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Minnesota FastTRAC: Adult Career Pathways (hereafter FastTRAC) is a partnership of Adult Basic Education (ABE), state and local workforce development and human services systems, and the Minnesota State Colleges and Universities (MnSCU) to improve outcomes for low-wage, low-skilled adults. From foundational preparation to postsecondary program completion, FastTRAC leads to employment by building career pathways along an educational and training continuum. For a more complete description of the core program components see Appendix B. 

Workforce One (WF1) will be the primary tool used to collect and manage participants' support services and career guidance and job search activities. Because FastTRAC is a multi-agency partnership with ABE and the MnSCU system, education management information systems will collect and report on additional education and training measures. 

FastTRAC is an evolving initiative where participants can move in and out of the pathway over time so they are not currently being included in the Workforce Investment Act Title IB participant data submitted to the US Department of Labor. Therefore, local or statewide performance outcomes will not be negatively affected by that activity. However, having accurate and timely participant information from all the management information is systems is still critical in evaluating the impact of FastTRAC. 

Bridge participants, therefore, should be enrolled in the FastTRAC program in WF1 when they first access workforce services. However, the Navigator may choose to enroll them at an earlier point. If no workforce services are provided while in the Bridge course(s), the participant must be enrolled by the time they complete that component. NOTE: Inform the State FastTRAC Office if your agency adds new sites that will begin offering FastTRAC programs and/or putting data about FastTRAC customers into WF1.
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Nola Speiser
651-259-7595
nola.speiser@state.mn.us

Judy Mortrude
651-259-7638
judy.mortrude@state.mn.us
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Workforce One (WF1) is the primary tool used to collect and manage participants' program activities. Use this page as a quick reference for the data to be entered into WF1. Along with the usual data fields required for all programs' enrollments (marked by asterisks in WF1), please note that FastTRAC has modified some definitions and procedures to allow it to produce FastTRAC-specific process and outcome measures.

	Required Field
	Definition and Response Options

	Enrollment
	

	Program enrollment
	Participants should be enrolled in WF1 when they first access program services

	Ethnicity
	Yes or no; Indicates whether the participant is of Hispanic or Latino origin, regardless of race

	Race
	American Indian/ Alaska Native, Asian, Black/ African American, Hawaiian Native/ Other Pacific Islander, or White; Users may select multiple races

	Highest Level of Education
	Grades 1-12; GED; High school diploma; 1,2, or 3 years of post-secondary; AA degree; Certificate of attendance/completion; Other post-secondary degree; BA degree; Education beyond BA; No education grades completed

	Family Status
	Not a family member, Other family member, parent in a one-parent family, parent in two-parent family

	Labor Force Status
	Employed full time; Employed part time; Employed, received term notice/military separation; Not employed & previously NOT self-employed; Not employed & previously self-employed

	Disability Status
	Not disabled; Yes, and disability is a barrier to employment; Yes, and disability is NOT a barrier to employment

	Veteran Status
	Yes or no

	Supplemental Security Income (SSI) Recipient
	Yes or no

	TANF/MFIP Recipient
	Yes or no

	Food Support Recipient
	Yes or no

	Refugee Recipient
	Yes or no

	General Assistance Recipient
	Yes or no

	Actual Family Size
	Number of persons related by blood, marriage, or adoption living in a single residence

	Annual Family Income
	The income amount from all eligible family members for the past six months multiplied by 2

	No Significant Work History
	Yes or no; Answer yes if the participant has not worked for the same employer for longer than three consecutive months in the two years prior to application.

	UI Benefit Status
	Eligible, not claimant; Eligible claimant; Exhaustee; Ineligible labor force attachment; Not eligible/ applicable

	Homeless
	Yes or no; Indicates whether or not the participant lacks a fixed, regular, and adequate nighttime residence

	Offender Status
	Yes or no; Indicates whether or not the participant is an adult or juvenile who is or has been subject to any stage of the criminal justice process.

	Financial Aid
	None, Scholarship, Student grant, Student loan, or Work study

	Number of Weeks Unemployed Out of Last 52
	Number of weeks unemployed must be between 0 and 52

	Dependents Under Age 18
	Participant's number of dependents under 18 years of age

	Hourly Wage of Last Job
	Enter "0" if the participant was unemployed for the past 52 weeks. Leave blank ONLY IF the information is unavailable.

	Previous Occupational Title
	Use O*NET Lookup by entering the participant’s previous job title and choosing the most relevant code

	Activity Status Type
	Initial activity choices at enrollment:
Core services, Staff-assisted assessment, Staff-assisted job placement, Staff-assisted job search in area, staff-assisted job search out of area

	Key Activities
	

	Non-Credentialed Training
	Record for participants who have entered Bridge I or II.

	Classroom Training - Occ.
Skills
	Record for participants who have registered in a credit bearing Integrated component.

	Customized Training
	Record for participants who have registered in a noncredit bearing Integrated component.

	Partnering
	Record in participant's FastTRAC enrollment when
participant is co-enrolled in and receiving coordinated
services funded through a partner program. Any activities funded by that partner should be recorded in that enrollment and do not have to be recorded in the FastTRAC activity screens.

	Support Services
	

	Add a New Service
	Used to record instances when participants receive monetary supports through FastTRAC. If support services are being paid for by a separate program tracked in WF1, record those services in that program enrollment and select the Partnering activity in the FastTRAC enrollment

	Closing a Record
	

	Exiting a Participant from the Program
	Close the participant's FastTRAC record if they exited
voluntarily or involuntarily.

	Exit Reason
	Indicates why a person left the program.

	Outcome
	A participant is exited after an outcome is saved. FastTRAC does not require follow-ups. If a participant is co-enrolled in a program that requires these follow-ups, the guidelines for that program must be followed.
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This manual's purpose is to help Minnesota FastTRAC provider organizations add new applicants and update enrolled participants' activities and services into the Workforce One (WF1) case-management system in a consistent manner. The data support state and local reporting, client case-management, and program evaluation.
Readers should have a Workforce One account and basic training on logging-in, searching for persons, enrolling new program participants, running reports, and other system features and functions. This manual italicizes field names and bolds tabs, links, and buttons. Carrots (>) indicate a drop-down or sidebar menu option, such as General > At-A-Glance.
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A potential participant may have a WF1 record from participating in another program also managed in WF1. You are unable to add a new record before searching for your participant’s name in the Person Search.

1. After logging in, click on Search > Person.

[image: C:\Users\jbendewa\Desktop\Capture.PNG]

2. Enter your participant’s last name to determine whether s/he is in WF1. This search is required because it prevents duplicate records. Click Run Search. 

[image: C:\Users\jbendewa\Desktop\Capture.PNG]For common last names, enter the person’s first name or initial with a wildcard (*) to narrow search results.




3. The Search Results box will then open. Click on your participant’s Name, if it appears in the results.

[image: C:\Users\jbendewa\Desktop\Capture2.PNG]

4. If your participant is already in WF1, the General > At-A-Glance screen appears with your participant’s contact and program sequence information. Click on Cases > Program/New App on the green sidebar menu to begin the enrollment process.

[image: C:\Users\jbendewa\Desktop\Capture.PNG]
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1. Click Add New Person. 

[image: C:\Users\jbendewa\Desktop\one.PNG]

2. Complete all required fields (*). A blank Add Person screen appears. Choose “Veteran”, “Spouse of a Veteran”, or “Veteran <180 Days of Active Service” only if the veteran was not dishonorably discharged. Click Save.

[image: C:\Users\jbendewa\Desktop\two.PNG]


3. The General > Contact screen appears with all of the information you filled in. Click on Cases > Program/New App on the green sidebar menu to begin the FastTRAC intake process.

[image: C:\Users\jbendewa\Desktop\three.PNG]
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Intake Entry covers a new FastTRAC application through approval and first activity. The steps include application, eligibility, and enrollment (including opening the first activity).

1. Click Add New Application.

[image: C:\Users\jbendewa\Desktop\four.PNG]

2. Choose FastTRAC from the Program drop-down menu and enter an Application Date. The Application Date cannot be a future date or more than six months old. You can also assign a staff person in the Primary Staff drop-down menu. Click Continue to Eligibility.

[image: C:\Users\jbendewa\Desktop\one.PNG]

3. The person’s Social Security Number is required at this point. If the person will not provide you an SSN, see Policy for Entry of Pseudo-Social Security Numbers in Appendix C. Enter the required fields (*) and click Determine Results. 

[image: C:\Users\jbendewa\Desktop\two.PNG]



4. If the person is eligible, the Save and Continue to Enrollment button will appear. Click it to continue.

[image: C:\Users\jbendewa\Desktop\three.PNG]


5. If instead you wish to save your data entry and complete the enrollment later, click Save and Exit Wizard. When you wish to complete the enrollment process, go to the person’s record, click Cases > Eligibility/Enrollment on the green sidebar menu, and click the Complete Enrollment button.

[image: C:\Users\jbendewa\Desktop\one.PNG]
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The information you previously entered in the Contact Information screen automatically populates the Enrollment screen, but the person should verify that the information is correct. You must assign a staff person now if you have not yet done so.  The Enrollment Date must be on or after the Eligibility/ Determination Date and cannot be a future date. 
 
This is a comprehensive list of information you will enter on the enrollment page.

· First Name, Last Name, Address 1, and City do not have a required format, but cannot be blank when you click Enroll. 

· State: Choose "Out of Country" if Country is not the United States.

· County. Choose "Out of State" if State is not Minnesota.

· Zip: Five-digit number (nine-digit format is optional).

· Gender: Choose one of the following:
· Female
· Male
· Not specified

· Ethnicity indicates whether the person is of Hispanic or Latino origin and can be any race.

· Race: Choose one or more of the following:
· American Indian or Alaska Native: origins in North, Central and South America and maintains tribal affiliation or community attachment
· Black or African American: origins in the black racial groups of Africa
· Hawaiian Native or other Pacific Islander: origins in Hawaii, Guam, Samoa or other Pacific Island
· White: origins in Europe, the Middle East, or North Africa (includes most people of Hispanic/Latino ethnicity)
· Asian: origins in Far East, Southeast Asia, or the Indian subcontinent

· Immigrant or Refugee, "Yes" if the person was born in another country (NOTE: a response is optional).

· Country of Origin, Select the country where the person was born. Defaults to United States. (NOTE: a response is optional).

· Limited English Language Proficiency, "Yes" for English-as-a-Second-Language speakers whose language barriers impede employment (NOTE: a response is optional).

· Primary Language, Select the "Yes" for English-as-a-Second-Language speakers whose language barriers impede employment (NOTE: a response is optional).

· Immigration Status , Choose one of the following:
· Asylee
· Conditional entry < 4/80
· Deport/ Remove Withheld
· LPR
· Non-Immigrant
· Other Lawfully Residing
· Paroled for One Year or More
· Refugee
· Undocumented

· Veteran Status, "Yes" if the person actively served in the United States Armed Forces and was not dishonorably discharged. NOTE: If the person is a spouse of a veteran, choose "Yes."

· Parenting/Pregnant Youth, "Yes" if the person is either 21 years of age or less and is pregnant,
or is an individual (male or female) who is providing custodial care for one or more
dependents under age 18. (NOTE: a response is optional)

· Runaway Youth, "Yes" if the person is 21 years of age or less and has absenteed himself or
herself from home or place of legal residence without the permission of parent(s) or legal
guardian. (NOTE: a response is optional)

· Family Status indicates who the person lives with. The choices are:
· Not a family member: does not live with any family members.
· Other family member: lives with one or more family members but is not a parent.
· Parent in one-parent family: has sole custodial responsibility for one or more dependent children.
· Parent in two-parent family: shares responsibility with another person for dependent children.

· Actual Family Size Enter the number of persons related by blood, marriage or adoption living
in a single residence whose income must be counted for program eligibility.

· Dependents Under 18 Years Enter the person's number of dependents under 18 years of age, including spouses under 18. Total dependents must be less than Actual Family Size.

· Annual Family Income Multiply eligible family members' income from the past six months
by two and enter the result.2 Determine self-employment income from the most recent Federal
Income Tax return or a more-up-to date record. Pro-rate a separated or divorced applicant's
income on the length of time during the last six months that the applicant lived with the other
wage earner. If no income was earned, enter "0." Otherwise, click Undisclosed only if the
information is unavailable.

· Highest Level of Education completed. The choices are:
· Separate choices for 1st through 12th grades (no diploma earned). NOTE: 12th grade is not the same as a high school diploma or GED
· Separate choices for one, two or three years of college/technical/vocational school
· Attained Associate's Diploma or Degree
· Attained Certificate of Attendance/Completion
· Attained Other Post-Secondary Degree or Certification
· Bachelor's Degree or equivalent
· Education beyond a Bachelor's Degree
· [bookmark: bookmark27]GED
· High School Diploma
· No education grades completed

· Financial Aid Status indicates the main type of financial aid the person is using to pay for postsecondary education. Even if the person uses multiple types of financial aid, choose the one of the greatest dollar amount. The choices are:
· None
· Scholarship
· Student Grant (Pell, Alliss, etc)
· Student Loan
· Work Study

· SSI Recipient, "Yes" if the person receives federal Supplemental Security Income. 

· TANF/MFIP Recipient, "Yes" if the person participates in Temporary Assistance for Needy Families/Minnesota Family Investment Program.

· SNAP Recipient, "Yes" if the person participates in Supplemental Nutrition Assistance Program (formerly called Food Stamps) through a county human services agency.

· General Assistance Recipient, "Yes" if the person receives general assistance through a county human services agency.

· Refugee Assistance Recipient, "Yes" if the person receives refugee assistance through a county human services agency.

· Disability Status is a self-reported physical, mental, or learning disability, emotional/behavioral disorder, or substance abuse that has an impact on employability. The choices are:
· Not disabled.
· Yes, and disability is an employment barrier.
· Yes, disability not a barrier to employment.

· Homeless, "Yes" if the person lacks a fixed, regular, and adequate nighttime residence or whose nighttime residence is a supervised, temporary living accommodation or shelter.

· Offender, "Yes" if the person's arrest record or conviction is an employment barrier.

· Labor Force Status at time of enrollment:
· Employed full time: a person who is working 30 hours per week or more.
· Employed part time: a person who is working less than 30 hours per week.
· Employed, received term notice/military separation: person is employed but has received a notice of termination employment from employer or is a Transitioning Service Member.
· Not employed and previously not self-employed: unemployed or not actively seeking employment.
· Not employed and previously self-employed, farm: is now unemployed.
· Not employed and previously self-employed, non-farm: is now unemployed.

· UI Benefit Status indicates if the person receives Unemployment Insurance (UI) or is eligible
to. The choices are:
· Eligible – Not Claimant
· Eligible Claimant
· Exhaustee
· Ineligible Labor Force Attachment
· Not Eligible/ Applicable

· Lack of Significant Work History, indicates whether the person has not worked for the same employer for longer than three consecutive months in the two years prior to application.

· Hourly Wage of Last Job, Enter the person's latest hourly wage within the past 26 weeks. Enter "0" if the person was unemployed the entire 26 weeks, or click Undisclosed if the information is unavailable.

· Prev Occupation Title (O*NET)  Use the 0*NET Lookup to select the closest description for the person's most recent job during the past 26 weeks. Leave blank if unemployed during the last 26 weeks. Click Search/Validate O*NET to use the search feature. Enter your person’s job title and click Run Search to get a list of relevant O*NET codes to choose from. (NOTE: required if Hourly Wage of Last Job is more than 0).

· Wage Detail Consent Given, "Yes" if the person's paper file contains a signed consent form releasing DEED Wage Detail information to the FastTRAC provider.

· Consent to share with partners, "Yes" if the person's paper file contains a signed consent form releasing FastTRAC information. Consult the form for any restrictions before sharing data.

· Effective Date, Enter the date on which the person signed the wage detail consent form. (NOTE: a response is optional. If left blank, this defaults to the enrollment date.)

Activity Status Type Enter the participant's initial FastTRAC activity. The choices are at
enrollment are:
· Core Services: Job search and placement assistance, counseling, testing, background
checks, working with the employer and job seeker, workshops and job clubs.
· Staff Assisted Assessment: An evaluation of the person's capabilities, needs and
vocational potential.
· Staff Assisted Job Placement: Referral to programs for job openings, job seeking and job
development.
· Staff Assisted Job Search in Area: Includes job seeking skills and interviewing skills within 50 miles.
· Staff Assisted Job Search Out of Area: Includes job seeking skills and interviewing skills outside of 50 miles.

Funding Stream The name of the FastTRAC project site the enrollee is part of.

Case Note Enter any additional information about this activity. NOTE: Comments do not appear on the printed enrollment form. 

You cannot change the information you saved on the Enrollment page after you click Enroll, with these exceptions:
· The Open Activity Status can be closed or case-noted in the Cases > Activity page.

1. At the bottom of the screen, click Enroll when all the required fields are completed.

[image: C:\Users\jbendewa\Desktop\one.PNG]

2. An error message will appear at the bottom of the screen a required field is blank or has an incorrect value or format. A red exclamation mark will also appear next to the field you must correct.

[image: C:\Users\jbendewa\Desktop\two.PNG]


3. If there are no errors when you click Enroll, you will be directed to the Eligibility – Enrollment Summary page. From there, click View/Print Enrollment to print a contract for the person’s signature. 


[image: C:\Users\jbendewa\Desktop\three.PNG]
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Activities reflect the participant's FastTRAC progress or steps toward a goal, while Services are types of assistance that usually require payments. Additionally, participants in Bridge and/or Integrated components are identified in WF1 by opening specific activity statuses. 

· For participants who have entered or completed Bridge I or II, record "Non-Credentialed Training."
· For participants in a credit-bearing Integrated component, record "Classroom Training - Occ. Skills."
· For participants in a noncredit-bearing Integrated component, record "Customized Training."

See the Glossary of Activity Statuses and Support Services in Appendix A for complete list of definitions of all of the FastTRAC activities in WF1.

[bookmark: _Toc395255803]Open a New Activity

1. Click on Cases > Activity on the green sidebar menu to view the Activity Summary page and to add a new activity. Click the Add New Activity button. Assign the activity to a staff person and choose the activity from the Activity Type drop-down menu, then click Next. 


[image: C:\Users\jbendewa\Desktop\three.PNG]




2. Enter the required fields (*) in the Open Activity section of the page before clicking Save or Save and Open New Activity. Required fields vary by activity: training activities have more required fields than career guidance activities. 

[image: C:\Users\jbendewa\Desktop\one.PNG]

3. You may also enter information in the Close Activity section at the same time. Completion Results is a required field if you enter an End Date. Then click Save or Save and Open New Activity. 

[image: C:\Users\jbendewa\Desktop\two.PNG]

Start Date Cannot be prior to Enrollment Date but can be a future date.

Funding Stream The name of the FastTRAC project site the enrollee is part of.

School Enter the school's name using the Search/Validate School button. To use the search feature again when you have a valid entry in the field, you must delete the entry before clicking the button. (NOTE: for training activities only.)

Training Program Code (CIP) Enter the Classification of Instructional Programs identifier using the Search/Validate CIP button. To use the search feature again when you have a valid entry in the field, you must delete the entry before clicking the button. (NOTE: for training activities only.)

Occupational / Training Title Enter the person's occupational or training program title using the Search/Validate O*NET button. To use the search feature again when you have a valid entry in the field, you must delete the entry before clicking the button. (NOTE: for training activities only.)

End Date Cannot be prior to the activity’s start date and cannot be more than 14 days into the future.

[bookmark: _Toc395255804]Edit, Delete, or Copy an Activity

You can edit, delete, and copy activities using the Action links on the Activity Summary page. Click Edit to add information to an activity (such as end date and completion status, or a case note). Click Delete if you entered the activity in error. Click Copy to quickly open a new activity of the same type. Only the activity type (such as Classroom Training or Staff Assisted Assessment) will be prepopulated in the new activity.

[image: C:\Users\jbendewa\Desktop\five.PNG]

1. When you click Delete, WF1 will give you the following confirmation message. Click OK or Cancel to continue.
[image: C:\Users\jbendewa\Desktop\four.PNG]
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A service is different than an activity. Services are used to record instances when participants
receive monetary supports through the program. If support services are being paid for by a
separate program tracked in WFl, record those services in that program enrollment and select the
Partnering activity in the FastTRAC enrollment.

1. Click Service > Support Service on the green sidebar menu for the Support Services Summary page. This page will show you previous support services this person received through the program and allow you to add new support services. To edit or delete existing support services, click the Edit or Delete links next to the appropriate support service. To add a new support service, click Add Support Service. 

[image: C:\Users\jbendewa\Desktop\four.PNG]


2. Enter all required fields (*). Then click Save or Save and Add Support Service.

Support Service See the Glossary of Support Services in Appendix A for service type definitions.

Service Date Enter the date that you provided the service. This date cannot be before the enrollment date and cannot be a date in the future.

Actual Amount Enter the dollar amount of the service, omitting the dollar sign ($). If the actual amount is an even dollar amount, you do not need to enter the cents (50 is the same as 50.00).

Funding Stream The name of the FastTRAC project site the enrollee is part of.

Add as Case Note Check this box to add a summary of this service to the person’s case note history.

[image: C:\Users\jbendewa\Desktop\three.PNG]
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Close the person’s FastTRAC case if he or she is no longer receiving services through the program, whether voluntarily or involuntarily. 

1. Click Cases > Exit on the green sidebar menu to view the Exit Summary page, which shows you all activities that will be closed when you close the program sequence. Click Exit Program Sequence if the person is no longer receiving services through the program.
[image: C:\Users\jbendewa\Desktop\one.PNG]

2. Choose the Primary Exit Reason from the drop-down menu. The exit reason indicates why the person no longer receives services. Then click Next.

The exit reason options are:
· Cannot Locate: person cannot be located.
· Death: person dies while enrolled in program.
· Does Not Require Workforce Development Services: use for participants leaving or not continuing beyond BRIDGE class because the individual decided they are not interested in that career path.
· Employment/Education Comb.: enters unsubsidized full time or part time employment and also continues education.
· Entered Armed Forces: enters the Armed Forces.
· Entered Unsubsidized Employment: enters unsubsidized full time or part time employment.
· Family Care Problems: withdraws due to family care problems.
· Found Ineligible: subsequently found.
· Health/Pregnancy: withdraws for health reasons or pregnancy.
· Institutionalized: resides or will reside at an institution or facility providing 24-hour support, such as a prison or hospital.
· Moved from area: is moving or has moved from the area.
· Other Termination: leaves program for any other reason.
· Personal/Medical Problem: leaves program because of personal or medical barriers to participation.
· Program/Type Transfer: participant exits FastTRAC and transfers to another program.
· PWIR Placement: participant is employed according to Wage Detail records, but exact employment details are unknown.
· Refused to Continue: refuses to continue receiving program services.
· Returning Reservist: returns to civilian life after active duty rather than continue with FastTRAC.
· Transportation problems: withdraws due to transportation problems.

[image: C:\Users\jbendewa\Desktop\two.PNG]


3. Enter the required fields (*). The exit date is the last day the person received FastTRAC services, and cannot be a future date or a date prior to the start date of an activity. Required fields vary by exit reason: exits such as Cannot Locate require less information than Entered Unsubsidized Employment. If the person is employed at exit, add employer information by clicking Next in the Placement Information section.
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4. Enter all required fields (*) in the Placement Information section. Check the box next to Remove from caseload to remove the person from their assigned staff when the exit is saved. CAUTION: once a person is removed from your caseload, you can no longer change or edit activities and outcomes or enter follow-up information. Click Save Final Exit.

The following fields in the Placement Information section are required if "Entered unsubsidized employment" is selected as the exit reason:

· Employer Name
· Employer State
· Employer Industry (NAICS) Click the Search/Validate NAICS button to select the industry description.
· Occupational Title (O*NET) Click the Search/Validate O*NET button to select the person's occupational description.
· Job Sector Public or Private
· Job Start Date indicates the approximate start date of the job
· Hourly Wage Estimated hourly wage of the job, in dollars per hour
· Hours per Week Estimated numbers of hours worked per week at the job
· Job is Training Related Yes or No


[image: C:\Users\jbendewa\Desktop\five.PNG]

NOTE: After an outcome has been saved, FastTRAC considers an individual's participation complete and exited from the program. Because FastTRAC participant data are not being reported with other Workforce Investment Act IB programs, the State FastTRAC office does not require follow-ups. With various Workforce Investment Act programs, however, follow-ups are required and meant to capture credential attainment and/or employment, and wage information after an individual has left a program. If a participant is co-enrolled in a program that requires these follow-ups, the guidelines for that program must be followed. If co-enrollment is not occurring, it is up to the individual FastTRAC site to decide if there is program value in having a formal follow-up policy.

5. You can edit the exit after you have saved it by clicking Cases > Exit on the green sidebar menu and then Edit Exit. 

[image: C:\Users\jbendewa\Desktop\two.PNG]

6. You can reopen the program sequence by clicking Cases > Program/New App on the green sidebar menu and then Reopen Program Sequence in the FastTRAC program sequence section. 
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Reopening a program sequence deletes any information you entered in the Exit and Follow-Up screens. You will get the following warning message when you reopen a program sequence:

[image: C:\Users\jbendewa\Desktop\one.PNG]
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1. You can enter a credential obtained through the program before or after you close the person’s case by going to Cases > Credential. If the person had a training activity open with an expected credential, you will get a warning message if you close that person’s case without recording a credential. Click OK and go to Cases > Credential in the green sidebar menu to enter a credential.
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2. The Credential Summary page allows you to view all credentials, including pending credentials not yet earned, associated with the person’s case. Check to see whether WF1 automatically opened a Credential Pending before creating a Credential Pending yourself. To update a Credential Pending to an earned credential, click the Edit link next to the Credential Pending. Enter all required fields (*) and click Save.

The following are options in the Credential Type drop-down menu:
· Occupational Skills Certificate/Credential
· Technical/Occupational Skills License
· AA or AS degree
· BA or BS degree
· Masters Degree
· Doctorate Degree
· Other Recognized Credential
· Credential Pending
· No Credential Attained 


[image: C:\Users\jbendewa\Desktop\two.PNG]

[bookmark: _Toc395255809]Where To Get Further Help With WF1
1. WF1 has a Resources page which includes a set of User How-To Guides and a Glossary. The User How-To Guides will show you features of the system not specific to this program, such as running reports on your program participants, setting up ticklers to help you manage a caseload, and more. We highly recommend that you read these guides so you can make the most out of your case management system. The Glossary is a reference that explains what each field in WF1 means. Access the Resources page by clicking Resources in the top menu.

[image: C:\Users\jbendewa\Desktop\two.PNG]
2. Each page in WF1 has its own help content. View the help content for whatever page you are currently viewing by clicking Help in the top menu. A pop-up screen will then appear, providing a summary of the page, tips for entering information into the page, Glossary definitions for each field on the page, and actions you can take on the page. Click Close or Print to close the Help screen.
[image: C:\Users\jbendewa\Desktop\one.PNG]
3. Finally, if you have questions about WF1 that relate to this program, contact the program person listed on page 2 of this user manual. 

[bookmark: _Toc395255810]Appendix A: Glossary of Activity Statuses and Support Services

These tables define the drop-down list choices when completing the Activity and Support Services screens.

[bookmark: _Toc395255811]Activity Statuses
	Activity
	Definition

	Adult Internship
	Practical, supervised training experience in the classroom or worksite as part of an established curriculum.

	Career Counseling
	Assessment to identify skills, career interests, goals and barriers.

	Classroom Training - Academic
	A generic academic program not specifically related to an occupation.

	Classroom Training - Occ. Skills
	Use for the ABE/MnSCU FastTRAC credit-bearing Integrated class(es).

	Community Involvement and Leadership Development Activities
	To enhance responsibility and managerial skills, including one-on-one assistance to understand and resolve financial problems around  program participation. Use Financial Literacy Course activity for training and classes.

	Core Services
	Job search and placement assistance, counseling, testing, background checks, working with the employer and job seeker, workshops and job clubs.

	Customized Training
	Designed to meet an employer's special training needs, including ABE/MnSCU FastTRAC noncredit Integrated class(es).

	Entrepreneurial Training
	Training to start one's own small business.

	ESL Training (in conjunction with ...)
	Participant is provided training in English as a second language.

	Financial Literacy Course
	To develop skills for making informed decisions about personal finances.

	GED Training (in conjunction with ...)
	Training to obtain a General Educational Development diploma (GED).

	Holding
	Non-activity that temporarily places a participant in "suspension."

	Individual Plan Development
	Creating a plan to bridge the gap between an individual's skills and his/her goals.

	Literacy Training (in  conjunction with ...)
	Education instruction particularly in basic skills to raise an individual's general competency level. Basic Skills refer to locally defined reading (comprehension), language arts (writing and verbal communication) and computational skills that enable an individual to function in the labor market and society.

	Non-Credentialed Training
	Use for ABE Bridge class(es), including college prep classes.

	OJT (Public or Private)
	Training to obtain basic job skills in an actual job setting in the public or private sector.

	Partnering
	Use only when a participant is co-enrolled in a WIA Title I, WIA Title IV, MFIP, FSET, Diversionary Work Program, or another program tracked in WF1 that is paying for the participant's  coordinated support services or activities.

	Planned Extended Leave
	Planned gap in service greater than 89 days due to a delay before the beginning of training or a health / medical condition that prevents participating in services. The third and fourth position of the 4-digit Activity Type must contain the planned activity into which the individual is returning. The following data fields must also be completed regarding the planned extended leave: Start Date (of leave) and Estimated End Date (of leave).

	Staff Assisted  Assessment
	An evaluation of the person's capabilities, needs and vocational potential.

	Staff Assisted Job Placement
	Referral to programs for job openings, job seeking and job development 

	Staff Assisted Job Search in Area
	Includes job seeking skills and interviewing skills within 50 miles. 

	Staff Assisted Job Search Out of Area
	Includes job seeking skills and interviewing skills outside of 50 miles

	Work Experience
	An employment experience with a non-profit organization and that
provides basic work readiness and maturity skills.


“Staff assisted” is one-on-one service for at least two hours.

[bookmark: _Toc395255812]Support Services
	Service
	Definition

	Child Care
	Family/Dependent Care: helps participants meet their family care needs during participation, and ranges from day care outside the home or in-house to after-school programs (outside the home or in house). The care usually includes supervision and shelter, and may include subsistence and transportation.

	Clothes
	To improve job search and interview potential or to provide items required for training or as a condition of employment, upon completion of training.

	Drug and Alcohol Counseling
	Referral and counseling services to address drug and alcohol use issues.

	Emergency Financial
Assistance
	Cash outlay to client or vendor to provide for a variety of needs of clients including but not limited to meals, food (subsistence), licenses, initiation fees, physicals, etc. required for job placement.

	Family Involvement
	Services encouraging parental, spousal and other significant adult involvement in the programs of the participant.

	Healthcare
	Includes, but not limited to, preventive and clinical medical treatment, voluntary family planning services, dental, personal hygiene, and appropriate psychiatric, psychological and prosthetic services.

	Needs Related
Payment
	To enable participation in training or education programs (e.g. tuition, tools, equipment, and other training-related supplies).

	Other Services
	Any supportive service(s), not included above provided to eligible individuals
to enable them to participate in planned activities.

	Personal Counseling
	Assistance with a variety of personal problems occurring during the participation.

	Temporary Shelter
	A supervised publicly or privately operated shelter designed to provide a temporary living accommodation.

	Transportation
	Service provided to ensure mobility between home and employment, training and/or other supportive services. Examples: mass transit fares, auto mileage, gas, oil, tires, repairs and maintenance, and insurance.





[bookmark: _Toc395255813]Appendix B: Participant Eligibility, Core Program Components, and Accountability

[bookmark: _Toc395255814]Participant Eligibility
FastTRAC programs are designed for adults, sixteen (16) years old or older, who are not enrolled
in secondary school and who qualify under one or more of the following conditions:
· Lack a recognized high school credential;
· Have a limited ability to speak, read, or write the English language; or
· Lack sufficient mastery of core basic educational skills (math, reading, writing, listening, speaking below a 12th grade level) to function effectively in the workplace as measured by the National Reporting System (NRS) list of adult appropriate standardized assessments, as adopted by the Minnesota Department of Education - ABE Office.
Note: Programs may apply additional eligibility requirements depending on the specific
providers and skill standards of the program.

[bookmark: _Toc395255815]Core Program Components
FastTRAC programs contain three required components - contextualized instruction, career
development, and support services tailored to adults - delivered through collaboration of
partners and in a manner appropriate for the needs and circumstances of the participant. A
Navigator, or central point of contact, who stays in touch with students, assists them in moving
between components, and coordinates their workforce and support services is essential.

Required components include:
· Contextualized instruction that integrates industry/occupation knowledge with basic reading, math, and language skills.
· Career development that includes work culture, exploration and planning within a career area, job placement and job retention services.
· Support services tailored to adults that provide each adult with the information and wrap- around assistance needed to reach a goal.

[bookmark: _Toc395255816]Program and Participant Outcomes
All FastTRAC program providers will use assessments consistent with program requirements to
place participants into the appropriate courses and to measure progress. All providers will use
quantitative and qualitative data-tracking through WF1 to collect and analyze key information
about FastTRAC program participants and graduates.

FastTRAC programs are evaluated on the following measures. These measures are based on
research indicating that one year of postsecondary credit and attainment of an industry-
recognized credential lead to career pathway employment. (NOTE: participants will not be
included in the performance outcomes calculated for the Workforce Investment Act IB programs
funded by the US Department of Labor)
· Basic skills acquisition - attainment of NRS Educational Functioning Level (EFL) gain as adopted by the Minnesota Department of Education - ABE Office.
· Retention in program - retention of participants throughout the duration of the program, including information on attrition, identification of program challenges, etc.
· Credential attainment - industry recognized certification (not a work readiness certificate) including a certificate, diploma, or degree with academic credit from a MnSCU institution.
· Job placement in career field - participant obtained employment in an occupation related to FastTRAC education and training.
· Job retention - participant maintains employment for 12 months after job placement. 
· Wage progression - pre- and post-program completion (e.g., survey, annual reporting, data match), increased earnings after job placement.
· Continuation of career pathway training - participant enrolls in next level of career pathway coursework.
· Attachment to funding stream - ability to follow participants through publicly funded programming, e.g., MFIP, state dislocated worker, Food Support.
· Participant satisfaction and other process goals as defined by the local partnership.
· Measure employer involvement and feedback at the local level.




[bookmark: _Toc395255817]Appendix C: Policy for Entry of Pseudo-Social Security Numbers

The following policy is for standardizing the entry of Social Security Numbers (SSN) for individuals who do not wish to disclose their SSN or who fail to provide adequate documentation. Adequate documentation is any one of the following: An SSN card issued by the Social Security Administration, a federal or state issued document containing the person's name and SSN, a court-issued document containing the person's name and SSN, a financial-institution-issued document containing the person's name and SSN, or an employer-provided Dislocated Worker list containing the person's name and SSN.

Most programs in Workforce One (WF1) require the entry of a nine-digit number in the SSN field before services can be provided, but the provision of a valid SSN is still optional. Below is the procedure for entering a pseudo SSN.

Risks in using a pseudo SSN:
· The search function in WF1 encompasses many parameters: SSN, name, email address, MAXIS number, WF1 Record ID, or Birthdate. If a pseudo SSN is used, a later search for the person by SSN will not yield a result.
· Post-program earnings will not be able to be determined.

Procedure:
If an individual refuses to supply an SSN and adequate documentation then enter a 9-digit number based on this method:
1. Start the number with "000" or "900"
2. The next two numbers are the WSA /Independent Service Provider number.
Here are some example provider numbers:

WSA1:		01
EAC:		45
HIRED:		92
JFCS:		87
CMS:		90
QCS:		38
TSB:		74

If you are not sure what your provider number is, just ask the program staff listed in the front of this user manual.

3. The next 4 numbers are assigned in a sequential manner (i.e. 0001, 0002, 0003, etc.)

For example, a person enrolled in EAC would be 900-45-0001.
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