information automatically.



	Homeless Veteran
	
	Select Yes if homeless, or No if not homeless.



	Recently Separated Veteran
	
	Check this box if the veteran meets the recently separated Veteran criteria.



	Applicant created by:
	
	This shows the Staff ID of the person who created this record.  MOSES completes this field.



	Last modified by:
	
	This shows the Staff ID of the person who last changed the military information for this record.  MOSES completes this field.



	Office applicant record created from:
	
	This shows the registered Career Center of the person who created this record.  MOSES completes this field.
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	“Is your disability service connected?” will not appear unless the Customer answered “Yes” to being disabled on the Full tab.
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	If the Customer served in more than one military branch, click the Add button to display a blank row and fill in the information on the second branch.


Job Seeker Education tab
To Add a New Customer (Education Tab)

The next step is to complete the Education tab.  This information is used to help staff assist the Customer in many aspects of workforce development programs.

Click the Education tab on the Job Seeker Membership window.
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	This information helps all staff provide good services.  Make sure that you complete this tab.  Entering this information eliminates each staff person from having to obtain this information from the Customer each time.
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	State/National Licenses, Certifications, and Registrations refer to state or national professional licenses, not standard motor vehicle licenses.  You may enter in a Commercial Driver’s License here.


Click the Add button in the Degrees section and complete the information.
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Repeat, as needed.
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	High school education should be entered if there are no additional degrees sought by the Customer.


	[image: image102.png]



	If a Customer did not complete high school, it is a good idea to record this, using the Status of Incomplete.  This way, the question only has to be asked once of the Customer.
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	Certificates that do not lead to a degree should be added in the Vocational Education and Other Training section.  This is true even if they take the courses for the certificate in a college setting.
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	If the Customer is currently pursuing a degree, enter that information, and choose In Course for the status.  If the Customer stopped pursuing a degree, enter that information, and choose Incomplete for the status.


Click the Add button in the Licenses, Certifications, and Memberships section and complete the information.

[image: image105.png]ob, Anita

Basic| Ful Education | work Experience | Events | Alers | - - | Services | Speciel Pragrams | Survey
Degrees
Instiution Segres Mejor »Status Stetdate End dete o
Delete

- State/National Occupational Licenses. Certifications. and Registrations
Type Title. ssued By State Date lssued Exp Date

Add
Delete
- Vocational Education and Other Training
Insttution Sourse Title » Status Start Date End Date o
Delete
Trade Eligibility Meatch Critefia Funieich | Eligibility Criteria Cancel





Repeat, as needed.
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	Licenses, Certifications, and Registrations refer to state or national professional licenses, not standard motor vehicle licenses.  However, you may enter in a Commercial Driver’s License here.  All drivers’ licenses are included in the Job Matching section of MOSES under the Match Criteria, Summary tab.


Click the Add button in the Vocational Education and Other Training section and complete the information.
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Repeat, as needed.
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	Use this section to record individual courses or non-degree certificates pursued at any post-secondary training provider, including colleges.


Job Seeker Work Experience tab
[image: image109.png]Q Job Seeker Membership (Job, Anita)

Basic| Full| Education Work Experience | Events | Alers | - 11 | Services | Spetial Programs Survey
- Employment History
Company Name Joh Title Salary Salary SteriDate  End Date
Unit o

Edit

e mms

[Wark Experience Defail | Adcitional Beneits |

Company
» Narme: [Harvard Machinery » City: [Harvard » State: [Massachusetts Ral

~Post Service Em{ | | EmployerlD  [1127348 Ermployer FEIN [14-268324

Employer Name

[~Job Description

» Occupational Code: 51404100 Search [Machinists

» Job Title: [Finisher /Machinist »Start Date: [01/01/2000 €| End/Dislocation Date: [12/2572013 ¢
| Other Details
Main Duties:

» Display to Employers|® Yes© No  Salary(#)] 2000  SalaryUnit [Hour ] Benefits: | ~I
PReason For Leaving: [Lack of Work =] HoursfWeek: [ 40.00
~Additional Info Layoff and Petition IDs—————————————

NAICS Code: 333515 siC: |

NAICS Sector. Manufacturing-Metal Metal Product, Machinery, Computers ¢ v ]| | L@0f1D Federal Petiion No_Petiion Status
NAICS Subsector: [Machinery Manufacturing ]| |T T T

NAICS Ind Group: [ Metalworking Machinery Manufacturing ~]

NAICS Industry:  [Metalworking Machinery Manufacturing
NAICS US Industry: [Cutting Tool and Machine Tool Accessory Manufacturing v

Fecord NotAvalable | Industy Code Search | Employer Search





To Add a New Customer (Work Experience Tab)

The next step is to complete the Work Experience tab.

Click the Work Experience tab on the Job Seeker Membership window.  An Employment History window appears.
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	This information helps all staff provide good services.  Make sure that you complete this tab.  Entering this information eliminates each staff person having to obtain this information from the Customer each time.


Click the Add button.  A Work Experience Details pop up window appears.
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Click on the Employer Search button to find all Company, NAICS, and Layoff and Petition IDs information, select the company you were looking for.  

If after you look for an employer and you cannot find them in MOSES, leave the Employer Search area and the Record Not Available button will become active. Click on the Record Not Available button.  Only use this, if an employer record is not in the MOSES database. 
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Complete the following fields in the Work Experience Details window.  Also, complete as many of the optional fields as possible.  This makes the Customer‘s assessment and potential resume more complete.  Start with the most recent employment.

	Field Name
	Required
	Action 

	Name
	· 
	Type the name of the Customer’s most recent employer.
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	An employer search from the Work Experience Details screen searches for all of the regular, Rapid Response, Trade, and/or NEG locations for a particular employer.  If one employer has multiple locations, that employer will have multiple listings when an employer search is done from this tab.



	City
	· 
	Type the city where the company is located.



	State
	· 
	MOSES pre-fills this field with Massachusetts.  Select a different state, if appropriate.



	Employer ID
	
	This is the Identification Number that MOSES assigns the Employer.  This will pre-fill when you select an Employer from the Employer Search Screen.



	Employer FEIN
	· 
	This is the Federal Employer Identification Number used by the Employer.  This will pre-fill when you select an Employer from the Employer Search Screen.



	Occupa-tional Code
	· 
	Type the eight-digit Occupational Code.  If you do not know the Occupational Code, you can click the Search button next to this field to find the code and description.



	Job Title
	· 
	Type the Customer’s most recent Job Title.


	Start Date
	· 
	Type the Start Date of that job.



	End Date
	
	Type the End Date of that job.  Leave this field blank if the person is still employed on this job.



	Main Duties
	
	Type a brief description of the Customer’s Main Duties.  This is the equivalent of what you would enter on a resume.



	Display to Employers
	
	Select a check box if the Customer does not want this particular job to appear on JobQuest to employers.



	Salary
	optional
	Type the Customer’s Salary.



	Salary Unit
	optional
	Select the Salary Unit from the dropdown list. 



	Benefits
	optional
	Select the broad type of Benefits the Customer received in the job listed.



	Reason For Leaving
	
	Select the Reason For Leaving from the dropdown list.



	Hours
	
	Enter the usual number of Hours worked per week in the job listed.



	NAICS Code
	
	Type the NAICS (North American Industry Classification System) code, if known.  When the NAICS is entered, the NAICS Sector, NAICS Subsector, NAICS Ind Group, NAICS Industry, and NAICS US Industry fields are populated automatically.  If you don’t know the specific NAICS code, use the dropdown lists from the above fields to complete the NAICS Code.  If you select an Employer already listed in MOSES, the NAICS fields will be completed.



	NAICS Sector
	· 
	Select the NAICS Sector from the dropdown list.



	NAICS Subsector
	· 
	Select the NAICS Subsector from the dropdown list.



	NAICS Ind Group
	· 
	Select the NAICS Ind Group from the dropdown list.  The four-digit NAICS code populates the NAICS field.  If only one choice appears, make sure you choose it.



	NAICS US Industry
	
	Select the NAICS US Industry from the dropdown list.  The complete NAICS code populates the NAICS field.  If only one choice appears, make sure you choose it.




Click the OK button to return to the Employment History window.
Repeat as needed. 
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	Whenever possible, use the Employer Search button to enter the employer information (Name, City, State, ID, FEIN, and all NAICS fields).  This not only saves you time, but allows you to attach the official record of Trade Certified Employers (where applicable).
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	When entering an employer that does not exist in the MOSES database, click on the Industry Code Search button to search for the proper NAICS code.  This may save time.


Job Seeker Services
General tab
To Record a General Service for a Customer

Open the Job Seeker Membership window for the Customer.
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Click the Services tab on the Job Seeker Membership window for the Customer.

[image: image118.png]Job, Anita : 999216084 ID:124

Basic | Full| Education | Work Experience | Events | Alerts | “oo= 11 Senvices | Special Programs.

[Generel | Employment | Adminstative | Testing | CourserActiviy | Youth Goals |

- Services

Sevice  StafflD Category Service Detail Career Center
Date

Edit

Delete

Petention

Eligibility Meatch Critefia Funieich | Eligibility Criteria





Click the Add button on the General tab.  MOSES displays the General Services Detailed window.
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Type information into the following fields on the General Services Detailed window:

	Field Name
	Required
	Action

	Service Date


	· 
	MOSES pre-fills this field with the current date.  This date may be backdated this date based on your MOSES backdating rights.



	Last Update Date

	
	MOSES pre-fills this field.



	Career Center


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



	Staff ID

	· 
	MOSES pre-fills this field with your Staff ID.


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



	Description


	
	Type a description of the service provided.  Some staff put Notes in here.


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



	
	· 
	Assessment

Career Planning

Counseling

Education Rewards Loan Program

Follow-Up

Job Development

Job Search

NPA Food Stamps

Orientation

Outcomes / Enhancements


	Status Update

Supportive Services

Training – Completed

Training – Did Not Complete

Training – Entered

Vouchers



	Service Detailed 
	· 
	Select the specific service from the dropdown list.  The selections will vary, depending upon which Category you have selected.
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	A list of all Service Details for each Category is provided in Appendix C.



Click the OK button to return to the General sub tab.

Click the OK button and the Yes button to save changes and exit this record.  This returns you to the Job Seeker Search window.
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	An alternate way to save the service to the MOSES database is to click on the Save (diskette) icon.  This does not bring up the pop-up box asking you if you want to save, it just saves it.  You are brought back to the first tab in that Customer record.  For Job Seekers, this is the Basic tab.


To Record a General Service after Entering a Note

Open the Job Seeker Membership window for the Customer.

Click on the Notes button.
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Add a new note.
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Post the note to the record by clicking the OK button.

Click the Yes button to save the note.

[image: image124.png]SR —
Job Seeker

- Jab Seeker Notes

Created DateUserID Confidential Notes

Cancel

Expand All Notes Edit Add Delete





Click the Yes button to add a General Service.
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Enter the information in the General Services Detailed screen.

Click the OK button to post the service.
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Save your record by clicking the OK button.
To Record a Testing Service for a Customer

Testing services include giving tests for reading, math, and career choices and recording the results.

Open the Job Seeker Membership to the Services, Testing sub tab for the Customer.
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Click the Add button on the Testing tab. MOSES displays the Testing Services Detailed window.
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Complete the information about the testing service provided.

	Field Name
	Required
	Action

	Service Date


	· 
	MOSES pre-fills this field with the current date.  This date may be backdated for up to 30 days.



	Last Update Date

	
	MOSES pre-fills this field.



	Career Center


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



	Staff ID

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



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



	Is this a TABE, REEP, or BEST Test?
	
	Click the Yes button if this is a Test of Adult Basic Education (TABE), (REEP), or Basic English Skills Test (BEST).  This limits the Service Category to five options:  ABE Math, ABE Reading, ABE Writing, ESOL Reading & Writing (REEP), or ESOL Speaking & Listening (BEST).  Click No for general career assessments like O’Net Inventories and the Myers Brigg. 


	Description


	
	Type a description of the service provided.  Information entered here appears on the Case Plan, Assessment sub tab.  It may be helpful to enter the score here as well as in the Level/Score field.



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



	
	· 
	Reading Test

Math Test

English Test for Speakers of Other Languages

GED (General Equivalency Diploma) Test

Career/Interest Inventories or Assessments

Other Test (Enter the name of the test in the Results field)

Occupation Testing

Assessment

Occupational Certification/Licensing



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



	Form
	
	For TABE test results, enter the Form of the test given:  7, 8, 9, 10, etcetera.


	Level
	
	For TABE test results, enter the Level of the test given:  Advanced, Difficult, Easy, or Medium


	Scale Score
	
	For TABE test results, enter the Scale score here.


	Score/Grade Level
	
	Enter the score or grade level equivalent the Customer received on this test.



	Test no.
	
	Enter which test this was.  You may enter up to nine different administrations of this test.  This accounts for pre- and post-tests, as well as interim tests.


	Test Date
	
	Enter the date the test was given.  This date may be backdated for up to 30 days.



	Source
	
	Choose the source that provided the testing results.



	Results
	
	Enter results from tests that do not measure in numbers, but use letters, such as the Holland Code (A = Artistic, C = Conventional, E = Enterprising, I = Investigative, R = Realistic, S = Social).



	Occupation
	
	Enter the occupations that apply to the testing service, if applicable.



	Test Language
	
	Indicate the language of the test, if other than English.



	Use this test score for eligibility
	
	One test score may be brought forward for Eligibility Criteria for each of these types of tests:  Reading Level, Math Level, and/or ESL Level.


Click the OK button to return to the Testing sub tab.

Click the OK button and the Yes button to save changes and exit this record.  This saves the service and returns you to the Job Seeker Search window.
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	An alternate way to save the service to the MOSES database is to click on the Save (diskette) icon.  This does not bring up the pop-up box asking you if you want to save, but just saves it.  MOSES then brings you back to the first tab in that Customer record.  For Customers, this is the Basic tab.


Job Seeker Notes tab
To Add a Note to a Job Seeker Membership Record

Open the Job Seeker Membership window for the Customer.
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Click the Notes button on the right of the top bar of the Job Seeker Membership window.  If the Customer record contains an applicant note; the Notes button will be bold and blue.  MOSES displays the Job Seeker Notes window with a list of existing notes, if any.
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Click on the Add button, MOSES displays the Job Seeker Notes Detailed window.
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Type your note into the Notes text box.  (The text box holds 5,000 characters).
Select the Confidential check box, if you want to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.  You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.  

The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.   


Click the OK button to return to the Job Seeker Notes window.

Click the OK button and the Yes button to save changes.  This returns you to the Job Seeker record.
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MOSES will ask you if you wish to record a service at this time.  If you click on the No button, the Notes will be saved.  If you click on the Yes button, MOSES will save the Notes and take you to the General Services Details screen, so you can enter a General Service.
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LESSON E
The Job Seeker Program Enrollment in MOSES

Overview:

The basic Job Seeker program enrollment process in MOSES that is required for the JD NEG Project.

Job Seeker Basics tab
Program Eligibility enrollment
Register a Job Seeker for Programs or Training (Basic Tab)

Open the Job Seeker Membership window for the job seeker.
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Click the Apply check box next to Program Eligibility in the Programs box in the bottom left corner of the Basic screen.
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Click the Yes button on the pop-up message that asks you if you are sure you want to include this person in this program.
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	The Program Status will display Info. Incomplete.  This indicates that the information required to determine eligibility for programs and training funding sources has not been entered yet.


Click the Eligibility Criteria button located at the bottom of the Job Seeker Membership.  MOSES opens the Training Registration window with the General tab visible.
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Type the job seeker's personal information into the following fields on the General tab:
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	It is important that you enter all of the optional information that is available, because MOSES will use the information to determine whether the job seeker is eligible for any programs or training funds.  MOSES pre-fills some of the fields based upon information already collected.


	Field Name
	Required
	Action

	Citizen


	· 
	Select the job seeker's citizenship from the dropdown list.


	Alien Registration Number


	(when displayed)
	Type the applicant’s alien registration number.  MOSES displays the Alien Registration Number field only when you select a citizenship other than US Citizen and the expiration date.



	Selective Service Compliant


	· 
	Select whether or not the applicant has complied with Selective Service requirements.  Select the appropriate Yes or No radio button.


	Last Updated Date


	
	MOSES pre-fills this field.

	Documents Presented
	
	Check this box to indicate that supporting documentation has been presented by the Job Seeker.  Make sure you record the documents presented in the Notes area.  Follow office procedures on documentation and copies.



	Labor Force Status


	· 
	Select the work status that applies.



	Weeks Unemployed in Last 26 Weeks


	
	Type the number of weeks the job seeker has been unemployed during the last 26 weeks.


	Initial UI Status


	
	This field will pre-fill from the UI interface.



	Current UI Status


	· 
	Select the current UI status that applies.



	UI Claim Start Date


	
	Type the date that the job seeker’s current UI claim began.



	Weeks Number
	
	This field will pre-fill from the UI interface.



	Lay-off Status


	· 
	Select the appropriate status.



	Workforce Attachment


	
	Select the appropriate status.



	Reading Level
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	Reading Test
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	Reading Test Date
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	Name
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.  This is used only when “Other” is chosen as the test type.



	Math Level
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	Math Test
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	Math Test Date
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	Name
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.  This is used only when “Other” is chosen as the test type.



	ESL Level
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.



	ESL Test
	
	This will be brought forward from the Services Tab, Testing sub-tab.  Click on the check box in the Testing Details screen to indicate the test from the Testing sub-tab you want brought to this area.




Registration of a Job Seeker for Programs (Family/Public Assistance Tab)

Select the Family/Public Assistance tab on the Training Registration window when you have finished entering data on the General tab.
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You can look at the Family/Public Assistance tab (these fields are now on the Full tab and can be edited from there.)
	Field Name
	Required
	Action

	TAFDC


	
	This check box indicates that the job seeker is receiving Transition Aid to Families with Dependent Children.



	EAEDC


	
	This check box indicates indicate that the job seeker is receiving Emergency Aid to Elderly and Disabled Children.



	SSI


	
	This check box indicates indicate that the job seeker is receiving Supplemental Security Income.



	Long-Term TAFDC
	
	This check box indicates that this program applies.



	Refugee Assistance


	
	This check box indicates indicate that the job seeker is receiving Refugee Assistance.



	SNAP 

(Food Stamps)

	
	This check box indicates indicate that the job seeker is receiving Food Stamps.



	DTA Case Number


	
	Type the job seeker’s DTA Case Number, if applicable.



	TANF Exhaustee


	
	Check Yes to indicate that the job seeker has exhausted a Temporary Assistance to Needy Families benefit.



	TANF 12 Mo Time Limit


	
	MOSES displays this field only when you have selected NO in the TANF Exhaustee field above.  Select Yes if the job seeker has not exceeded the 12-month limit for TANF benefits.  If Yes is selected, the Months Remaining field will become visible.



	Months Remaining


	
	MOSES displays this field only when you have selected Yes in the 12 Mo Time Limit field above.  Type the number of months remaining before the job seeker’s TANF benefits expire.



	DTA Case Closed Date


	
	Select the date when the DTA case was closed.

	ESP Registered
	
	Check Yes to indicate that the job seeker is registered for the Massachusetts Employment Services Program.



	DTA Post Employment Eligibility


	
	Check Yes to indicate that the job seeker is eligible for post-employment assistance from the Department of Transitional Assistance.



	Non-Custodial Parent
	
	Check Yes if the job seeker is a Non-Custodial Parent of a minor child whose custodial parent or the minor child(ren) are long-term or time-limited current recipients of TANF assistance.



	Status


	· 
	Select one of the following family status options from the dropdown list.


Other Family Member


Parent in a two parent family


Single Individual, not part of a family


Single Parent



	Number of Dependent Children


	
	Type the number of dependent children in the job seeker's family.



	Family Size


	
	MOSES pre-fills the family size that was entered on the Full tab of the Job Seeker Membership window.  You cannot change the number here.  If the number needs to be changed, you must return to the Full tab, make the change and save the changes.  Doing this will update the Family Size field.



	Verified Family Size


	
	Select whether you have verified the family size.

	6 Mo. Family Income (Annualized)


	
	If provided, enter the actual gross income amount for the most recent 12-month period.  If not provided, enter an “annualized” amount based on the most recent gross earnings information provided and calculated in accordance with accepted WIA methods.



	WIA Low-Income
	
	MOSES fills this field with Yes or No if the answers provided meet the standards.



	Under Poverty Line / 70% Lower Living Standard


	
	MOSES fills this field with Yes if the income you entered is under either the Poverty Line or the 70% Lower Living Standard.



	Under Poverty Line


	
	MOSES fills this field with Yes if the income you entered is under the Poverty Line.



	70% Lower Living Standard


	
	MOSES fills this field with Yes if the income you entered is under either the 70% Lower Living Standard.




Click the OK button to save all the changes you have made to the job seeker's Program Eligibility registration and return to this job seeker record.

Job Seeker Full tab
Barriers sub tab
Barriers

Use the Barriers tab to accurately record the things that impact the Customer’s potential success in training, job search, sustained employment, or program eligibility.
Click the Barriers sub tab on the Full tab to enter any barriers to employment and/or training, and Eligibility.
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The list of Employment Barriers (on the left side) is shown in alphabetical order.  The Eligibility Barriers is on the right.


Some Employment Barriers are:

NON-ELIGIBILITY / EMPLOYMENT BARRIERS
· Financial

· Health

· Housing

· Labor Market Discrimination

· Lack of Childcare/Eldercare

· Lack of Credentials, Certification, Licensing

· Lack of Marketable/Occupation Skills

· Lack of Self Sufficiency

· Lack of Transportation

· Legal

· Limited Job Search Skills

· Other

· Probation Court Involvement

· Substance Abuse

· Underemployed

· Work History (Limited, Gaps, None, etc.)

Check off all applicable Employment Barriers (on the left side) for your customer.  If a Barrier is checked off, an explanation / narrative summary must be included in the Barrier Notes section at the bottom.  Non-Eligibility / Employment Barriers do not require verification /documentation.  (They may just be self-disclosed.)
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Do not uncheck the Barrier check box if the barrier no longer exists / is resolved. Make sure to add a Note that it has been resolved and how it has been resolved.  
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	Remember, as in all notes and explanations entered into MOSES, use a professional manner.  Make sure you wouldn't mind that the information 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.
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	For additional assistance, please see the Issuance (policy) on next page.


MASSACHUSETTS WORKFORCE DEVELOPMENT SYSTEM

Workforce Issuance No. 07- 77

Policy 
( Information

To:

Chief Elected Officials

Workforce Investment Board Chairs

Workforce Investment Board Directors



Title I Administrators

Career Center Directors 

Title I Fiscal Officers

DCS Associate Directors

DCS Field Managers

cc:
WIA State Partners

From:
David W. Mackley, Director


Department of Workforce Development

Date:
December 3, 2007
Subject:
Procedures for Using the Barriers Tab in MOSES
________________________________________________________________________
Purpose:
To provide Local Workforce Investment Boards, One-Stop Career Center Operators and other local workforce investment partners with information on use of the Barriers tab in MOSES. 
Background:
MOSES Build 24, released in June 2007, introduced a change in the way we capture and record information on Barriers faced by customers.  Please refer to MassWorkforce Issuance No.07-38, Changes in MOSES Version 24.0 (6/19/07) for specific details on the screen changes.

The Barriers were moved from the Job Seeker Eligibility Criteria Tab and from the Case Plan to a Barriers Tab on the Job Seeker Full Tab so that barriers to employment and notes are located in only one place.  Please note that some barriers may be used for determination of WIA Eligibility for some populations and that the same fields may identify barriers that are not determiners of WIA Eligibility for other populations.  In either case you should check off the applicable barriers.  Those fields whose completion indicates either an Eligibility or Non-Eligibility Barrier are described below.

In order to complete Eligibility Barriers, please refer to WIA Communication No. 05-74; Title I Eligibility Requirements (Revised) (9/29/05).  The following information contains examples of acceptable documentation for specific Eligibility Barriers.  Please note that the single example for each Eligibility Barrier is not meant to be the only acceptable documentation.
ELIGIBILITY BARRIERS

The criteria used to make a determination of eligibility and/or to verify eligibility must be provided and the location of this information must be clearly identified in Barrier Notes.  Examples are provided below.  
Eligibility barriers also may be used to identify barriers for customers in cases where eligibility determination is not required.  An explanation must be provided in Barrier Notes, although verification is not required.
BELOW GRADE LEVEL
The Below Grade Level Barrier is one of the Barriers that contribute to the Eligibility Barrier of BASIC SKILLS DEFICIENT.  If the Below Grade Level Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Below Grade Level) must be listed and what criteria were used to make this determination and where this information is located must be included.  Also, please put the date the note was created and the initials of the individual who entered the note.
As per WIA Issuance 05-74, Below Grade Level can be assessed using a Generally Accepted Standardized Test.  If this determination is made based upon test scores these scores will already have been entered into MOSES.  The note must describe what criteria was used to determine the eligibility and where this information can be located.
An example of a Barrier Notes entry would be:
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LIMITED ENGLISH PROFICIENCY
The Limited English Proficiency Barrier is one of the Barriers that contribute to the Eligibility Barrier of BASIC SKILLS DEFICIENT.  If the Limited English Proficiency Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Limited English Proficiency) 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.  If the determination is made based upon test scores these scores will already have been entered into MOSES.  The note must describe what criteria was used to determine the eligibility and where this information can be located.
An example of a Barrier Notes entry would be:

Limited English Proficiency: See Test Scores in MOSES.  MB 11/19/07
The Limited English Proficiency Barrier can also be utilized for WIA Adult, Dislocated Worker, and Non-WIA customers as well.  However, in these instances the Limited English Proficiency Barrier is not a determiner of eligibility.  If the Limited English Proficiency Barrier is checked off, an explanation must be included in the Barrier Notes.  However, Non-Eligibility Barriers do not require verification.
DISABILITY
If the Disability Barrier is checked off for a WIA Youth Customer, this signifies that this Barrier is an Eligibility determiner.  An explanation must be included on the Barrier Notes.  First, the name of the barrier (Disability) 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.  As per WIA Issuance 05-74, an Individual with Disabilities (Youth) can be documented using School Records.  The note must describe what criteria was used to determine the eligibility and where this information can be located.

An example of a Barrier Notes entry would be:

Disability: See documentation in from School in Customer’s Case File.  MB 11/19/07
The Disability Barrier can also be utilized for WIA Adult, Dislocated Worker, and Non-WIA customers as well.  However, in these instances the Disability Barrier is not a determiner of eligibility.  If the Disability Barrier is checked off, an explanation must be included in the Barrier Notes.  However, Non-Eligibility Barriers do not require verification.
An example of a Barrier Notes entry would be:

Disability: Customer completed Career Center Application stating she was Disabled. MB 11/19/07
DISPLACED HOMEMAKER

Displaced Homemaker: If the Below Displaced Homemaker Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Displaced Homemaker) 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.  As per WIA Issuance 05-74, Displaced Homemaker can be documented using a Divorce Decree.  The note must describe what criteria was used to determine the eligibility and where this information can be located.  
An example of a Barrier Notes entry would be:

Displaced Homemaker:  See Divorce Decree in Customer’s Case File.  MB 11/19/07
FOSTER CHILD
Foster Child: If the Foster Child Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Foster Child) 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.  Foster Child can be documented by Telephone Verification using the Telephone Verification Form, as per WIA Issuance 05-74.  The note must describe what criteria was used to determine the eligibility and where this information can be located.  
An example of a Barrier Notes entry would be:

Foster Child:  See Telephone Verification Form in Customer’s Case File.  MB 11/19/07
HOMELESS
Homeless: If the Homeless Barrier is checked off for a WIA Youth Customer, this signifies that this Barrier is an Eligibility determiner.  If this Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Homeless) 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.

As per WIA Issuance 05-74, Homeless can be documented using a Written Statement from an Individual Providing Temporary Residence (Please refer to WIA Issuance 05-74: Attachment G; Alternative Forms of Documentation and Attachment and Attachment I; Applicant Statement Form).  The note must describe what criteria was used to determine the eligibility and where this information can be located.  
An example of a Barrier Notes entry would be:

Homeless: See Applicant Statement in Customer’s Case File.  MB 11/19/07
The Homeless Barrier can also be utilized for WIA Adult, Dislocated Worker, and Non-WIA customers as well.  However in these instances the Homeless Barrier is not a determiner of eligibility.  If the Homeless Barrier is checked off, an explanation must be included in the Barrier Notes.  However, Non-Eligibility Barriers do not require verification.
An example of a Barrier Notes entry would be:

Homeless:  During the intake process the Customer informed the Case Manager that he was Homeless and lacked a permanent address.  MB 11/19/07

OFFENDER
Offender: If the Offender Barrier is checked off for a WIA Youth Customer, this signifies that this Barrier is an Eligibility determiner.  If this Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Offender) 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.

As per WIA Issuance 05-74, Offender can be documented using documentation from a cognizant agency.  However, for youth we are not requiring the capturing of the Youth’s actual offense, only that they are an Offender.  The note must describe what criteria was used to determine the eligibility and where this information can be located.  
An example of a Barrier Notes entry would be:

Offender:  See Letter from DSS in Customer’s Case File.  MB 11/19/07
The Offender Barrier can also be utilized for WIA Adult, Dislocated Worker, and Non-WIA customers as well.  However, in these instances the Offender Barrier is not a determiner of eligibility.  If the Offender Barrier is checked off, an explanation must be included in the Barrier Notes.  However, Non-Eligibility Barriers do not require verification.  An example of this case would be the following:

An example of a Barrier Notes entry would be:

Offender: During the intake process the Customer informed the Case Manager that she was an Offender.  MB 11/19/07

PREGNANT/PARENTING ISSUES
Pregnant/Parenting Issues: If the Pregnant/Parenting Issues Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Pregnant/Parenting Issues) 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.
As per WIA Issuance 05-74, Pregnant/Parenting can be documented using a Statement from Social Services Agency (Department of Transitional Assistance).  The note must describe what criteria was used to determine the eligibility and where this information can be located.  
An example of a Barrier Notes entry would be:

Pregnant/Parenting Issues: See DTA documentation in Customer’s Case File.  MB 11/19/07

RUNAWAY YOUTH
Runaway Youth: If the Runaway Youth Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Runaway 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.

As per WIA Issuance 05-74, Runaway Youth can be documented using a Written Statement from an Individual from an Individual Providing Temporary Residence (Please refer to WIA Issuance 05-74: Attachment G; Alternative Forms of Documentation and Attachment and Attachment I; Applicant Statement Form).  The note must describe what criteria was used to determine the eligibility and where this information can be located.
An example of a Barrier Notes entry would be:

Runaway Youth: See Applicant Statement in Customer’s Case File.  MB 11/19/07

YOUTH REQUIRING ADDITIONAL ASSISTANCE
Youth Requiring Additional Assistance: If the Youth Requiring Additional Assistance Eligibility Barrier is checked off, an explanation must be included on the Barrier Notes.  First, the name of the barrier (Youth Requiring Additional Assistance) 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.

As per WIA Issuance 05-74, Youth Requiring Additional Assistance is a Local Workforce Investment Board (LWIB) Designated Category.  The note must state the LWIB Designated Category and the documentation required to verify this category.
An example of a Barrier Notes entry would be:

Youth Requiring Additional Assistance: LWIB designated Minority Status Cape Verdean.  See signed Youth Application in Customers Case File.  MB 11/19/07
NON ELIGIBILITY BARRIERS REQUIRED FOR YOUTH
The following two Non-Eligibility Barriers apply only to Youth Customers.  While they are Non-Eligibility Barriers, it is necessary to capture this information in MOSES.

DSS YOUTH
DSS Youth: 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.
An example of a Barrier Notes entry would be:

DSS Youth: See Telephone Verification Form in Customer’s Case File (for documentation of Foster Child Eligibility Barrier).  MB 11/19/07
DYS YOUTH

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.
An example of a Barrier Notes entry would be:

DYS Youth: See Telephone Verification Form in Customer’s Case File (for documentation of Foster Child Eligibility Barrier)  MB 11/19/07
NON-ELIGIBILITY BARRIERS
The following is a list of all other Non-Eligibility Barriers:
· Financial

· Health

· Housing

· Labor Market Discrimination

· Lack of Childcare/Eldercare

· Lack of Credentials, Certification, Licensing

· Lack of Marketable/Occupation Skills

· Lack of Self Sufficiency

· Lack of Transportation

· Legal

· Limited Job Search Skills

· Other

· Probation Court Involvement

· Substance Abuse

· Underemployed

· Work History (Limited, Gaps, None, etc.
Please check off all applicable Barriers.  If a Barrier is checked off, an explanation must be included in the Barrier Notes.  Also, please enter the date the note was created and the initials of the individual who entered the note.  Non-Eligibility Barriers do not require verification.
An example of a Barrier Notes entry would be:

Lack of Transportation: The customer informed the Case Manager during the assessment that she lacked her Drivers License.  MB 11/19/07
Action


Required:
Please assure that all staff are informed of the contents of this issuance.  

Inquiries:
Questions about data entry for Barriers should be directed to Howard Frim at 617-626-5939 or hfrim@detma.org.  
Job Seeker Eligibility 





[image: image149.png]Eligibility




[image: image150.png]ob, Ani

- Eligibility

Service Delivery Area: [Berkshire =] Initial Date: [10/30/2014

LastUpdate Date: [10/30/2014

- Potential System Calculated Eligibility

WIATille |- Adults P
WIATille |- Dislocated Workers

DWTNEG H
Ameridose

- Potential Non-System Calculated Eligibility ——

STEMPower Iniiative -
North Adarns Regional Hospital RRSA
Veterans Retraining Assistance Program (VRAP)

VETS - VRAE Pragram
Statewide Adult 15% Pragram <

>

<«

>

«

~Actual System Calculated Eligibility

- Actual Non-System Calculated Eligibility

Section 30

~Non-Eligible Funding Sources

Type Description Ciiteria
[Speciic Funding [Berkshire YPP. =]
oA |DTA-Skills Education
fTrade fTan
‘outh A Title 1-Youth

Update Eligibiy | Course Search 3 Cancel





To Determine Programs and Funding Sources for a Job Seeker

Click the Eligibility button located on the Job Seeker Membership window.
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	You must complete the Eligibility Criteria before attempting to determine eligibility.
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	You can also go to the Eligibility screen directly from the Job Seeker Search Results.  Simply highlight the record you want and click the Eligibility button in the lower right-hand corner.


MOSES will display the Eligibility window for that job seeker.
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	The Service Delivery Area (LWIB areas) dropdown list is restricted to those to which the current staff user has access.
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Click the Initial Eligibility button.  MOSES displays a list of funding sources in one or both panels on the left and clears the panels on the right.
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	The Initial Eligibility button becomes inactive after the first time it is clicked.  After this point, you may only use the Update Eligibility button.
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Select a program or funding source in the Potential System Calculated Eligibility panel on the left, then click the (( to move that item to the Actual System Calculated Eligibility panel on the right.  While you can move more than one program or funding source to the right, ONLY move those that will be used.
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	The Potential System Calculated Eligibility list shows funding sources or programs where eligibility can be determined by the data MOSES has collected on the Eligibility Criteria window.  These sources are usually available statewide.


Select a funding source in the Potential Non-System Calculated Eligibility panel on the left, then click the (( to move that item to the Actual Non-System Calculated Eligibility panel on the right.  While you can move more than one program or funding source to the right, ONLY move those that will be used.
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	The Potential Non-System Calculated Eligibility list indicates additional sources of programs and training funds that may apply to the job seeker.  These sources usually include local or limited access programs and/or can not fully be determined by the data collected on the Eligibility Criteria window.  Career center staff will have to determine if the job seeker is actually eligible for these programs and funding sources.
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	The Non-Eligible Funding Sources panel at the bottom of the Determine Eligibility window lists all programs and funding sources that MOSES has not listed on the potential eligibility panels above, because MOSES has determined that the job seeker is not eligible for these programs and funding sources.  If programmatic and funding source eligibility information has been specified in MOSES by career center management, you will be able to click the folder icon next to the specific funding source to view the details.  If the folder icon is not available, eligibility information for that funding source can not be viewed in MOSES.


Click the OK button to save all the changes you have made to the job seeker's Eligibility window and return to the Job Seeker Membership window for this job seeker.

Click the Basic tab on the Job Seeker Membership window.

Select the specific program enrollments in the Programs section by selecting the appropriate check box in the Apply column.  Only those programs where job seeker eligibility has been determined will accept an enrollment.  If you neglect to do this, when you attempt to enroll a job seeker in a course, a window will appear and lead you through selecting the proper program(s).
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Next select the specific program enrollments in the Career Center programs button by selecting the appropriate check box in the Apply column.  (Only select a program if it applies to your customer.)
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	Note that the enrolled program(s) turn green when they are successfully enrolled.
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	Note that the career center button (s) turn green when they are successfully enrolled as well.
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Click the OK button to save all the changes you have made to the job seeker's record.
Job Seeker Basic tab

Case Management Program Enrollment
To Select Case Management for a Customer


Click the Apply checkbox for Case Management in the Programs area of the Basic tab for the Job Seeker.
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When a MOSES popup asks you “Are you sure you want to enroll this job seeker in this Case Management program?”, click the Yes button.
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If your One-Stop Career Center has chosen the Self-Assigned method for case management, you will be the assigned caseworker.  You will be able to enter information in the Case Plan tab.  You must refresh the MOSES record by clicking Ok and then re-opening the job seeker record.  To view the Case Plan tab 


If your One-Stop Career Center has chosen the Manager-Assigned method for case management, you have nominated this Customer for Case Management.  You must wait until the manager in charge of case management assigns the case to you.  Only after that point will you be able to enter or edit information in the Case Plan tab.


Once you have been successfully assigned as the primary or backup caseworker, this information will appear in the Program History folder for Case Management.
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This screen shows the Case Plan tab.
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	MOSES uses the date the caseworker was assigned as the Created Date for the case plan.  It also gives the full name and staff ID of the primary caseworker.


Job Seeker Case Management Tab
Goals sub tab
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 needs to accurately record the broad aims that will help the Customer become gainfully employed in the Goals tab.

This screen shows the Case Plan tab.  Notice that all the available buttons and the Case Plan fields are enabled.
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	MOSES uses the date the caseworker was assigned as the Created Date for the case plan.  It also gives the full name and staff ID of the primary caseworker.
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	Employment is an automatic shell of a goal assigned for all adults receiving case management services.  You can delete this goal and establish other appropriate goals for youth receiving these services.  Make sure you cover all the goals needed for your Customer.
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	No goals can be entered with a Created Date that is before the date the Customer was enrolled in Case Management and assigned a caseworker.  You cannot enter a Created Date prior to the date you were assigned as the primary or back-up caseworker.


Highlight the existing Employment goal.
Click the Edit Goal button.  You can choose six types of goals:  Work Readiness, Basic Skills, Occupational Skills, or Employment are used with any job seeker being case managed.  While Completed Training within Approved Timeframe and Maintained Satisfactory Academic Standing are only used by the Trade Adjustment Assistance (TAA) program staff.
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	Employment is an automatic shell of a goal that is assigned for all adults receiving case management services.  You can delete this goal and establish other appropriate goals for a customer receiving these services.  Make sure you cover all the goals needed for your Customer.
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	Common Goals fall into basic categories:

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

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

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

· Occupational Skills:  the formal training needed to obtain the skills needed for the career chosen.  Examples of this are computer programming, accounting, electrical theory, nursing skills.
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	Individually Designed Goals are those that don’t directly fall into the four Common Goal areas, but are needed to support this customer’s case plan.  These goals can involve things such as insuring 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.


Remember to check the goal’s created date.  It cannot be before the date the case was assigned to you.

Remember that the goal’s created date also cannot be before the date the Customer was enrolled in Case Management.

Enter a realistic target date for the Customer to achieve the goal.

Enter text about the goal, so all people reviewing this case (including yourself) know exactly what will be achieved.  The type or label of the goal is not enough.
Tasks

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

Click on the Case Plan tab.
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Highlight the Goal where you want to add a task, then click the Add (or Edit if you wish to alter an existing task) Task button.
The task needs to be related to the goal it supports.
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.
You can create a individually designed Goal for a job seeker by clicking on the Individually Designed Goal radio button.
[image: image182.png]'@ Case Goal Detail

StafID:  fTCART

Select Goal
€ Commen Goal

@ Individually Designed Goal Priority:  [Medium Ral

» [insertindependent Job Driven OJT related task here

-~ Goal Schedule Goal Status
» Created Date frio7esia g

* Due Date: Jooo0/0000 g [Pending
Completed Date: ~ [00/00/0000 g

| Goal Narrative
» lnsertindependent Job Driven OJT related task here] «





	[image: image183.png]



	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.


Job Seeker Case Management Tab

Assessment sub tab
The Assessment Process

Customers who are case managed need to be assessed.  MOSES assists you by bringing into the Assessment sub-tab information already entered.  This eliminates the need to enter information again or to constantly switch screens to find information.

Move to the Assessment sub-tab by clicking that tab in the Case Plan.
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Note that the first four groups should be populated with information collected from intake and assessment processes.  Work History information comes from the Customer’s Work Experience tab.  Job Titles/Skills comes from the Skill Set tab of Match Criteria / Job Match process.  Education comes from the Degrees portion of the Education tab.  Test/Assessment comes from the Services, General and the Services, Testing sub tabs.
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	The caseworker’s job will be easier if this information is entered at intake.  With Massachusetts Job Quest (MJQ), the Job Seeker can enter this information on his or her own on-line, while waiting for an appointment with the caseworker.


Write notes about any aspect of the Work History, Job Titles/Skills, Education, and Test/Assessment groups that will affect the Job Seeker’s case plan.  If nothing appears in a group, it means that you need to go to the appropriate tab or screen in MOSES and enter the data yourself.
You need to manually enter information about how the person would fare in today’s labor market holding his or her current basket of skills.  It needs to be well documented.  If the Customer needs training (like On the Job training), you must be clear that the Customer would not hold long-term, suitable employment with their current skills.
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	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 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.
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	MOSES offers access to existing web pages from the staff view.  Go to the Main Menu bar, select Help, highlight Links, and choose the web page you want.
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	Select Massachusetts Career Information System (MASS CIS) for fairly clear interpretations of occupational statistics.  Once you are in that web site, 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.
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	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 area that you need.  The most likely area to explore would be Occupations.  This information is the source data for MASS CIS, but it is in table format.  This does not lend itself easily to the cut and paste option mentioned above.


Notes
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Notes

One of the key principles for staff providing case management services is to keep accurate, up-to-date records, as required by your One-Stop 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. 

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.
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	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.
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	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 do them in both locations. One will suffice.


This brings up the Notes screen in MOSES.
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Click the Add button to add a Note.  Be clear and concise.


After you enter a note, click the OK button to save it in the record.
Click the OK button from Job Seeker Notes.  Click the Yes button to save the note.


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. 
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LESSON F
The Job Seeker Enrollment in the JD NEG training in MOSES

Overview:

The process for the basic Job Seeker enrollment in the Job Driven NEG in MOSES that is required for the JD NEG Project.

Job Seeker Basic tab
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To Enroll a Member in a Job Driven NEG Training Course


Open the Job Seeker Membership window.
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Click the Services tab on the Job Seeker Membership window for the member.
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Click the Course/Activity sub tab on the Services tab.
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Click the Add button on the Course/Activity sub tab.  MOSES displays the Training Enrollment Detail window.
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Type information into the following fields on the Training Enrollment Detail window:

	Field Name
	Required
	Action

	Training Course ID


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



	Training Course


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



	Training Provider


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



	Location / Worksite


	
	This field is used only for the Summer Youth program.  Select a work site from the dropdown list.  (Not used in JD NEG.)


	Referral Date


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



	Enrollment


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



	Start Date


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



	Last Update Date


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



	Staff ID


	
	MOSES pre-fills this field with your Staff ID.



	Hourly Wage


	· 
	Type an hourly wage in dollars and cents, if the member is receiving a wage for taking this course.



	Hourly Wage Subsidy


	· 
	Type an hourly subsidy in dollars and cents, if the funding source pays a subsidy to the employer.



	Hours/Week


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


	Pell Recipient


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



	Estimated Completion Date


	
	Enter the date when you expect the Job Seeker member to complete this course.


Select The Job Driven NEG funding source/program for this course in the panel on the left, and click the (( button to move it to the panel on the right.  Only move the funding source/program that will be used to support this course.
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	You must select a funding source/program if you want to enroll the member in the course in MOSES.  The list on the left is determined by the funding sources that the member is eligible for and by whether the course is approved for that funding source.  For example, if the member is eligible for Section 30 and WIA Title I, and the course is only approved for WIA Title I, then only WIA Title I will appear on the box on the left.
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Type the current cost of this course to the funding sources in the Cost to Funding Source(s) field.

Click the OK button to save all your entries on this window and to return to the Course/Activity tab.

Click the OK button on the bottom of the Course/Activity tab to return the Job Search Results window.

To Record that a Member Has Completed a JD NEG Course

Open the Job Seeker Membership window.
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Click the Services tab on the Job Seeker Membership window.
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Click the Course/Activity sub tab on the Services tab.
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Select the course in the list on the Course/Activity sub tab, then click the Edit button.  MOSES displays the Training Enrollment Detail window for that course.

[image: image207.png]Q Training Enroliment Detail

Carger Center. [BerkhiraWorks - North Adams Last Update Date:
Created Date: DETIE StaffD: TCART ~]
» Training Course ID: [ Tioers Hourly Wage ($): [ oo
Training Course: [Auto CAD Advanced HourlyWage Subsidy (8): | .00
Training Provider: MicraCAD Training & Consuting Inc. Hours /Week [
Oceupation Description: Machinists » Pell Recipient [Yes © No
Location  Worksite: Amount ($): [
» Referral Date: fopoeaia Estimeted Completion Date [0/00/0000 ¢
el [ ves T Mo Completion Information
——— | » Course Completion Status:  [Pending ~1
e—— r Course Campletion Date[0G/00/0000
Section 30/TAA Start Date:  [00/00/0000 ¢ Ceren G T
Eligible Funding Streams
Job Driven NEG
Group Contract Envoliment. < Yes  © No Costof Coursefaciviy @y [
Successful completion of this course results in an attainment of Degree/Cartficate
that meets Federal Performance Reguirements. Voucher. NotIssued |
Evaluations
Notfication Method: N/A Notfication Sent Date: 00/00/0000
Display Form 3 Cancel

Evaluation Status: N/A





Type information into the Completion Information fields on the Training Enrollment Detail window:

	Field Name
	Required
	Action

	Course Completion Status


	· 
	Select whether the member successfully completed the course.



	Course Completion Date


	· 
	Enter the actual date when the member completed the course.


	Course Completion Hours
	· 
	Type the actual number of hours that the member participated in this course.


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

Click the OK button on the bottom of the Course Enrollment tab to save all your enrollment changes and close the Job Seeker Membership window.
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Notes
To Add a Note to a Job Seeker Membership Record

Open the Job Seeker Membership window for the Customer.
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Click the Notes button on the right of the top bar of the Job Seeker Membership window.  If the Customer record contains an applicant note; the Notes button will be bold and blue.  MOSES displays the Job Seeker Notes window with a list of existing notes, if any.
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Click on the Add button, MOSES displays the Job Seeker Notes Detailed window.
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Type your note into the Notes text box.

Select the Confidential check box, if you want to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.  Some career centers may give access to the author and the Security Administrator only.  Other career centers may give access to one or more Managers at the Center.  You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.  

The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.   


Click the OK button to return to the Job Seeker Notes window.  The note is displayed on your view only.  It is not saved to the MOSES database yet.


Click the OK button and the Yes button to save changes.  This returns you to the Job Seeker record.
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MOSES will ask you if you wish to record a service at this time.  If you click on the No button, the Notes will be saved.  If you click on the Yes button, MOSES will save the Notes and take you to the General Services Details screen, so you can enter a General Service.
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LESSON G
The Job Seeker Completion of their Job Driven NEG Training in MOSES

Overview:

The process for recording that the Job Seeker has completed their Job Driven NEG training in MOSES that is required for the JD NEG Project.

To Record that a Member Has Completed JD NEG training.

Open the Job Seeker Membership window.
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Click the Services tab on the Job Seeker Membership window.
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Click the Course/Activity sub tab on the Services tab.
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Select the JD OJT course in the list on the Course/Activity sub tab, then click the Edit button.  MOSES displays the Training Enrollment Detail window for that course.
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Type information into the following fields on the Training Enrollment Detail window:

	Field Name
	Required
	Action

	Course Completion Status


	· 
	Select whether the member successfully completed the course.



	Course Completion Date


	· 
	Enter the actual date when the member completed the course. 



	Course Completion Hours
	· 
	Type the actual number of hours that the member participated in this course. 


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


Click the OK button on the bottom of the Course Enrollment tab to save all your enrollment changes and close the Job Seeker Membership window.
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Job Seeker Education Tab update with the JD NEG training
To Update the Customers Education Tab
The next step is to update the Education tab now that they have completed their Job Driven OJT (JD On-the-Job training).
Click the Education tab on the Job Seeker Membership window.
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Click the Add button in the appropriate section and complete the information.
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	Select the appropriate area and enter the completed Job Driven NEG training into that area.


Job Seeker Case Management Tab update
To Update the Customers Case Management goals

The next step is to update the Case Management goals now that they have completed their Job Driven NEG training.
Highlight the existing Job Driven training related goal.
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Click the Edit Goal button.
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Click on the drop menu in the Goal Status box.  Select from Attained, Cancelled, or Did Not Attain.  (Pending means they are in their Job Driven NEG training.)
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Click the OK button on the bottom of the Case Management Goal window to save changes.

If appropriate add a new Case Management goal.

Notes
To Add a Note to a Job Seeker Membership Record


Open the Job Seeker Membership window for the Customer.
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Click the Notes button on the right of the top bar of the Job Seeker Membership window.  If the Customer record contains a note; the Notes button will be bold and blue.  MOSES displays the Job Seeker Notes window with a list of existing notes, if any.
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Click on the Add button, MOSES displays the Job Seeker Notes Detailed window.
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Type your note into the Notes text box.

Select the Confidential check box, if you want to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.  You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.
The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.   


Click the OK button to return to the Job Seeker Notes window.  The note is displayed on your view only.  It is not saved to the MOSES database yet.


Click the OK button and the Yes button to save changes.  This returns you to the Job Seeker record.
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MOSES will ask you if you wish to record a service at this time.  If you click on the No button, the Notes will be saved.  If you click on the Yes button, MOSES will save the Notes and take you to the General Services Details screen, so you can enter a General Service.
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LESSON H
Record the Entered Employment of the Job Seeker in MOSES

Overview:

The process for recording that the Job Seeker has been hired by their Job Driven NEG Employer in MOSES that is required for the JD NEG Project.
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	There are two ways of doing this in MOSES both methods are outlined in this lesson.


Record the Entered Employment of the Job Seeker in MOSES

Hired:  Option A data entry process – Job Development Referral
To Record That a Job Seeker Started Employment

Open the Job Seeker Membership window for the job seeker.
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Click the Services tab.
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Click the Employment sub tab.
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Click the Add button to display the Employment Services Detail window.
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Select Job Development Referral from the drop menu and Hired from the Service Result, and enter the appropriate data for the training employment.


Type information into the following fields on the Employment Services Detail window:
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	Field Name
	Required
	Action

	Employer Name
	(if not referencing a job order number


	Type the name of the employer who has hired this job seeker.  MOSES will fill this field if you reference a job order number.



	Job Title
	(if not referencing a job order number


	Type the job title for the newly hired job seeker.  MOSES will fill this field if you reference a job order number.



	Pay ($)
	(if not referencing a job order number
	Type how much the job pays for the newly hired job seeker.  MOSES will fill this field if you reference a job order number.  Be sure to verify the actual starting pay.


	Start Date
	(if not referencing a job order number
	Enter the date when the job seeker started work.



	Duration
	(if not referencing a job order number


	Select the proper length for this job.  MOSES will fill this field if you reference a job order number.



	Phone Number
	
	Type the telephone number of the employer who has hired this job seeker.  MOSES will fill this field if you reference a job order number.



	Benefits
	(if not referencing a job order number


	Select the Benefits from the dropdown list that the job seeker will receive on this job.

	Pay Unit
	(
	Select the applicable Pay Unit from the dropdown list.  MOSES will fill this field if you reference a job order number.



	Offer Date
	
	Offer date is used only in selected programs.  Fill in if applicable to your program.



	End Date
	
	End the date when the job seeker ended work on this placement.



	Hours/Week
	(if not referencing a job order number


	Type the number of hours per week that the job seeker is working.  MOSES will fill this field if you reference a job order number.

	NAICS
	(if not referencing a job order number
	Type the North American Industry Classification System number for the employer hiring the job seeker.  If you do not know the NAICS number, use the fields below to select an appropriate number.  MOSES will fill this field if you reference a job order number.



	NAICS Sector
	(if not referencing a job order number


	Select the appropriate NAICS Sector from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS Subsector
	(if not referencing a job order number


	Select the appropriate NAICS Subsector from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS Industry Group
	(if not referencing a job order number


	Select the appropriate NAICS Industry Group from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS Industry
	(if not referencing a job order number


	Select the appropriate NAICS Industry from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS 

U.S. Industry
	(if not referencing a job order number


	Select the appropriate NAICS U.S. Industry from the dropdown list.  (If available.)  MOSES will fill this field if you reference a job order number.



	Employer Address
	(if not referencing a job order number


	Type the address where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	(blank line)
	
	You can use this field for additional address information such as a Suite Number.  MOSES will fill this field if you reference a job order number.



	Zip
	(if not referencing a job order number


	Type the zip code where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	City
	(if not referencing a job order number


	Type the city where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	State


	(if not referencing a job order number


	Type the state where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	Occupational Code
	(if not referencing a job order number


	Type the Occupational Code for the specified job.  If it is not known, use the Occupational Search button to locate the code.  MOSES will fill this field if you reference a job order number.

	Training Related


	(for some programs, otherwise optional

	Indicate if the job relates to any training received.

REQUIRED FOR Job Driven NEG Project

	Non-Traditional


	
	MOSES pre-fills this field based upon the Occupational Code you selected above and the job seeker’s gender.  Non-traditional relates to whether a male or female job seeker has been placed in a “non-traditional” job.  For example, a male job seeker has been placed in a job that traditionally has less than 25% of its employee population as male, or a female job seeker has been placed in a job that traditionally has less than 25% of its employee population as female.



	Sector Designation


	
	Indicate that the employer is either public sector or private sector.

	UI System Employer


	(for Some programs, otherwise optional


	Indicate if employees can collect Unemployment Insurance benefits, if qualified.  (Almost all employers are UI employers.)



	Verified


	(for Some programs, otherwise optional


	Indicate whether or not staff has verified the job placement information.



	Verification Details


	
	Enter who verified the job and how it was done.



	How did the Job Seeker learn about this job?


	
	Select the appropriate resource from the dropdown list. 

	Union


	(
	Select Yes or No, as is appropriate for this position.



	Apprenticeship


	(
	Select Yes or No, as is appropriate for this position.


Click the OK button to return to the Employment sub tab.


Click the OK button and the Yes button to save changes.
[image: image240.png]Basic | Full| Education | Work Experience | Everts | Alerts | Case Plan Services | Special Pragrams |

General Employment | Administative | Testing | CourseActiviy | Yauth Goals |
 Senvices

Date

Number
RT_|Job De:

Row 10f 1

Service  StafflD  Servies Type Service Resull  Emplayer Name JobStart  Jab Ordler Phane

More

Edit
Delete
Follow Up)
Upgrade

Verify

Select

Joh Order|

Eligibility Meatch Critefia RunMatch | Eligibilty Criteria

oK |

Cancel





Record the Entered Employment of the Job Driven Job Seeker in MOSES

Hired:  Option B data entry process – Job Referral - Staff
To Record That a Job Seeker Started Employment

Open the Job Seeker Membership window for the job seeker.
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Click the Services tab.
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Click the Employment sub tab.
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Click the Add button to display the Employment Services Detail window.
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Select Job Referral - Staff from the drop menu and enter the Job Order No. for the job posting.
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Change the Pending to Hired.
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Fill in any missing fields in the Employment Services Detail window.
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	Field Name
	Required
	Action

	Employer Name
	(if not referencing a job order number


	Type the name of the employer who has hired this job seeker.  MOSES will fill this field if you reference a job order number.



	Job Title
	(if not referencing a job order number


	Type the job title for the newly hired job seeker.  MOSES will fill this field if you reference a job order number.



	Pay ($)
	(if not referencing a job order number
	Type how much the job pays for the newly hired job seeker.  MOSES will fill this field if you reference a job order number.  Be sure to verify the actual starting pay.


	Start Date
	(if not referencing a job order number
	Enter the date when the job seeker started work.



	Duration
	(if not referencing a job order number


	Select the proper length for this job.   MOSES will fill this field if you reference a job order number.



	Phone Number
	
	Type the telephone number of the employer who has hired this job seeker.  MOSES will fill this field if you reference a job order number.



	Benefits
	(if not referencing a job order number


	Select the Benefits from the dropdown list that the job seeker will receive on this job.

	Pay Unit
	(
	Select the applicable Pay Unit from the dropdown list.  MOSES will fill this field if you reference a job order number.



	Offer Date
	
	Offer date is used only in selected programs.  Fill in if applicable to your program.



	End Date
	
	End the date when the job seeker ended work on this placement.



	Hours/Week
	(if not referencing a job order number


	Type the number of hours per week that the job seeker is working.  MOSES will fill this field if you reference a job order number.

	NAICS
	(if not referencing a job order number
	Type the North American Industry Classification System number for the employer hiring the job seeker.  If you do not know the NAICS number, use the fields below to select an appropriate number.  MOSES will fill this field if you reference a job order number.



	NAICS Sector
	(if not referencing a job order number


	Select the appropriate NAICS Sector from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS Subsector
	(if not referencing a job order number


	Select the appropriate NAICS Subsector from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS Industry Group
	(if not referencing a job order number


	Select the appropriate NAICS Industry Group from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS Industry
	(if not referencing a job order number


	Select the appropriate NAICS Industry from the dropdown list.  MOSES will fill this field if you reference a job order number.



	NAICS 

U.S. Industry
	(if not referencing a job order number


	Select the appropriate NAICS U.S. Industry from the dropdown list.  (If available.)  MOSES will fill this field if you reference a job order number.



	Employer Address
	(if not referencing a job order number


	Type the address where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	(blank line)
	
	You can use this field for additional address information such as a Suite Number.  MOSES will fill this field if you reference a job order number.



	Zip
	(if not referencing a job order number


	Type the zip code where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	City
	(if not referencing a job order number


	Type the city where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	State


	(if not referencing a job order number


	Type the state where the job seeker will be working.  MOSES will fill this field if you reference a job order number.



	Occupational Code
	(if not referencing a job order number


	Type the Occupational Code for the specified job.  If it is not known, use the Occupational Search button to locate the code.  MOSES will fill this field if you reference a job order number.

	Training Related


	(for some programs, otherwise optional

	Indicate if the job relates to any training received.

REQUIRED

	Non-Traditional


	
	MOSES pre-fills this field based upon the Occupational Code you selected above and the job seeker’s gender.  Non-traditional relates to whether a male or female job seeker has been placed in a “non-traditional” job.  For example, a male job seeker has been placed in a job that traditionally has less than 25% of its employee population as male, or a female job seeker has been placed in a job that traditionally has less than 25% of its employee population as female.



	Sector Designation


	
	Indicate that the employer is either public sector or private sector.

	UI System Employer


	(for Some programs, otherwise optional


	Indicate if employees can collect Unemployment Insurance benefits, if qualified.  (Almost all employers are UI employers.)



	Verified


	(for Some programs, otherwise optional


	Indicate whether or not staff has verified the job placement information.



	Verification Details


	
	Enter who verified the job and how it was done.



	How did the Job Seeker learn about this job?


	
	Select the appropriate resource from the dropdown list. 

	Union


	(
	Select Yes or No, as is appropriate for this position.



	Apprenticeship


	(
	Select Yes or No, as is appropriate for this position.




Click the OK button to return to the Employment sub tab.


Click the OK button and the Yes button to save changes.
[image: image248.png]Basic | Full| Education | Work Experience | Everts | Alerts | Case Plan Services | Special Programs.

Survey
General Employment | Administative | Testing | CourseActiviy | Yauth Goals |
 Senvices
Senice  SeflD  Senice Type SeniceResul  EmployerNeme JobStart Job Order Phone ad
Dete Daie Nurber &

Row 10f 1

More

Follow Up)

Upgrade

Verify

Select

Job Order

Eligibility Meatch Critefia

Run Maich

Eligibility Critefia

oK

Cancel





Job Seeker Case Management Tab update 
To Update the Customers Case Management goals

The next step is to update the Case Management goals now that they have completed their Job Driven NEG training.
Highlight the existing Job Driven training related goal.
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Click the Edit Goal button.


Click on the drop menu in the Goal Status box.  Select from Attained, Cancelled, or Did Not Attain.  (Pending means they are in their Job Driven training.
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Click the OK button on the bottom of the Case Management Goal window to save changes.

LESSON I
Record the Program Exit of the Job Seeker in the Job Driven NEG Project in MOSES

Overview:

The process for exiting the Job Seeker from the Job Driven NEG Project in MOSES that is required for the JD NEG Project.
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THE PROGRAM EXIT WILL FOLLOW THE 90 DAY AUTOMATIC EXIT STATE POLICY.  NOTHING NEEDS TO BE DONE IN MOSES.
NOTES
To Add a Note to a Job Seeker Membership Record


Open the Job Seeker Membership window for the Customer.
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Click the Notes button on the right of the top bar of the Job Seeker Membership window.  If the Customer record contains an applicant note; the Notes button will be bold and blue.  MOSES displays the Job Seeker Notes window with a list of existing notes, if any.
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Click on the Add button, MOSES displays the Job Seeker Notes Detailed window.
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Type your note into the Notes text box.

Select the Confidential check box, if you want to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.  You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.  

The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.


Click the OK button to return to the Job Seeker Notes window.  The note is displayed on your view only.  It is not saved to the MOSES database yet.




Click the OK button and the Yes button to save changes.  This returns you to the Job Seeker record.
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MOSES will ask you if you wish to record a service at this time.  If you click on the No button, the Notes will be saved.  If you click on the Yes button, MOSES will save the Notes and take you to the General Services Details screen, so you can enter a General Service.
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LESSON J
Follow Up Services for the Job Seeker in the Job Driven NEG Project in MOSES

Overview:

The MOSES process for recording follow up services for the Job Seeker that were enrolled in the Job Driven NEG that is required for the JD NEG Project.

Job Seeker Services tab Employment sub tab
To Record Employment Follow Up on a Job Driven NEG Placement

This part of the manual describes how to post a follow up for a job seeker who has gone to work under the Job Driven NEG Project.  When you select the Follow Up button the Employment Services Detail window appears displaying all of the original placement information. 

Open the Job Seeker Membership window for the job seeker you used in To Record a Job Seeker Placement.
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Click the Services tab.
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Click the Employment sub tab.
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Select the job and click the Follow Up button.  The Employment Services Detail window appears.
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Choose the proper month for follow-up from the Service Type dropdown list.


Select Employed or Not Employed from the Service Result dropdown list.
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Review all of the employment information and make any changes / updates as necessary.


Click the OK button to return to the Employment sub tab.
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Click the OK button and the Yes button to save changes.
Job Seeker Services tab General sub tab Follow Up
To Record General Services Follow Up on a JD NEG Placement


This will show how to record follow up for a job seeker who has gone to work under the Job Driven NEG in the General Services tab.
To Record a Follow Up - General Service for a Customer

Open the Job Seeker Membership window for the Customer.
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Click the Services tab on the Job Seeker Membership window for the Customer.
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Click the Add button on the General tab. MOSES displays the General Services Detailed window.
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Select Follow-up (including WIA Title I) from the Category drop menu.


Select from the Service Detail drop menu the appropriate month.
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Click the OK button to return to the General sub tab.
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Click the OK button and the Yes button to save changes and exit this record.  This returns you to the Job Seeker Search window.
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	An alternate way to save the service to the MOSES database is to click on the Save (diskette) icon.  This does not bring up the pop-up box asking you if you want to save, it just saves it.  You are brought back to the first tab in that Customer record.  For Job Seekers, this is the Basic tab.


Job Seeker Basic tab
Case Management Exit
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To Exit from Case Management in MOSES, all the Goals need to be resolved / have outcomes other than Pending.  Resolved meaning that they can not be in a Pending status.  When you are ready to exit case management for your customer, you will need to notify your manager that the customer needs to be exited from case management.  Only managers have the ability to close / exit customers from case management. 
Notes
To Add a Note to a Job Seeker Membership Record


Open the Job Seeker Membership window for the Customer.
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Click the Notes button on the right of the top bar of the Job Seeker Membership window.  If the Customer record contains an applicant note; the Notes button will be bold and blue.  MOSES displays the Job Seeker Notes window with a list of existing notes, if any.
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Click on the Add button, MOSES displays the Job Seeker Notes Detailed window.
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Type your note into the Notes text box.

Select the Confidential check box, if you want to limit access to viewing the note.
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	When you select the Confidential box, only those with specific access privileges may read confidential notes, as determined by management.  You can always read your own confidential notes.
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	Note the Staff Id, Created Date, Last Modified By, and the On: date.  

The Staff Id is the MOSES staff id who originally entered the note.  The Created Date will reflect the day that this note was originally entered into MOSES.  The Last Modified By field will show the staff member id, if the Note content has been modified or updated.  The On field will state when the Note content was last updated / modified.   


Click the OK button to return to the Job Seeker Notes window.


Click the OK button and the Yes button to save changes.  This returns you to the Job Seeker record.
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MOSES will ask you if you wish to record a service at this time.  If you click on the No button, the Notes will be saved.  If you click on the Yes button, MOSES will save the Notes and take you to the General Services Details screen, so you can enter a General Service.
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THE JOB SEEKER IS NOW EXITED FROM THE JOB DRIVEN NATIONAL EMERGENCY GRANT (JD NEG) PROJECT.
You need to have MOSES rights to ADD a Training Provider





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