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Introduction

The Minnesota Department of Employment & Economic Development (DEED) is committed to ensuring economic
equity — the fair and equitable access to resources so that all Minnesotans can have meaningful employment at a
family sustaining wage.

WorkforceOne (WF1) is the Management Information System (MIS) mandated to be used for adult workforce-related
programs funded in whole or part by state funds (§116L.98). WF1 is used to collect and manage participants'’
demographic data, case management activities (such as career counseling, job search activities, training, etc.),
support services received, and progress toward program outcomes (such as certificates and credentials obtained).

This manual is to be utilized by organizations who receive grants overseen by the Office of Adult Career Pathways
including:

e Pathways to Prosperity (P2P) Competitive Grant Program

e Southeast Asian Economic Relief (SEA) Competitive Grant Program

e Women in High-Wage, High-Demand, Nontraditional Jobs (WESA) Competitive Grant Program
e Support Services Competitive Grant Program

e Legislatively-named Direct Appropriation Grants

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.

If you have questions about the contents of this manual, contact Claire.Nelligan@state.mn.us.

Purpose

The purpose of this manual is to provide technical guidance to organizations serving participants in the grant
programs listed in the Introduction. This manual is not intended to provide policy guidance.

Outcome Reporting

The data collected in WorkforceOne (WF1) is used for reporting to the legislature and to the public via the Uniform
Report Card. It is important that all program-related information be documented in WF1 in order to evaluate
program outcomes accurately. The Report Card extracts information from enrollment fields, activities, credentials, exit
reasons, and other fields in WF1 in order to compile data including, but not limited to:

e Demographics such as gender, race and ethnicity, immigration status, and limited English proficiency
e Barriers to employment such as homelessness, level of education, offender history

e Training type, length of enrollment, and completion status

e Wage progression, job placement in career field, and job retention

o Certificates and credentials obtained, and support services provided

e Exit date and reason
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Website Information

Staff completing data entry should have a WF1 account and basic training on logging in, searching for persons,

enrolling new program participants, running reports, and other system features and functions. This manual does not

take place of the recommendation to attend WF1 Training.
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WorkforceOne (WF1) Production/Live website: www.mnworkforceone.com

WF1 Sandbox website: https://sandbox.mnworkforceone.com
The sandbox is a training environment with artificial data. Do not enter real participant data into the Sandbox.

Obtaining Access
1. From the WF1 Home Page, select the link to Forms.

| WORKFORCE ONE |

Workfarce One

System Alerts

If you do not know your password or have forgotten your username, click on Forgot Username fPassword in the upper right corner and answer your secret question to reset your password or learn your
USCTIEamE, 2 s it a = | . i

WF1 6.03 Sprint 3 Review Meeting - On April 5, 2018, the WF1 team presented a review of the 6.03 Sprint 3 accomplishments. Here is a link to the recording of the meating: https://mndeed. webhex.com/mndeed/idr.php?
RCID=41F741eb91acObblc64ded51ae3c97167 . You can view the PowerPolnt we used at the meeting by going to Resources on the top menu and WF1 News. Look for the WF1 Rewrite 6.03 Sprint 3 Review PowerPoint.

confidentiality Agreement

This | is only for ificall th d use by 1 and training progr providers and program administrators. By logging into this system, you are agreeing to o the within it. The use of the information in this
system is subject to review, monitoring, and recording Bt any time, withaut notice or parmission. Unautharized access or use may be subject to prosecution.

Compatibility Statement
Workdorce One (WF1) functions optimally with a screen resolution of at least 1024 x 768 using the most recent or the version prior to that of Internet Explorer. While WF1 may function with other browsers, reports will not generate results with Chrome or Safari,

Warkforce One Forms

Click the following link to sccess forms related to Waorkforce Ond . Forms

2. Select Access Form.

|WORKFORCE ONE |

Forms/Links

Form Name Form Description

Access Form Submit this form to request access, or refine existing access in Workforce One.

ESﬁmrll:e.' Desk Ticket Submit this form to report a bug or request a data fix in Workforce One.

|School Addition Request Submit this form to request that a new school be added to the Workforce One s

|DEED Service Desk and Security Admin (SA) This document provides an overview of the secunity administrator role in Worldt

Responsibilities

Agency and Location Addition Submit this form to request a new agency or agency location in Workforce One.

Change Request Form (Instructions) Submit this form to request a new feature, or a change to an existing feature in

MFIP and DWP Resources Select this link to navigate away from this page ta the DHS (Department of Hur
related te Diversionary Work, MFIP and SNAP ET programs.

3. Complete the initial required questions:
a. lam requesting new (or revised) access to:
i. Select Manage a caseload or monitor cases (most common)
ii. Only select Process user (staff) access to WF1 (security administrator) if you have attended
specialized in-person Security Administrator training.
b. Iwork for Vocational Rehabilitation Services > No.
c. Twork for State Services for the Blind > No.
d. Access Group:
i. Iknow the access group that I want to request.
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e. Next
4. Complete the required fields related to COFFR/Agency combinations and access level. Required fields are marked
with a red asterisk (*).
a. Ineed access to:
i. Select Agency Level Data (most common) if you are a case manager.
ii. Select Contract or Federal Funding Recipient (COFFR) Level Data if you are a manager of an

WORKFORCE ONE

Security Access Form

When all fields have been completed, select the Next button to continue. Print form as a
PDF using menu found under disc icon. Go to Help on the top menu for further
information.

*I am requesting new (or revised) access to:

* Manage a caseload or monitor cases (most common)

' Process user (staff) access to WF1 (security administrator)
+*1 work for Vocational Rehabilitation Services: | Mo V]
*1 work for State Services for the Blind: | MG ~-f|
*Access Group

® [ know the access group that [ want to request.

1 want help determining which access group to reguest.

| Next

organization who has subcontracted organizations entering data under your COFFR'’s program in
WEF1. This will allow the COFFR to pull data for the grant as a whole, inclusive of subcontractors'’
data.
iii. State Level Data access groups are only granted to State of Minnesota employees who are
responsible for managing or monitoring program data.
b. Agency (provider) > select your organization.
COFFR > select the organization who was awarded the grant, who has a contract with DEED. This may be
the same or different from the Agency.
d. Access Group:
i. Select Case Management 2 — ETP (Employment & Training Programs) if you will be completing
data entry or managing a caseload.
ii. Select Agency System Mgmt 2 — ETP if you are a manager who will need the privilege to edit
data.
e. Caseload
i. SelectI manage a caseload if you complete data entry or manage a caseload.
ii. SelectIdo not manage a caseload if you do not need to enter or edit data. This will provide a
“view only” access level.
f. Job Duties
i. Describe your job duties in the text field. Include which programs you will be working with, which
for grants overseen by the Office of Adult Career Pathways, the program choice will be Adult
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Career Pathways. After reviewing your entry on the form to ensure information is complete and
accurate, select Next.

*1 need access o
Agency Level Data (Hast Common)
COFFR. Level Dala
SEate Level Daba (Mon-Trade Adjustment Assistanoe)
State Level Cata (Trade Adjustment Assistance])

*Agency (provider) Select Access Type to populate Apency dropdown. |
SCOFFR Lelert Acceds Type 1o populate COFFR dropdomm. |
*ACcess Group COFFR System Management bt

*Caseload

I manage a caseinad

I do not manage a cassload.

SWIFT Baryer 1D
SWIFT Payer ID

Job Duties

Describe your job dulies & they relate to Warkforce One. IF your 30085
should mirror that of another user, indude that in your description.

Comments

Péest |
Wiken all lields have been completed, select the Next button o continue. Prinl Tofm as a

POF using menu found uweder disc ioon, Go (o Help on the top menu for furtler
information.

5. The form will generate. Do not print from your internet browser. Select the disc icon on the menu bar and select
PDF.
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Security Access Form

When all fields have been completed, select the Next button to continue. Print form as a
PDF using menu found under disc icon. Go to Help on the top menu for further
information.

Back to Forms

Export to PDF to print formatted page.

1 of -
el (el (o lellld Security Access F CSV (comma delmited)  DA/2072018
——— T POF
Name Johnson, Becca L ¥ T —becca johnsoni@state mn.us
Username Beccalohnson Bed '."".“Ga('.'arce Development
s Specialrst
Last six digits of SSN o wond 1651) 259-T578 (Work)
= (S07) 402-5811 (Cell)
SWIFT Buyer ID SWIFT Payer ID

Access Level Needed State Level Data (Trade Adjustment Assistance)

Access Group State Program Administration
Manage a Caseload No

Agency (provider) TAA Admin

Job Duties

Location{s): Check all to which the user should have access. |

Lacation Agd Remowe | | Location Add Rimiowi

DEED Admin

|Pmar-nl;l: Check all 1o which the user should have access. I

6. A pop-up will appear on the bottom of your internet browser. Select Open or Save. If you select Save, you will
need to open it from the file location in which it was saved in order to proceed to print.

Do you want to cpen or save AccessForm 4_20_2018 12_14_00 PM.pdf frorn mnworkforceone.com? Open Save | ™ Cancel

7. Once you've opened the Adobe PDF document, select File, then Print. The rest of the form will need to be
completed by hand.
a. Mark the COFFR, Agency, and Program (Adult Career Pathways) that you will need access to.
b. Both the user and the user's manager must sign the security form.
8. Scan and email the form to workforceone.deed @state.mn.us

Registering for Training
If you have not yet been granted access to WorkforceOne (WF1), you may contact your DEED Program Staff

Coordinator to register for training for you. If you do have access to WF1, you may register yourself following the
instructions below.
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1. From the top navigation menu, select Resources > Staff Training.

- —————————

| WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Frodgram Reports  Referendc

Dashboard Forma/Links

My Inlo it
Mo Tickiers past due Staff Traiing
No Ticklers due today Secunuy mamin List
Mo Agpointrments today Help Cantent

2. Session Status defaults to Open.

3. Session Dates From defaults to three months from the current date. Update the Session Date to one year out in
order to produce more options for training dates.

4. Run Search.

[WORKFORCE ONE|

Home Search My Tasks Recent Work Manage Case Manage Program

Staff Training Search

| = Hide Search Criteria

Session Name I —
wildcard search examples: *follow; follow™; *follow*
*Session Status [ completed LI Full
COnot Held & Open
*Session Dates From A 1o =
Run Search

5. Select Action > Register Me for the appropriate session:

a. ETP (Employment and Training Programs) Case Management Training is relevant for users accessing
the Adult Career Pathways program.

b. The Reports and Advanced Search Training will cover the execution of reports and exporting report
data. This is recommended for anyone within your organization who will be responsible for
monitoring progress and outcomes.

c. DO NOT register for DHS Programs Case Management Training (WF1 Basics).

6. The registration is confirmed when you see the Registration saved notification under the top navigation menu.

| WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resg b

@ Registration saved.

Staff Training Search
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Resources
DEED Policy

Adult Career Pathways programs are required to follow Employment & Training Programs policies, found here.

Each program overseen by the Office of Adult Career Pathways has a customized monitoring guide, which provides
additional policy and procedural guidance. Contact your DEED Program Coordinator for the monitoring guide
specific to the program you are administering.

Each grant program has a contract which includes a work plan and budget. All staff providing services through grant
funds should be familiar with the terms and conditions to ensure that services are allowable prior to being provided.

Career Guidance Tools

DEED's Labor Market Information (LMI) Data Tools provides information on employment, unemployment, wages and
occupations, regional and state comparisons, and more. The Career and Education Explorer can help find wages,
occupations in demand, and educational opportunities.

O*NET OnLine provides detailed descriptions of the world of work for use by job seekers, workforce development
professionals, and more. Occupations can be found by browsing industry groups, field of work, skills, etc.

DEED Program Contacts
Organizations are notified of their DEED Program Coordinator at grant issuance; however, assignments and staff may
change over time. Please contact the Supervisor if you are unsure who to contact about a specific grant program.

Claire Nelligan, Supervisor of the Office of Adult Career Pathways
Claire.Nelligan@state.mn.us
651-259-7573

Kirk Crowshoe, Program Coordinator
Kirk.Crowshoe@state.mn.us
651-259-7589

Mimi Daniel, Program Coordinator
Mimi.Daniel@state.mn.us
651-259-7581

Taryn Galehdari, Program Coordinator
Taryn.Galehdari@state.mn.us
651-259-7540

Person Record
Before a participant’s program enrollment data may be recorded, a Person Record must exist.

Person Search
A potential participant may have a WorkforceOne (WF1) Person Record from applying for or participating in another
program managed within the system. You must search for an existing record before adding a new person.

1. Select Search > Person from the top navigation menu.

11|Page


https://apps.deed.state.mn.us/ddp/PolicyList.aspx
https://mn.gov/deed/data/data-tools/
https://mn.gov/deed/data/data-tools/career-education-explorer/
https://www.onetonline.org/
mailto:Claire.Nelligan@state.mn.us
mailto:Kirk.Crowshoe@state.mn.us
mailto:Mimi.Daniel@state.mn.us
mailto:Taryn.Galehdari@state.mn.us

2.

a.

Search Menu

Person

Saved Saarchas
Advanced Search
TAA Worker

Uiser
Authorization
Payment
Document Search
Talent Pood
Vendar

Agency

COFFR

Cormman 10

Revent Work Referenoes Resournoes

Manage Case

Manage Program Reports Hedp

Search for persons (CONSUMErs or customers), With the proper privileges, you can add & new person after seasching.

Access advanced sesrches you heve saved or those that were crested for all USErs or USErs BE yoUr BJency.

search for person reconds that meet user-specified criteria and export data to Excel, mass case note, create mailing Labels and more,
Seanch for workers associated with a Trade Adjustment Assistance (TAA) petition.

Search for WF1 users. With the proper privileges, you can add a new user after searching

Search for authorizations to wiew or print. With the proper privileges, you can edit person’s authorzed amount.

Seanch for payments on authorizations to view statuses of payments.

Search for documents. With the proper privileges. you can view, delete, and edst the tags and comments of the documents.

Search talent pocl for persons that meet user-specified oriteria for employment opportunities.

Search for vendars, With the proper privileges, you can edit vendor's information,

Search for agenches and their locations. With the proper prvileges, you can add & new agency and associated locations after Searching.
Search for Contract or Federal Funding Recipients (COFFRs) and their associated sgendies and programs.

Wiew identilying numbers for persons (o assist with federal reporting.

It is a best practice to complete two searches before adding a new record.
Search by Social Security Number (SSN). Run Search.

WORKFORCE ONE |

Home Search Recent Work Manage Case Manage Program Reports

My Tasks

Person Search

| v Hide Search criteria

Last Name
First Name
Middle Initial
SSN

Record ID
MAXIS Case
E-mail

Staff Assigned

-

|123-45-6789

All values

[ Run Search | | Show Additional Criteria |

b. Search by Firstand Last Name. If there is a possibility that the record was entered with a nickname,
search with both the nickname and the given name (example: Rebecca may have been entered as
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Rebecca,

Becca, or Becky). You may also use an asterisk (*) as a wildcard to return participant records

that contain a specified value. For example, if you entered John* in the Last Name, records retrieved
would include last names such as Johnsen, Johnson, etc. If you entered Moh* in the First Name, all
records beginning with Moh would be returned (Mohamed, Mohammed, etc.).



| WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manage Program Reports

Person Search

~ Hide Search Criteria

Last Name |Jnhn“~

First Name [Moh*

Middle Initial | |

ssn E—
Record ID
MAXIS Case
MAXIS PMI
E-mail

Staff Assigned  |All values vl

| Run Search | | Show Additional Criteria |

3. Person Search results display.
a. If the search yielded results, you may select the hyperlinked name to bring you to their Person
Record > Person At-A-Glance page.

\WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manage Program Repo

Person Search

* Show Search Criteria

* Hide Search Results

'Name: Birth Date ~ SSN Record ID
Johnsen, Mchamed 202013260
Johnsen, Mohammed 202013261
Johnson, Mohamed 202013258
Johnson, Mohammed 202013259
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i. Review participant information to determine if the existing record matches the participant you
are working with. From the Person At-A-Glance page, select General > Contact and General
> Demographics from the left navigation menu.

Home Search My Tasks

| WORKFORCE ONE |

Recent Work Manage Case

Manage Program

Reports  References

Hesouroes

Person At-A-Glance

202013259

At-A-Glance
Contast. Mohammed Johnson
Tickier MName and Mailing Address
Demographics Mohammed Johnson
\WGT K Priferantes General Delivery
o m : - Blaine MM 55449
(cosenote  [ERAAESE
Add Case Note
Case Note Quick No Phone Data Available
Coam—
Primary E-mail
Program/New App Secondary E-mail
Eligibility/Enrollment Record 10
Activity
TAA Mo program records found.
Him | Person Search Results
Credential

14| Page

Last 4 55N

Record 1D 202013259

The geo-coding search was unable to verify this address. The address is not valid for Work Preferences or

ii. If the record is not the correct person, return to Person Search and Add New Person Record if
necessary.

iii. If the record is the correct person, review Person At-A-Glance for open program sequences.
The program is open if there is an Enrollment Date, but no Exit Date.

Program

SNAP ET Seq 1

Equity Support
Services Adult
SFY17 Seq 2

Adult Seq 1

ACP Grant Type

Grantee Name
SFY18 Seq 1

ACP Seq 1

Status

. Enrolled
Exited

|Enrolled

Eligible, Not
Enrolied

Eligible, Mot
Enrolied

Applicat’on| Enroll

Date

04/23/2018
10/27/2017

08/15/201°
08/09/2017

09/23/2014

| Date

lpa/23/2018

01/16/2018

08/15/2017

Exit Date

03/31/2018

C'osed
fro.m
App
Date

Last
Follow-
up
Date

COFFR

Henn/Carver (9)
Henn/Carver (9)

Henn/Carver (9)
Henn/Carver (3)

Dakota/Scott (14)

Organizations are responsible for coordinating services, though not duplicating services
for participants. If a participant is enrolled in another program in WF1, coordinate with
the other organization/program to ensure the participant goals align, but are not
duplicative. View other organizations’ contact information by navigating from Cases >
Case Assignment.



WORKFORCE ONE |

Home Search My Tasks Recient Work  Manage Casae Manage Program Reports  Relerenoes Resources

General

Person At-A-Glance

James F Anderson Record ID 100002310
Birth Date 04,18/ 1980 MAXIS Case 3456

MName and Mailing Address
James F Anderson

123 Front Street

St Paul MM 55117

The geo-coding search was unable to verify this address. The address is not valid for Work Preferences or
Talent Pool Search.

Phone  |Ext.|Phone Type TTY|Video

651-222-3333 Home Mo (Mo

Birth Date 04/18/1980

Primary E-mail

Secondary E-mail

Record 1D 100002310 Last 4 55N 67eT

MAXIS Case 3456 MAXIS PMI = 55588898
Program Stalus Application| Enroll Exil Date |Closed |Last COFFR

Date Date frcam Faollow-
App up
. Date | Date

SHAP ET Seq 1 Enrolled 04/23/2018 |04/23/2018 Henn/Carver (9)
Equity Support | Exited 10/27/2017 [01/16/2018|03/31/2018 Henn/Carver (9]
Services Adult
SFY17 Seq 2
Adult Seq 1 Enrolled 08/15/2017 |08/ 15/2017 HennyCarver (9]
ACP Grant Type |Eligible, Nat |08/09/2017 Henn/Carver (9) |

b. If the Person Search resulted in zero matches, proceed to Add New Person Record.

Add New Person Record

If a thorough Person Search did not result in any matches, you will need to enter a new person into WorkforceOne
(WF1).

1. The Add New Person option displays after the Person Search did not return any matches; therefore, you must
always begin the process with a search. Select Add New Person.

WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manage Program

Person Search

i ~ Show Search Criteria

|~ Hide Search Results.

Mo results found.

| New Search | | Refine Search | | Add New Person
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2. On the Person Add page, complete all required fields, which are marked with a red asterisk (*) and listed below:
a. Last Name

b. First Name WORKFORCE ONE
¢ Add/‘ess_l Home Search My Tasks Recent Work Manage Case Manage Program Repo
d. Gty
e. State Person Add
f Z SSN SSN Verified [J
’ P *Last Name Johnson | *First Name |Becca | MI I:I
g. County Birth Date |
h COUﬂfly *Addressl DEED Headquarters
. ’ . . Address2
i.  Veteran Status. Options include: *City st. Paul | *state MN __ v] *Zip[s5101 |
i. Active Service Ill or Wounded "county Ramsey  v| +Country |united States V]
ii. Did Not Self‘Ident|fy Phone Ext.  Phone Type If other, please specify: TTY Video
iii. Nota Veteran None Selected ¥ oo
. . . None Selected v O O
iv. Spouse or Family Caregiver of None Selected v o o
Veteran None Selected v 0 0
v. Transitioning Service Member
vi. Veteran Primary E-mail
. . d ~mail
vii. Veteran, < 180 Days of Active Secondary Exmal
MAXIS PMT
Service Confirm MAXIS PMI
j.  Citizen/Right to Work. Options include: MAXIS Case
Confirm MAXIS Case
i. Citizen *Veteran Status Did Not Self-Identify v
“ N o *Citizen/Right to Work Citizen v

iii. Right to Work
3. Save Cancel

4. The Contact Information page displays. A notification under the top navigation menu will display Add Person
Saved if the save was successful.

| WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manape Prodgram Heports  Referenoes Resnuroes Hedp

Beoca Johnson Record 1D 202013362
*Last Name  Johnsan | =First wame [Becca o £
Alias Last | | Alias First | | Alias M1

Phone Ext. rhone Type If other, please specifyr TTY Video
[rone Selected || 1

[Mone Selected || ]
Primary E-mall | ]
Sescondary E-mail
Residential MﬂlE’SS_
*Adddress1 DEED Headguarters
Address? iz
*City St. Paul *Stale (MM | *Zip[5510
*County Ramsey Vi *Country i-uhll!nd States W

The geg-coding search was unable to verify thes address, The address is not valid for Work Preferences or
Talent Poal Search.

Last Address Moved Date | x|
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Application

There are three steps to enrolling a participant into Adult Career Pathways: Application, Eligibility, and Enroliment.
Adding a new application is the first step.

1. From the Person At-A-Glance page, select Cases > Program/New App.

| WORKFORCE ONE

Home Search My Tasks  Recent Work Manage Case  Manage Program  Reporis  References  Resources

e Person At-A-Glance
':C__ tact Becca Johnson Record 1D 202013262
Tickler Name and Mailing Address
Demographics Becca Johnson
I Prefermone: DEED Headquarters
: 2 St Paul MM 55101
- - e The geo-codlng search was unable to verify this address. The address is mot valid for Work Preferences or
R
Case Note Quick No Phone Data Available
Birth Date
EpEs Primary E-mail
Program/New App Secondary E-mail
Eligibility/Enroliment Record 10 202013262 Last 4 S5N
- Activity
TAA Mo program records found.
Lt [ Person Search Results
- Credential

2. Select Add New Application.

| WORKFORCE ONE |

Home Search My Tasks  Recent Work Manage Case Manage Program  Reporls References  Resources
Ar-A-Glance:
Contact Becoca Johnson Record ID 202013262
Tickler -
Demagraphics Add New Application |
MN Works Resurme
Add Case Note
Case Note Quick
Cases
Program/New App
Eligibility/Enroliment

Program Summary

Mo program sequences to display.

3. Complete the required fields, which are marked with a red asterisk (*):
a. Progran. Adult Career Pathways
b. Application date the date the participant signed an application requesting services.
c. Location: if your organization has multiple locations, select your location from the dropdown.
d. Select either Primary Staff or Support Stafffrom the dropdown.
4. Continue to Eligibility or Save and Exit Wizard.
a. Selecting Continue to Eligibility will proceed to the second stop of enroliment: Eligibility.
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b. Selecting Save and Exit Wizard will save the application data, leaving the program in an Eligible, Not
Enrolled (or pending) status.

WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manadge Program Reports  Relerences REsouroes

Mew Application

Becca Johnson Record 1D 202013262
s oty 5 corten
*Program Adult Career Pathways v
*application Date 3
s Mote l Agency Hennepin County
x Display Funding Stream Options
COFFR Hennepin/Carver ETC - LWDA 09
*Location WERC WSA 09 |
Service Model Mo service models found \*|
Program/ New App Primary Staff Johmson, Becca L v
[ t Support Staff Mone Selected v
Send Tickler O

" Show Case Note

|~ Show User Defined Fields

- | continue to Eligibility | | Save and Exit Wizard | ' Cancel |

i. If you select Save and Exit Wizard, the Eligibility/Enrollment Summary page displays.
ii. A notification under the top navigation menu will display Application saved if the save was
successful.
iii. Navigate back to this page to complete the enroliment at a later time by selecting Cases >
Eligibility/Enrollment from the left navigation menu.

WORKFORCE ONE |

Hi

Home Search My Tasks Recent Work  Manage Case Manadpe Program Reports  Referencoes Resouroes

Eligibility/Enrollment Summary
Becca Johnson Record 1D 202013257

= Hide Adult Career Pathways Seq 1 - Pending
Eligibility/ Determination Date

COFFR Hennepin/Career ETC - LWDA 09

Eligibility /Enrollment

= |

iv. Select Complete Enrollment, then proceed to Eligibility.
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WORKFORCE ONE |

Home Scarch My Tasks Reoent Work  Manage Case Manage Program Reports  Refercnoes Resources i

PREFTS Eligibility/Enrallment Summary

Contact Becca Johnson Record ID 202013257
Tickier

Demographics * Hide Adult Career Pathways Seq 1 - Pending

Wiork Preferences

Eligibility / Determination Date
MM Works Resume Eligibility Agency
Enrollment Date
Case Note Enraliment Agency
Add Case Note COFFR Hennepin/Carver ETC - LWDA 09

Exit Date
Case Note Quick
Case Note Search | Comglete Enraliment |

i

Program/New App
Eligibility f Enrollment
Activity

Eligibility
There are three steps to enrolling a participant into Adult Career Pathways: Application, Eligibility, and Enroliment.
Eligibility is the second step.

1. On the Adult Career Pathways Eligibility page, complete all required fields, which are marked with a red
asterisk (*) and listed below:

a.

Decision Date: the date the determination of eligibility was made. The date prepopulates to the
Application Date, but may be modified if necessary. The Decision Date may not be a date earlier than the
Application Date.
SSN: Social Security Number. This will prepopulate if the General > Demographics page lists the SSN.
NOTE: Organizations must maintain SSN verification for all enrolled participants.
Birth Date: Month/Day/Year that the participant was born. This will prepopulate if the General >
Demographics page lists the SSN.
NOTE: Organizations must maintain Date of Birth verification for all enrolled participants.
Citizen/Right to Work. Options include:
i. Citizen
i. No
iii. Right to Work
1. NOTE: Organizations must maintain Right to Work verification for all enrolled participants.
Now Enrolled in Secondary Ed. Indicate whether the participant is enrolled in secondary education as of
the Decision Date. Options include:
i. Yes. Additional questions will become required:
1. Is P2P and Requires Additional Education Services? Answer Yes or No to indicate whether
the participant is being enrolled into the Pathways to Prosperity (P2P) Competitive Grant
Program and whether or not they require additional education services beyond what they
are receiving in secondary education.
2. Is Not P2P, but Requires Additional Educational/Support Services? Answer Yes or No to
indicate whether the participant is being enrolled into an Adult Career Pathways grant
other than Pathways to Prosperity (P2P), such as Support Services, Women in
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Nontraditional Jobs, Southeast Asian Economic Relief, or Legislatively-named Direct
Appropriations grants.
ii. No
2. Select Determine Results.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports Re

R Adult Career Pathways Eligibility

Contact Becca Johnson

Tickler Step: 1. Application 2. Eligibility 3. Enrollment
SR Program Seq 1

Work Preferences

Agency: Location Hennepin County: WERC WSA 09

MN Works Resume Entered by Becca L Johnson
Application Date  04/26/2018
Add Case Note
Case Note Quick *Decision Date 04/26/2018 | &
Case Note Search "SSN
e
*Citizen/Right to Work MNone Selected v
Sl *NMow Enrolled in Sec Ed None Selected v
Eligibility/Enroliment Meets Local Priority of Service None Selected v
Activity Justification for Meeting Local Priority of Service
TAA
Plan
Credential
o, Spell Check
MYP Performance | Determine Results |
Participation Hours
Exit
Follow-Up [ Save and Exit Wizard ] [ Cancel |

a. If Determination Results are Ineligible, you have the option to Save and Exit Wizard or Cancel.
i. If you select Save and Exit Wizard, the Eligibility/Enrollment Summary page displays, which
shows the program as denied. A notification under the top menu will display Eligibility Saved if
the save was successful.
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WORKFORCE ONE

Home  Search My Tasks Reoent Work  Manaqge Casc Manage Prodgram Reports  References Hespurces Hadp

General

Eligibility/Enroliment Summary

Becca Jehnson Record 1D 202013262
Wirth Date 0F /131989

- tide Adult Career Pathways Seq 1 - Denled i

Eligibility/ Determination Date  04/26/2018

Eligibility Agency Hennepin Cty

Enroflment Dale

Enrollment Agency

COFFR HennepinfCarver ETC - LWDA 0%
Exit Date

Eligibility /Enroliment

b. If Determination Results are Eligible, you may Save and Continue to Enrollment or Save and Exit
Wizard.

WORKFORCE ONE

Hoow: Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerencoes Riesouroes Help

General

Adult Career Pathways Eligibility

Beoca Johnson Record 10 202013262
Step: 1. Application 2. Ehgibility 3. Enrollment

Program Seq 1

Agency: Location Hennepin County: WERC WSA 09

Entered by Becca L Johnson

Application Date 04/26/2018

*Decision Date oa/26/2018 |
*SSN 552-23-3667
*Birth Date 07/13/196% | Age 28
: *Citizen/Right to Work Citizen v
A *Mow Enrolled in Sec Ed No hd
Eltgibility /Enraliment Meets Local Priority of Service None Selected

Justification for Meeting Local Priority of Service

1 Determination Results Eligitsle

| Save and Cantinue to Enroliment | | Save and Exit Wizard | [ Cancel |

i. If you select Save and Exit Wizard, the Eligibility/Enrollment Summary page displays, which
shows the program as Eligible, not Enrolled. To navigate back to this page to complete the
enrollment at a later time, select Cases > Eligibility/Enrollment from the left navigation menu.
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| WORKFORCE ONE |

Home Search My Tasks Recenl Work  Manage Case Manage Program Reports  References Resouroes Help

Eligibility/Enrollment Summary

Becca Johnson Record 1D 202013257
Birth Date 07 /13/1989

Demographics
M e Hide Adult Career Pathways Seq 1 - Eligible; Not Enrolled
MN Works Resyume Eligibility f Determination Date 4/ 26/2018
Eligibility Agency Hennepin Cty
Enroliment Date
Add Case Note Enroliment Agency
COFFR Hennepin/Carver ETC - LWDA 09
‘Case Note Quick Exit Date
_ | Miew/Print Envollment | | Complete Emoﬂmerﬂ
ProgramiNew App

Eligibility / Enrollment
ii. Selecting Save and Continue to Enroliment, then proceed to Enrollment.

Enrollment

There are three steps to enrolling a participant into Adult Career Pathways: Application, Eligibility, and Enroliment.
Enrollment is the final step.

1. On the Adult Career Pathways Enrollment page, complete all required fields, which are marked with a red
asterisk (*) and listed below:

a. Enrollment Date:the date the participant first accessed services for the specified grant Funding
Stream. The date prepopulates to the Decision Date, but may be modified if necessary. The Enrollment
Date may not be a date earlier than the Application Date or Decision Date.

b. Primary Staff prepopulates from what was entered on the Application page.
Last Name, First Name, Birth Date, Address, City, State Zip, County, and Country prepopulate from the
Person’s General > Contact and General > Demographics pages.

d. Phoneis an optional field.
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WORKFORCE ONE

Home Search

My Tasks Recent Work Manage Case

Adult Career Pathways Enrollment

At-A-Glance
Contact Becca Johnson
Birth Date 07/13/1989
Tickler
Demographics Step: 1. Application 2. Eligibility
Work Preferences Program Seq 1

MN Works Resume Agency: Location

Case Note Entered by

Manage Program

Reports References  Resources

Record ID 202013257

3. Enroliment

Hennepin County: WERC WSA 09
Becca L Johnson Last Updated by

Becca L Johnson

Add Case Note Application Date 04/26/2018 Decision Date 04/26/2018
Case Mote Quick
*Enrollment Date 04/26/2018 |
ol LI Initial Services Date x|
_ *Primary Staff Johnson, Becca L v
Program/New App SSN 516-81-3213
Eligibility / Enrollment
Activity *Last Name |Johnson | *First Name |Becca | MI I:l
TAA *Birth Date 07/13/1989 Age 23
*Address1 General Delivery
Plan
Address2
SELEEE *City Blaine | *state MN V| *Zip[ss44s |
Reporting Collection *County Anoka v|  *Country |United States v
MYP Performance
Participation Hours Phone Ext. Phone Type If other, please specify: ITY Video
< - None Selected W o d
Follow-Up None Selected W O O
) None Selected v 0 0
Case Assignment
None Selected v O O
Service Model
e. Gender. Options include:
i. Female
i. Male
iii. Did Not Self-Identify
. Ethnicity — Hispanic or Latino. Options include:

i. Did Not Self-Identify
ii. Person is Hispanic or Latino
iii. Person is Not Hispanic or Latino
g. Race. Options include:
i. American Indian or Alaska Native
ii. Black or African American
iii. Hawaiian Native/Pacific Islander

iv. Asian
v. Did Not Self-Identify
vi. White
h. Optional fields include:
i. Immigrant or Refugee
ii. Country of Origin
iii. Limited English Proficiency
iv. Primary Language
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v. Immigration Status.

*Gender |N0ne Selected V|
Add Document
Document Summary *Ethnicity - Hispanic or Latino |Did Not Self-Identify v
pisx
MAXIS Race
. | [l Aamerican Indian or Alaska Mative L] Asian
ncoming us ate
corral [IBlack or African American [ Did Not Self-Identify

Referra

[JHawaiian Native/Pacific Islander Ll white

Support Service

Immigrant or Refugee
Country of Origin

None Selected V|

None Selected

DHS Assessment Limited English Proficiency None Selected V|
Reading/Math Test Primary Language None Selected V|
Immigration Status | None Selected V|

Form/Letter/Schedule

i. Selective Service Registration will be required if Genderwas entered as Male. Options include:
i. Not Applicable
ii. Not Registered
1. Select the link to Register for Selective Service if the individual is male and under the
age of 26.
iii. Registered
1. Selective Service Numberbecomes a required field when Registered is selected.
2. Select the link to Selective Service Number Look Up to find the participant's
registration number.
(NOTE: the policy on Selective Service Registration may be found here).

: *Selective Service Registration | Registerad W Register for Selective Service
*Selective Service Number Selective Service Number Look Up
NOITS/SMNAP ET FTC

j. Veteran Status. Options include:
i. Did Not Self-Identify
i. Nota Veteran
iii. Spouse or Family Caregiver of a Veteran
iv. Transitioning Service Member
v. Veteran
vi. Veteran, < 180 Days of Active Service
(NOTE: Organizations must maintain verification of Veteran status; for example, a copy of a
DD-214).
k. Optional fields include Pregnant/Parenting Youth and Runaway Youth. Youth is defined as an
individual under the age of 22.
l.  Family Status. Select the participant’s household information including who they live with, if
applicable, and their relationship to others in the household. Options include:
i. Not a Family Member: participant living alone or living with individuals who are not family.
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ii. Other Family Member: participant residing with family members other than their own
children. For example, an adult child living with their parent.

iii. Parent in One-Parent Family: participant who has sole custodial responsibility for one or
more dependent children.

iv. Parent in Two-Parent Family: participant who shares parental responsibility with another
individual living in the same household.

m. Actual Family Size. Enter the number of persons related by blood, marriage, or adoption, who are

living in a single residence and whose income must be counted for program eligibility.
Dependents Under 18 Years: Enter the number of dependents living with the participant who are
under the age of 18. Total dependents must be less than Actual Family Size.

Annual Family Income. Enter the total annualized income for all household members included in
Actual Family Size.

Outgoing Status Update = +yeteran Status |None Selected W

Veteran Forms

Wage Detail Consent Parenting/Pregnant Youth None Selected v
m Runaway Youth None Selected v

: *Family Status None Selected hd
Audit
*Actual Family Size |:|
Access
; *Dependents Under 18 Years
Privacy Level *Annual Family Income % 0| [Oundisclosed

Highest Level of Education. Options include:
i. No Education Grades Completed
ii. Separate choices for 15t through 12-th Grades (no diploma earned). NOTE: 12t Grade is not
the same as a High School Diploma or GED.

iii. Separate choices for one, two, or three years of College/Technical/Vocational School

iv. Attained Associate’s Diploma or Degree

v. Attained Certificate of Attendance/Completion

vi. Attained Other Post-Secondary Degree or Certification

vii. Postsecondary Certificate/License (non-degree)
viii. Bachelor’s Degree or Equivalent

ix. Education Beyond a Bachelor’s Degree
English Reading Skills Grade Level The grade level equivalent in English reading at which the person is
functioning as determined by a generally accepted standardized test or a comparable score on a
criterion-referenced test (administered within the last 12 months) or a school record of reading skills
level (determined within the last 12 months). Values are stated in one-decimal increments up to and
including 13.0. If the person has a four-year college degree or higher, or refuses to be tested, enter
88.0. If the participant has not tested and their reading level is obviously below the 9.0 grade level,
enter 87.0.
Math Skills Grade Level. The grade level equivalent in mathematics at which the person is functioning
as determined by a generally accepted standardized test or a comparable score on a criterion-
referenced test (administered within the last 12 months) or a school record of math skills level
(determined within the last 12 months). Values are stated in one-decimal increments up to and
including 13.0. If the person has a four-year college degree or higher, or refuses to be tested, enter
88.0. If the participant has not tested and their math level is obviously below the 9.0 grade level, enter
87.0.
Financial Aid Status. Options include:



i. None
ii. Scholarship
iii. Student Grant (Pell, Alliss, etc.)
iv. Student Loan
v. Work Study

*Highest Level of Education |Noﬂe Selected hd
*English Reading Skills Grade Level |:|

*Math Skills Grade Level

*Financial Aid Status Mone Selected e

t.

aa.

bb.

CcC.
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SSI Recipient. Select Yes if the participant receives benefits from a State Plan approved under the
Social Security Act, Title XVI (Supplemental Security Income).

SSDI Recipient. Select Yes if the participant receives Social Security Disability Insurance benefits.
TANF/MFIP Recipient. Select Yes if the participant receives benefits from Temporary Assistance for
Needy Families (TANF)/Minnesota Family Investment Program (MFIP).

SNAP Recipient. Select Yes if the participant receives Supplemental Nutrition Assistance Program
(SNAP) benefits through a county human services agency.

Note: SNAP was formally referred to as Food Stamps or Food Support.

Diversionary Work Recipient: Select Yes if the participant receives state-funded cash assistance
through the Diversionary Work Program.

General Assistance Recipient. Select Yes if the participant receives General Assistance (GA) from a
county human services agency.

Refugee Assistance Recipient. Select Yes if the participant receives Refugee Cash Assistance (RCA)
benefits through a county human services agency or community-based organization.

*SSI Recipient |Noﬂe Selected V|
*TANF/MFIP Recipient | None Selected V|
*SNAP Recipient MNone Selected v
*General Assistance Recipient MNone Selected v
*Refugee Assistance Recipient MNone Selected v

At or Below 200% Federal Poverty Guidelines. Select Yes if the participant is at or below 200% of the
Federal Poverty Guideline. Poverty guidelines are updated on the U.S. Department of Health & Human

Services website each January.

Disability Status. This field refers to a self-reported physical, mental, or learning disability,
emotional/behavioral disorder, or substance abuse that has an impact on employability. Options
include:

i. Did Not Self-Identify

ii. Not Disabled

iii. Yes, Disability is Employment Barrier

iv. Yes, Disability is Not Barrier to Employment
Homeless. This field indicates whether or not the person lacks a fixed, regular and adequate nighttime
residence, or has a primary nighttime residence that is 1) a supervised publicly or privately operated


https://aspe.hhs.gov/poverty-guidelines
https://aspe.hhs.gov/poverty-guidelines

shelter designed to provide a temporary living accommodation (including welfare hotels, congregate
shelter, and transitional housing for the mentally ill); or 2) an institution that provides a temporary
residence for individuals intended to be institutionalized; or 3) a public or private place not designed
for or ordinarily used as a regular sleeping accommodation for human beings. The term Homeless
does not include any individual imprisoned or otherwise detained pursuant to an Act of Congress or a
state law. Answer Yes or No.

dd. Offender. This field indicates whether or not the person is an adult or juvenile who is or has been
subject to any stage of the criminal justice process. Answer Yes or No.

*Disability Status
*Homeless
+*Offender

Mone Selected A4

Mone Selected v

Mone Selected v

ee. Labor Force Status. Options include:

Vi.

Vii.

Employed Full-Time: individual who is working 30 hours or more per week.

Employed Part-Time: individual who is working less than 30 hours per week.

Employed, Rec Term Notice/Military Sep: individual who is employed, but has received a
notice of termination of employment from their employer, or an individual who is a
transitioning service member.

Not Employed, Was Not Self-Employed: individual who was unemployed as of the
Enrollment Date.

Not Employment, Was Self-Employed, Farm: individual who was unemployed as of the
Enrollment Date, but who was a self-employed farmer.

Not Employed, Was Self-Employed, Non-Farm: individual who was unemployed as of the
Enrollment Date, but was self-employed in an occupation other than farming.

Not in Labor Force: individual with no employment history.

ff. UI Benefit Status. Options include:

Vi.

*Labor Force Status
+UI Benefit Status

Exempt from Work Search

Exhaustee. Select for a participant who was receiving Unemployment Insurance (UI), but the
benefits have been exhausted, so they are no longer eligible to receive payments.

Neither Claimant nor Exhaustee. Select for a participant who is not eligible for, has not
exhausted, and is not receiving UI benefits.

Claimant Not Referred by RESEA or WPRS. Select for a participant who has not been
referred to UI by Department of Labor (DOL) programs including Reemployment Services &
Eligibility Assessment (RESEA) or Work Profiling and Reemployment Services (WPRS).
Claimant Referred by RESEA. Select for a participant receiving UI benefits, who was referred
by the DOL program: RESEA.

Claimant Referred by WPRS. Select for a participant receiving UI benefits, who was referred
by the DOL program: WPRSs

| None Selected V|
| Mone Selected V|

gg. Lack of Significant Work History.
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hh. 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.

*Lack of Significant Work History Mone Selected V|
*Hourly Wage of Last Job $ [ Undisclosed

ii. Prev Occupation Title (O*NET). Select Search/Validate O*NET to look up the occupation description
closest to the participant’s most recent job within the past 26 weeks. This field may remain blank if the
participant has been unemployed for the last 26 weeks.

Prev Occupation Title (O*NET) -
Clear O*NET code for new search.
| Search/Validate O*NET |

jj.  Consent to Share with Partners. Select Yes if the participant has given consent to share with
partnering providers/subcontracted organizations such as Adult Basic Education or other school, a
county human services agency, etc.

kk. Effective Date. Enter the date the participant signed the Consent to Share with Partners, if applicable.

*Consent to Share with Partners MNone Selected v
Effective Date £

Open Initial Activity
While the participant may be engaged in several activities, you must open the first activity within the Adult Career
Pathways Enrollment page. Please see Activity Definitions for a description of the selections.

Il. Activity Type. Options include:
i. Staff-Assisted Assessment
/I. Orientation
/i, Individual Plan Development
iv. Career Counseling
mm. Funding Stream. Select the appropriate funding stream as directed by your organization’s
DEED Program Coordinator.
nn. Case Note. Enter details of the participant’s application, eligibility, enrollment, activities, employment
plan, etc.
00. Select the next option:
. Enroll. This will save the enrollment and initial activity, and display the Eligibility/Enrollment
Summary.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reporis References Resources Help

General

Eligibility/Enrollment Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989

~ Hide Adult Career Pathways Seq 1 - Enrolled

Eligibility /Determination Date 04/26/2018

Eligibility Agency Hennepin Cty
Case Note Enrollment Date 04/26/2018
Enrollment Agency Hennepin Cty
COFFR Hennepin/Carver ETC - LWDA 09
Exit Date
View/Print Enrollment | | Edit Elig | | Edit Enroll

Eligibility /Enrollment

/i. Enroll and Add Another Activity. This will save the enrollment and initial activity, then display
the Adult Career Pathways Activity page.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources Help

General

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989

Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
Case Note *Assign to Staff |Johnson, Becca (Current Primary) V|
*Activity Type |Ncne Selected A
| Next | | Cancel |

/1. Save Without Enrolling. This will save the enrollment and initial activity data, but will not
complete the enrollment. The program will be left in Eligible, Not Enrolled (or pending)
status. Selecting this option will display the Eligibility/Enrollment Summary page.
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WORKFORCE ONE §

Home Search My Tasks  Hoeoent Work  Manage Case  Manage Program  Reports  References  Resources  Help

AE-A-Clance
Contact Eligibility/Enrollment Summary
Tickder Relsecca Jolinson Record [D 202013256
Birth Date OF 1371993
Demagraphics
Wark Preferences
M Worics Resume - Hide Adult Career Pathways Se 1 - Eligible, Not Enrolled
m Eligibility f Determination Date 45012018
Eligibility Agency Hamnepin Coy
SRLERNE Enrsllment Dale
Carser Note Quick Enrellment Agency Hennegin By
COFFR Hemnepin/Carver ETC - LWDA 09
Case Mote Search Exit Date
“WWH App | wiewyPrint Enrcliment | | Complete Enrcliment
Elgibility /Enrollment |'I
/v. Cancel
Open Initial Activity
*Activity Type Staff Assisted Assessment V|
*Funding Stream None Selected V|
Case Note
Spell Check
| Enroll | | Enroll and Add Another Activity | | Save without Enrolling | | Cancel

Activities
WorkforceOne (WF1) Activities are used to record services in which the participant is engaged in as a means of

accomplishing program goals. As Activities are used to monitor compliance with the grant program contract and
expected outcomes, it is important to capture all programmatic aspects of the individual's participation.

Please note: activities provided must be pre-approved within the organizations’ negotiated contracted work plan with
the Minnesota Department of Employment and Economic Development (DEED).

Required Activities

1. Required Activities for all ACP program sequences include:
a. Assessment
b. Career Counseling
¢. Individual Plan Development

Minnesota Jobs Skills Partnership (MJSP) Funding Stream Restrictions on Activities:

MJSP funds are braided with select Pathways to Prosperity (P2P) Competitive Grant program contracts. MJSP funds
are restricted to training funds only. You may not associate an activity which is unrelated to training with an MJSP
funding stream. Activity options for MJSP funding streams include:
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Adult Diploma Program
Apprenticeship
Basic Skills Instruction
Bridge Programs
Credentialed Coursework/Training
ESL/ELL Training
Financial Literacy Education
GED Test Preparation
Non-credentialed Training

. OJT - Public or Private
Work Readiness Skills Training

S3—FT T 5@ 0o

Activity Type Definitions
The table below defines the options when entering Activities into the Adult Career Pathways (ACP) program in WFL.

Activity Definition

Minnesota’s Adult Basic Education (ABE) high school diploma program is a
Adult Diploma standard competency-based diploma that is issued by the MN Department of
Program (ADP) Education for adults that complete an approved ABE program. Do not use this

activity for GED Test Preparation programs.

A combination of on-the-job training (OJT) and related instruction in which
workers learn the practical and theoretical aspects of a skilled occupation.
Apprenticeships are different from OJT in that the employer pays 100% of the
participant’s wages.

An evaluation of the person’s capabilities, interests, needs, and vocational
Assessment potential.

Apprenticeship

This activity is to be used for participants accessing Adult Basic Education (ABE)
services which are not a part of a specific program such as Adult Diploma, GED
Test Preparation, or ESL/ELL.

Bridge programs prepare adults with limited academic or limited English skills to
enter and succeed in credit-bearing postsecondary education and training
leading to career-path employment in high-demand, middle- and high-skilled
occupations. The goal of bridge programs is to sequentially bridge the gap
between the initial skills of individuals and what they need to enter and succeed
in postsecondary education and career-path employment.

Basic Skills
Instruction

Bridge Programs

Case management services provided to participants to address the barriers and

Career Counselin .
9 progress toward educational and employment goals.

Enrolled in courses offered by accredited training institutions, private trade
schools, and academic facilities. Training recorded under this activity must lead to

Credentialed . . . g .
an industry-recognized or postsecondary credential(s) (certificates, diplomas,

Coursework/Training

degrees).
Employed Full-Time Regular employment of 30 hours or more per week.
Employed Part-Time Regular employment of less than 30 hours per week.
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Activity

Definition

ESL/ELL Training

Instruction to English as a Second Language (ESL)/English Language Learner (ELL)
participants whose native language is not English.

Financial Literacy
Education

Education to develop skills for making informed decisions about personal
finances.

GED Test
Preparation

This activity provides instructions to participants to equip them with the skills
necessary to successfully pass the General Education Diploma (GED) test.

Holding

This is a placeholder to keep the program sequence open, but temporarily places
a participant in “suspension.” Holding is commonly used to allow some time to
pass before anticipated entry into another activity. This activity should only be
used for up to 90 days.

Individual Plan
Development

This activity is to be used when the service provider and participant jointly create
their Individual Employment Plan (IEP), which outlines the responsibilities of both
the participant and the service provider as the participant prepares to achieve the
program goal of full-time, long-term, unsubsidized employment at the most
realistic and highest possible wage. This activity is to remain open until the
participant has exited the program.

This activity requires participants to make a pre-determined number of inquiries
to prospective employers over a specified period of time. This may include

Snec;?!t:):ndent Job telephone or walk-in contacts, completion of applications, or interviews. This
component is designed so that the participant conducts his/her job search
independently or individually within a group setting.

The Local Flag activity is defined within each local agency for use at each own

Local Flag

location’s preference. This activity is not used to pull state-wide data.

Non-credentialed
Training

This activity includes instruction which does not lead to a recognized credential,
but is designed to improve the employability and post-secondary preparation of
the participant. Examples include digital literacy, Driver's License instruction,
customer service training, ServSafe, etc.

A work placement made through a contract with an employer or registered
apprenticeship program sponsor in the public, private non-profit, or private
sector. An OJT contract must be limited to the period of time required for a

OJT — Public or participant to become proficient in the occupation for which the training is being
Private provided. The OJT Service Provider provides the Employer with a partial wage
reimbursement, typically up to 50 percent of the wage rate of the participant for
the extraordinary costs of providing the training and supervision related to the
training.
Orientation may be delivered via a group setting, or may be part of an individual
Orientation counseling session. The orientation includes information on program benefits
and opportunities available, rights and responsibilities for participating, etc.
Paid Work This activity is used when a participant is in a temporary paid employment
Experience experience in the public, private nonprofit, or private sector.
Retention This activity is used to keep the program sequence open after they have gained

employment in order to provide continued support in the first 90 days. This could
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Activity

Definition

include career counseling, support services, or other necessary resources to assist
the participant in maintaining employment.

Self-Employment
Training

Activity that improves the employability of participants by providing training in
setting up and operating a small business or other self-employment venture.

Staff-Assisted Job
Placement

Referral to programs for job openings, job seeking and job development.

Staff-Assisted Job
Search in Area

Staff-assisted job search and interview preparation for job(s) within a 50-mile
radius.

Staff-Assisted Job
Search out of Area

Staff-assisted job search and interview preparation for job(s) outside a 50-mile
radius.

Uncompensated
Work Experience

This activity is used when a participant is in a temporary unpaid employment
experience in the public, private nonprofit, or private sector.

Work Readiness
Skills Training

Instruction in job-seeking techniques including, but not limited to, soft skills such
as professionalism or communication and teamwork, online job search tools,
resume writing, mock interviews, job skills assessments, job search clubs, or other
direct training or support activities.

Entering Activities

One Activity was opened during the enrollment process (either Assessment, Career Counseling, Individual Plan
Development, or Orientation). You will need to enter additional activities to record the participant’s involvement in
additional services as per the Required Activities section of this guide, while keeping in mind MJSP Funding
Restrictions.

1. From with Person At-A-Glance page, select Cases > Activities.

33|Page



WORKFORCE ONE

Home Search My Tasks Recent Work  Manadge Case Manadge Prodgram Reports  Relerences RSl oS Ml

General

Parson At-A-Glance

Becca Johnson Record 1D 202012257
Birth Date 0713/ 1969

At-A-Glance

Hame and Mailing Address
Becca Johnson

General Delivery

Blainge MN 55445

The geg-coding search was unable to verify this address. The address is not valid for Work Preferences or
Talent Pool Search.

No Phone Data Available

Birth Date 071371969

Primary E-mail

Secondary E-mail

Record 1D 202013257 Last 4 55N 3213
Program Status Appllcatlnn Enroll Date Exit Date Closed from | Last COFFR

App Date | Follow-up
Date

ACP 5eq 1 Enrolied | 04/26/2018 |04/26/2018 Henn/Carver (3}

2. The Activity that was opened within the Enrollment will display.
3. Select Add ACP Activity within the Adult Career Pathways - Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

General

Activity Summary

Becca Johnson Record 1D 202013257
Birth Date 07/13/1980 MAXIS Case 23335

|~ Show SNAP ET Seq 1 - Enrolled

| 'M:MWMWML mned
Enrollment Date: 04/26/2018  Exil Dates

Activity: Subtype: Work Exp Type |Funding Stream Start Date/ |Staff: Agency | Action

End Date
Career Counseling Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty

4. Select an Activity Type from the dropdown choices to describe services being provided. See Activity Type
Definitions, then select Next.
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WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources

General

Adult Career Pathways Activity

Becca Johnson Record 1D 202013257
Birth Date 07 /1371980 MAXIS Case 22335
Program Seq 1

Agency: Location
Enrollment Date 04/26/2018

. Entered by BED::&IL JﬂhrEan - o
Case Not “Assian toStaff [Johnson, Becca (Current Primary) V|
. *Activity Type {None Selected vi

Activity
Adult Diploma Program

Minnesota’s Adult Basic Education (ABE) high school diploma program is a standard competency-based diploma that

is issued by the MN Department of Education for adults that complete an approved ABE program. Do not use this
activity for GED Test Preparation programs.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Reoent Work  Manage Case Manage Program Reports  Relerenoes Resources H

Activity Summary

Becca Johnson Record 1D 202013257
Birth Date 0713/ 1989 MAXTS Case 22335
| Show SNAP ET Seq 1 - Enrolled

= Hide Adult Career Pathways Seq 1 - Enrolled

Case Nobe
] Enrollment Date: 04/26/2018  Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/  Staff: Agency | Action
[ End Date
Career Counsefing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty
Add ACF Activity

r

2. Select Adult Diploma Program (ADP) from the dropdown options, then Next.
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Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 05/04/2018

Entered by Becca L Johnson
*Assign to Staff [Johnson, Becca (Current Primary) Vv
*Activity Type Adult Diploma Program (ADP) W
| MNext | Cancel |

3. In the Open Activity section, enter the required fields (*):

a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
Estimated End Date: the date the participant is anticipated to receive their diploma.
Activity Subtype
Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from the
Start Date through Estimated End Date.
e. User Defined Textfields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.

o0 ow

* Hide Open Activity

*Start Date 3
Estimated Fnd Date - i

*Funding Stream :Nnne Selected V:
Activity Subtype '
Estimated Cost s

Estimated Hours |

User Defined Text 1 . |
User Defined Text 2 |
User Defined Date ' -

5. Enter required (*) information on the School Info panel:
a. School:Select Search/Validate School.

T Hide School Info

*School [ |-
Clear School code for new search.
| search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.
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School Code Search

| *Search for keyword or code number: | |

| ————— |
Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as MNurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the School
Code Search again with another criteria (such as “community” or “college”).

School Code Search

=Search lor keyword or code number: E.ﬁ.ngka

Wildcard indicator {*) is not needed for kcy'ﬂ'—dfﬂ's-izarth.
Exarmple: Entering a partial word such as Nurs will return results induding nurse, nurses and Aursing.

| Run Search | | Cancel

Show ® 25 106 O 200 O So0
Displaying 1 to 4 of 4

Code School Name - |I.ur.atiun.

1825070 American Home Inspectors Training Institute |.b.|1-3ka

1250032 Ancka Technical College |An-::ka; Online

FOO0028 Ancka-Hennepin Mefro North ABE |.|!l.n|.'§-ka

271529 Anoka-Ramsey Community College |camhru:lge; Coon Rapids; Online

b. If the school is not listed, you may enter the code as 8888888 (seven 8s).

8. Select a School Location from the dropdown options.

*School Location Mone Selected v

9. Training Program: Select Search/Validate CIP.

*Training Program (CIP) | | -

Clear CIP code for new search.
| Search/Validate CIP | |

10. In the CIP Code Search, enter General Education, then Run Search.
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CIP Code Search

*Search for keyword or code number: |General Education

Wildcard indicator (*) is not needed for keyword searcn.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run search | | cancel |

11. Select the hyperlink to code 53.0201; High School Equivalency Certificate Program.

CIP Code Search

*Search for keyword or code number:  |General Education
Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Murs will return results induding nurse, nurses and nursing.

| Run Search | [ Cancel |

Show ® 25 L 100 ) 200 ! 500
Displaying 1 to 1 of 1
Code |1itle - Is STEM|Description

53.0201 High School Equivalence Certificate Program  |No An instructionad program that defines the requirements for
meeting the minimum high school/secondary completion
requirements specified by a U.S. state or other jurisdiction, for
adult learners who did not complete secondary school.

Includes undertaking a specified program of studies and
obtaining a prescribed passing score on the General
Educaticnal Development Test (GED) or provindal |

12. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

*Training Title (O*NET) -

Clear O*NET code for new search.
| Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.

O*NET Code Search

*Search for keyword or code number; INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

I Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.
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https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=411

O*NET Code Search

*Search for keyword or code number:  |MNurs

Wildcard indicator (*) is not needed for keyword search,
Examnple: Entering a partial word such as Nurs will return results indluding rurse, nurses and nursing.

| Run Search | | Cancel

Show 825 (100 200 O 500
Displaying 1 to 25 of 58
Code Tithe - Description
F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shock. May care for
pri- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

14. In Proposed Credential Type, select High School Diploma.

*Proposed Credential Type LI1GED High School Diploma
Occupational Skills Occupational
[ Certificate [ Certification
Technical/Occupational Certificate of Completion
[]skills License []of an Apprenticeship
L]1AA or AS Degree [1BA or BS Degree
[IMaster's Degree [ Doctorate Degree

Other Recognized
[] Credential

15. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

* Hide Case Note

spell Check |

16. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Nnne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

Manage Program Reports References Resources

General @ Activity saved.

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v
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c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General

. Activity Summary
Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics |
~ Show SNAP ET Seq 1 - Enrolled
Work Preferences

MN Works Resume

Add Case Note
Case Note Quick

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note Search

Program/New App
Eligibility/Enroliment
Activity

Apprenticeship

A combination of On-the-Job Training (OJT) and related instruction in which workers learn the practical and

theoretical aspects of a skilled occupation. Apprenticeships are different from OJT in that the employer pays 100% of
the participant’s wages.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

| WORKFORCE ONE |

Home Search My Tasks Reocent Work  Manage Case Manage Program Reports  Relerencoes Resources H

Activity Summary

Becca lohnson Record 1D 202013257
Birth Date 07/13/198% MAXIS Case 22335

* Shaw SNAP ET Seq 1 - Enrolled

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018 Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/ | Staff: Agency | Action
End Date

Career Counssiing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open {Henmepin Cty |

2. Select Apprenticeship from the dropdown options, then Next.
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Becca Johnson Record ID 202013257

Birth Date 07/13/1089 MAXIS Case 22335
Program Seq 1
Agency: Location
Enroliment Date 05/04/2018
Entered by Becca L Johnson
*Assign to Staff \Johnson, Becca (Current Primary) V|
*Activity Type _-Apprenrceship ol
| Next Cancel

3. In the Open Activity section, enter the required fields (*):

a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
Estimated End Date: the date the participant is anticipated to receive their diploma.
Activity Subtype
Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from the
Start Date through Estimated End Date.

e. User Defined Textfields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.

5. Enter required (*) fields in the Employment Info panel.

o0 ow

T Hide Employment Info

*Employer Name
Worksite
*Hourly Wage $
+*0Occupational Title (O*NET) |—
Clear O*NFT code far new search.
| Search/Validate O*NET |

a. Employer Name

b. Hourly Wage
Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant's
apprenticeship program.

*0Occupational Title
O*NET ' :
( ) Clear O*NET code for new search.
Search/Validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
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O*NET Code Search

*Search for keyword or code number: INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display,
return to O*NET Code Search.

O*NET Code Search

*Search for keyword or code number:  |Nurs
‘Wildcard indicator (*) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing,

| Run Search | | Cancel |

Show ® 25 (100 O 200 O 500
Dizplaying 1 to 25 of 58
Code Tithe - Description

29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for

prie- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

29-1141.02 | Advanced Practice Psychiatric Nurses

6. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

[ spell Gheck |

* Hide Case Note

spell Check |

17. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Nnne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1080 MAXIS Case 22335
Program Seq 1

Agency: Location
Enrollment Date 04/26/2018

Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v
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c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

Manage Program Reports References Resources
General

Activity Summary
Becca Johnson

Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled
Case Note

Activity

Assessment

An evaluation of a participant’s capabilities, interests, needs, and vocational potential.
NOTE) This is a required Activity for Adult Career Pathways (ACP) programs.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences

Resouroes H

Gesrreral

Activity Summary

Becca Johnson

Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335

|~ Show SNAP ET Seq 1

Enrolled

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018  Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/  Staff: Agency | Action

[ End Date

Career Counssling Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty

Add ACP Activity

r

7. Select Assessment from the dropdown options, then Next.
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'WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program

General

SNAP ET Activity

Contact Becca Johnson
Birth Date 07/13/1989

At-A-Glance

Reports R

Tickler
Demographics Program Seq 1
Work P e Agency: Location
Enrollment Date 05/04/2018
MN Works Resume Entered by Becca L Johnson
*Assign to staff |ic=rinsun, Becca {:iurrent' anar'yj' vl
Add Case Note *Activity Type ihﬁsessment i o vl
Case Note Quick
Case Note Search | Next | | cancel |
cases |
Program/New App
Eligibility/Enrollment
Activity

8. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

9. If known, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

b.
c. Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from the

Start Date through Estimated End Date.

e. User Defined Textfields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.
10. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

11. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

~ Hide Close Activity

End Date | |E]  completion Results  [None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Gam:elﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources
At-A-Glance
G Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled
Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

@ Activity saved.

General

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected b4

Activity
c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Basic Skills Instruction
This activity is to be used for participants accessing Adult Basic Education (ABE) services which are not part of a
specific program such as Adult Diploma Program, GED Test Preparation, or ESL/ELL Training.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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| WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  References Resources H

General

AU Activity Summary
Contact Becca Johnson Record 1D 202013257
Birth Date 0713/ 1989 MAXTS Case 22335
Tickler
Demographics
s = Show SNAP ET Seq 1 - Enrolled
&_"‘““’m'“ * Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018  Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type | Funding Stream Start Date/ | Staff: Agency | Action
T - _ End Date I
. Career Counssiing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Cases Open |Hennepin Cty
mnﬂm_nm .
Eligibility/Enroliment | Add ACP Activity
Activity

2. Select Basic Skills Instruction from the dropdown options, then Next.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07 /13 /1989 MAXIS Case 22335
Program Seq 1

Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson

*Assign to Staff |]_ohns¢n, Becca (Current Primary) v

*=Activity Type |Basic Skills Instruction e

| Next | | cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization'’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
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* Hide Open Activity

+Start Date =3
Estimated Fnd Date =

*Funding Stream |Nnne Selected b
Activity Subtype
Estimated Cost s

Estimated Hours |

User Defined Text 1 |
User Defined Text 2 |
User Defined Date -

5. If known and applicable, enter optional information on the School Info panel:
a. School:Select Search/Validate School.

* Hide School Info

School -

Clear School code for new search.
L— S—T

! Search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

—
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search

*Search for keyword or code number:  [Anoka

Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results incuding nurse, nurses and Aursing.

| Run Search | | Cancel

Show ® 25 () 100 ) 200 () 500
Displaying 1 to 4 of 4
Code School Name - |Location
1825070 American Home Inspectors Training Institute Ancka
1250032 Ancka Technical College Ancka; Online
FODO02E Anoka-Hennepin Metro North ABE |An¢-|-<a

271520 Anoka-Ramsey Community College |Eam|:|r1|:.'rge; Coon Rapids; Online
b. If the school is not listed, you may enter the code as 8888888 (seven 8s).
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8. Select a School Location from the dropdown options.

School Location Mone Selected W

9. Training Program. Select Search/Validate CIP.

Training Program (CIP)

Clear CIP code for new search.

Search/Validate CIP

10. In the CIP Code Search, enter Basic Skills, then Run Search.

CIP Code Search

*Search for keyword or code number:  Basic Skills
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

.
Run Search : | Cancel |

11. Select the hyperlink to code 32.0101: Basic Skills and Developmental/Remedial Education, General.

CIP Coide SEarch

Seanch for keyword or cosde nember
Wikdcard indicabtor {® ) & not needed for keywond s=arch
Exsmple: Entering o partsal word such &5 Nurs wi

Hatic LEIEL

refurmn results indiafing NUrse, FRINSES 3nd NUsing

R Gearch Cancel
Ao % 28 L 10 100 L S
Briglayeng B e Tl 3
Lt THie = Is STUM| Dessriphion
| 1401101 Basr, Skills and DevelopmentslBemadial Bducatmon, Genens A gereral program that focuses on the fendamental knewhedge and skils P individuals need
IS PuncE ih BroducEivety i SOSHy
115 PBasic Skilly gnd Developmentsl/ Remedisd Eduiabor, DHher L -] Arrg instructional program in basic §Kifs not leted sbowe
1111 Wirklords Dhrveilsgemiiil & Triarandg & A pregrdm TRal Mecuhds of BRarning of aigrading bate sailly i S dat Lo enhande jab
pETONMANCE, PIOMmole chrger developenent, or irain for a new job

12. Training Title (O*NET). Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

Training Title (O*NET)

Clear O*NET code for new search.
Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
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O*NET Code Search

*Search for keyword or code number; INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

I Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number:  |Nurs
‘Wildcard indicator (*) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing,

| Run Search | | Cancel |

Show 825 (oo O 200 O 500
Dizplaying 1 to 25 of 58
Code Title ~ Description
29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.

May provide psychotherapy under the direction of a psychiatrist.

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

* Hide Case Note

spell Check |

15. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Nnne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

General @ Activity saved.

Manage Program Reports References Resources

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1

Agency: Location
Enrollment Date 04/26/2018

Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v
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c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General o
. Activity Summary
Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics

| ~ Show SNAP ET Seq 1 - Enrolled

Work Preferences
MN Works Resume
Add Case Note
Case Note Quick
Case Note Search

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Program/New App
Eligibility/Enroliment
Activity

Bridge Programs

Bridge programs prepare adults with limited academic or limited English skills to enter and succeed in credit-bearing
postsecondary education and training leading to career-path employment in high-demand, middle- and high-skilled
occupations. The goal of bridge programs is to sequentially bridge the gap between the initial skills of individuals
and what they need to enter and succeed in postsecondary education and career-path employment.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

| WORKFORCE ONE |

Home  Search My Tasks Reoent Work  Manage Case Manage Program Reports  Relerenoes Resources H

General

Buctivi mm

it Ane ctivity Summary

Contact Becca lohnson Record 1D 202013257
) Birth Date 07/13/1980 MAXTS Case 22335

: T ~ Show SNAP ET 1 - Enrolled
Work Preferences " Seq "

MN Works Resume. * Hide Adult Career Pathways Seq 1 - Enrolled

Add Case Mate Enrollment Date: 04/26/2018 Exit Date:
3 : vilty: Su : xp Type urding m ] f [ Staff: Agency | an
Case Note Quick Activity: Subtype: Work Exp T Funding Strea Start Date/ Staff: Ag | Acti
End Date !
Career Counssling Funding Stream SFYI8 |05/01/2018 |Becca L Johnson |Edit Copy
Open |Hennepin Cty |

Add ACP Activity

2. Select Bridge Programs from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1080 MAXIS Case 22335
Program Seq 1

Agency: Location Hennepin County: WERC WSA 09

Enrollment Date 04/26/2018

Entered by Becca L Johnson
=Assign to Staff |_1|:|hn5l:.||'|r Becca (Current Primary) V|
=Activity Type |Bridge Programs Vl

| Mext | . cancel |

3. In the Open Activity section, enter the required fields (*):

a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:

Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

IS NS

* Hide Open Activity

*Start Date =
Estimated Fnd Date |

*Funding Stream :Nnne Selected V:
Activity Subtype '
Estimated Cost $

Estimated Hours |

User Defined Text 1 _ |
User Defined Text 2 |
User Defined Date ' -

5. Enter required (*) information on the School Info panel:

a. School:Select Search/Validate School.

* Hide School Info

*School [ |-
Clear School code for new search.
| search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.
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School Code Search

| *Search for keyword or code number: | |

| ————— |
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.

a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search

*Search for keyword or code number:  [Anoka
Wildcard indicator {*) is not needed for keyword search.
Exarmple: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel

Show ® 25 100 O 200 O Son
Displaying 1 to 4 of 4

Code School Name ~ |I.uf.atilun

1825070 American Home Inspectors Training Institute |ﬁ.|1|:-ica

1250032 Ancka Technical College |ﬁ.naka; Online

FODO02E Ancka-Hennepin Metro Naorth ABE |.|!l.l'lf:-ka

271529 Anoka-Ramsey Community College |Eamhru:!ge: Coon Rapids; Online

¢. Ifthe school is not listed, you may enter the code as 8888888 (seven 8s).

8. Select a School Location from the dropdown options.

+*School Location |None Selected v

9. Training Program: Select Search/Validate CIP.

*Training Program (CIP) | | -

Clear CIP code for new search.
| Search/Validate CIP | |

16. In the CIP Code Search, enter Basic Skills, then Run Search.
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CIP Code Search

*Search for keyword or code number: [Bagic Skille
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

.
Run Search ] | Cancel |

17. Select the hyperlink to code 32.0101: Basic Skills and Developmental/Remedial Education, General.

CIP Code Seardh

“Spanch for Heyword or Code numbert  fagic Skiks
Wikdcard indicator {®) & not needed for keymond s=arch,
Example: Entering a parizal wond such a5 Mors will retum resulbs inciading nurse, FRISES: and nusing.

Ao 5earch Cancel
Ao ™ 38 L g L 300 L S
Bsglayog 8 1l 3
Cipile Tithe = Is STUM Descriphian
| 3201 Bask, Skilk and DevelopmentslBemadisd Bducatmon, Geners ] A gereral program thet focuses on the fendemental knowhedge and skils Pl individuals need
ta funcsinn producEively in SHCiety
11.019% Byux Biilly gnd Developmantsl/Remedsd Edutaton, Dther L] Arvy instructiongl program in basic skifls not leted sbove
140111 wicrkfores Devalogemant and 1 rAruricy -] 2

Wik LREL [ocnifds of Barning of gy

Sifig) Bk RRINLE i S et DO enhance jab

BfiLE, ITIOE ChlEet \:Il."rt".'n:-""ll"".‘:. T trakn for & new ok

10. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

*Training Title {O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.

O*NET Code Search

*Search for keyword or code number:  |Nurg |

Wildcard indicator (®) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

Run Search | | Cancel |

11. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.
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O*NET Code Search

*Search for keyword or code numiber: Murs
‘Wildcard indicator (™) s not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | Cancel

Show 825 (100 200 O 500
Displaying 1 to 25 of 58

Code Tithe - Description
F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shock. May care for
pri- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,
29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.

May provide psychotherapy under the direction of a psychiatrist,

12. Enter Comments and a Case Note if desired.

a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

~ Hide Case Note

spell Check |

13. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reporis References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected A

| Next| | Cancel |

c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

59| Page



Career Counseling

Case management services provided to participants to address the barriers and progress toward educational and
employment goals.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

' WORKFORCE ONE

Home  Seanch My Tasks Recent Work  Manage Case Manage Program Reports  References Resources H

A Activity Summary
Contact Becca lohnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics
; Show SMAP ET Seq 1 - Enrolled
@H_M = Hide Adult Career Pathways Seq 1 - Enrolled
Add Cace Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Fur|ding Stream Start Date/ Staff: Agency | Action
e End Date
Career l_.l'.lllf'lic"‘ll'!ﬂ |FIJI'II.".||I'T(J Stream SFYI8 |05/01/2018 Bacca L Johnson IF-:IIZ -I—.:ZI|Z|".'
N | Open  [Hennepin Cty
Programy/New App g —
Eligibility/Enroliment | Add ACP Activity |
Activity
2. Select Career Counseling from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
®*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type | Career Counseling q
Mext | | Cancel l

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

b. Activity Subtype

¢. Estimated Cost: If activity will be charged to the specified Funding Stream, enter the estimated cost.
d.

Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
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5. Enter Comments and a Case Note if desired.

a. The case note date will be the Activity Start Date.

* Hide Comments

Spell Check |

~ Hide Case Note

Spell Check |

18. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

~ Hide Close Activity

End Date | |ﬁ Completion Results  |None Selected v
Actual Cost $ | | Actual Hours |:|
 Save Save and Open New Activity Canl:elﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources
At-A-Glance
G Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Patt ys Seq 1 - Enrolled
Add Case Note

Case Note Quick

Case Note Search

Program/New App

Eligibility/Enrollment
Activity
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b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

At-A-Glance
Contact Adult Career Pathways Activity
Tickler Becca Johnson Record ID 202013257
: Birth Date 07/13/1989 MAXIS Case 22335
Demegraphics
work Preferences Program Seq -
MN Works Resume Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
HEELEEE LT *Assign to Staff Johnson, Becca (Current Primary) V|
Case Note Quick *Activity Type None Selected v

Case Note Search

COR e o

Program/New App
Eligibility/Enrollment
Activity

c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General o
. Activity Summary
Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics

~ Show SNAP ET Seq 1 - Enrolled
Work Preferences |

MN Works Resume
Case Note

Add Case Note

Case Note Quick

Case Note Search

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Program/New App
Eligibility/Enroliment
Activity

Credentialed Coursework/Training

Enrolled in courses offered by accredited training institutions, private trade schools, and academic facilities. Training
recorded under this activity must lead to an industry-recognized or postsecondary credential(s) (certificates,
diplomas, degrees).
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1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

|WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program

Activity Summary

Becca Johnson
Birth Date 0713/ 1989

Tickler
Demographics
' = Show SMAP ET Seq 1 - Enrolled
SML YRS Besme * Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018  Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type | Funding Stream
Case Note Search
_ Career Counssiing | Funding Stream SFYLB
ﬁ'ﬂgﬂm App — —
Eligibility/Enroliment | Add ACP Activity |
Activity

Reports  Relerences Resources H

Record 1D 202013257
MAXIS Case 22335

Start Date/ Staff: Agency  |Action

End Date
05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty

2. Select Credentialed Coursework/Training from the dropdown options, then Next.

Adult Career Pathways Activity

Becca Johnson
Birth Date 07/13/1989

Program Seq 1
Agency: Location
Enrollment Date
Entered by
*Assign to Staff
*AcCtivity Type

04/26/2018
Becca L Johnson
@snn, Becca (Current Primaryu
icredentialed Coursework/Training ‘f1|

Next | | Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.

Record ID 202013257
MAXIS Case 22335

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

4. If known, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

b.
¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours. Enter the hours that the participant is expected to be engaged in this activity from

the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

6. Enter Comments and a Case Note if desired.

b. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

7. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

~ Hide Close Activity

End Date | |E]  completion Results  [None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Gam:elﬁ|

d. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources
At-A-Glance
G Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled
Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

e. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity
f. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ¥ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Employed Full-Time
Regular employment of 30 hours or more per week.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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) WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

General

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

%& = Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ | Staff: Agency | Action
e Note S End Date |
X Career l_.l'.ll.l!'lic"ﬁll'kj Fundung Stream SFYIE (05/01/2018 |Bacca L Johnson :Fn.'.-lt -I—.-f'.l|!|".'
| Open |ennepin Cty
Programy/New App .
Activity
2. Select Employed Full-Time from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
®Assign to Staff |Jnhnsun, Becca (Current Primary) v
*Activity Type |Employed Full-Time =

| Mext | Cancel |

3. In the Open Activity section, enter the required fields (*):

4. If know

a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

n, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

b. Activity Subtype

¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

5. Enter required (*) fields in the Employment Info panel.
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* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs |

‘Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel |

Show ® 25 oo O 200 O 800
Displaying 1 to 25 of 58
Code | Title = Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

29-1141.02 Advanced Practice Psychiatric Nurses Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

6. Enter optional employment information, if known:
a. Worksite, Address, City, Zijp, County, Country, Job Title, Hours per Week, Employment Type, and
Employer Industry (NAICS):

* Hide Employment Info

*Employer Name
Worksite
Addressl |
Address2 |
city sstate | MN V| zip| |
County MNone Selected bl Country United States V|

Job Title ]

sHourly Wage 5
Hours per Week

Employment Type None Selected 'v']

=Occupational Title | | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry |:| -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS |

7. Enter Comments and a Case Note if desired.
b. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

19. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance
Contact Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

69|Page



WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnsaon
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected A
| Next | | Cancel |
Activity
c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program  Reports References  Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ¥ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Activity

Employed Part-Time
Regular employment of less than 30 hours per week.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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) WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

General

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

%_"n“ £ oA * Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ | Staff: Agency | Action
Exen } c End Dalte |
- Career Counsafing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open  |Hennepin Cty
Programs/MNew App _
Eligibility/Enroliment | Add ACP Activity
Activity

2. Select Employed Part-Time from the dropdown options, then Next.

Adult Career Pathways Activity

Becca Johnson

Record ID 202013257
Birth Date 07/13/1989

MAXIS Case 22335

Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
tAssign to Staff |]0hnsnn Recca (Current Primary) V|
*Activity Type |Empln1,reu:| Part-Time Vl
| Next | | Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

b. Activity Subtype

¢. Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from

the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization'’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.
5. Enter required (*) fields in the Employment Info panel.
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* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs |

‘Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel |

Show ® 25 oo O 200 O 800
Displaying 1 to 25 of 58
Code | Title = Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

29-1141.02 Advanced Practice Psychiatric Nurses Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

6. Enter optional employment information, if known:
a. Worksite, Address, City, Zijp, County, Country, Job Title, Hours per Week, Employment Type, and
Employer Industry (NAICS):

* Hide Employment Info

*Employer Name
Worksite
Addressl |
Address2 |
city sstate | MN V| zip| |
County MNone Selected bl Country United States V|

Job Title ]

sHourly Wage 5
Hours per Week

Employment Type None Selected 'v']

=Occupational Title | | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry |:| -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS |

7. Enter Comments and a Case Note if desired.
c. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

20. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance
Contact Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018

Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type Mone Selected b4

Activity
c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program  Reports References  Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ¥ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

ESL/ELL Training
Instruction to English as a Second Language (ESL)/English Language Learner (ELL) participants whose native language
is not English.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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| WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

General

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

hﬁlﬂl!!llﬂ”lll! * Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Fur|ding Stream Start Date/ Staff: Agency  |Action
Exen } c End Dalte |
- Career Counsafing Funding Stream SFY18 (05/01/2018 |Becca L Johnson |Edit Copy
Open  |Hennepin Cty
Eligibility/Enroliment | Add ACP Amwtyw
Activity

2. Select English as a Second Language (ESL)/English Language Learner (ELL) Training from the dropdown
options, then Next.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff Johnson. Becca (Current Primary)
*Activity Type ESL/ELL Training V|
| MNext | | Cancel |

3. In the Open Activity section, enter the required fields (*):

4. If know
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a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

n, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

b. Activity Subtype

¢. Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization'’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.



* Hide Open Activity

+Start Date =3
Estimated Fnd Date - |&

*Funding Stream None Selected e
Activity Subtype
Estimated Cost s
Estimated Hours ]
User Defined Text 1 |
User Defined Text 2 |
User Defined Date -

5. Enter required (*) information on the School Info panel:
a. School-Select Search/Validate School.

T Hide School Info

*School [ |-
Clear School code for new search.
| Search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

_—
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Murs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search

=Search lor keyword or code number: E.b.ncka

Wildcard indicator {*) is not needed for keyword search.
Exarmple: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

[ Run search | [ cancel

Show ® 25 106 ) 200 O Son
Displaying 1 to 4 of 4

Code School Name ~ |Location

1825070 American Home Inspectors Training Institute Ancka

1250032 Ancka Technical College Ancka; Online

TODO02E Ancka-Hennepin Metro North ABE |Anc-ka

271529 \Ancka-Ramsey Community College |Eaml:|r1|:!ge: Coon Rapids; Online
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d. If the school is not listed, you may enter the code as 8888888 (seven 8s).
8. Select a School Location from the dropdown options.

*School Location |None Selected v

9. Training Program: Select Search/Validate CIP.

*Training Program (CIP) | | -

Clear CIP code for new search.
| Search/\Validate CIP |

10. In the CIP Code Search, enter Second Language, then Run Search.

CIP Code Search

#Search for keyword or code number. Second Language
Wildcard indicator (*) is not needed for keyword search.

Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

11. Select the hyperlink to code 32.0109.

CIF Code Search

sheaich Tar Keywird of code nismilier:

Segond Language
Wildoard imdicasor [ 7] i3 6ot hiseded Tor Reywaird search
Examghe: Enbening & pamial wded such &b Murs 'mill fefurn réfulls ing Ir) Turged, nuriesd dnd R
Roun Searohn Cancel
Show * T8 1040 I | S
Daplaiang & ta 1l 8
Code Tikhe = I% STEM Descriglhen
SEIond LANJLESgE LESTiFg MO A program chat 1oouses on the development of proficiency in reading, ®Tiing, and Speak
[E 15 Tt ipakin, oCher thh his mother ToMger, Chnt 3ng rebiddd to peerform day-(o-day
Bigk s, Inchadsd imSinusEen i I uds o hashd Omemunicalion SkilE [0 devidop hi racSmil
i Bhill thinighrs

12. Training Title (O*NET). Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

*Training Title {(O*NET)

Clear O®NET code for new search.
| Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
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O*NET Code Search

*Search for keyword or code number; INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

I Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number:  |Nurs
‘Wildcard indicator (*) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing,

| Run Search | | Cancel |

Show 825 (oo O 200 O 500
Dizplaying 1 to 25 of 58
Code Title ~ Description
29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.

May provide psychotherapy under the direction of a psychiatrist.

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

* Hide Case Note

spell Check |

15. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Ncne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Canceﬂ

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

At-A-Glance
Contact Activity Summary

Tickler Becca Johnson Record ID 202013257
) Birth Date 07/13/1989 MAXIS Case 22335
Demographics

Work Preferences
MN Works Resume  ~ Show SNAP ET Seq 1 - Enrolled

Case Note
_ ‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note
Case Note Quick
Case Note Search
cases |
Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnsaon
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected A
| Next | | Cancel |

c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Activity p

Financial Literacy Education
Education to develop skills for making informed decisions about personal finances.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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WORKFORCE ONE |

General

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H
Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

ﬁu_m Resumne

Add Case Note Enrollment Date: 04/26/2018  Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ Staff: Agency lﬂctmn
Exen } c End Dalte |
- Career Counsafing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Cases Open Hennepin Cty
MI'I‘MH App

* Hide Adult Career Pathways Seq 1 - Enrolled

Eligibllity/Enroliment | Add ACP Activity

Activity

2. Select Financial Literacy Education from the dropdown options, then Next.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07 /13/19890 MAXIS Case 22335
Program Seq i
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |J|:|hnsnn. Becra (Current Primary) v
=*Activity Type |Financlal Literacy Education V|
| Next | | Cancel |

3. In the Open Activity section, enter the required fields (*):

a.
b.

Start Date the date the participant began the ADP.
Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

4. If known, enter the optional fields:
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a

b.
C
d

Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

User Defined Text fields may be entered per each organization'’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.



* Hide Open Activity

+Start Date =3
Estimated Fnd Date =

*Funding Stream |Nnne Selected b
Activity Subtype
Estimated Cost s

Estimated Hours |

User Defined Text 1 |
User Defined Text 2 |
User Defined Date -

5. If known and applicable, enter optional information on the School Info panel:
a. School:Select Search/Validate School.

* Hide School Info

School -

Clear School code for new search.
L— S—T

! Search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

—
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search

*Search for keyword or code number:  [Anoka

Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results incuding nurse, nurses and Aursing.

| Run Search | | Cancel

Show ® 25 () 100 ) 200 () 500
Displaying 1 to 4 of 4
Code School Name - |Location
1825070 American Home Inspectors Training Institute Ancka
1250032 Ancka Technical College Ancka; Online
FODO02E Anoka-Hennepin Metro North ABE |An¢-|-<a

271520 Anoka-Ramsey Community College |Eam|:|r1|:.'rge; Coon Rapids; Online
b. If the school is not listed, you may enter the code as 8888888 (seven 8s).
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8. Select a School Location from the dropdown options.

School Location Mone Selected W

9. Training Program. Select Search/Validate CIP.

Training Program (CIP) -

Clear CIP code for new search.
Search/Validate CIP

10. In the CIP Code Search, enter Developmental/Remedial, then Run Search.

CIP Code Search

*Search for keyword or code number:  |pevelopmental/Remedial |

Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | [ Cancel |

11. Select the hyperlink to code 32.0199: Basic Skills and Developmental/Remedial Education, Other.

CIP Codle Searchh
sRearch for Eeywodd af eode number: | Deysloomental! Remed s

Wildcard meSCEner [ *] & not nesded for keywand sgarch
Examplia: Erferng i partial word Such as Murd wall reburs fesglls incusfing o, hurses and ngesng

Run Seanch Cancel

S B8 00D L 30 ) 00
Nisplaging | Taa a8 a

Coslli THbe = Is STEM | Descripiion
SafC SIS Gl DS ORmeSrl il Rl EOuihihd, Ladiainl L 1] § o TRl Tundairsirtnl knowhedge s slkills char ediiduals nssd
iy
120153 Eﬂ:ll-ll: Skills and Desvelopmental/Remedial Education. Other HOo | ANy insruticnal program in basss ssalls not ated above
CeselopmentnlyRemedial Emglish Mo A program Ehat foouses on Bhe fundsmentad knciwiedoe and siills i readingl. writing and
A alorg 1R individualy ceed 10 Funclion Eroducivie ¥ W ROty
T2, 001 oadl :I:-r\--'|u|1ll'r|".all'llrll'-l.'|!'|u| Ml NEmatics [ T | & program chat Douses on ihe developenent of Compulsng and sther marhemansal reatoning

|mEaiiliEs Ehd skill

12. Training Title (O*NET). Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

Training Title (O*NET) -
Clear O*NET code for new search.
Search/Validate O*NET
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a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.

O*NET Code Search

*Search for keyword or code number; [Nursl |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number:  |Nurs
‘Wildcard indicator (*) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing,

[ Run Search | [ Cancel |

Show 225 (oo O 20 O 500
Dizplaying 1 to 25 of 58
Code Title ~ | Description
29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

* Hide Case Note

Spell Check

15. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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a.

C.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Ncne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Canceﬂ

Save. The Activity Summary will display.

WORKFORCE ONE

Home Search

General

Case Note

Activity

My Tasks Recent Work Manage Case Manage Program Reports References Resources

@ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

d

Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

WORKFORCE ONE

Home Search

General

Case Note

Activity

Cancel.

My Tasks Recent Work Manage Case Manage Program Reports References Resources

@ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V‘
*Activity Type None Selected v




i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

GED Test Preparation

This activity provides instructions to participants to equip them with the skills necessary to successfully pass the
General Education Diploma (GED) test.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

Activity Summary

Becca Johnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335
7 Show SNAP ET Seq 1 - Enrolled

* Hide Adult Career Pathways Seq 1 - Enrolled
Case Mole
1 Enrollment Date: 04/26/2018 Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/  Staff: Agency | Action
End Date
Career Counssling Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty
Add ACP Activity

Activity i

2. Select GED Test Preparation from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |JD|‘|HSDI'I. Becca (Current Primary) V:
=Activity Type | GED Test Preparation v

Mext | Cancel

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours. Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

* Hide Open Activity

*Start Date 3
Estimated Fnd Date | i

*Funding Stream :Nnne Selected V:
Activity Subtype '
Estimated Cost s

Estimated Hours |

User Defined Text 1 | |
User Defined Text 2 |
User Defined Date ' -

5. Enter required (*) information on the School Info panel:
a. School:Select Search/Validate School.

* Hide School Info

*School [ |-
Clear School code for new search.
| Search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.
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School Code Search

| *Search for keyword or code number: | |

—————— |
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as MNurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search

*Search for keyword or code number:  [Anoka

Wildcard indicator {*) is not needed for keyword search.
Exarmple: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel

Show ® 25 100 O 200 O Son
Displaying 1 to 4 of 4

Code School Name - |Lacation

1825070 American Home Inspectors Training Institute Ancka

1250032 Ancka Technical College Ancka; Online

FODO028 Anoka-Hennepin Metro North ABE |Anf>ka

271529 Anoka-Ramsey Community College |Eaml:|r1|:lge: Coon Rapids; Online

e. Ifthe school is not listed, you may enter the code as 8888888 (seven 8s).

8. Select a School Location from the dropdown options.

*School Location |N0ne Selected v

9. Training Program: Select Search/Validate CIP.

*Training Program (CIP) | | -

Clear CIP code for new search.
| Search/\Validate CIP | |

10. In the CIP Code Search, enter General Education, then Run Search.
CIP Code Search

*Search for keyword or code number:  |General Education

Wildcard indicator (*) is not needed for keyword searcn.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |
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11. Select the hyperlink to code 53.0201: High School Equivalence Certificate Program.

CIP Code Search

*search for keyword or code number: |E.—eneral Education

Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Murs will return results induding nurse, nurses and nursing.

| Run Search | | Cancel |

Show ® 25 100 ' 200 U 500
Displaying 1 to 1 of 1
Code Title ~ Is STEM | Description

53.0201 High School Equivalence Certificate Program  |No An instructional program that defines the requirements for
meeting the minimum high school/secondary completion
requirements specified by a U.S. state or other jurisdiction, for
adult tearners who did not complete secondary school.

Includes undertaking a specified program of studies and
obtaining a prescribed passing score on the General
Educaticnal Development Test (GED) or provindal |

12. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

*Training Title (O*NET) -

Clear O*NET code for new search.
| Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number:  [Nurg |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number: | Nurs
Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial wond such as Nurs will return results induding nurse, nurses and nursing,

| Run Search | | Cancel |

Show @25 100 0 200 O 500
Dizplaying 1 to 25 of 58
Conde Tithe - Description

29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
pri- and post-operative patients or perform advanced, imnvasive
diagnostic or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

15. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance

Contact Activity Summary

Tickler Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Demographics
Work Preferences

MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
_ ‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity

c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

References Resources

Manage Program Reports

General

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Holding

This is a placeholder to keep the program sequence open, but temporarily places a participant in “suspension.”
Holding is commonly used to allow some time to pass before anticipated entry into another activity. This activity
should only be used for up to 90 days.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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| WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

© Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

* Shaw SNAP ET Seq 1 - Enrolled

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018  Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/ |Staff: Agency | Action
End Date |
Funding Stream SFY1B |05/01/2018 |Bacca L Johnson |Edit Copy
Open |Hennepin Cty |
Activity
2. Select Holding from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13 /19890 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |Juhn5::-r1, Becca (Current Primary) V|
*Activity Type |Holding v
i Mext | |I Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

* Hide Open Activity

+Start Date ]
Estimated Fnd Date =
*Funding Stream Mone Selected W

Activity Subtype

Estimated Cost % |

Estimated Hours
User Defined Text 1 |
User Defined Text 2 |

User Defined Date |

4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
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¢. Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
5. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

| spell Check

 Siar

* Hide Case Note

| spell Check

6. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | | i Completion Results |None Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Canceﬂ

a. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks

General

Becca Johnson

Recent Work Manage Case

Birth Date 07/13/1989

Manage Program Reports References Resources

© Activity saved.

Activity Summary

Record ID 202013257
MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note

‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to

Entering Activities.

WORKFORCE ONE

My Tasks

Home Search

General

Becca Johnson

Program Seq
Agency: Location
Enrollment Date
Entered by
*Assign to Staff
*Activity Type

Case Note

Activity

c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary

page will display.
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Recent Work Manage Case

Birth Date 07/13/1989

Manage Program Reports References Resources

@ Activity saved.

Adult Career Pathways Activity

Record ID 202013257
MAXIS Case 22335

1

04/26/2018
Becca L Johnson

Johnson, Becca (Current Primary) V|

None Selected v




WORKFORCE ONE

Home Search My Tasks  Recent Work Manage Case = Manage Program Reports References  Resources

General

[ — Activity Summary

Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Tickler

Demographics

e o s | Show SNAP ET Seq 1 - Enrolled

MM Works Resume
Add Case Note
Case Note Quick
Case Note Search

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Program/New App
Eligibility/Enroliment
Activity

Independent Job Search

This activity requires participants to make a pre-determined number of inquiries to prospective employers over a
specified period of time. This may include telephone or walk-in contacts, completion of applications, or interviews.
This component is designed so that the participant conducts his/her job search independently or individually within a
group setting.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

| WORKFORCE ONE |

Home  Seanch My Tasks Recent Work  Manage Case Manage Program Reports  References Resources H

Activity Summary

Becca lohnson Record 1D 202013257
Birth Date 07 /131980 MAXIS Case 22335

- Show SNAP ET Seq 1 - Enrolied

= Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018  Exit Date:

Activity: Subtype: Work Exp Type |Funding Stream Start Date/ |Staff: Agency | Action
End Date
Career Counsafing Funding Stream SFY18 |(05/01/2018 |Becca L Johnson | Edit copy
Open |Hennepin Cty |
Add ACP Activity

2. Select Independent Job Search from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson
Birth Date 07/13/1989

Program 5Seq 1

Agency: Location

Enrollment Date 04/26/2018

Entered by Becca L Johnson
*Assign to Staff |Johnson, Becca (Current Primary) v
*Activity Type Independent Job Se;:h

| MNext | | Cancel |

3. In the Open Activity section, enter the required fields (*):

a.

Start Date the date the participant began the ADP.

Record ID 202013257
MAXIS Case 22335

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

* Hide Open Activity

*Start Date | 2
Estimated Fnd Date S|
*Funding Stream :Nnne Selected

Activity Subtype _
Estimated Cost $
Estimated Hours _ |

User Defined Text 1

User Defined Text 2

User Defined Date

4. If known, enter the optional fields:
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a.

b.
C
d

a.

Activity Subtype

the Start Date through Estimated End Date.

Estimated End Date: the date the participant is anticipated to receive their diploma.

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from

User Defined Textfields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
5. Enter Comments and a Case Note if desired.

The case note date will be the Activity Start Date.



~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

6. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance

Contact Activity Summary

Tickler Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Demographics
Work Preferences

MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
_ ‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

98| Page



WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.
At-A-Glance
Contact Adult Career Pathways Activity
Tickler Becca Johnson Record ID 202013257
_ Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences Program Seq 1
MN Works Resume Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
il Beee s *Assign to Staff Johnson, Becca (Current Primary) V|
Case Note Quick *Activity Type None Selected v

Case Note Search

Program,/MNew App
Eligibility/Enroliment
Activity
c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

. Activity Summary

Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Tickler

Demographics

~ Show SNAP ET Seq 1 - Enrolled
Work Preferences |

MN Works Resume
Add Case Note
Case Note Quick

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note Search

Program/New App
Eligibility/Enroliment
Activity

Individual Plan Development

This activity is to be used when the service provider and participant jointly create their Individual Employment Plan
(IEP), which outlines the responsibilities of both the participant and the service provider as the participant prepares to
achieve the program goal of full-time, long-term, unsubsidized employment at the most realistic and highest
possible wage. This activity is to remain open until the participant has exited the program.

7. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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| WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

- Show SNAP ET Seq 1 - Enrolied

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018  Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Sti:jrt Datef  Staff: Agency iﬂcﬁm
End Date
Career Counssiing Funding Stream SFY18 |05/01/2018 |[Becca L Johnson { Edtit Copy
Open {Hennepin Cty |
: Add ACP Activity
Activity
8. Select Individual Plan Development from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enroliment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primar'.r}ﬂ
*ACTivity Type |Individual Plan Development V|
| Next | | cancel ]

9. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
* Hide Open Activity

*Start Date |
Estimated Fnd Date =
*Funding Stream Mone Selected e

Activity Subtype

Estimated Cost s |

Estimated Hours
User Defined Text 1 |
User Defined Text 2 |

User Defined Date |

10. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
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¢. Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
11. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

| spell Check

 Siar

* Hide Case Note

| spell Check

12. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | | i Completion Results |None Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Canceﬂ

a. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks

General

Becca Johnson

Recent Work Manage Case

Birth Date 07/13/1989

Manage Program Reports References Resources

© Activity saved.

Activity Summary

Record ID 202013257
MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note

‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to

Entering Activities.

WORKFORCE ONE

My Tasks

Home Search

General

Becca Johnson

Recent Work Manage Case

Manage Program Reports References Resources

@ Activity saved.

Adult Career Pathways Activity

Record ID 202013257

Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018

Case Note

Entered by Becca L Johnson

*Assign to Staff Johnson, Becca (Current Primary) V|

*Activity Type None Selected v

Activity

c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary

page will display.
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WORKFORCE ONE

Home Search My Tasks  Recent Work Manage Case = Manage Program Reports References  Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Local Flag
The Local Flag activity is defined within each local agency for use at each own location’s preference. This activity is
not used to pull state-wide data.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

Ge=rperal

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/1989 MAXIS Case 22335

i = Hide Adult Career Pathways Seq 1 - Enrolled
Case Nole
Enrollment Date: 04/26/2018 Exit Date:

| Activity: Subtype: Work Exp Type | Funding Stream Start Datef is:tarl: Agency |Action
. . End Drwts
Career Counseding Funding Stream SFYI8 (05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty
Add ACP Activity

Activity |

2. Select Local Flag from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program 5eq 1

Agency: Location

Enrollment Date 04/26/2018

Entered by Becca L Johnson
*Assign to Staff |Jnhnsan, Becca (Current Primary) V|
*Activity Type |anal Flag V|

| Mext | [ cancel |

3. In the Open Activity section, enter the required fields (*):

a.
b.

Start Date: the date the participant began the ADP.
Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

4. If known, enter the optional fields:

a.

b.
C
d

Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

User Defined Textfields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

* Hide Open Activity

*Start Date

=1
4
Estimated Fnd Date iz

*Funding Stream None Selected V:
Activity Subtype

Estimated Cost $

Estimated Hours |

User Defined Text 1

User Defined Text 2

User Defined Date

5. Enter optional fields in the Employment Info panel:

a.

S@ -0 a0 o
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Employer Name
Worksite

Address 1 and Address 2
City, State, ZIP

County

Country

Job Title

Hourly Wage

Hours per Week



j. Employment Type

k. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

*0ccupational Title |-
(O=NET)

Clear O*NET code for new search.
| Search/validate O*NET |

L In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

m. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.

O*NET Codde Search

*Search for keyword or code number: Murs:
Wildcard indicator (™) s not needed for keyword search,
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel

show 25 100 O 200 O 500
Dizplaying 1 to 25 of 58
Code Tithe ~ Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for

pri- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

29-1141.02 Advanced Practice Psychiatric Nurses

n. Employer Industry (NAICS)
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¥ Hide Employment Info

Employer Name
Worksite
Address1
Address2

City

County

Job Title

Hourly Wage
Hours per Week
Employment Type

Occupational Title
(O*NET)

Employer Industry
(NAICS)

State
MNone Selected e Country

MN v| Zip

United States 4

Mone Selected V|

Clear O*NET code for new search.

Search/Validate O*NET

Clear NAICS code for new search.
Search/Validate NAICS

6. Enter optional fields on the School Info panel:
a. School:Select Search/Validate School.

7.

8.

* Hide School Info

School

Clear School code for new search.
| Search/Validate School |

In the School Code Search, enter the name or code number of a school, then Run Search.

| *Search for keyword or code number: |

Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as Nurs will retumn results including nurse, nurses and nursing.

School Code Search

| Run Search

| Cancel |

|

If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the

activity.
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a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search
=Search lor keyword or code number: EP.I'IDkEI

Wildcard indicator {*) is not needed for keyword search.
Exarmple: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

Show 2 25 100 . 200 L S00
Displaying 1 to 4 of 4

Code School Name - |Location

1825070 American Home Inspectors Training Institute |;:.|1|:.i{a

1250032 Ancka Technical College |An-::ka: Online

FODO028 Ancka-Hennepin Mefro North ABE |Annka

271529 Ancka-Ramsey Community College |Eamhru:lge: Coon Rapids; Online

£ If the school is not listed, you may enter the code as 8888888 (seven 8s).

9. Select a School Location from the dropdown options.

School Location Select school to populate this field v

10. Training Program: Select Search/Validate CIP.

Training Program (CIP) | | -

Clear CIP code for new search.
Search/Validate CIP

11. In the CIP Code Search, enter training criteria, if applicable, then Run Search.

CIP Code Search

*Search for keyword or code number: || |

Wildcard Indicator (*) is not needed for ke-,-'m_wurd searchn.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | cancel

12. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

*Training Title (O*NET) -
Clear O*NET code for new search.
| Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
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O*NET Code Search

*Search for keyword or code number: INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number:  |Nurs
‘Wildcard indicator (*) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing,

| Run Search | | Cancel

Show ® 25 (100 O 200 O 500
Dizplaying 1 to 25 of 58
Code Tithe - Description

29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for

prie- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

29-1141.02 Advanced Practice Psychiatric Nurses

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

[ spell Gheck |

* Hide Case Note

spell Check |

15. Enter information into the Close Activity panel, if applicable. Then, select from the following options: Save, Save
an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Nnne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity
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c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General o
. Activity Summary
Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics |
~ Show SNAP ET Seq 1 - Enrolled
Work Preferences
MN Works Resume

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note
Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enroliment
Activity

Non-credentialed Training

This activity includes instruction which does not lead to a recognized credential, but is designed to improve the
employability and post-secondary preparation of the participant. Examples include digital literacy, Driver's License
instruction, customer service training, ServSafe, etc.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

| WORKFORCE ONE |

Home Search My Tasks Reocent Work  Manage Case Manage Program Reports  Referenoes Resources H

) Activi mim
Aoy ctivity Su ary
Contact Becca lohnson Record 1D 202013257
_ Birth Date 07/13/ 1989 MAXIS Case 22335
Tickler
2 P * Show SNAP ET 1 - Enrolled
IS Boodue. * Hide Adult Career Pathways Seq 1 - Enrolled
-ﬂﬂd m m Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type | Funding Stream Start Date/ | Staff: Agency | Action
Case Note Seard! End Date |
Career Counssiing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open |Hennepin Clty |

Add ACE Activity

2. Select Non-credentialed Training from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/19890 MAXIS Case 22335
Program Seq 1

Agency: Location

Enrollment Date 04/26/2018

Entered by Becca L Johnson
*Assign to Staff [Johnson, Becca (Current Primary)
=Activity Type Maon-Credentialed Training hal

| Mext | Cancel

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
¢. Estimated Cost: If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

* Hide Open Activity

*Start Date 3
Estimated Fnd Date . - =
*Funding Stream :Nnne Selected V:
Activity Subtype '
Estimated Cost $
Estimated Hours |
User Defined Text 1 _ |
User Defined Text 2 |
User Defined Date ' -

5. If known and applicable, enter optional information on the School Info panel:
a. School: Select Search/Validate School.

* Hide School Info

School -

Clear School code for new search.
[ |

[ Search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.

111|Page



School Code Search

| *Search for keyword or code number: | |

| ————— |
Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as MNurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).
School Code Search

*Search for keyword or code number:  [anoka
Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| RunSearch | | cancel

Show ® 25 (100 O 200 O Son
Displaying 1 to 4 of 4

Code School Name ~ |I.u-ratilun

1825070 American Home Inspectors Training Institute |A|1|:-ka

1250032 Ancka Technical College |Anu::ka; Online

JO00028 Ancka-Hennepin Metrg Morth ABE |Annl-ca

271529 Anocka-Ramsey Community College |C,amhr||:lge: Coon Rapids; Online

b. If the school is not listed, you may enter the code as 8888888 (seven 8s).

8. Select a School Location from the dropdown options.

School Location Mone Selected v

9. Training Program. Select Search/Validate CIP.

Training Program (CIP) -

Clear CIP code for new search.
Search/Validate CIP

10. In the CIP Code Search, enter search criteria for the training, then Run Search.
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CIP Code Search

*Search for keyword or code number:

.
Run Search ] | Cancel |

11.
Search/Validate CIP.

CIP Code Seanch

iSearch lor keyword or code numbert  fasc Skiks
Wildcard indicator {*} s not needed for keymord search

| R Search | Cancel
Cpile Titile =
| A2.01 Baisk Skl and DevelopmentiyRiamadisd Blutatein, Gensrs

32.0199 Basic Bkills and Developmentsl/Remedisl Edutabon, Dthes

id.0111 wiorkforen Devalogeman s 1 A

iEasic sSkills

Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

Is STUM Descriplian

If the appropriate code displays, select the hyperlink. If the appropriate code does not display, return to

Exmmipls: Entering a part=al wond Such &5 Murs will returm resully inCiing Nurse, FRISES and nesing.

Ao & 38 L0 100 300 L) So8
Biglayog e 1l 3

A gereral program thit Fofuset on the fendemental kidwhedge s Shils 1P individuals nesd
Ts fufeSinh producEivdly in SOty

Arry instruciional program in basic skills not leted abowe

A program Thal Tooutds of Rarning of oigrading base sailly i oedar Lo enhance jab
pELIMATCE, POl Chrger devekpenibnt, of frain for 3 new job

12. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

Training Title (O*NET)

a.

O*NET Code Search

*Search for keyword or code number:

Wildcard indicator (=) 1s not needed for keyword search.

Clear O*NET code for new search.

Search/Validate O*NET

In O*NET Code Search, enter a keyword or code numberin the search, then Run Search.

[Nurg

Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to

O*NET Code Search.
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O*NET Code Search

*Search for keyword or code numiber: Murs
‘Wildcard indicator (™) s not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | Cancel

Show 825 (100 200 O 500
Displaying 1 to 25 of 58

Code Tithe - Description
F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shock. May care for
pri- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,
29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.

May provide psychotherapy under the direction of a psychiatrist,

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

~ Hide Case Note

spell Check |

15. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

~ Hide Close Activity

End Date | |ﬁ Completion Results  |None Selected v
Actual Cost $ | | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

a. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335
Program Seq 1

Agency: Location

Enrollment Date 04/26/2018
Case Note

Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity

c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.
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WORKFORCE ONE

Home Search My Tasks  Recent Work Manage Case = Manage Program Reports References  Resources

General

[ — Activity Summary

Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Tickler

Demographics

~ Show SNAP ET Seq 1 - Enrolled
Work Preferences |

MM Works Resume
Add Case Note
Case Note Quick

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note Search

Program/New App
Eligibility/Enroliment
Activity

OJT (On-the-Job Training) - Public or Private

A work placement made through a contract with an employer or registered apprenticeship program sponsor in the
public, private non-profit, or private sector. An OJT contract must be limited to the period of time required for a
participant to become proficient in the occupation for which the training is being provided. The OJT Service Provider
provides the Employer with a partial wage reimbursement, typically up to 50 percent of the wage rate of the
participant for the extraordinary costs of providing the training and supervision related to the training.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home  Search My Tasks Reoent Work  Manage Case Manage Program Reports  Relerenoes Resources H

General

Buctivi mm
it Ane ctivity Summary
Contact Becca lohnson Record 1D 202013257
Birth Date 07/13/1980 MAXTS Case 22335
Tickler
T = Show SMAP ET 1 - Enrolled
i t : * Hide Adult Career Pathways Seq 1 - Enrolled
-ﬂﬂd Case Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ |Staff: Agency | Action
Case Note & End Date |
. Career Counssiing Funding Stream SFY1E |05/01/2018 |Becca L Johnson |Edit Copy
Lases Open |Hennepin Cty |
Eligibility/Enroliment A ACP Activity
Activity

2. Select OJT (On-the-Job Training) — Public or Private from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Program 5Seq 1
Agency: Location

Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) v
=Activity Type QJT - Public or Private v
| Next | | cancel

In the Open Activity section, enter the required fields (*):

a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

If known, enter the optional fields:

. Estimated End Date: the date the participant is anticipated to receive their diploma.

b. Activity Subtype

¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

d. Estimated Hours. Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.

a

5. Enter required (*) fields in the Employment Info panel.
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* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs

‘Wildcard indicator (*) is not needed for keyword search,

Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel

Code | Title =
29-1141.01 |Acute Care Nurses
29-1141.02 Advanced Practice Psychiatric Nurses

6. Enter optional employment information, if known:
a.
Employer Industry (NAICS):

* Hide Employment Info

Show 935 (100 O 200 O 500
Displaying 1 to 25 of 58
Description

Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

Worksite, Address, City, Zip, County, Country, Job Title, Hours per Week, Employment Type, and

*Employer Name

Worksite

Address1

Address2

City

sstate | MN V| zip| |

County MNone Selected

Country United States

Job Title

*Hourly Wage
Hours per Week
Employment Type

F

Mone Selected

vl

*Occupational Title |

(O*NET)

Clear O*NET code for new search.

| Search/Validate O*NET |

Employer Industry
(NAICS)

[ 1

Clear NAICS code for new search.

| Search/Validate NAICS |

7.
d. School:Select Search/Validate School.

If known and applicable, enter optional information on the School Info panel:

* Hide School Info

School
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! Search/Validate School |




8. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

|
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will retumn results including nurse, nurses and nursing.

| Run Search | Cancel |

9. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
e. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search
=Search lor keyword or code number: fp,ngka

Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word sucdh as Nurs will return results induding nurse, nurses and nursing.

Run Search | i Cancel

Show '® 25 100 ' 200 L 500
Displaying 1 to 4 of 4

Code School Name -~ |I.n-r.atiun

1825070 American Home Inspectors Training Institute |;:.|1cka

1250032 Ancka Technical College |ﬁ.nuka; Online

JO00028 Anoka-Hennepin Metro Morth ABE |Anr:-|-ca

271529 Anoka-Ramsey Community College |Camhru:lge: Coon Rapids; Online

£ If the school is not listed, you may enter the code as 8888888 (seven 8s).

10. Select a School Location from the dropdown options.

School Location Mone Selected W

11. Training Program: Select Search/Validate CIP.

Training Program (CIP) -

Clear CIP code for new search.
Search/Validate CIP

12. In the CIP Code Search, enter search criteria, then Run Search.
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CIP Code Search

— ———

*Search for keyword or code numbe.. | '

Wildcard Indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

[ Run Search | [ Cancel ]

13. If the appropriate code displays, select the hyperlink. If the appropriate code does not display, return to
Search/Validate CIP.

CIP Codle Searchy
sHearch for kiywodd of code naimber: | Deysloomentall Remedis

Wildcard meScatcr (] i nat needed Mo Keywand search
Example; Eiferang a partial wind Such as Kurd will returm resulls inchpefmg nurss, urses and nigesng

Run Search Cancel

= R L [ O TR
Displaying 1 e a8 a

L= Thike = Is STEM | Descriplion
Bagc Skills and Developmsntnl Remmsdal Eoucnien, Ganeryl LLE] A ganaral progrien that focisses o 1P fundamenTal Knowhedge 353 skills Chat @daiduals nsed
to functicn productively i socety.
1Z.0055 Eﬂal-h: Skills and Deselopmendal/Remedal Education. Other Ho I-'u"'.' instructional program in bassc shalls not laied above.
Ceselopmental'Remeadial Erglish No & program Ehat foouses on bhe fundsmantal knowisdoe snd siills i reading,. wriling and
apiakireg 1R individualy ceed 1o FuncEion prodo Tty o SGCaty
v 00 oed fIh-\.ﬂunll-ﬁ".al-'hru-hﬂal [ ST T s L[ E] iA program chat [soutes on (i developmn! of computag and sther marhemansal restoning

|abaliliEs Ehd skills

14. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

Training Title (O*NET) -
Clear O*NET code for new search.
Search/Validate O*NET

g. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.

O*NET Code Search

*Search for keyword or code number; INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

I Run Search | | Cancel |

15. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return
to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code numiber: Murs
‘Wildcard indicator (™) s not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

[ Run Search | [ Cancel |

Show 25 () 100 O 200 O 500
Displaying 1 to 25 of 58
Code Tithe - Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shock. May care for
pri- and post-operative patients or perform advanced, invasive
_di&gl'lt}slll; or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

16. Enter Comments and a Case Note if desired.
d. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

~ Hide Case Note

Spell Check |

17. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

d. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

e. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected N

| Next| | Cancel |

Activity
f. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.
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WORKFORCE ONE

Home Search My Tasks  Recent Work Manage Case = Manage Program Reports References  Resources

General

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Activity

Orientation

Orientation may be delivered via a group setting, or may be part of an individual counseling session. The orientation
includes information on program benefits and opportunities available, rights and responsibilities for participating,
etc.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case

Manage Program Reports  Relerences Resources H

erperal

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/1989 MAXIS Case 22335

.__'Mmﬁ_gﬂ_l*m

ool werlonli B e ot

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018 Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/  Staff: Agency | Action
End Date
Career Counsaiing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty
Add ACP Activity

Activity p

2. Select Orientation from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |Johnson, Becca (Current Primary) V|
*Activity Type Orientation W
| Next | | Cancel

3. In the Open Activity section, enter the required fields (*):

a.

b.

+

4. If known,
a.

b.
C
d

Start Date the date the participant began the ADP.
Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

* Hide Open Activity

Start Date ' =
Estimated Fnd Date | |3

Funding Stream :Nnne Selected V:

Activity Subtype '

Estimated Cost $

Estimated Hours |

User Defined Text 1 | |
User Defined Text 2 |
User Defined Date ' -

enter the optional fields:
Estimated End Date: the date the participant is anticipated to receive their diploma.
Activity Subtype
Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
User Defined Textfields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

5. Enter Comments and a Case Note if desired.

a.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

6. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance

Contact Activity Summary

Tickler Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Demographics
Work Preferences

MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
_ ‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity

c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

References Resources

Manage Program Reports

General

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Paid Work Experience
This activity is used when a participant is in a temporary paid employment experience in the public, private nonprofit,
or private sector.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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) WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

General

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

%& = Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ | Staff: Agency | Action
S/ End Date |
X Career l_.l'.ll.l!'lic"ﬁll'!\j Fundung Stream SFYIE (05/01/2018 |Bacca L Johnson :Fn.‘.-lt -I'.-f'.l|:|".-
| Open |ennepin Cty
Programy/New App .
Activity
2. Select Paid Work Experience from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enroliment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |_Johnsun, Becca (Current Primary) %
#=Activity Type |Paid Work Experience V|
| Mext | | Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:

a. Estimated End Date: the date the participant is anticipated to receive their diploma.

b. Activity Subtype

¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d.

Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.
5. Enter required (*) fields in the Employment Info panel.
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* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs |

‘Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel |

Show ® 25 oo O 200 O 800
Displaying 1 to 25 of 58
Code | Title = Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

29-1141.02 Advanced Practice Psychiatric Nurses Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

6. Enter optional employment information, if known:
a. Worksite, Address, City, Zjp, County, Country, Job Title, Hours per Week, Employment Type, and
Employer Industry (NAICS):

* Hide Employment Info

*Employer Name
Worksite
Addressl |
Address2 |
city sstate | MN V| zip| |
County MNone Selected bl Country United States V|

Job Title ]

sHourly Wage 5
Hours per Week

Employment Type None Selected 'v']

=Occupational Title | | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry |:| -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS |

7. Enter Comments and a Case Note if desired.
e. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

21. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance
Contact Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

131|Page



WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance

Contact Adult Career Pathways Activity

Tickler Becca Johnson Record ID 202013257
) Birth Date 07/13/1989 MAXIS Case 22335

Demographics

Work Preferences Program Seq 1

(0 S DI Agency: Location

Enrollment Date 04/26/2018
Entered by Becca L Johnson

Add Case Note

*Assign to Staff Johnson, Becca (Current Primary) V|

Case Note Quick *Activity Type None Selected hd
Case Note Search

e
Program/MNew App
Eligibility/Enrollment

Activity

c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program  Reports References  Resources

General o
[ — Activity Summary
Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics

| ~ Show SNAP ET Seq 1 - Enrolled

Work Preferences
MN Works Resume

| ¥ Show Adult Career Pathways Seq 1 - Enrolled

Case Note
Add Case Note
Case Note Quick

Case Note Search

Program/New App
Eligibility/Enroliment
Activity
Retention
This activity is used to keep the program sequence open after they have gained employment in order to provide

continued support in the first 90 days. This could include career counseling, support services, or other necessary
resources to assist the participant in maintaining employment.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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) WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

General

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

%& = Hide Adult Career Pathways Seq 1 - Enrolled
Add Case Note Enrollment Date: 04/26/2018 Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ | Staff: Agency | Action
R End Date |
X Career l_.l'.ll.l!'lf.c"ﬁll'kj FIJI'IdIf'hj Stream SFYIE (05/01/2018 |Bacca L Johnson :Fn.‘.-lt -I'.-f'.l|!|".'
Program/MNew App _
Activity
2. Select Retention from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnsan
*Assign to Staff |Jnhnsun, Becca (Current Primary) v|
=Activity Type |Retentinn V|
| MNext | : Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
¢. Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization'’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
5. Enter required (*) fields in the Employment Info panel.
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* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs

‘Wildcard indicator (*) is not needed for keyword search,

Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel

Code | Title =
29-1141.01 |Acute Care Nurses
29-1141.02 Advanced Practice Psychiatric Nurses

6. Enter optional employment information, if known:
a.
Employer Industry (NAICS):

* Hide Employment Info

Show 935 (100 O 200 O 500
Displaying 1 to 25 of 58
Description

Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

Worksite, Address, City, Zip, County, Country, Job Title, Hours per Week, Employment Type, and

*Employer Name

Worksite

Address1

Address2

City

sstate | MN V| zip| |

County MNone Selected

Country United States

Job Title

*Hourly Wage
Hours per Week
Employment Type

F

Mone Selected

vl

*Occupational Title |

(O*NET)

Clear O*NET code for new search.

| Search/Validate O*NET |

Employer Industry
(NAICS)

[ 1

Clear NAICS code for new search.

| Search/Validate NAICS |

7.
h. School:Select Search/Validate School.

If known and applicable, enter optional information on the School Info panel:

* Hide School Info

School
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Clear School code for new search.

[p— —]

! Search/Validate School |




8. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

|
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will retumn results including nurse, nurses and nursing.

| Run Search | Cancel |

9. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search
=Search lor keyword or code number: fp,ngka

Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word sucdh as Nurs will return results induding nurse, nurses and nursing.

Run Search | i Cancel

Show '® 25 100 ' 200 L 500
Displaying 1 to 4 of 4

Code School Name -~ |I.n-r.atiun

1825070 American Home Inspectors Training Institute |;:.|1cka

1250032 Ancka Technical College |ﬁ.nuka; Online

JO00028 Anoka-Hennepin Metro Morth ABE |Anr:-|-ca

271529 Anoka-Ramsey Community College |Camhru:lge: Coon Rapids; Online

/. If the school is not listed, you may enter the code as 8888888 (seven 8s).

10. Select a School Location from the dropdown options.

School Location Mone Selected W

11. Training Program: Select Search/Validate CIP.

Training Program (CIP) -

Clear CIP code for new search.
Search/Validate CIP

12. In the CIP Code Search, enter search criteria, then Run Search.
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CIP Code Search

— ———

*Search for keyword or code numbe.. | '

Wildcard Indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

[ Run Search | [ Cancel ]

13. If the appropriate code displays, select the hyperlink. If the appropriate code does not display, return to
Search/Validate CIP.

CIP Codle Searchy
sHearch for kiywodd of code naimber: | Deysloomentall Remedis

Wildcard meScatcr (] i nat needed Mo Keywand search
Example; Eiferang a partial wind Such as Kurd will returm resulls inchpefmg nurss, urses and nigesng

Run Search Cancel

= R L [ O TR
Displaying 1 e a8 a

L= Thike = Is STEM | Descriplion
Bagc Skills and Developmsntnl Remmsdal Eoucnien, Ganeryl LLE] A ganaral progrien that focisses o 1P fundamenTal Knowhedge 353 skills Chat @daiduals nsed
to functicn productively i socety.
1Z.0055 Eﬂal-h: Skills and Deselopmendal/Remedal Education. Other Ho I-'u"'.' instructional program in bassc shalls not laied above.
Ceselopmental'Remeadial Erglish No & program Ehat foouses on bhe fundsmantal knowisdoe snd siills i reading,. wriling and
apiakireg 1R individualy ceed 1o FuncEion prodo Tty o SGCaty
v 00 oed fIh-\.ﬂunll-ﬁ".al-'hru-hﬂal [ ST T s L[ E] iA program chat [soutes on (i developmn! of computag and sther marhemansal restoning

|abaliliEs Ehd skills

14. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

Training Title (O*NET) -
Clear O*NET code for new search.
Search/Validate O*NET

k. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.

O*NET Code Search

*Search for keyword or code number; INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

I Run Search | | Cancel |

15. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return
to O*NET Code Search.
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https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=411

O*NET Code Search

*Search for keyword or code numiber: Murs
‘Wildcard indicator (™) s not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

[ Run Search | [ Cancel |

Show 25 () 100 O 200 O 500
Displaying 1 to 25 of 58
Code Tithe - Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shock. May care for
pri- and post-operative patients or perform advanced, invasive
_di&gl'lt}slll; or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

16. Enter Comments and a Case Note if desired.
f. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

~ Hide Case Note

Spell Check |

17. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

d. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

e. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected N

| Next| | Cancel |

Activity
f. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

139 |Page



WORKFORCE ONE

Home Search My Tasks  Recent Work Manage Case = Manage Program Reports References  Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Self-Employment Training

Activity that improves the employability of participants by providing training in setting up and operating a small
business or other self-employment venture.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case

Manage Program Reports  Relerences Resources H

erperal

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/1989 MAXIS Case 22335

.__'Mmﬁ_gﬂ_l*m

ool werlonli B e ot

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018 Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/  Staff: Agency | Action
End Date
Career Counsaiing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty
Add ACP Activity

Activity p

2. Select Self-Employment Training from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq i
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |Ehnsur1, Becca (Current Primary) v
*Activity Type |Self-Employment Training Vl
| Next | | Cancel

3. In the Open Activity section, enter the required fields (*):

a.
b.

Start Date the date the participant began the ADP.
Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

4. If known, enter the optional fields:

a.

b.
C
d

Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

5. Enter required (*) fields in the Employment Info panel.

~ Hide Employment Info

*Employer Name

Worksite _ |

Address1 _ |
Address2 ' |

City ' sState |MN V| Zip| |
County 'None Selected v Country 'United States ‘V|

Job Title |

sHourly Wage % _

Hours per Week

Employment Type \None Selected "v’|

*Occupational Title
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O*NET ) )
( ) Clear O*NET code for new search.

i Search/Validate O*NET I

Employer Industry -

(NAICS) Clear NAICS code for new search.
Search/Validate NAICS




a. Employer Name

b. Hourly Wage

¢.  Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

*Occupational Title
(O*NET)

Clear O*NET code for new search.
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (=) 1s not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

Run Search | | Cancel |

e. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.

O*NET Code Search

*Search for keyword or code number: MLrs
‘Wildcard indicator (™) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

[ Run Search | [ cancel |

Show 25 () 100 O 200 O 500
Displaying 1 to 25 of 58
Code Tithe - Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
hieart attacks, respiratory distress syndromee, or shodk. May care for
pri- and post-operative patients or perform advanced, invasive
.-::lia-gn-;:-stu; or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

6. Enter optional employment information, if known:
a. Worksite, Address, City, Zjp, County, Country, Job Title, Hours per Week, Employment Type, and
Employer Industry (NAICS):
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* Hide Employment Info

*Employer Name
Worksite _ |
Addressl _ |
Address2 ' |
City ' *State | MN v| zip| |
County None Selected bl Country United States V|

Job Title |

*Hourly Wage s
Hours per Week |

Employment Type \None Selected V]

*0Occupational Title -
[O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET

Employer Industry -

(NAICS) Clear NAICS code for new search.
| Search/Validate NAICS |

16. Enter required (*) information on the School Info panel:
a. School:Select Search/Validate School.

* Hide School Info

*School [ |-
Clear School code for new search.
| Search/Validate School |

17. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

_—
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Murs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

18. If the correct school displays, select the hyperlink to have the code prepopulate into the School/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).
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School Code Search

*Search for keyword or code number:  [Anoka

Wildcard indicator {*) is not needed for keyword search.
Example: Enbering a partial word such as Murs will return results induding nurse, nurses and nursing.

[ Run search | | cancel

Show ® 25 100 200 O son
Displaying 1 to 4 of 4

Code School Name - |Location
1825070 American Homs ll'|5-|'.|EEt0ri Tl’EiI‘II-I'Ig Institute Ancka
1250032 ‘Ancka Technical College

FO0002E Ancka-Hennepin Metro North ABE

2715209 \Anoka-Ramsey Community College

Ancka; Online
Anoka
Cambridge; Coon Rapids; Online

g. Ifthe school is not listed, you may enter the code as 8888888 (seven 8s).
19. Select a School Location from the dropdown options.

*School Location |Nc:ne Selected v

20. Training Program. Select Search/Validate CIP.

*Training Program (CIP) | | -

Clear CIP code for new search.
| Search/\Validate CIP | |

21. In the CIP Code Search, enter search criteria, then Run Search.

CIP Code Search

*Search for keyword or code number. || I

Wildcard indicator (*) is not needed for keyword searcn.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | cancel |

22. If the appropriate code displays, select the hyperlink.
CIP Code Search

sSearch for keyword of code numbern!  Ssoond Langusge
Wikicard indicator (] /s not hesded Tor keyword search

Example; Entenng & pamial word such &b Murs will feturn resulls inciode) nurse, nurses and norieesg
Roun Searth Camcel
shaw 2% ) 100 T app U sea
MHaplayiang b i i o §
Code | TiEh= = L ST EM Diescrigl s
32010 |Second Language Leamisg Mo A program that locuses on the development of proficiency in neading, wTiting,. and speaiing &
[ lalge oF Mngulgds, OLhaf (kA he Mol o, T S Ml 10 peTor T dAny-Ti=day
Blgk s, Inchaled imibrus e o 19 Ude & Badhl Cfremiunicaliss Skl to devilss Bhi Fassmil

s and thidghts
23. Training Title (O*NET): Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.
*Training Title {O*NET) -
Clear O*NET code for new search.
|_ Search/Validate O*NET
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a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number:; [Nurq |

Wildcard indicator (=) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

Run Search | | Cancel |

24. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number: | Nurs

‘Wildcard indicator (™) is not needed for keyword search,
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

[ Run Search | [ Cancel |

Show ' 25 (1100 O 200 O 500
Dizplaying 1 to 25 of 58
Code Tithe - | Description
39-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for
pré- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist.

7. Enter Comments and a Case Note if desired.
g. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

* Hide Case Note

Spell Check

8. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Nnne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

g. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ ¥ Show Adult Career Pathways Seq 1 - Enrolled

Activity 4

h. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected hd
| Next | | Cancel |

Activity
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i. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program  Reports References  Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

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

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case

Manage Program Reports  References Resources H

=rperal

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/1989 MAXIS Case 22335

. * Show SNAP ET Seq 1 - Enrolled

= Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018  Exit Date:

Activity: Subtype: Work Exp Type | Funding Stream Start Date/ Staff: Agency | Action

_ End Date |

Career Counseding Funding Stream SFYI8 (05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty

Add ACP Activity
Activity

)

2. Select Staff-Assisted Job Placement from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff |J:.ﬂ:|15:1n, Becca (Current Primary) »
*Activity Type |5tal‘f Assisted Job Placement hd
Next | Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
b. Activity Subtype
¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
d. Estimated Hours. Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.
5. Enter required (*) fields in the Employment Info panel.

148 | Page



* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs |

‘Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel |

Show ® 25 oo O 200 O 800
Displaying 1 to 25 of 58
Code | Title = Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

29-1141.02 Advanced Practice Psychiatric Nurses Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

6. Enter optional employment information, if known:
a. Worksite, Address, City, Zijp, County, Country, Job Title, Hours per Week, Employment Type, and
Employer Industry (NAICS):

* Hide Employment Info

*Employer Name
Worksite
Addressl |
Address2 |
city sstate | MN V| zip| |
County MNone Selected bl Country United States V|

Job Title ]

sHourly Wage 5
Hours per Week

Employment Type None Selected 'v']

=Occupational Title | | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry |:| -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS |

7. Enter Comments and a Case Note if desired.
h. The case note date will be the Activity Start Date.

150 |Page



~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

8. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

~ Hide Close Activity

End Date | |E]  completion Results  [None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Gam:elﬁ|

j. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

At-A-Glance
Contact Activity Summary
Tickler Becca Johnson Record ID 202013257
) Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled
Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

k. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected N

| Next| | Cancel |

Activity
[. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General

Activity Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Staff-Assisted Job Search in Area
Staff-assisted job search and interview preparation for job(s) within a 50-mile radius.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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| WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

- Show SNAP ET Seq 1 - Enrolied

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018  Exit Date:

Case Note Quick Activity: Sublype: Work Exp Type | Funding Stream Start Date/ |Staff: Agency im:m
ke Nots Saard End Date |
Career Counssiing Funding Stream SFY18 |05/01/2018 [Becca L Johnson |Edit Copy
Open {Hennepin Cty |
Add ACP Activity
Activity
2. Select Staff-Assisted Job Search In Area from the dropdown options, then Next.
Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WS5A 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff ILihnsun, Becca (Current Primary) V|
=AClivity Type | staff Assisted Job Search in Area V|
| Mext | | Cancel |

3. In the Open Activity section, enter the required fields (*):
a. Start Date: the date the participant began the ADP.
b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

* Hide Open Activity

+Start Date 3
Estimated Fnd Date iz |
*Funding Stream None Selected e
Activity Subtype
Estimated Cost % |

Estimated Hours
User Defined Text 1 |
User Defined Text 2 |

User Defined Date |

4. If known, enter the optional fields:
a. Estimated End Date: the date the participant is anticipated to receive their diploma.
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b. Activity Subtype

¢ Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

d. Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.

e. User Defined Text fields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.
5. Enter Comments and a Case Note if desired.

a. The case note date will be the Activity Start Date.

~ Hide Comments

| Spell Check

=

* Hide Case Note

| spell Check

6. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

~ Hide Close Activity

End Date | | i completion Results |None Selected v
Actual Cost $ | | Actual Hours |:|
 Save Save and Open New Activity Canceﬂ

a. Save. The Activity Summary will display.
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WORKFORCE ONE

Home Search My Tasks

General

Becca Johnson

Recent Work Manage Case

Birth Date 07/13/1989

Manage Program Reports References Resources

© Activity saved.

Activity Summary

Record ID 202013257
MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note

‘ v Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to

Entering Activities.

WORKFORCE ONE

My Tasks

Home Search

General

Becca Johnson

Recent Work Manage Case

Manage Program Reports References Resources

@ Activity saved.

Adult Career Pathways Activity

Record ID 202013257

Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018

Case Note

Entered by Becca L Johnson

*Assign to Staff Johnson, Becca (Current Primary) V|

*Activity Type None Selected v

Activity

c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary

page will display.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

Manage Program Reports References  Resources

General o
Activity Summary
Becca Johnson

Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled
Case Note

Staff-Assisted Job Search Out-of-Area

Staff-assisted job search and interview preparation for job(s) outside a 50-mile radius.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.

WORKFORCE ONE

Home Search My Tasks Reoent Work  Manage Case Manage Program Reports  Relerenoes Resources H

Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

|~ Show SNAP ET Seq 1 - Enrolled

= Hide Adult Career Pathways Seq 1 - Enrolled
Case Nole

Enrollment Date: 04/26/2018  Exit Date:

| Activity: Subtype: Work Exp Type | Funding Stream Start Date/ is:tarr: Agency | Action

. . End Date

Career Counsefing Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy
Open Hennepin Cty

Add ACP Activity

)

2. Select Staff-Assisted Job Search Out-of-Area from the dropdown options, then Next.
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Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1

Agency: Location Hennepin County: WERC WSA 09

Enrollment Date 04/26/2018

Entered by Becca L Johnson
#Assign to Staff |J|:lhn5|:|r|, Becca (Current Primary] v
*Activity Type | Staff Assisted Job Search out of Area v

| Next | | Cancel |

3. In the Open Activity section, enter the required fields (*):

a.

Start Date the date the participant began the ADP.

b. Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.

~ Hide Open Activity

*Start Date i
Estimatred Fnd Date | i

*Funding Stream :Nnne Selected V:
Activity Subtype '
Estimated Cost s

4. If known,
a

b.
C
d

Estimated Hours |

User Defined Text 1 _ |
User Defined Text 2 |
User Defined Date ' '

enter the optional fields:
Estimated End Date: the date the participant is anticipated to receive their diploma.
Activity Subtype
Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.
Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from
the Start Date through Estimated End Date.
User Defined Text fields may be entered per each organization’s discretion. Text entered here may be
used by organizations to pull specific data through Search > Advanced Search.

5. Enter Comments and a Case Note if desired.

a.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

6. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance

Contact Activity Summary

Tickler Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Demographics
Work Preferences

MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
_ ‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note

Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1

Agency: Location
Enrollment Date 04/26/2018

Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity

c. Cancel.
i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

References Resources

Manage Program Reports

General

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

| ~ Show SNAP ET Seq 1 - Enrolled

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note

Uncompensated Work Experience

This activity is used when a participant is in a temporary unpaid employment experience in the public, private
nonprofit, or private sector.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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| WORKFORCE ONE

General

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H
Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

M-H_wm Resume

* Hide Adult Career Pathways Seq 1 - Enrolled

Add Case Note Enrollment Date: 04/26/2018  Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Fur|ding Stream Start Date/ Staff: Agency  |Action
Case ) g End Date |
. Career Counseling Funding Stream SFYI8 |05/01/2018 |Becca L Johnson |Edit Copy
Open  |Hennepin Cty
Eligibility/Enroliment | Add ACP Amwtyw
Activity

2. Select Uncompensated Work Experience from the dropdown options, then Next.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC W5A 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
=Assign to Staff \Johnson, Becca (Current Primary) V|
*Activity Type Uncompensated Work Experience V|
| Mext | Cancel |

3. In the Open Activity section, enter the required fields (*):

a.

b.

4. If known,
a.

b.
C
d

Start Date: the date the participant began the ADP.

Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
enter the optional fields:

Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from

the Start Date through Estimated End Date.

User Defined Text fields may be entered per each organization'’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.

5. Enter required (*) fields in the Employment Info panel.
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* Hide Employment Info

*Employer Name
Worksite .
Addressl |
Address2 |
City ' *state |MN  v| zip| |
County Mone Selected A4 Country United States V|

Job Title |

*Hourly Wage -]
Hours per Week

Employment Type \None Selected V]

*0ccupational Title | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS

a. Employer Name

Hourly Wage

¢. Occupational Title (O*NET): Select Search/Validate O*NET to find the code associated to the
participant’'s employment:

Sy

*0Occupational Title | .
(O*NET)

Clear O*NET code for new search,
| Search/validate O*NET |

d. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
O*NET Code Search

*Search for keyword or code number: [Nursl |

Wildcard indicator (*) 15 not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

e. Ifthe appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not
display, return to O*NET Code Search.
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O*NET Code Search

*Search for keyword or code number:  [Nurs |

‘Wildcard indicator (*) is not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing.

| Run Search | | cancel |

Show ® 25 oo O 200 O 800
Displaying 1 to 25 of 58
Code | Title = Description

F9-1141.01 | Acute Care Nurses Provide advanced nursing care for patients with acute conditions such as
heart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnaostic or therapeutic procedures.,

29-1141.02 Advanced Practice Psychiatric Nurses Pravide advanced nursing care for patients with psychiatric disorders.
May provide psychotherapy under the direction of a psychiatrist,

6. Enter optional employment information, if known:
a. Worksite, Address, City, Zijp, County, Country, Job Title, Hours per Week, Employment Type, and
Employer Industry (NAICS):

* Hide Employment Info

*Employer Name
Worksite
Addressl |
Address2 |
city sstate | MN V| zip| |
County MNone Selected bl Country United States V|

Job Title ]

sHourly Wage 5
Hours per Week

Employment Type None Selected 'v']

=Occupational Title | | .
(O*NET)

Clear O*NET code for new search.
| Search/Validate O*NET |

Employer Industry |:| -

(NAICS) Clear NAICS code for new search.
| search/Validate NAICS |

7. Enter Comments and a Case Note if desired.
i. The case note date will be the Activity Start Date.
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~ Hide Comments

spell Check |

~ Hide Case Note

Spell Check |

22. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.

T Hide Close Activity

End Date | |ﬁ Completion Results |None Selected v
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬂ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance
Contact Activity Summary
Tickler Becca Johnson Record ID 202013257
. Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences
MN Works Resume ‘ ~ Show SNAP ET Seq 1 - Enrolled
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enrollment
Activity

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to Entering
Activities.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References Resources

At-A-Glance
Contact Adult Career Pathways Activity
Tickler Becca Johnson Record ID 202013257
) Birth Date 07/13/1989 MAXIS Case 22335
Demographics
Work Preferences Program Seq 1
(0 S DI Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
HLIETER I *Assign to Staff Johnson, Becca (Current Primary) V|
Case Note Quick *Activity Type None Selected v

Case Note Search

CoR— [ (o

Program/MNew App
Eligibility/Enrollment
Activity

c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary page
will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program  Reports References  Resources

General o
[ — Activity Summary
Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics

~ Show SNAP ET Seq 1 - Enrolled
Work Preferences |

MN Works Resume
Case Note

| ¥ Show Adult Career Pathways Seq 1 - Enrolled

Add Case Note
Case Note Quick
Case Note Search

Program/New App
Eligibility/Enroliment
Activity
Work Readiness Skills Training

Instruction in job-seeking techniques including, but not limited to, soft skills such as professionalism or
communication and teamwork, online job search tools, resume writing, mock interviews, job skills assessments, job
search clubs, or other direct training or support activities.

1. From Cases > Activities > Add ACP Activity within the Adult Career Pathways Enrolled sequence.
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WORKFORCE ONE |

General

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resources H
Activity Summary

Becca Johnson Record 10 202013257
Birth Date 07/13/198% MAXIS Case 22335

= Show SNAP ET Seq 1 - Enrolled

ﬁu_m Resumne

* Hide Adult Career Pathways Seq 1 - Enrolled

Add Case Note Enrollmaent Date: 04/26/2018  Exit Date:
Case Note Quick Activity: Subtype: Work Exp Type |Funding Stream Start Date/ | Staff: Agency | Action
- End Date I
: Career Counssling Funding Stream SFY18 |05/01/2018 |Becca L Johnson |Edit Copy

Cases Open Hennepin Cty
Program/Mew App _
Eligibility/Enroliment | Add ACP Activity

Activity

2. Select Work Readiness Skills Training from the dropdown options, then Next.

Adult Career Pathways Activity

ecca Johnson Record ID 202013257
irth Date 07/13/1980 MAXIS Case 22335
Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enroliment Date 04/26/2018

Entered by Becca L Johnsan
*Assign to Staff I‘Jﬂhnsun, Becca (Current Primary)
*Activity Type | work Readiness Skills Training L
| Next | | Cancel |

3. In the Open Activity section, enter the required fields (*):

a.
b.
4. If known,
a.

b.
C
d
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Start Date: the date the participant began the ADP.

Funding Stream: select the appropriate grant funding stream which is supporting the selected activity.
enter the optional fields:

Estimated End Date: the date the participant is anticipated to receive their diploma.

Activity Subtype

Estimated Cost:If activity will be charged to the specified Funding Stream, enter the estimated cost.

Estimated Hours: Enter the hours that the participant is expected to be engaged in this activity from

the Start Date through Estimated End Date.

User Defined Text fields may be entered per each organization’s discretion. Text entered here may be

used by organizations to pull specific data through Search > Advanced Search.



* Hide Open Activity

+Start Date =3
Estimated Fnd Date =

*Funding Stream |Nnne Selected b
Activity Subtype
Estimated Cost s

Estimated Hours |

User Defined Text 1 |
User Defined Text 2 |
User Defined Date -

5. If known and applicable, enter optional information on the School Info panel:
a. School:Select Search/Validate School.

* Hide School Info

School -

Clear School code for new search.
L— S—T

! Search/Validate School |

6. In the School Code Search, enter the name or code number of a school, then Run Search.

School Code Search

| *Search for keyword or code number: | |

—
Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | Cancel |

7. If the correct school displays, select the hyperlink to have the code prepopulate into the Schoo/field on the
activity.
a. If the correct school does not display with the criteria you used (such as the school name), try the
School Code Search again with another criteria (such as “community” or “college”).

School Code Search

*Search for keyword or code number:  [Anoka

Wildcard indicator {*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results incuding nurse, nurses and Aursing.

| Run Search | | Cancel

Show ® 25 () 100 ) 200 () 500
Displaying 1 to 4 of 4
Code School Name - |Location
1825070 American Home Inspectors Training Institute Ancka
1250032 Ancka Technical College Ancka; Online
FODO02E Anoka-Hennepin Metro North ABE |An¢-|-<a

271520 Anoka-Ramsey Community College |Eam|:|r1|:.'rge; Coon Rapids; Online
b. If the school is not listed, you may enter the code as 8888888 (seven 8s).
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8. Select a School Location from the dropdown options.

School Location Mone Selected W

9. Training Program. Select Search/Validate CIP.

Training Program (CIP) -

Clear CIP code for new search.
Search/Validate CIP

10. In the CIP Code Search, enter search criteria, then Run Search.

CIP Code Search

*Search for keyword or code numbr..: || |

Wildcard indicator (*) is not needed for keywora searcn.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search | | Cancel |

11. If the appropriate CIP Code displays, select the hyperlink.

CIP Code Seanch
“Seanch for keyword or osde numibert A kil

Wikdcard indicabtor {® ) & not needed for keywond s=arch
Exsmple: Entering o partsal word such a5 Nurs will retum results indhiafing Nurse, FRINSES and Nuwsing

R Gegrch Cancel

Ao % 28 L 10 100 L S
Barglavig e 3wl 3

Cpite Title = Is STUM Descriplian
| 1401101 Basr, Skills and DevelopmentslBemadial Bducatmon, Genens =] A _:lr"-r'n! program thet focuses on the fendamental knowkedge and skils Pa individuals need
1s functisn productivedy in SHoiety
12.81598 PBasic Skilly gnd Developmentsl/ Remedisd Eduiabor, DHher | Arrg instructional program in basic §Kifs not leted sbowe
3111 wierkfares Devilegeman &hd T rhruric & A prggram Thal Tecufés of Barming oF b
PETTONMANCE, PIOMoLE chrger developenient

12. Training Title (O*NET). Select Search/Validate O*NET to find the code associated to the participant’s short- or
long-term employment goals as outlined in their Individual Employment Plan.

Training Title (O*NET) -

Clear O*NET code for new search.
Search/Validate O*NET

a. In O*NET Code Search, enter a keyword or code number in the search, then Run Search.
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https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=411

O*NET Code Search

*Search for keyword or code number; INUI‘SI |

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

I Run Search | | Cancel |

13. If the appropriate O*NET code displays, select the hyperlink. If the correct O*NET code does not display, return to
O*NET Code Search.

O*NET Code Search

*Search for keyword or code number:  |Nurs
‘Wildcard indicator (*) ks not needed for keyword search,
Example: Entering a partial word such as Nurs will return results induding nurse, nurses and nursing,

| Run Search | | Cancel |

Show 825 (oo O 200 O 500
Dizplaying 1 to 25 of 58
Code Title ~ Description
29-1141.01 | Acute Care Nurses Provide advanced nursing care fior patients with acute conditions such as
hieart attacks, respiratory distress syndrome, or shodk. May care for
prie- and post-operative patients or perform advanced, invasive
diagnostic or therapeutic procedures.,

29-1141.02 | Advanced Practice Psychiatric Nurses Provide advanced nursing care for patients with psychiatric disorders.

May provide psychotherapy under the direction of a psychiatrist.

14. Enter Comments and a Case Note if desired.
a. The case note date will be the Activity Start Date.

~ Hide Comments

Spell Check |

* Hide Case Note

spell Check |

15. Do not enter information into the Close Activity panel at this time. This section will be completed when the
activity is closed. Select from the following options: Save, Save an Open New Activity, or Cancel.
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T Hide Close Activity

End Date | |ﬁ Completion Results |Nnne Selected w
Actual Cost $| | Actual Hours |:|
 Save Save and Open New Activity Cancelﬁ|

a. Save. The Activity Summary will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case

General @ Activity saved.

Manage Program Reports References Resources

Activity Summary
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

‘ ~ Show SNAP ET Seq 1 - Enrolled

Case Note
‘ ~ Show Adult Career Pathways Seq 1 - Enrolled

Activity p

b. Save and Open New Activity. The Adult Career Pathways Activity page will display. Return to
Entering Activities.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case  Manage Program Reports References  Resources

General @ Activity saved.

Adult Career Pathways Activity

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1

Agency: Location
Enrollment Date 04/26/2018

Case Note
Entered by Becca L Johnson
*Assign to Staff Johnson, Becca (Current Primary) V|
*Activity Type None Selected v

Activity
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c. Cancel.

i. Information entered into this Activity will be canceled and not saved. The Activity Summary
page will display.

WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources

. Activity Summary

Contact Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Tickler

Demographics

~ Show SNAP ET Seq 1 - Enrolled
Work Preferences |

MN Works Resume
Case Note

Add Case Note

Case Note Quick

| ~ Show Adult Career Pathways Seq 1 - Enrolled

Case Note Search

Program/New App
Eligibility/Enroliment
Activity

Credentials

WorkforceOne (WF1) Credentials are used to record certificates and credentials obtained by the participant as a
result of participating in the program. As Credential attainments are used to monitor compliance with the grant
program contract and expected outcomes, it is important to capture all recognized certificates and credentials.

1. From with Person At-A-Glance page, select Cases > Credential.
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WORKFORCE ONE

Home Search My Tashks Recent Work  Manage Case Manage Program Reports  Referenoes Rosouroes Help

General

Person At-A-Glance

Becca Johnson Record 1D 202013257
Birth Date 07 f13/7 1989

Name and Mailing Address

Becca Johnson

General Delivery

Blaine MN 55449

The geo-coding search was unable to verify this address, The address is not valid for Work Preferences or
Talent Pool Search.

No Phone Data Available

Birth Date 07/13/1989

Primary E-mail

Secondary E-mall

Record 1D 202013257 Last 4 S5M 3213
Program Status |Application Enroll Date |Exit Date |Closed from |Last COFFR

Date App Date Follow-up
Date

ACP Seq L Enrofled |04/26/2018 [04/26/2018 Henn/Carver [(9)

| person Search Results |

2. Select Add Credential.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Progranm Reports References RESOUINTeS Help

Credential Summary

Becca Johnson Record 1D 202013257
Birth Date 07/13/1980

Mo credentials exist for this person.

([

Credential

3. Program Sequence. Select Adult Career Pathways.
4. Credential Type. Options include:

a. Occupational Skills Certificate

b. Occupational Certification
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Technical/Occupational Skills License
Certificate of Completion of an Apprenticeship
AA or AS Degree

BA or BS Degree

Master’s Degree

Doctorate Degree

Other Recognized Credential

Credential Pending

No Credential Attained

AT T @ e o0

Credential Type Definitions

Credential

Definition

AA or AS Degree

Associate of Arts or Associate of Science degree.

BA or BS Degree

Bachelor of Arts of Bachelor of Science degree.

Certificate of
Completion of an
Apprenticeship

A certificate obtained upon the successful completion of an apprenticeship.

Credential Pending

A Credentialed Coursework/Training activity has been opened and the
participant expects to earn a credential, but it is pending.

Doctorate Degree

Doctorate degree.

High School
Equivalency

High School Diploma, General Education Diploma (GED), or Adult Diploma
Program certificate.

Master's Degree

Master's degree.

No Credential
Obtained

No credentials or certificates have been obtained by the participant.

Occupational Skills
Certificate

A certificate, which is not an industry-recognized credential, obtained that is
specific to an occupation.

Examples include Soldering, Personal Care Attendant (PCA)

On-Ramp Certificate

Skilled training will likely result in a certificate that is relevant to a kay industry
sector coupled with pre-employment training. On-Ramp certificates are not
required to meet the definition of what the Department of Labor (DOL)
identifies as an industry-recognized credential in order to meet the needs and
skill level of the population.

Examples include ServSafe, Bank Teller Training, Cable Company Customer
Service, and Northstar Digital Literacy.

Other Recognized
Credential

Department of Labor (DOL) Industry-Recognized Credential.
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Credential Definition

A license that is specific to a technical career or specific occupation which is
required or beneficial for a participant to obtain employment in the specified
career sector.

Technical/Occupational
Skills License

Examples Commercial Driver’s License (CDL), Food Manager Certificate.

Support Services

WorkforceOne (WF1) Support Services are used to record direct participant expenses which were received during the
program enrollment and purchased out of grant funds. It is important to capture all support services received and
that they align with each request for grant funds. Support services are payments which assist participants in engaging
in activities approved in the individual employment plan.

Please note: support services provided must be pre-approved within the organizations’ negotiated contracted work
plan with the Minnesota Department of Employment and Economic Development (DEED).

1. From with Person At-A-Glance page, select Service > Support Services.

Program/MNew App Primary E-mail
Eligibility/Enroliment Secondary E-mail
Activity Record 1D 202013257 Last 4 55N 3213
MAXIS Case 22335 MAXIS PMI 56489654
TAM
Flan Program Status |Application Enroll Date |Exit Date |Closed from |Last
Credential Date |App Date  |Follow-up
| | | Date

Reporting Collection TR e—" = e

SNAP ET Seq 1 Enrolled [05/01/2018 |05/04/2018
Youth Performance vy | | |

ACP Seq 1 _Enrl:-lied 1D426/2018 |04/26/2018

Participation Hours
Exit

Fallow-Up

Case Assignment
Sarvice Model

Add Document
Document Summary

MAXIS
Incoming Status Update

i%

Support Service

2. Select Add Support Service within the Enrolled ACP Sequence.
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| WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manage Program Reports Relersnces RESouroes Help

General

| Support Services Summarnry

Becca Johnson Record 1D 202013257
Birth Date 07/ 13/ 1989 MAXIS Case 23335

* Show SNAP ET Seq 1 - Enrolled

MM Works Resumse

Add Case Mote
Case Mate Quick

= Hide ACP Seq 1 - Enrolled

Mo Suppdrt services found,

| Add Support Service |

(Cases |
3. Staff Assigned. Update staff member if necessary from the dropdown options.
4. Select the applicable Support Service type from the dropdown choices. Options are listed in the Support Services
Definitions.
5. Service Date enter the date the cost was incurred.
6. Actual Amount: enter the actual amount the organization spent on the specified support service. If the support
service was obtained at a discounted price, enter the amount actually paid (not the value).

7. Funding Stream: select the funding stream which paid for the support service from the dropdown options.
8. Save.

Support Service Add/Edit
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq Adult Career Pathways Seq 1
Entered by Becca L Johnson
*Staff Assignea |]nhn5n-n_ Becca L (Current Primary Staff) V|
*Support Service [Mone Selected W
*Service Date [ |
*Actual Amount %
*Funding Stream AIOIC/NWICDC Split Test SFY18 ~'~-*|
Addinonal Description [Jadd as Case Note

Spell Chack i

| Save | | Save and Add Support Service | | Cancel
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Support Service Definitions

Support Service

Definition

Child and Dependent Care

Costs associated to the cost of a care of a child or dependent in order for them to
participate in activities approved in the individual employment plan.

Educational Testing

Education testing which is not part of a formal training program.

Emergency Financial
Assistance

A payment necessary to stabilize the participant in order to be able to complete
training and/or employment goals.

Housing and Rental
Assistance

Payments to vendors on behalf of the participant in order to obtain or sustain
permanent housing.

Medical Services

Expenses for costs including dental, health care, health insurance, drug & alcohol
counseling, personal counseling, or other medical services.

Supplemental Training
Materials

Books, fees, supplies, etc. to complete a training program, which is not covered by
tuition/fees. Note: tuition/fees are not recorded as a direct participant expense
under support services, rather, it is a training cost.

Example: Participant is enrolled in a phlebotomy training and needs supplemental
materials above and beyond the required course materials in order to successtfully
complete training.

Temporary Shelter

Emergency housing for a participant experiencing housing instability insecurity.

Tools and Clothing

Tools and clothing required for job interviews or to sustain employment.

Note: Tools and clothing required as part of a training program are not a support
services, but rather a direct customer training expense.

Transportation

Costs associated to transportation to complete training, interview for a job, or
sustain employment.

Individual Employment Plan

WorkforceOne (WF1) Plans are used to record the participant’s work plan and goals in relation to program
participation. The Individual Employment Plan (IEP) is an ongoing strategy to identify employment goals,
achievement objectives, and an appropriate combination of services including support services. The IEP policy may
be found on the Policy and Guidance section of DEED’s website. The IEP can be a paper document maintained the

participant’s file, or it may be entered online in WF1. The IEP must be updated accordingly to reflect any changes in

the participant’s plan.

1. From with Person At-A-Glance page, select Cases > Plan.
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WORKFORCE ONE

Home Search My Tasks Recent Work Manage Case Manage Program Reporls References Hesources

General

Person At-A-Glance

Becca Johnson Record 1D 202013262
Birth Date 07/13/1980

MName and Mailing Address

Becca Johnson

DEED Headquarters

Si. Paul MN 55101

The geo-coding search was unable to verify this address. The address Is nat valid for Work Preferences or
Talent Pool Search.

Mo Phone Data Available

Cases Birth Date 07/13/1989
W AL Primary E-mail
Secondary E-mail
Record 1D 202013262 Last 4 85N 3867
Program Status Application Enroll Exit (Closed Last COFFR
Date Date Date | from Follow-
App Date  up
: ; o e
ACP Seq 2 Clased from  |06/07/2018 0E/07/2018 METF (10}

2. Select Add Plan within the Adult Career Pathways — Enrolled sequence.

WORKFORCE ONE |

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Relerences Resouroes ]

General

Plan Summary

Becca Johnson Record 1D 202013262
Birth Date 07/13/1989

|~ H e ACP Seq 3 - Enrolled

|No plans found.

[ Add pian |

3. In the Plan Mode dropdown, select either Online or Paper.
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WORKFORCE ONE

Hoimwr  Search My Tasks Recent Work  Manage Case Manage Program Heports  Referenoes Hesources I

Lricmweral

Adult Career Pathways Employment Plan

Becca Johnson Record 1D 202013262
Birth Date 07 /13719689
Program Seq 3
Agency: Location Mermick Community Services: St Paul
Entered by Bacea L Johnson
Staflt Assigned Becch L Johngon
*Plan Mode

| Save and Continue | | Cancel |

Paper Plan
1. If the IEP is a paper document, select Paper, then Save and Continue. If the IEP will be entered online, proceed to

the Online Plan.

WORKFORCE ONE

Home Search My Tasks Recenl Work M.llu._u_w_ Case Manage Program Reports  Refersnoes Resouroes

" Adult Career Pathways Employment Plan

Becca Johnson Record 1D 202013262
Birth Date 0713/ 1989

Program Seq 3

Agency: Location Memmick Community Serwvices: 5t. Paul

Entered by Becca L Johnson

Stall Assigned Becca L Johnson
*Plan Mode Paper v

| save and Continue |  cancel |

Plan

2. The Start Date prepopulates to the current date. Update it, if necessary, to the date the IEP was signed.
3. The Review Date prepopulates to one year from the current date. Update it, if necessary, to one year from the

date the IEP was signed.
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4. Enter the date IEP was signed in Confirmation Date.

WORKFORCE ONE |

Home Search My lashks Recent Work Manago Case Manage Program Heports Heferenoes Resources H

General

Bdult Career Pathways Employment Plan

Becca Johnson Record 1D 202013262
Birth Date 07/13/1989
Program Seq 3
Agency: Location Mesrrick Community Services: St, Paul
Entered by Becca L Johnson
Stall Assigned Becca L Johnson
Case Note
PFlan Mode Paper
= Hide Case Note
A
. W
Man spell Chek
Plan Status Pending
-start Date or/z7fzoe |2
‘ Review Date o7/27/2010 | O3
*Confirmation Date I‘E

[ save and Acuvate | [ save asPending | | Delete Pending Plan |

5. Select Save an Activate if the IEP is complete with all necessary components and signatures.
a. Select Save as Pending if the IEP is incomplete.
b. Delete Pending Plan to cancel the IEP entry.
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WORKFORCE ONE

Home Search My Tasks Reoent Work Manage Case Manage Program Reports References Resournoes k

Adult Career Pathways Employment Plan

Record ID 202013262

Becca Johnson
Birth Date 07/13/ 1980
Program Seq 3
Agency: Loecation Merrick Community Services: S Paul
Entered by Becca L Johnson
- Stall Assigned Becca L Johnson
Case Nole
Plan Mode Paper
|~ Hide Case Mote
Plan Status Pending
*Start Date 07/27/2018 |22
Review Date o7/27/2me | H
Confirmation Date 2

= | save and Activate | | Save as Pending | [ Delete Pending Plan |

Online Plan
1. From Add Plan, select On/ine as the Plan Mode, then Save and Continue.
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WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Referenoes Resountes

General

Adult Career Pathways Employment Plan

Becca Johnson Record 1D 202013262
Birth Date 07 /1371989

Program Seq 3

Agency: Location Merrick Community Services: St. Paul

Entered by Becca L Johnson

Staff Assigned Becca L Johnson

“Plan Mode online  +|

| save and Continue | | Cancel |

4

Plan

2. Enter the participant’s Full Legal Name, including middle names and suffixes if applicable.

WORKFORCE ONE

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  Referer

General

Adult Career Pathways Employment Plan
Becea Johnson F

Birth Date 07/13/1989
Program Seq 3
Agency: Location Merrick Community Services: 5t. Paul
Entered by Becca L Johnson
Staff Assigned Becca L Johnson
Plan Mode Online
< *Full Legal Name [

3. Expand the Goals section and enter the participant’s short- and long-term goals.
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Add Case Note Plan Mode online
Case Note Quick *Full Legal Name
Case Note Search
Program,/Mew App
Eligibility/Enrollment
Activity
TAA
Plan

4. Within Plan Sections, Add Section. Options include:
a. Assessment

b. Barriers
c. Child Care
d. Employment
e. Tunderstand that or agree to:
f. Other
g. Support Services
h. Training
i. Transportation
Assessment

1. An Objective Assessment is a required component of an IEP. Select Assessment, then Add Section.
* Hide Plan Sections

No plan sections added.

*Add Section | Assessment VE; Add Section |

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.
a. Add Action Step:

* Hide Action Steps

| Add Action Step | | Add Custom Step

Start By
Expected Completion By '

1. Select an Action Step from the list, then Continue.
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Action Steps

| Continue | | Cancel

CIselect All

Select |A.ctinn Steps
[, |ABLE: {Results}

BEST Literacy: {Results}

BEST Plus: {Results}

Campbell Interest and Skill Survey (CISS): {Results}
CAPS/COPES/COPS: {Results}

Career Assessment Inventory: {Results}

Career Scope/Interest Inventory/Ability Profile: {Results}
CASAS (Life Skills): {Results}

CHOICES: {Results}

Communication style: {Results}

Desired wage: {Amount or range}

GAIN: {Results}

1000 oddaooagdddnn

Holland: {Results}

ii. The Action Step chosen (which in this example was TABE) will require additional information
(which in this example, the additional information requested are the results of the assessment).
Select Results or whatever hyperlink displays for the chosen action step.

* Hide Action Steps

* TABE (7-8, 9-10): Results Delete

| Add Action Step | | Add Custom Step |

Start By
Expected Completion By

iii. Complete the Text Entry for Results, then select OK.
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Text Entry
TABE (7-8, 9-10): Results

| I* Results
I

| oK | | cancel |

b. Add Custom Step:

* Hide Action Steps

Add Action Step | | Add Custom Step |

Start By
Expected Completion By

i. Type the participant’'s Custom Step in the text box.
T Hide Action Steps

* TABE (7-8, 9-10): Scored 7.5 on reading and 5.5 on math. Delete

[ | Move up Delete
| |
[ —

| Add Action Step | | Add Custom Step

Start By |
Expected Completion By |

3. Continue adding appropriate Action Steps or Custom Steps to the plan section
4. Expand the Comments for Printed Plan text box and enter comments if necessary.

* Hide Comments for Printed Plan
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5. If a referral was made in relation to the entries above, expand the Referral section and Add Referral.

* Hide Referral

| Add Referral |

a. Enter Referral Information.

* Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2

City State MM v Zip
Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.
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~ Hide Action Steps

= TABE (7-8, 9-10): Scored 7.5 on reading and 5.5 on math. Delete

This is a Custom Step. Move up Delete

Add Action Step | | Add Custom Step |

Start By
Expected Completion By

* Show Comments for Printed Plan

* Show Referral

Spell Check |

| Save Section | [ Cancel |

Barriers
1. Select Barriers from Plan Sections > Add Section to record any barriers the participant has to participation in
the program or obtaining employment.

* Hide Plan Sections

Plan Section Review Include in Action
Printed Plan
Assessment |Complete |;ves L |E|:I|t Delete
*Add Section |Barriers v || Add Section |

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.
a. Add Action Step:

~ Hide Action Steps

| Add Action Step | [ Add Custom Step |

Start By
Expected Completion By '
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1. Select an Action Step from the list, then Continue.

Action Steps

] | Continue | | Cancel |

O select all

Select | Action Steps
[ |Age: {Provide specifics}.

O !:'Attitude toward work: {Provide specifics}.

[J |Basic skills deficient: {Provide specifics}.

M| I; Behavior patterns affecting employment potential: {Provide specifics}.
[0 Computer skills: {Provide specifics}.

[0 Criminal background: {Provide specifics}.

O Disability status: {Provide specifics}.

[] Family issues: {Provide specifics}.

[1  |Financial resources and needs: {Provide specifics}.

[1 IEHeaIth: {Provide specifics}.

[0 |Housing: {Provide specifics}.

] Fldennncatmn documents (state ID, social security card, birth certificate, etc): {Provide specifics}.

1 |Intermet access at home: {Provide specifics}.

ii. The Action Step chosen (which in this example was Computer Skills) will require additional
information (which in this example, the additional information requested are specifics about
what computer skills are necessary). Select Provide Specifics or whatever hyperlink displays
for the chosen action step.

* Hide Action Steps

* Computer skills:  Provide specifics Delete
Add Action Step | | Add Custom Step |
Start By

Expected Completion By

iii. Complete the Text Entry for Provide Specifics, then select OK.
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Text Entry

Computer skills: Provide specifics.

*Provide specifics
I

| OK | | Cancel

b. Add Custom Step:

* Hide Action Steps

| Add Action Step | | Add Custom Step |

Start By i
Expected Completion By

iv. Type the participant’'s Custom Step in the text box.

~ Hide Action Steps

* Computer skills: Microsoft Word and Excel training needed for Office and Delete
Administrative Technology Training. .

= Move up Delete

| Add Action Step | | Add Custom Step

Start By |
Expected Completion By |

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.
4. Expand the Comments for Printed Plan text box and enter comments if necessary.
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T Hide Comments for Printed Plan

5. If a referral was made to address barriers entered above, expand the Referral section and Add Referral.

* Hide Referral

| Add Referral |

6. Enter Referral Information.

T Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2

City State MM v| Zip
Phone

7. Once finished with Action Steps, Comments, and Referral information, Save Section.
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~ Show Action Steps

* Show Comments for Printed Plan

* Show Referral

Spell Check

| save Sectian_f | Cancel |

Child Care
1. Select Child Care from Plan Sections > Add Section to record any child care needs of the participant.

* Hide Plan Sections

Plan Section Review Include in Action
Printed Plan
Assessment |{Complete Yes v Edit Delete
Barriers Complete |~n="-5 v| Edit Move up Delete
*Add Section :Chnd Care M i| Add Section |

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own
a. Add Action Step:

~ Hide Action Steps

Add Action Step | | Add Custom Step |

Start By
Expected Completion By

i. Select an Action Step from the list, then Continue.
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Action Steps

[ Iselect all

Select | Action Steps
1 |cChild care provider must be licensed by the MM Dept of Human Services.,

[ Child care provider must submit charges on our form, stating rates and days and hours of services provided.
| Zlaims must be submitted {timeframe}.

[1 |v'omplete child care application and return to your job counselor/case manager by {timeframe}.

[0 |l ook for and get child care by {timeframe}.

[ |tayment will be based on funding available and may be adjusted If needed.

| teimbursement will cnly be made for the time you are in attendance at the training program approved by this plan.

[] Research child care providers and choose primary and back-up providers by {timeframe}.
O |The maximum reimbursement will be ${maximum amount} per family.

F’c’uﬁnﬁ - Cancel !

ii. The Action Step chosen (which in this example was Look for and get child care by) will require
additional information (which in this example, the additional information requested is a
timeframe). Select Timeframe or whatever hyperlink displays for the chosen action step.

* Hide Action Steps

* | ook for and get child care by timeframe . Delete

| Add Action Step | | Add custom Step

Start By | ]
Expected Completion By [ ]

iii. Complete the Text Entry for Timeframe, then select OK.

Text Entry
Look for and get child care by timeframe.

*timeframe

[ |
I|E| | Cancel

b. Add Custom Step:
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~ Hide Action Steps

= Look for and get child care by 8/27/18 . Delete

Add Action Step | | Add Custom Step |

Start By [ |
Expected Completion By | |

i. Type the participant’'s Custom Step in the text box.
* Hide Action Steps

* Look for and get child care by 8/27/18 . Delete
= l Move up Delete
— —

| Add Action Step | | Add Custom Step |

Start By | |
Expected Completion B',r| |

2. Continue adding appropriate Action Steps or Custom Steps to the plan section.

3. Expand the Comments for Printed Plan text box and enter comments if necessary.

T Hide Comments for Printed Plan

4. 1If a referral was made in relation to the entries above, expand the Referral section and Add Referral.
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* Hide Referral

Add Referral |

5. Enter Referral Information.

* Hide Referral

Add Referral

Delete Referral

*Referred To |

Address1

Address2

City State MN v Zip

Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.

* Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| Save Sectian_j | Cancel
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Employment
1. Select Employmentfrom Plan Sections > Add Section to record action steps related to employment

~ Hide Plan Sections

Plan Section Review Include in |Actiun
Printed Plan |
Assessment Complete 'E |Er|il: Delete
Barriers Complete YEg W Il-'_l:ht Move up Delete
Child Care Complete .|'~r35 v il:‘dut Move up Delete
*Add Section | Employment V-I : Add Section j

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.

a. Add Action Step:

~ Hide Action Steps

| Add Action Step | | Add Custom Step |

Start By
Expected Completion By

i. Select an Action Step from the list, then Continue.

Action Steps
| Continue | | Canced |
Saject All
Displaying 1 to 30 of 30

Select ;.ﬁr.'l.l-nn Sleps

{Action} one-page marketing plan (se¢ packet)

Altend {workshop/dass} on {day{s). time, location}.

Albend local networking groups {whene and when .

Choose {rnumber people 1o use 8% referances. Ask each person il they would mind being & professsonal reference for you and give thermn an updated copy
of your resumae.

Complete and submit cover letter to job counselar/iase manager
Complete and Subwmitl resurme 1o job counselonCase manager.
Conduct job search, induding {yow tasks}, until empioyped.
Cooperate with post-placement fallow-up.,

Create your brand,

Give resume to {whorm} within {dmeframs}.

|1 Becepting & part-time job, sulsmit & ketter from iy employes stating that you have been hired on & part-time basis. and the sverage number of hours
| wark per week,

ii. The Action Step chosen (which in this example was Attend workshop/class on
day(s)/time/location) may require additional information (which in this example, the additional
information requested is a workshop/class and day(s)/time/location). Select the hyperlink(s)
displayed to complete the chosen action step.
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~ Hide Action Steps

= Attend| workshop/dass on day(s), time, location .

Start By
Expected Completion By

iii. Complete the Text Entry, then select OK.

Text Entry
Attend workshop/class on day(s), time, location.

*workshop/class

Delete

[
L

oK

b. Add Custom Step:
~ Hide Action Steps

+ attend Job Club on wednesdays from 1:00 - 3:00 at the Anoka County Job
Training Center.

Start By |
Expected Completion By |

i. Type the participant’'s Custom Step in the text box.
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* Hide Action Steps

* Attend Job Club on Wednesdays from 1:00 - 3:00 at the Anoka County Job Delete
Training Center .

. J! ] Move up Delete
| |
| g

| Add Action Step | | Add Custom Step

Start By
Expected Completion By

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.

4. Expand the Comments for Printed Plan text box and enter comments if necessary.

* Hide Comments for Printed Plan

5. [If a referral was made in relation to the entries above, expand the Referral section and Add Referral.

* Hide Referral

| Add Referral |

6. Enter Referral Information.
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* Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2
City

Phone

Zip

State MM “

7. Once finished with Action Steps, Comments, and Referral information, Save Section.
* Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| save Se:tian_! | Cancel |

Participant Agreement(s) for Program Participation
1. Select 7understand that or agree to from Plan Sections > Add Section to record the program/employment plan

agreement between the counselor and participant.

* Hide Plan Sections

Plan Section Review Include in Action
Printed Plan
Assessment Complete i-‘_f'ES W Edit Delete
Barriers Complete Yes W Edit Move up Delete
Child Care 'Cnmplete !Y.EE W Edit Move up Delete
Employment Complete |Ye5 W Edit Move up Delete
*Add Section 'T understand that or agree to: ‘_ | Add Section

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.

a.
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~ Hide Action Steps

| Add Action Step | | Add Custom Step |

Start By |
Expected Completion By |

i. Select an Action Step from the list, then Continue.

Action Steps

Ll setect All

Displaysng 1 Bo 12 of 13
Select | Action Steps
Dernand for services and budget chamges may affect funding availability.
Fallure to comply with the above plan may be grounds for terminatson of senices,

1 will maintain {frequency’} contact with my job counselor/case manager, either through tefephone or &-mail,
1 “ileage rates ane sulipect Lo Chandge without notice,

|y employment plan will be revised when my job counselon/case manager and [ agree 1o the change.

] | dotify job counselor/case manager of chanpes in address, phone, or situation,
‘rowide an emergency contact that does not live with me whom we may contact in the event that you are unreachable or unrespensive to our request to
each Yo,

| tespand promiptly to e-mails, calls, or letters from my job counselar/case manager.
Hay actively enrglled In program

] | To cooperate with post-placement follow-up.
T let my counsslor know wisen 1 start warking including: employer nams, address, job title, stansng date and wapges, number of hours a week and
whether 1 am eligible for health benefits,
| | Wik towand sucoessfully completing my goals.

contnwe | | Cancel |

The Action Step chosen (which in this example was 7 will maintain {frequency} contact with my
counselor/case manager, either through telephone or e-mail) may require additional

information (which in this example, the additional information requested is frequency of
contact). Select the hyperlink(s) displayed to complete the chosen action step.

* Hide Action Steps

* [ will maintain frequency | contact with my job counselor/case manager, either Delete
through telephonc v <-mail.

| Add Action Step | | Add Custom Step

Start By |
Expected Completion By [

iii. Complete the Text Entry, then select OK.
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Text Entry

| *frequency

I will maintain frequency contact with my job counselor/case manager, either through telephone or e-mail

| | ok | [ cancel
b. Add Custom Step:

T Hide Action Steps

* I will maintain biweekly contact with my job counselor/case manager, either
through telephone or e-mail.

Add Action Step | | Add Custom Step |

Start By
Expected Completion By

i. Type the participant's Custom Step in the text box.

~ Hide Action Steps

* I will maintain biweekly contact with my job counselor/case manager, either
through telephone or e-mail.

o —

| Add Action Step Add Customn Step

Start By
Expected Completion By

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.

4. Expand the Comments for Printed Plan text box and enter comments if necessary.
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T Hide Comments for Printed Plan

5. If a referral was made in relation to the entries above, expand the Referral section and Add Referral.

* Hide Referral

| Add Referral |

a. Enter Referral Information.

~ Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2

City State MN v Zip
Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.
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~ Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| save Sectian_! | Cancel |

Support Services
1. Select Support Services from Plan Sections > Add Section to record the participant’'s needs for supportive

services during the program.

* Hide Plan Sections

Plan Section | Review Include in Action
Printed Plan

Assessment 'Comp!ete Yes v Edit Delete

Barriers :iCnrnpiEtE Yog v iEdit Move up Delete
Child Care :t:ompiete |~,fp_5 L Edit Move up Delete
Employment ]Cumplele Yes v [Edit Move up Delete
I understand that or agree to: | Complete | Yes W Edit Move up Delete

*Add Section | Support Services V[ Add Section |

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.

a. Add Action Step:

~ Hide Action Steps

| Add Action Step | | Add Custom Step |

Start By
Expected Completion By

i. Select an Action Step from the list, then Continue.
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Action Steps

[ continee | cancel |

_ Sale All

EHzplaying 1 fo 7% of 25
Select | Action Steps

Baaks and supplies: {Provide spefics}.

Car repair, insurance, payment, fusel: {Frovide specifics}.
Child/family care: {Prowide specifics}.
Clothinguniforms: {Provide specifcs}

Cormglete a budget farm

Driver's training; {Frovide specifics)

Drug and alcohal counseling: {Provide speofics],
Emergency fnandal assistance: {Provide spedfics}.
Ermergency hiealth indurance: {Provide specifics}.
Grocerses: {Provide specifics]}

Health care: {Prowvide speafics}.

:HWS-'I"II:I ar rentad assestanoe: {Provide SEEI:Ir'-‘.'S}.

Houging/rent: {Provide specfics).

ii. The Action Step chosen (which in this example was Clothing/uniforms) may require additional
information (which in this example, the additional information requested is Provide Specifics).
Select the hyperlink(s) displayed to complete the chosen action step.

~ Hide Action Steps
* Clothing/uniforms: Provide specifics |, Delete
Add Action Step | | Add Custom Step |
Start By

Expected Completion By |

iii. Complete the Text Entry, then select OK.

Text Entry

Clothing/uniforms: Provide specifics.

*Provide specifics
[

' |
(| -

| oK | | cancel |

b. Add Custom Step:
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* Hide Action Steps

* Clothing/uniforms: Scrubs for Certified Nursing Assistant (CNA) training. .

Add Action Step | | Add Custom Step |

Start By | |
Expected Completion B',r| |

i. Type the participant’'s Custom Step in the text box.

* Hide Action Steps

* Clothing/uniforms: Scrubs for Certified Mursing Assistant {CNA) training. .

o

| Add Action Step | | Add Custom Step

Start By |
Expected Completion B',r|

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.

4. Expand the Comments for Printed Plan text box and enter comments if necessary.

* Hide Comments for Printed Plan

Delete

Delete

Move up Delete

5. If a referral was made in relation to the entries above, expand the Referral section and Add Referral.

* Hide Referral

Add Referral |
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a. Enter Referral Information.

* Hide Referral

Add Referral

Delete Referral

*Referred To |

Address1

Address2

City State MN v Zip

Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.

* Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| save Sectian_! | Cancel |

Training
1. Select Training from Plan Sections > Add Section to record the participant’s training plan.

203|Page



* Hide Plan Sections

Plan Section Review Include in Action
Printed Plan

Assessment Complete [Yes J| Edit Delete

Barriers Complete Edit Move up Delete

Child Care Complete Edit Move up Delete

Employment Complete Yes W Edit Move up Delete

I understand that or agree to: Complete Yes W Edit Move up Delete

Support Services Complete Yes W Edit Move up Delete
*Add Section Training v|| Add Section |

2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.

a. Add Action Step:

~ Hide Action Steps

| Add Action Step | [ Add Custom Step |

Start By |
Expected Completion By |

i. Select an Action Step from the list, then Continue.

Action Steps

| Continue | _ cancel

Oselec Al

Dinglaying 1 #o 13 of 33

Select | Action Steps
1 [ Agres to return any books, tools, or supplies purchased on my behalf for any class that isn't completed.,
| Apply for all applicable financial aid, which include {type’}.
[0 Attend ABE classes to {Provide specifics}.
0 anend all scheduled dasses,

Attend arientationfregistration at dhosen nstituticn.

Attendance required {oimeframa).

Zall my |ob counselar/case manager within {number} days and mest t9 write & new employment plan f my training ends.
Jomplete an ococupational research packet and return by {tEmeframe).

Complete appropriate centification within the duration of the On-the-3ob Training [(QUT) program.

Complete the Training Proposal form and return to job counsedor/case manager {timeframe}.

Discuss amy changes in my education plan with my job counselor)case manager BEFORE changing plans.
| Maintain at least 5 {1.0 - 4.0} GPA

Maintain regular contact with my job counseloncase manager.

ii. The Action Step chosen (which in this example was Apply for all applicable financial aid, which
include {type) may require additional information (which in this example, the additional
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information requested is Type). Select the hyperlink(s) displayed to complete the chosen
action step.

* Hide Action Steps

* Apply for all applicable financial aid, which include type . Delete

Add Action Step | | Add Custom Step

Start By
Expected Completion By |

iii. Complete the Text Entry, then select OK.

Text Entry
Apply for all applicable financial aid, which include type.

| *ype
[

[ -

| OK | Cancel

b. Add Custom Step:

~ Hide Action Steps

= Apply for all applicable financial aid, which include Pell Grant, MN State Grant. Delete

| Add Action Step = | Add Custom Step |

Start By
Expected Completion By

i. Type the participant’'s Custom Step in the text box.
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~ Hide Action Steps

* Apply for all applicable financial aid, which include Pell Grant, MN State Grant. Delete

"' | Mowve up Delete

| Add Action Step | | Add Custom Step |

Start By | |
Expected Completion Bv| |

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.

4. Expand the Comments for Printed Plan text box and enter comments if necessary.

T Hide Comments for Printed Plan

5. If a referral was made in relation to the entries above, expand the Referral section and Add Referral.

* Hide Referral

| Add Referral |

a. Enter Referral Information.
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* Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2
City State MM v Zip
Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.

* Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| Save Sectian_f | Cancel |

Transportation
1. Select Transportation from Plan Sections > Add Section to record the participant’s transportation plan.

* Hide Plan Sections

Plan Section Review Include in Action
Printed Plan

Assessment Complete :Yes. V] Edit Delete

Barriers Complete 'ygi] Edit Move up Delete

Child Care Complete Yog W Edit Move up Delete

Employment Complete EI Edit Move up Delete

I understand that or agree to; Complete Yes W Edit Move up Delete

Support Services Complete ;:Yes VI Edit Move up Delete

Training Complete EI Edit Move up Delete
+Add Section iTranspurtatiun- w| im:hjs—emn :
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2. Select Add Action Step to choose from a list of options, or select Add Custom Step to create your own.
a. Add Action Step:

~ Hide Action Steps

| Add Action Step | | Add Custom Step |

Start By
Expected Completion By '

i. Select an Action Step from the list, then Continue.
Action Steps
Ll Seiact Al

DHaplaying L ts 9ol 9
Select !Ar_'llun Sleps
| Arrange for tramsportation by {meframe}
|:\5515I with transportation for job search purposes.

Mileage clasms must be made {tmaeframe} and must be received by us no later than {timeframe}
Mileage claims not submitted in a Gmely manner will be deniad.

vileage will be reimbursed at a rabe of S{amount)} per mile and at a maccimum of ${maximum amount} per manth
Mileage will b reimbursed on the basis of {oritera}

Mileage, parking, or bus card reimbuwrsements will b made for thase days you attend scheduled dasses at the training program
Subsmit & copy of your Cuswent autd insurandes,

| submit & copy of your valid driver's Boense.

Contsnue | | Cancel

ii. The Action Step chosen (which in this example was Arrange transportation by {timeframe))
may require additional information (which in this example, the additional information
requested is Timeframe). Select the hyperlink(s) displayed to complete the chosen action step

~ Hide Action Steps

= arrange for transportation by timeframe Delete

Add Action Step | | Add Custom Step |

Start By

Expected Completion By

iii. Complete the Text Entry, then select OK.
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Text Entry

Arrange for transportation by timeframe.

*timeframe

I

L

| ok | [ cancel |

b. Add Custom Step:

T Hide Action Steps

* Arrange for transportation by 8/27/18 . Delete

| Add Action Step | | Add Custom Step |

Start By |
Expected Completion By | |

i. Type the participant’'s Custom Step in the text box.

~ Hide Action Steps

* Arrange for transportation by 8/27/18 . Delete

* | Move up Delete

| Add Action Step | | Add Custom Step |

Start By |
Expected Completion By |

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.

4. Expand the Comments for Printed Plan text box and enter comments if necessary.
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T Hide Comments for Printed Plan

5. If a referral was made in relation to the entries above, expand the Referral section and Add Referral.

* Hide Referral

| Add Referral |

a. Enter Referral Information.

T Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2

City State MM v| Zip
Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.
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~ Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| Save Sectinn_f | Cancel |

Other

1. Select Otherfrom Plan Sections > Add Section to record any other pertinent information not already captured

within the IEP.

~ Hide Plan Sections

Plan Section

Assessment

Barriers

Child Care

Employment

I understand that or agree to:
Support Services

Training

Transportation

*Add Section

2. Select Add Custom Step.

* Hide Action Steps

| Add Custom Step |

| Review Include in
| Printed Plan
Eﬂnmplete
Complete Yes v
.E{:nmplete Yag v
.Eomplete Yes v
| Complete Yes v
Complete
;cnmplete Yes v|
Complete
Other v|[ Add section |

Start By

Expected Completion By

a. Type the participant’'s Custom Step in the text box.
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Action

Edit Delete

Edit Move up

Edit Move up

Edit Move up

Edit Move up
Edit Move up
Edit Mowve up

Edit Move up

Delete
Delete
Delete
Delete
Delete
Delate

Delete



* Hide Action Steps

* i Delete

| Add Custom Step

Start By |
Expected Completion By |

3. Continue adding appropriate Action Steps or Custom Steps to the plan section.

4. Expand the Comments for Printed Plan text box and enter comments if necessary.

T Hide Comments for Printed Plan

5. If a referral was made in relation to the entries above, expand the Referral section and Add Referral.
* Hide Referral

| Add Referral

a. Enter Referral Information.
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* Hide Referral

Add Referral

Delete Referral

*Referred To |
Address1
Address2

City State MM v Zip
Phone

6. Once finished with Action Steps, Comments, and Referral information, Save Section.

* Show Action Steps
* Show Comments for Printed Plan

* Show Referral

Spell Check

| Save Sectian_f | Cancel |

Printing the Online Plan for Signature

Both the participant and job counselor/case manager must sign the IEP at initial enrollment and each time the plan is
updated.

1. After saving Plan Sections and the plan is complete, select the View/Print option.
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| Hide Plan Sections

Plan Section Review Include in Action
. |Printed Plan
Assessment Complete Edit Delete
Barriers Complete  [yes w Edit Move up Delete
Child Care Complete Edit Move up Delete
Employment Complete Edit Move up Delete
I understand that or agree to: Complete Yes W Edit Move up Delete
Support Services Complete Edit Move up Delete
Training Complete Edit Move up Delete
Transportation Complete Edit Move up Delete
Other Complete Yes W Edit Move up Delete
*Add Section [Hone Selected || Add Section |
Form/ Letter/ Schedule |
_* Show Case Note
Plan Status Pending
*Start Date o7/27/z018 |
e Review Date oF/27/2015 |0
SLOTY
L. *Confirmation Date =

2. On the Print Launch screen, select the disc icon.
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Print Launch

Contact
Tickler | Back to Plan Summary |
Demographics .
Export to PDF 1o print formatted page.
Work Pref o i pag
MM Works Resume wa bW [v00 - o - z
Add Case Mote
Case Note Quick Adult Career Pathways Employment Plan
Case Mote Search Full Legal Name Record ID 202012262
Program/Mew App ACTIVITY Assessment
Eligibility/Enroliment Becca Johnson's Action Steps
Activity TABE (7-8, 9-100: Scored 7.5 on reading and 5.5 on math, Date Achieved
TAA This is a Custom Step. Date Achieved
Plan
Credential ACTIVITY Barriers
Reporting Collection Becca Johnson's Action Steps
youth Performance Computer skills: Microsoft Word and Excel training needed for Office and ~ Date Achieved
Administrative Technalegy Training..
Exit This is a Custom Step. Date Achieved
Follow-Up
Service Model Becca Johnson's Action Steps
m Loak for and get child care by 8/27/18. Date Achieved
Suppert Service This is a Custom Step. Date Achieved
e T
mployment
Reading/Math Test
T —— Becca Johnson's Action Steps
Attend Job Club on Wednesdays from 1:00 - 3:00 at the Anoka County Job Date Achieved
Appointment Training Center.
Session This is a Custom Step. Date Achleved
Veberan Forms
Wage Detail Consent ACTIVITY I understand that or agree to:
[N  vecco Johason’s Acton teps
3. Select PDF.
Print Launch
| Back to Plan Summary |
Export e PDF te print formatted page.
o Ml 100 - el - =
I XML file with report diata
Adult Career Pathways Employment Plan C5V (comma delimited)
PO
Full Legal Hame MHTML (web archive) ] 202013262
Start Date 07/27/2018 Bl Date 072772019
TIFF file
ACTIVITY Assessment
Word
Becca Johnson’s Action Steps
TABE (7-8, 9-10): Scored 7.5 on reading and 5.5 on math. Date Achieved
This i£ a Custom Step. Date Achieved

ACTTUTTWV L
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4. Select Open on the pop-up at the bottom of the screen.

Do you want to epen of e Adult-DW-Vet 7_29_ 3018 1_51_31 PM.pdf from samdbos.mnworkforceone.com? Open Swe T Cancel ®

5. Select File > Print. Both the job counselor/case manager and the participant must sign the plan.

ni' Vs Seges ey
£ e . |
- "
L Comare & ® ERBRRET 7
D s s ys Employment Plan
_ Record ID 202013262
° 12018 Review Date 07/27/2019
Y '
hﬂnnnt
et § Eom et e pred 7.5 on reading and 5.5 on math. Date Achieved
I Date Achieved
ACTIVITY Barriers

Becca Johnson's Action Steps

» Computer skills: Microsoeft Word and Excel training needed for Office  Date Achieved
and Administrative Technology Training..

= This iz & Custom Step. Date Achieved

ACTIVITY Child Care

6. Return to WF1 and select Back to Plan Summary.

| WORKFORCE ONE |

Home  Search My Tasks Recent Work  Manage Case Manaige Frogram
& Employment Plan saved,

Print Launch
| Badk to Flan Summary |
Demographics
\ I.- G " : Expart to PDF o prink formatted page.
HN Works Resume 1 v o, » ¥ | 10 Ty .* -
Add Case Note
Case Mate Quick Adult Career Pathways Employment Plan
Case Nale Search Full Legal Hame Record 1D 202013262
ProgramMew Apg ACTIVITY Assessment
Eligibiiity/Enoliment Becca Johnson's Actlon Steps
Adtivity TABE [7-8, 9-10): Scored 7.5 on reading and 3.5 on math, Dwte Achkvod
TAA This Is a Custom Step. Date Achieved
Plan
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7. The plan will be in Pending status. Select Edit to activate it after signatures have been obtained.

WORKFORCE ONE |

Home Search My Tasks Recent Work Manage Case Manage Prograim

Reports  References Resources Help

At-A-Gl Plan Summary
Contact Becca Johnson Record 1D 2020132632
i Birth Date 07 /13/ 1980
Tickler
Demographics
* Show ACP 2 - Closed fi lication
Wiork Preferences 28 rum Ape
MN Works Resume * Hide ACP Seq 3 - Enrolled
Add Cace Note Plan Type: Mode Plan Status Starl Date: Stall: Agency | Action
End Date |
e Employment Pan |Pending 07/27/2018 Becca L Johnson |Ecit Delete
Case Note Search Gnkine | Merrick Comm Srvs

8. The Start Date prepopulates to the current date. Update it, if necessary, to the date the IEP was signed.

9. The Review Date prepopulates to one year from the current date. Update it, if necessary, to one year from the

date the IEP was signed.
10. Enter the date IEP was signed in Confirmation Date.

Plan Status Pending
*Start Date [07/29/2018 | &
Review Date 07/29/2019 |
*Confirmation Date i

Save and Activate | | Save as Pending | | View/Print [ | Cancel ] | Delete Pending Plan

11. Select Save an Activate if the IEP is complete with all necessary components and signatures.
c. Select Save as Pending if the IEP is incomplete.
d. Delete Pending Plan to cancel the IEP entry.

Plan Status Pending
*Start Date l07/29/2018 |
Review Date 07/29/2019 |4
*Confirmation Date i

| Save and Activate | | Save as Pending | | View/Print | | Cancel | | Delete Pending Plan |

Case Note

Case notes must be entered in WorkforceOne (WF1) to provide more details surrounding program involvement,

activities, progress toward goals, barriers, support services provided, etc.
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Add Case Note

1. From Person At-A-Glance, select Case Note > Add Case Note.

WORKFORCE ONE |

Home  Search My Tasks

Person At-A-Glance

Becca Johnson

Birth Date 07 /1371989
NMame and Mailing Address
Becca Johnson

DEED Headguarters
St Paul MN 55101

Add Case

Talent Pool Search.

Case Note Quick
Case Note Search

Mo Phone Daba Available

Birth Date

Recent Work  Manage Case

07/13/1389

Manage Program  Reports  References  Resources  Help

Record 1D 202013262

The geo-coding search was unable to verily this sddress, The address is not valid for Work: Preferences or

2. Enter the required fields, which are identified with a red asterisk (*). Enter optional fields if known.
a. Event Date: the date the activity/event occurred. For example, the date the job counselor/case
manager spoke with the participant, or the date training began.

b. Note Viewable By:

i. Selecting A/l Staff in Servicing Agency will allow any WF1 user within the agency of the

assigned staff to view the case note.

ii. Selecting A/l WF1 Staffwill allow any user with access to WF1 to view the case note.
iii. Selecting Private will only allow users who are assigned to the case and the user who entered

the case note access to view it.

Demographics *Event Date
Work Preferences
*Program
MM Works Resume
m Agenc!’r
Add Case Note Staff Associated
Case Note Quick Category
Case Note Search
S  contact Method
Program,/New App Contact Type
*Status

Eligibility/Enrollment

L |3

*Note Viewable By :AI] Staff in Servicing Agency V]

| None Selected i
Select/Deselect

Hennepin County

|J|:lhnson, Becca L V|

| None Selected V|
Select/Deselect

[ MNone Selected V|
| None Selected hd |
® Open O Closed

c. Program: select from the dropdown list of choices which program the case note is referencing. If
there are multiple programs the case note is referencing, use the Select/Deselect option to enter

more than one program.
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*Event Date iy
*Note Viewable By |ﬁ.l| staff in Servicing Agency

Work Preferences
*Program | None Selected v
MN Works Resume Select/Deselect

s wote [ Henepin County

Add Case Note

Demaographics

Staff Associated |J|:|hnson_ Becca L V|

Case Note Quick Category | None Selected v|

Case Mote Search Select/Desalect
_ Contact Method  |None Selected V|

Program/New App Contact Type | None Selected wv|

Eligibility/Enroliment *Status ® open O Closed

i. In the Program window, select the appropriate programs, then Continue.

Program

[ select All
[ Associate case note with all enrolled programs

Select | Program
|
O  Adult

Adult Career Pathways (Enrolled)
Custom Program

Dislocated Worker

Diversionary Work

MFIP

Minnascta Youth

SNAP ET (Enrolled)

WIA Older Youth

WIA Younger Youth

WIOA In-School Youth

Oooooooogdgnon

WIOA Qut-of-School Youth

| Continue | , Cancel

d. Category: enter the category of the note, using the Select/Deselect option if there are more than one
categories being addressed in the note.
NOTE: This is an optional field.

Category |None Selected V|

Select/Deselect

Contact Method Mone Selected v
Contact Type Mone Selected V|

e. Contact Method and Contact Type: Select the means of the contact from the dropdown options if
appropriate.
NOTE: This is an optional field, but is encouraged to be entered. Job counselors/case managers must
have live contact with the participant at least every 30 days.
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Category None Selected V|

Select/Deselect

Contact Method MNone Selected v

Contact Type Mone Selected e |
*Status ® Open O Closed
Subject |

f. Status. select Open or Closed. This status, combined with other user privileges, controls whether or
not a case note is editable. Case notes will close within three days for agencies who have a batch job
running to close open case notes.

Category | None Selected v|

select/Deselect

Contact Method Mone Selected v

Contact Type None Selected e |
*Status ® Open ) Closed
Subject

g. Subject: Enter a brief subject of the case note. This is an optional field, but if no entry is made for the
Subject, the first 75 characters of the case note will display.

Category | None Selected v|
Select/Deselect

Contact Method Mane Selected v

Contact Type Mone Selected e |
*Status ® open O Closed
Subject

h. Enter a detailed description of the note.
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*Note

| Spell Check |

i. Select from the following options;
i. Save to save and return to Case Note Quick View.
ii. Save and Remain on Page to save the entry as is and remain on the case note entry page in
order to resume entering the case note.
iii. Save and Add New Case Note to save the entry, but add an additional, separate note.
iv. Cancel to delete the entry.

Case Note Quick
This page provides a summary of the most recent five case notes created for the participant with the most recent
Event Date first.

1. From Person At-a-Glance, select Case Note > Case Note Quick.

Home Search My Tasks Recent Work  Manage Case Manage Program Reports  References HESOUrTes Help

Person At-A-Glance

At-A-Glance
Becca Johnson Record 1D 202013262
iR Birth Date 07/13/1989
nd Maili dd

Name and Mailing Address
DE!WB{.‘HB

Becca Johnson
Work Preferences

: DEED Headquarters
HN Works Resurna 5t. Paul MN 55101

m The geg-coding search was unable to verify this address. The address is not valid for Work Preferences or

Add Talent Pool Search,
Case Note Quick
Case Note Search

Mo Phone Data Awvallable

2. View Notes.
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MN Works Resume

Add Case Note

~ Hide 07/29/2018 Case note #2.

Program CcpP
Category
Contact Method
Contact Type

Case Note Quick
Case Note Search

Mass Case Note No

Program/New App Note

Eligibility/Enrollment Case note #2.

Activity Staff Assigned Becca L Johnsan

TAA Entry Date 07/29/2018 02:30 PM By
Plan Last Updated

Credential

Live Contact with Person

Agency Hennepin County
Becca L Johnson

By

Reporting Collection
Youth Performance

Participation Hours Program Adult
Cate
Exit gory
Contact Method
Follow-Up

Contact Type
Mass Case Note No

Note

This is a case note.

Staff Assigned Becca L Johnson

Case Assignment
Service Model

Add Document

~ Hide 07/29/2018 This is a case note.

Live Contact with Person

Agency Hennepin County

By

Becca L Johnson

Docurment Summary Entry Date 07/25/2018 02:30 PM By
T
MAXIS

Incoming Status Update ~ Show 12/20/2017 case note

Case Note Search

1. From Person At-A-Glance, select Case Note > Case Note Search.

Home Search My Tasks Recent Work  Manage Case

Person At-A-Glance

At-A-Glance
Becoca Johnson

SaaL Birth Date 07/13/19890
Tickber
S : Mame and Mailing Address
Demographics

T Bescca Johnson
--_: : _I I-_I i DEED Headquarters
MN Works Resume St. Paul MN 55101

; T
Add Case Not alent Pool Search,
o - Mo Phone Data Available
Case Note Search

Manage Program

2. Enter the Search Criteria you'd like to view, then Run Search.
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Record ID 202013262

The geo-coding search was unable to verify this address. The address is not valid for Work Preferences or

Help



~ Hide Search Criteria

Event Date H 7o =

Entry Date B 7o i
Keyword

Within Program Service Dates 'MNone Selected V|

Within Funding Stream Service Dates :Nane Selected o
Program |All Values V|

Staff All values v

Open Case Notes Only O vYes @ No

Mass Case Note Filter All values b

| Run Search |

Close Program

The participant’s program sequence should be closed/exited once they are no longer in contact with the organization
(after 90s of monthly attempts to contact), completes the program, the grant ends, or other reasons as defined in Exit
Reason Definitions.

1. From Person At-A-Glance, select Cases > Exit.

Home  Search My Tasks Recent Work  Manaqe Case Manage Program Reports  References Resources Hel|

Person At-A-Glance

At-A-Glance
) Becca Johnson Record 1D 202013262
Contact Birth Date 07/13/ 1989
Tickler
: : MName and Mailing Address
Demographics
] z Becca Johnson
Work Preferences

i DEED Headquarters
MN Works Resume St. Paul MN 55101

m The geo-coding search was unable to verify this address. The address is not valid for Work Preferences or

Talent Pool Search,

Add Case Note
) 2 No Phone Data Avallable
Case Note Search
Cases Birth Date 07/13/1969
Program,/Mew App Primary E-mail
Mmm Secondary E-mail
mw : Record 1D 202013262 Last 4 S5MN 3667
TAA _ |
; Program Status Application Enroll Exit |Closed Last |COFFR
Plan Date | Dt Date  from Follow- |
y App Date  (up
Credential . Date
Reporting Collection ACP Seq 2 Closed from  |06/07/2018 |os/o7/2018 [METP {10}
Youth Performance Application ' |
Participaticn Hours ACP Seq 3 Enrolled 06/07/2018 !us..'m.fzms | Mermick (148)
Eidt ACP Seq 1 Deenied O/ 26/ 2018 EHI:nn.-’Cawv:f (9]
it

2. Within the Adult Career Pathways - Enrolled sequence, select Exit Program Sequence.
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Home  Search My Tasks Recent Work  Manage Case Manage Program Reports  Referenoes Resources Help

Rk Ciaa Exit Summary
Conitact Becca Johnson Record 1D 202013262
Birth Date 07/13/ 1089
Tickier
Demagraphics
; * Hide Adult Career Pathways Seq 3 - Enrolled

MN Works Resume Activity(ies) to Be Funding Stream | Start Date |Staff: Agency Staff Role

casenote [ | |
Crientation ACP P2P Model 1 Merrick SFY18- |06/07/2018|Becea L Johnson | Primary

Add Case Mote 19 Memick Comm staff

Case Note Guick |Srvs

Case Note Search Funding Stream Start Date | End Date
ACP P2P Model 1 Merrick SFY18-19 06/07/2018

Program/New App i

Eligibifity/Enroliment | Exit Pregram Sequence |

Activity

TAA

S - Hide Adult Career Pathways Seq 2 - Closed from Application

Credential Closure Date 06/07/2018

Reporting Collection

Youth Performance
Exit = Hide Adult Career Pathways Seq 1 - Denied

Fellow-Up

3. Select a Primary Exit Reason from the dropdown options. Exit Reason options and definitions are listed here.

Cannot Locate
1. Use the exit reason of Cannot Locate if the participant has not responded to requests for contact for 90 days (or
less, depending on local policy).

Example: the service provider has attempted to contact every 30 days and has not been successful, so after 90
days, exits the participant from the program.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources He

i s Exit Summary
.M- At Becca Johnson Record ID 2020132632
e Birth Date 07 /1371989
Demagraphics
- I -
K praf : Hide Adult Career Pathways Seq 3 - Enrolled
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency | Staff Role
=5 Closed
Ca Counsel ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Joky :PI
8 : reer Counseling el 1 Merri 18- 01 ecca L Johnson | Primary
Add Case Note 19 Merrick Comm ?El;aff
Cace Note Search Ik Plan Dreprnit ACP P2P Model 1 Merrick SFY18-  |07/29/2018|Becca L Johnson | Primary
SR = 19 Merrick Comm Staff
(Cases | srvs |
Program//New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Johnson  |Primary
o 3 13 Merrick Comm |staff
Eligibifity/Enroliment. Srvs
Activicy Cred Trng ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
PFan ki
Orientation ACP P2P Model 1 Mermick 5FY18-  |06/07/2018)Becca L Johnson  |Primary
‘Credential 19 Merrick Comm | Seaff
Reporting Collection ko '
Youth Performance Funding Stream |start Date |End pate
Exit ACP P2P Model 1 Mermick SFY18-19 06/07/ 2018
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
Case Assignment . .
S S | Exit Program Sequence |
3. Select Cannot Locate from the dropdown options, then Next.
Adult Career Pathways Exit
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018

Entered by Becca L Johnson

*Primary Exit Reason  Cannot Locate W

| Next | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date: the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
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Adult Career Pathways Exit

Becca Johnson Record 1D 202013257
Birth Date 07/13/1089 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson

*Primary Exit Reason Cannot Locate

Change Exit Reason |

*Exit Date |

Labor Force Status |None Selected V|

~ Hide Activities

Activity: Subtype |5tart Date |Actual Cost !"Cumpletinn Result
Class Trng - Occ Skill 05/17/2018 $ |:| None Selected |
Career Counseling 05/01,/2018 5[ | [Ngng Selected v]

5. If known, enter the optional fields:

a. Labor Force Status: the participant's employment status at the time of exit. Options include:
. Employed Full-Time
il. Employed Part-Time
/it Not in Labor Force
. Temporary Employment
v. Unemployed

b. Actual Cost:the amount paid for the specified activity.
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Adult Career Pathways Exit

Becca Johnson Record 1D 202013257
Birth Date 07/13/1089 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04,/26/2018
Entered by Becca L Johnson

*Primary Exit Reason Cannot Locate

Change Exit Reason |

+*Exit Date i

Labor Force Status  None Selected V|

* Hide Activities

Activity: Subtype |5tart Date | Actual Cost |"Cnmpletinn Result
Class Trmg - Occ Skill 05/17/2018 % | |NQ|'|E Selected v|
Career Counseling 05/01/2018 5[ ' [N{)n& Selected u|

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ | Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

—]

—
| Sawve Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
i Birth Date 071371989 MAXIS Case 22335

Demographics

Work Preferences
MN Works Resunse = Show SNAP ET Seq 1 - Enrolled - User-Generated

Case Note
_ = Hide Adult Career Pathways Seq 1 - Exited
Add Case Note
Case Note m Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |start Date End Date
_ AIDIC/NWICDC Split Test SFY18 |os/01/2018 08/04/2018

Program,/New App

Eligibility/Enrollment

Activity

TAA

Plan

| wiew Exit | | Edit Exit

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/10890 MAXIS Case 22335

show ' 25 ) 100 O 200 ® so00
Displaying 1 to 1 of 1

Credential Type - |Program Sequence |A-';sudamd Activity | Actual Attainment Date |Miiﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|l: elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Assnciated Activity |Actua| Attainment Date |Action
Credential Pending |ACP Seq 1l |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 EH
Actual Attainment Date i

*Associated Activity None Selected V|
Comments

Spell Check

Death
1. Use the exit reason of Death if the participant is deceased.
2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources He

i s Exit Summary
.M- At Becca Johnson Record ID 2020132632
T Birth Date 07/ 13/ 1989
Demagraphics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences. —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency | Staff Role
=5 Closed
Ca Counsel ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Joky :Pr
8 : reer Counseling el 1 Merri 18- 01 ecca L Johnson | Primary
Add Case Nota 19 Merrick Comm | Staff
Case Note Quick Srvs
Cace Note Search Indv Plan Drvprmt ACP P2PF Model 1 Memrick SFY18- |07/2972018|Becca L Johnson | Primary
SR = 19 Merrick Comm Staff
N srvs
PIW‘II'NHW Assessmient ACP MISP Model 1 Merrick SFY18- |07/25/2018|Becea L Johnsen  |Primary
w 13 Merrick Comm |staff
ORI Ly ment Srvs
Activicy Cred Trng ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18-  |06/07/2018)Becca L Johnson  |Primary
‘Credential 19 Merrick Comm | Seaff
Reporting Collection ko '
Youth Performance Funding Stream |start Date |End pate
Exit ACP P2P Model 1 Mermick SFY18-19 06/07/ 2018
Follow-Up ACP MISPF Model 1 Mermick SFY18-19 07/29/2018
Case Assignment . :
B ) I | Exit Program Sequence |

3. Select Death from the dropdown options, then Next.
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Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Primary Exit Reason |Death W

| MNext | : Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):

a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.

b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.

Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson

*Primary Exit Reason Death

| Change Exit Reason

*Exit Date | E8
Labor Force Status |Not in the Labor Force Vl

~ Hide Activities

Activity: Subtype !Start Date ;Actuai Cost I *Completion Result
Class Trng - Occ Skill 05/17/2018 % | i|u.;me Selected v/

|
Career Counseling 05/01/2018 |5 | ||Ncme selected v|

5. If known, enter the optional fields:

a. Labor Force Status: the participant's employment status at the time of exit. Options include:
. Not in Labor Force
ii.  Unemployed

b. Actual Cost:the amount paid for the specified activity.
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*Exit Date | ER

Labor Force Status !NE-I'IE Selected V|

T Hide Activities

Activity: Subtype |Start Date |Actual Cost |“Cumpletiﬂn Result
Class Tmg - Occ Skill 05/17/2018 S| |N{]ne Selected V|
Career Counseling 05/01/2018 $| : | None Selected V|

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

[ — —

| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes MNoO

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.
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Gemneral

Exit Summary
Becca Johnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary
Becca Johnson Record ID 202013257
Birth Date 07 /13/1089 MAXIS Case 22335
show ' 25 O 100 C 200 ® s00
Displaying 1 to 1 of 1
Credential Type - (Program Sequence  |[Associated Activity | Actual Attainment Date |nctmn
|Edit nelete

Credential Pending |ACP Seq 1 Class Trng - Occ skill

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 C'100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |ACti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1
*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 G
Actual Attainment Date G|
*Associated Activity None Selected V|
Comments
Spell Check

Save Cancel

Completed Program Objective
1. Use the exit reason of Completed Program Objective if the participant completed training, pre-employment
skills, or other work plan objectives, though has not entered employment prior to exit.

Example: The goal of the program/work plan was to provide financial literacy training, then refer to another grant
program for additional employment/training services.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

Recent Work

My Tasks

Manage Case

Manage Program

Reports References

Resountes

At-A-Gian Exit Summary
Contact Becca Johnson Record 1D 302013263
i Birth Date 07 /131989
Tickler
Demographics
K praf Hide Adult Career Pathways Seq 3 - Enrolled
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
& : Closed
Ca s ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 L Jok :PT
. reer Counseling I Tric - ecca L Johnson | Primary
Add Case Note 19 Merrick Comm |Staff
Case Nate Quick Srvs |
Search Indv Plan Drvprmt ACP P2P Model 1 Merrick SFY18-  |07/29/2018|Becca L Johnson | Primary
A Pote ; 13 Merrick Comm |Staff
[cases | srvs |
FrogramyNew App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
: 13 Merrick Comm |staff
Eligibility/Enroliment Srvs
Activicy Cred Trng ACP MISP Model 1 Merrick SEY18- [07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Fan e
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection kb
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFr18-19 06/07/2018
Follow-Up ACP MISP Model 1 Mermick SFY18-19 07/29/2018
servic | | Exit Frogram Sequénce |
3. Select Completed Program Objective from the dropdown options, then Next.
Program Seq 2
Agency: Location Hennepin County: 300 South Sixth St.
Enrollment Date 01/10/2018
Entered by Becca L Johnson
—
*Primary Exit Reason | Completed Program Objective hd

| Mext | Cancel

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date: the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.

234 |Page



+Exit Date i |

Labor Force Status |Nc:-r|e Selected V|

~ Hide Activities

Activity: Subtype |Sl:arl Date |Actual Cost !‘Cumpletinn Result

Class Trng - Occ Skill 05/17/2018 |5! |N{:ne Selected |

Career Counseling 05/01/2018 | $| [None Selected V|

5. If known, enter the optional fields:
a. Labor Force Status: the participant's employment status at the time of exit. Options include:
. Employed Full-Time
ii. Employed Part-Time
/it Not in Labor Force
. Temporary Employment
v. Unemployed
b. Actual Cost:the amount paid for the specified activity.

*Exit Date | ] iz

Labor Force Status :Nc:-ne Selected V|

* Hide Activities

Activity: Subtype |Start Date | Actual Cost | *Completion Result
Class Trng - Occ Skill 05/17/2018 S |

| None Selected V|
Career Counseling 05/01/2018 $| |N0ne Selected VI

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ |Remove from caseload

—_—

Ea—

| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential

1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

3.

At-A-Glance
Contact Exit Summary

Tickber Becca Johnson Record 1D 202013257
Birth Date 07,13/ 19869 MAXIS Case 22335
Demographics

Work Preferences

mmm = Show SMAP ET Seq 1 - Enrolled - User-Generated

Case Nolte
= show Adult Career Pathways Seq 1 - Exited

Add Case Note
Case Note Quick
Case Mote Search

Program/New App

Eligibdlity/Enraliment

Activity

TAA

Plan

Credential

Reporting Collection

Youth Performance

Participation Hours
Exit

In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

show ' 25 _ 100 ) 200 ® sp0
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |A.'=sudated Activity |Actual Attainment Date |l€liﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|t elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 C'100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |ACti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1
*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 G
Actual Attainment Date G|
*Associated Activity None Selected V|
Comments
Spell Check

Save Cancel

Does Not Require Workforce Development Services

1. Use the exit reason of Does Not Require Workforce Development Services if the participant was enrolled in
the program and is exiting prior to completing any program objectives.
Example) entered AmeriCorps, won the lottery.

2.

From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

My Tasks

Recent Work Manage Case  Manage Program Reports References  Resources  He

et Exit Summary
Ou- ntact : Becca Johnson Record 1D 2020132632
: Birth Date 07,/13/1980
Tickler
Demographics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency | Staff Role
: : Closed
RN Ca sf ACP MISP Model k SFY18- (07/29/2018(B Jak IP:
reer Counseling Mdel 1 Merrid Y1l ! 01 ecca L Johnson | Primary
Add Case Note 19 Merrick Comm | Staff
Case Nate Quick Srvs
Ciise Note Seaich Indv Plan Dt ACP P2P Model 1 Merrick SFY18- |07/29/2018(Becca L Johnson  |Primary
E 13 Merrick Comm iStaff
Cases | sivs |
Programy/New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
: 13 Merrick Comm |staff
Eligibitity/Enroliment Srvs
Activity Cred Trng ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becea L Johnson  |Primary
TAA 19 Merrick Comm Staff
Srvs
Man . 1
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection SHvs
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFY15-19 |pero7/z018 |
Follow-Up ACP MISP Model 1 Merrick SFY18-19 |n?f29,rmm
vie | | Exit Frogram Sequénce |

3. Select Does Not Require Workforce Development Services from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson
Birth Date 07/13/1989

Record ID 202013257
MAXIS Case 22335

Program Seq 1

Agency: Location Hennepin County: WERC WSA 09

Enroliment Date 04/26/2018

Entered by Becca L Johnson

*Primary Exit Reasor |Does not require Workforce Development Services V:

| Next | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date: the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.

b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant's employment status at the time of exit. Options include:

. Employed Full-Time

il. Employed Part-Time

/it Not in Labor Force

. Temporary Employment

v. Unemployed
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Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/13/1080 MAXIS Case 22335
Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson

*Primary Exit Reason Does not require Workforce Development Services

Change Exit Reason |

+*Exit Date =

*Labor Force Status | None Selected N"'|

= Hide Activities

Activity: Subtype | start Date | Actual cost | *Completion Result
Class Trng - Occ Skill 05/17/2018 $ | |None Selected v/
Career Counseling os/01/2018  |§[ | [None Selected v

5. If known, enter the optional fields:
a. Actual Cost:the amount paid for the specified activity.

Adult Career Pathways Exit

Becca Johnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Bececa L Johnson

*Primary Exit Reason Does not require Workforce Development Services

Change Exit Reason |
*Exit Date =m
*Labor Force Status | None Selected V|
~ Hide Activities
Activity: Subtype Start Date | Actual Cost |*Cumpletiun Result
Class Trng - Occ Skill 05/17/2018  |¢ [None Selected V|
Career Counseling os/01/2018  |§[ ] |None Selected V|

6. Select the Remove from Caseload option to remove the participant from your dashboard.
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[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

|

N
| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes MNo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

|

At-A-Glance

Contact Exit Surmmary

Tickber Becca Johnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335

Demaographics

Work Preferences

MN Works Resume = show SNAP ET Seq 1 - Enrolled - User-Generated

= show Adult Career Pathwa 1 - Exited
Add Case Note i

Case Mote Quick
Case Note Search

Program/New App
Eligibility/Enraliment
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3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1089 MAXIS Case 22335

show ' 25 ) 100 T 200 ® 500
Displaying 1 to 1 of 1
Credential Type = |Program Sequence |M;!:ur_mtm Activity

Actual Attainment Date |Actiun
Credential Pending |ACP Seq 1 |Class Trmg - Occ Skill |Ed|t elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/19890 MAXIS Case 22335

show O 25 C 100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |RCti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete
Edit Credential

Program Sequence

ACP Seq 1
*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 |
Actual Attainment Date i
*Associated Activity None Selected V|
Comments
Spell Check

Save Cancel

Entered Armed Forces

1. Use the exit reason of Entered Armed Forces if the participant has enlisted in a military branch.
2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

Recent Work

My Tasks

Manage Case

Manage Program

Reports References

Resountes He

¥it Summa
AL-A-Glance Exit 5 ry
Contact Becca Johnson Record 1D 2020132632
T Birth Date 07,/13/1980
Tickler
Demagraphics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
& : Closed
Ca s ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Jak :Pr
. reer Counseling Model 1 Merric 18- ! 018|{Becca L Johnson | Primary
Add Case Note 19 Merrick Comm |Staff
Case Nate Quick Srvs |
Cace Note Search Indv Plan Drvprmt ACP P2P Model 1 Merrick SFY18-  |07/29/2018|Becca L Johnson | Primary
3 ; 13 Merrick Comm |Staff
[cases | srvs |
Programy/New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
: 13 Merrick Comm |staff
Eligibility/Enroliment Srvs
Activicy Cred Trng ACP MISP Model 1 Merrick SEY18- [07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection ko
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFr18-19 06/07/2018
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
servic | | Exit Frogram Sequénce |

3. Select Entered Armed Forces from the dropdown options, then Next.

Adult Career Pathways Exit

Record ID 202013257
MAXIS Case 22335

Becca Johnson
Birth Date 07/13/1080
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson

*Primary Exit Reason [Entered Armed Forces

| Next | : Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:
.. Employed Full-Time
ii. Employed Part-Time
1. Temporary Employment
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*Primary Exit Reason Entered Armed Forces

Change Exit Reason

*Exit Date | =
*Labor Force Status None Selected Vl

* Hide Activities

Activity: Subtype Start Date | Actual Cost | *Completion Result
Class Trng - Occ Skill 05/17/2018 % | 'None Selected v|
Career Counseling 05/01/2018 $[ | None Selected V|

d. In the Placement Information, select Add New Employer, then Next.

* Hide Placement Information

| Next

i Enter the required (*) fields:
1. Employer Name
2. Employer Industry (NAICS). Select Search/Validate NAICS.

* Hide Placement Information

Employer 1

Delete Placement

*Empr Name
Worksite
Empr Contact |
Empr E-mail |

Addressi |

|

Address2
City | *state MN ~| zip| |
County None Selected V| Country |United States V|

Phone Ext. Phone Type If other, please specify: TTY Video
| || |None Selected V|| | a u

*Employer Industry (NAICS) -

Clear NAICS code for new search.
| Search/Validate NAICS |

3. In the NAICS Code Search under keyword or code number, enter National, then Run
Search. Select the hyperlink code of 928110 for National Security.
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NAICS Code Search

*Search for keyword or code number: |nationai |

Wildcard indicator (*) is not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Ramsearen

Code Title -

928120 International Affairs

522293 International Trade Financing
928110 MNational Security

4. Occupational Title (O*NET). Select Search/Validate O*NET.

| *Occupational Title (O*NET) | | -
Clear O*NET code for new search.

| Search/Validate O*MET |

5. In the O*NET Code Search under keyword or code number, enter a description of the
participant’s job title, then Run Search.

O*NET Code Search

*Search for keyword or code number:

Wildcard indicator (¥} i1s not needed ror keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search_'_; | Cancel |

6. Select the hyperlink to the appropriate Code.

OFHET Code Ssarch

*Swarch for keyword or code numbers | amy
Wildcard indicaled (=) 8 nol nesded for kiyword seadch,
Example: Entering 3 partial werd sich a5 Nurs will return results incisding nurse, nesrses and norsng.

| Fiin Saarch -| Cancel
Show %173 ) oo 200 O 500
inplaying 1 1n 1wl 3
Codlan Titha « | Description
53-20L1.00 airling Pllots, Copilots, and Flight Enginaars | Plick and navigate the fight of fxed-wing, multi-ergine aircraft, wsually on schediled air carmier routes, for the

|transport of passengers and cargo, Requires Federal & Tramsport Pilot cenificate and rating for specific sircraft type
|used. Incudes regional, Hational, and Intesmational alrine pilots and fight imstrnactors of ailine plots

55-301.9.00 Military Bnlsted Tactical Operations snd A Waapons Speciafists snd |ﬂl| milltery enlisted lactical aperstions snd air/eeapons specialists snd crew mambers not listed separately,
Crew Members, Al Other

8. 015.00 Military Offices Special snd Tactical Operations Leasdary, & Othes |l meifitery officer apadcial ard Lactical oparstions lasdemn not iited separstaky

/. Job Sector. select Public — Federal
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/it Job Start Date
. Hourly Wage
v. Hours per Week

Job Title _
*Job Sector Public - Federal V|
Job Duration 'None Selected v
*Job Start Date i
*Hourly Wage < [lundisclosed
*Hours per Week
Benefit Package | Mone Selected V|
Benefit Detail [IDental [JHealth
CLife [CJother
[IRetirement [1vacation

5. If known, enter the optional fields:
a. Actual Cost:the amount paid for the specified activity.
b. Worksite, Employer Contact, Employer E-mail, Address, City, ZIP, County, Country, Phone, Job Title, Job
Duration, Benefit Package, Benefit Detail.
6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

[ — —

| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

3.

At-A-Glance
Contact Exit Summary

Tickber Becca Johnson Record 1D 202013257
Birth Date 07,13/ 19869 MAXIS Case 22335
Demographics

Work Preferences

mmm = Show SMAP ET Seq 1 - Enrolled - User-Generated

Case Nolte
= show Adult Career Pathways Seq 1 - Exited

Add Case Note
Case Note Quick
Case Mote Search

Program/New App

Eligibdlity/Enraliment

Activity

TAA

Plan

Credential

Reporting Collection

Youth Performance

Participation Hours
Exit

In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

show ' 25 _ 100 ) 200 ® sp0
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |A.'=sudated Activity |Actual Attainment Date |l€liﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|t elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Associated Activity |hctua| Attainment Date |ﬁ€ti0n
Credential Pending |ACP Seq 1l |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 EH
Actual Attainment Date i

*Associated Activity None Selected V|
Comments

Spell Check

Entered Unsubsidized Employment
1. Use the exit reason of Entered Unsubsidized Employment if the participant has entered employment and is no
longer in need of program support.

Example: The participant has entered employment solely funded by the employer without any wage subsidies.
2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tashs Recent Work Manage Case Manage Program Reports  References RESOUNCES He

i e Exit Summary
Contact Becca Johnson Record ID 202013262
pirth Date 07/13/ 1989
Tickler
Demagraphics
* Hide Adult Career Pathways Seq 3 - Enrolled
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Stafi: Agency | Stalf Role
:':m sief ACP MISP Model ke SFY18- (072920188 I F
- reer Counseling P MISPE Moedel 1 Merric ¥l f29/2018(Becca L Johnson | Primary
Add Case Note 19 Merrick Comm Staff
Case Note Quick Srvs
Cnes Nobe Sanrch Indv Pian Dvpmt ACP P2P Madel 1 Merrick SFY18-  |07/29/2018|Becen L Johnson  |Primary
19 Merrick Comm istaﬁ
S sovs i
Programy/New App Assessmient ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson  |Primary
19 Merrick Comm |staff
Eligibility/Enroliment Srvs
Activity cred Trng ACP MISP Model 1 Merrick SEY18- |07/29/2018|Becca L Johnson  |Primary
TAA 19 Merrick Comm | Staff
Srvs
Man 1
Orientation ACP F2P Model 1 Merrick 5FY18-  |06/07/2018{Becca L Johnson | Primary
Credential 19 Merrick Comm Staff
Reporting Collection e
Youth Performance Funding Stream | Start Date | End Date
Exit ACP P2P Model 1 Mermick SFY18-19 |os/07/2018 |
Follow-Up ACP MISP Model 1 Merrick SFY18-12 07/29/2018
Case Assignment

| Exit Program Sequence |

3. Select Entered Unsubsidized Employment from the dropdown options, then Next.
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Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Primary Exit Reason 'Entered Unsubsidized Employment e
| Mext | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.

b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:

. Employed Full-Time

ii. Employed Part-Time

1. Temporary Employment

*Exit Date | =

*Labor Force Status .Nune Selected Vi
* Hide Activities

Activity: Subtype | Start Date |A|:tual Cost |*|‘:umpletiun Result
Class Trng - Occ Skill IUSJL?;zn 18 5[ ﬁqﬁé Selected v|

Career Counseling ||:|5,"DI,-'2EII.B % |;qone Selected v]

* Hide Placement Information

*Select Employer |add Mew Employer v

ihlext|

d. In the Placement Information, select Add New Employer, then Next.

* Hide Placement Information

*Select Employer |Add New Employer ¥|
| Next |

i Enter the required (*) fields:
1. Employer Name
2. Employer Industry (NAICS). Select Search/Validate NAICS.
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* Hide Placement Information

Employer 1

Delete Placement

*Empr Name
Worksite
Empr Contact
Empr E-mail
Address1
Address2
City | *state MN ~| zip| |
County None Selected v Country |United States V|

Phone Ext. Phone Type If other, please specify: TTY Video
| || HNone Selected V|| | | O

*Employer Industry (NAICS) :] -

Clear NAICS code for new search.
| Searchfvalidate NAICS |

3. Inthe NAICS Code Search under keyword or code number, enter a description of the
participant’'s employment industry, then Run Search.

NAICS Code Search

*Search for keyword or code number: I]_

Wildcard indicator (~) 15 not neeaea 1or keyword search.
Example: Entering a partial word such as MNurs will return results including nurse, nurses and nursing.

| Run Search | Cancel

a. Select the hyperlink to the appropriate Code.

HAICS Code Search

*Search for keyword or code number:  |Heaith

Wildcard indicator (™) is not needed for keywaord search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

B Search:| | Cancel

Code Title =

923130 Administration of Human Resource Programs {except Education, Public Health, and Veterans' Affairs Programs)
523120 Administration of Public Health Programs

446199 All Other Health and Personal Care Stores

521999 All Other Miscetlaneous Ambulatory Health Care Services
524114 Direct Health and Medical Insurance Carriers

446191 Food (Health] Supplement Stores

525120 Health and Welfare Funds

621610 Home Health Care Services

532283 Home Health Equipment Rental

621399 Offices of All Other Miscellanesus Health Practitioners
621330 Offices of Mental Health Practitioners (except Physicians)
621111 Offices of Physlidans (except Mental Health Spedalists)
[ B 5] Offices of Physicians, Mental Health Specialists
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4. Occupational Title (O*NET). Select Search/Validate O*NET.

=Occupational Title (O*NET) | | -
Clear O*NET code for new search.

| Search/Validate O*NET |

5. In the O*NET Code Search under keyword or code number, enter a description of the
participant’s job title, then Run Search.

O*NET Code Search

*Search for keyword or code number:

Wildcard indicator (*) 15 not needed for keyword search.
Example: Entering a partial word such as Nurs will return results including nurse, nurses and nursing.

| Run Search_; I Cancel |

a. Select the hyperlink to the appropriate Code.

DORET Code Seanch

“Smarch for keyword or oode numbsr:  §ume
wikicand indbcator () is not needed for kipeord Search

Example; Entering 3 partisl word such as Rsry will resurm nesults incleding norye, rurses and nursing
Aun Saarch CareH
b 1 13 U 100 Ul 30a U 300
Dsiplayisg 1 1 33 of 30
e |Tithe - Do g
114100 Aculd Lire Mufsed |Prowida advanced marsieg care for patienis with aoute conditkons such as hear Efisds, repinatiny dairess
|myrdrime, or shock. May care for pre- and gast-operaties patients: or perrm sdvanced, irvasive dlagaasthc or
| Ll Sl Bl S,
291 54103 :Munmd Fractcm Pupchialrc Burwes |Provide ssvanced mesing cam dor patients with prychisiric Sisordens. Hay provide prychobherapy under the Snection
| Iﬂ' & payohdacrind
1-1599 Buififaris Ceiations. Specaitin, Al Othel | AR D O W SpeaCialts ol BElED separatiky

il. Job Sector. select from the options of Federal Contractor, Private, Public — Federal, or Public -
Non-Federal.

/il Job Start Date

. Hourly Wage

v. Hours per Week

Job Title
*Job Sector MNone Selected v
Job Duration Mone Selected hd
*Job Start Date | |3
*Hourly Wage L | [ lundisclosed
*Hours per Week
Benefit Package MNone Selected V|
Benefit Detail L1 Dental L1Health
L] Life L] Other
[]Retirement [Jvacation
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5. If known, enter the optional fields:
a. Actual Cost:the amount paid for the specified activity.
b. Worksite, Employer Contact Employer E-mail, Address, City, ZIP, County, Country, Phone, Job Title, Job
Duration, Benefit Package, Benefit Detail.
6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ | Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

[ — —]

| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.
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Gemneral

Exit Summary
Becca Johnson Record 1D 202013257
Birth Date 07/13/1989 MAXIS Case 22335

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary
Becca Johnson Record ID 202013257
Birth Date 07 /13/1089 MAXIS Case 22335
show ' 25 O 100 C 200 ® s00
Displaying 1 to 1 of 1
Credential Type - (Program Sequence  |[Associated Activity | Actual Attainment Date |nctmn
|Edit nelete

Credential Pending |ACP Seq 1 Class Trng - Occ skill

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Assnciated Activity |Actua| Attainment Date |ﬁ€ti0n
Credential Pending |ACP Seq 1l |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 EH
Actual Attainment Date i

*Associated Activity None Selected V|
Comments

Spell Check

Family Care Problems

1. Use the exit reason of Family Care Problems if the participant is unable to continue due to a family need which
is not related to their own personal/medical problems.

Example: child/dependent care problems, illness of a family member.
2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tasks Recent Work  Manage Case Manage Program Reports References Resources He

Wit Summa
At-A-Glance Exit S ry
Contact Becca Johnson Record ID 202013262
T Birth Date 07,/13/1980
Tickler
Demagraphics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences ———
MN Works Resume Activity(ies) to Be Figfiiing Stream Start Date |Staff: Agency  [Staff Role
o = Closed
Ca s ACP MISP Model 1 Merrick SFY18- |07/29/2018|8 Joky :P:
. - reer Coun ing Ly =l 1 ATIC ¥ 1= £l o1 acca L Johnson | lmary
Add Case Note 19 MerTick Comm | SEaff
Case Nate Quick Srvs
Caze Note Search Indv Pian Dot ACP P2P Model 1 Memrick SFY18-  |07/2972018|Becca L Johnson | Primary
= : 19 Merrick Comm Staff
[cases | svs
Frogramy/Mew App ASSESSMIENt ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
! " 19 Merrick Comm |staff
Eligibility/Enral 2 Srvs
Activity Cred Trng ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson | Primary
Credential 19 Merrick Cormm |Seaff
Reporting Collection ks
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Mermick SFr18-19 06/07/2018
Follow-Up ACP MISP Model 1 Mermick SFY18-19 07/29/2018
Servic | | Exit Frogram Sequénce |
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3. Select Family Care Problems from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/12/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Primary Exit Reason |Family Care Froblems b
| Next 1 Cancel

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:

/.
/.

/i,
V.
V.

Employed Full-Time
Employed Part-Time
Not in Labor Force
Temporary Employment
Unemployed

*Exit Date i |

*Labor Force Status MNone Selected ol |

~ Hide Activities

Class Trng - Occ Skill

Activity: Subtype |Start Date |J\.c’tual Cost |‘Cumpletiun Result
05/17/2018 s [None Selected v
05/01/2018 5 | | None Selected Vv

Caraar Counsealing

5. If known, enter the optional fields:
a. Actual Cost:the amount paid for the specified activity.

“Exit Date |23
“Labor Force Status |None Selected V|
~ Hide Activities
Activity: Subtype Start Date | Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 % ||N.|]|'|E- Selected W
Career Counseling 05/01/2018 | ] ||N1:.ne Selected V|
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6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

[ —— e |

| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes MNo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.
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Exit Summary

Becca Johnson
Birth Date 07/13/1989

Record 1D 202013257
MAXIS Case 22335

T Hide Adult Career Pathvways Seq 1 - Exited

Funding Stream
AIDIC/NWICDC Split Test SFY18

[ wiew Exit | | Edit Exit |

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson
Birth Date 07/13/1980

e (PO Sermenie | Aocited Aohwey

Credential Pending |ACP Seq 1 ; Class Trng - Occ SIuII

T Tt

Exit Date 05/04/2018  Exit Reason  Cannot Locate

Start Date End Date
05/01/2018 08/04/2018

Record ID 202013257
MAXIS Case 22335

show _' 25 ) 100 _ 200 ® 500

D'lnl_ll.m 1tel of 1
Actual Attainment Date |!-thﬂli
|Edit nelete

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Assnciated Activity |Actua| Attainment Date |ﬁ€ti0n
Credential Pending |ACP Seq 1l |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 EH
Actual Attainment Date i

*Associated Activity None Selected V|
Comments

Spell Check

Institutionalized

1. Use the exit reason of Institutionalized if the participant is no longer able to participate in programming due to
incarceration in a correctional facility or becoming a resident of an institution which is providing 24 hour support
such as a hospital or treatment center.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tasks Recent Work Manage Case Manage Program Reports References Resources He

wit Summa
At-A-Glance Bxit S ry
Contact Becca Johnson Record 1D 2020132632
T Birth Date 07/13/1989
Thckler
Demagraphics
= Hide Adult Career Pathwa 3 - Enrolied
Work Preferences —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Stafi: Agency | Staff Role
S:Sm s ACP MISP Model 1 Merrick SFY18- |07/29/2018(8 Joky :PT
o reer Counseling Model 1 Merric 18- ! 018|Becca L Johnson | Primary
Add Case Note 19 Merrick Comm | SEaff
Case MNate Quick Srvs |
Case Note Search Indv Plan Drvprmt ACP P2P Model 1 Merrick SFY18-  |07/29/2018|Becca L Jolhnson | Primary
= " 19 Merrick Comm |=taff
cases | Svs |
Frogramy/Mew App AstEcemient ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson  [Primary
! ' 13 Merrick Comm |Staff
Eligibility/Enrol Srvs
Activity cred Trng ACP MISF Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
FMan .
Orientation ACP P2P Model 1 Merrick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comm |Sraff
Reporting Collection e
Youth Performance Funding Stream |start Date |End Date
Exit ACP P2P Model 1 Merrick SFY18-19 6,/07/2018
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
servie | | Exit Program Sequénce |
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3. Select Institutionalized from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/132/1989 MAXIS Case 22335

Program Seq 1

Agency: Location Hennepin County: WERC WSA 09

Enrollment Date 04/26/2018

Entered by Becca L Johnson
*Primary Exit Reasor. | Institutionalized e

Next | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:
.. Not in Labor Force
ii.  Unemployed

*Exit Date |

*Labor Force Status None Selected b

¥ Hide Activities

Activity: Subtype |Start Date |J'I|.ctual Cost |‘Cumpletion Result

Class Trng - Oce Skill ||:|5,f1?f2|:| 18 & [None Selected v
Career Counseling |EISID 1/2018 g | | None Selected v

5. If known, enter the optional fields:
a. Actual Cost:the amount paid for the specified activity.

*Exit Date | |2

d

“Labor Force Status |HGHE Selected V|

~ Hide Activities

Activity: Subtype Start Date | Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 % | ||None Selected w
Career Counseling 05/01/2018 s/ ] ||N1:.ne Solactad )

6. Select the Remove from Caseload option to remove the participant from your dashboard.
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[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

|

N
| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes MNo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
Birth Date 07 /13/1989 MAXIS Case 22335

Demographics

Work Preferences

MM Works Resume = Show SNAP ET Seq 1 - Enrolled - User-Generated

= Hide Adult Career Pathways Seq 1 - Exited
Add Case Note

Case Note Quick Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |Start Date |End Date
AIOIC/NWICDC Split Test 5FY18 |UEI."|:|]."A|J1H |‘.JE|-.-":J‘|_"£U1H

Program,/New App

e [ MViewExt | [ Edi B ]
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3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1089 MAXIS Case 22335

show ' 25 ) 100 T 200 ® 500
Displaying 1 to 1 of 1
Credential Type = |Program Sequence |M;!:m‘_ramd Activity

Actual Attainment Date |Actiun
Credential Pending |ACP Seq 1

| Add Credential

|Class Trng - Occ Skill |Edit nelete

4. Follow the Credential instructions to complete the Credential Summary page.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/19890 MAXIS Case 22335

show O 25 C 100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |RCti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete
Edit Credential

Program Sequence

ACP Seq 1
*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 |
Actual Attainment Date i
*Associated Activity None Selected V|
Comments
Spell Check

Save Cancel

Moved from Area

1. Use the exit reason of Moved from Area if the participant is unable to continue due to moving from the service
area.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

Recent Work

My Tasks

Manage Case

Manage Program

Reports References

Resountes He

g Exit Summary
Ou- ntact : Becca Johnson Record 1D 2020132632
T Birth Date 07,/13/1980
Tickler
Demographics
K praf = Hide Adult Career Pathways Seq 3 - Enrolled
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
RN L:Ead sf ACP MISP Model 1 Merrick SFY18- |07/29/2018(B Jak :Pr
. reer Counseling Model 1 Merric 11l ! 018|{Becca L Johnson | Primary
Add Case Note 19 Merrick Comm |Staff
Case Nate Quick Srvs
e Hote Eearch Indv Fian Dvpm ACP P2P Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
E 13 Merrick Comm |Staff
Cases | sivs |
Programy/New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
: 13 Merrick Comm |staff
Eligibility/Enroliment Srvs
Activity Cred Trng ACP MISP Model 1 Merrick SEY18- [07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection SHvs
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFY15-19 06/07/2018 |
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
| | Exit Frogram Sequénce |

3. Select Moved from Area from the dropdown options, then Next.

Adult Career Pathways Exit

Record ID 202013257
MAXIS Case 22335

Becca Johnson
Birth Date 07/13/1989

Program Seq 1
Agency: Location Hennepin County: WERC WSa 09
Enrollment Date 04/26/2018

Entered by Becca L Johnson
*Primary Exit Reason |Moved from Area e
| Mext | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date: the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:
.. Employed Full-Time

il. Employed Part-Time

1. Not in Labor Force

. Temporary Employment

v. Unemployed
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*Exit Date |

*Labor Force Status None Selected bl |

* Hide Activities

Activity: Subtype |Start Date |nctual Cost |-Cumpleti0n Result
Class Trng - Occ Skill ||:|5,!1?.-f2|:| 18 & i [None Selected v
Career Counseling |I:|5ID1.F2|:I 18 % | | Mone Selected v

5. If known, enter the optional fields:
a. Actual Cost the amount paid for the specified activity.
+Exit Date |ER

I o
*Labor Force Status |None Selected V|

T Hide Activities

Activity: Subtype Start Date |Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 g ‘ ||None Selected
Career Counseling :EIS.-"L'II.."EEI 18 % [ ] “N.Dne Selected W)

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ | Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

—

—]

| Sawve Final Exit Save Exit as Pending | | Cancel |

Pending Credential

1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
i Birth Date 071371989 MAXIS Case 22335

Demographics

Work Preferences
MN Works Resunse = Show SNAP ET Seq 1 - Enrolled - User-Generated

Case Note
_ = Hide Adult Career Pathways Seq 1 - Exited
Add Case Note
Case Note m Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |start Date End Date
_ AIDIC/NWICDC Split Test SFY18 |os/01/2018 08/04/2018

Program,/New App

Eligibility/Enrollment

Activity

TAA

Plan

| wiew Exit | | Edit Exit

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/10890 MAXIS Case 22335

show ' 25 ) 100 O 200 ® so00
Displaying 1 to 1 of 1

Credential Type - |Program Sequence |A-';sudamd Activity | Actual Attainment Date |Miiﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|l: elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson
Birth Date 07/13/1980

Credential Type ~ |Program Sequence |Assnciated Activity |Actua| Attainment Date |ﬁ€ti0n

Credential Pending |ACP Seq 1l

Edit Credential

Program Sequence
*Credential Type

Estimated Attainment Date

Actual Attainment Date
*Associated Activity

Comments

|Class Trng - Occ Skill |

Record ID 202013257
MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

ACP Seq 1
Credential Pending v
05/17/2018 |
|
None Selected V|

|Edit Delete

Spell Check

Other Termination

1. Use the exit reason of Other Termination if the participant’s exit reason does not match with any of the other

options listed.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tasks

Recent Work

Manage Case  Manage Program

Reports References

Resounces

= Hide Adult Career Pathways Seq 3 - Enrolled

Funding Stream

ACP MISP Model 1 Merrick SFY 18-
19

ACP P2P Mogel 1 Merrick 5FY18-
19

ACP MISP Model 1 Merrick SFY 18-
19

ACP MISP Model 1 Merrick SFY 18-
19

ACP P2P Model 1 Mermick 5FY18
19

At-A-Glan Exit Summary
w :-T;;aﬂl:::.lr;? 1371989
Tickler
Demographics
Work Preferences
MN Works Resume Activity(ies) to Be
oy
Sk Catia i Career Counseling
Case Note Quick
Case Note Search Indw Plan Dovrmt
Cases |
Program//New App Assessmient
ey Cred Trg
TAA
FMan
Orientation
Credential
Reporting Collection
Youth Performance Funding Stream
Exit ACP P2P Model 1 Merrick SFY18-19
Fnlﬂw-l.b ACP MISP Model 1 Merrick SFY18-19
m Maodel I w“ l

3. Select Other Termination from the dropdown options, then Next.
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Record 1D 202013262

Start Date |Staff: Agency | Staff Role
07/24/2018|Becca L Johnson | Primary
Merrick Comm |Staff
Srvs
072572018 |Becca L Johnson | Primary
Merrick Comm Sraff
Srvs
07/25/2018|Becea L Johnson | Primary
Merrick Comm |Staff
Srvs
07/5/2018|Becca L Johnson  |Primary
Merrick Comm Staff
Srvs
0&/07/2018|Becca L Johnson  |Primary
Merrick Cormm |Staff
Srvs
| start pate |End Date
FO07/2018
07/29/2018




Adult Career Pathways Exit

Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*“Primary Exit Reason :FOther Termination e
| MNext | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
Labor Force Status: the participant's employment status at the time of exit. Options include:
. Employed Full-Time
ii. Employed Part-Time
1. Not in Labor Force
. Temporary Employment
v. Unemployed

*Exit Date |

*Labor Force Status None Selected bl |

* Hide Activities

Activity: Subtype |Start Date |nc’tual Cost |‘Cumpletiun Result

Class Trng - Occ Skill ||:|5,f1?,f2|:| 18 & [None Seiected v
Career Counseling |C|5,-"D 1/2018 g | | Mone Selected v

5. If known, enter the optional fields:
a. Actual Cost:the amount paid for the specified activity.

*Exit Date i |ER

d

“Labor Force Status |H'DHE Selected V|

* Hide Activities

Activity: Subtype Start Date |Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 % | ||None Selected
Career Counseling 05/01/2018 $| ] ||N1:nne celected V|

6. Select the Remove from Caseload option to remove the participant from your dashboard.
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[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

|

N
| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes MNo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
Birth Date 07 /13/1989 MAXIS Case 22335

Demographics

Work Preferences

MM Works Resume = Show SNAP ET Seq 1 - Enrolled - User-Generated

= Hide Adult Career Pathways Seq 1 - Exited
Add Case Note

Case Note Quick Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |Start Date |End Date
AIOIC/NWICDC Split Test 5FY18 |UEI."|:|]."A|J1H |‘.JE|-.-":J‘|_"£U1H

Program,/New App

e [ MViewExt | [ Edi B ]
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3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson

Record ID 202013257
Birth Date 07 /13/1989

MAXIS Case 22335

show ' 25 ) 100 T 200 ® 500
Displaying 1 to 1 of 1
Credential Type - |Prugram Sequence |M;!:ncramd Activity | Actual Attainment Date |AEtiDﬂ

Credential Pending |ACP Seql |Class Trmg - Occ Skill |Ed|t elete

4. Follow the Credential instructions to complete the Credential Summary page.

Credential Summary

Becca Johnson

Record ID 202013257
Birth Date 07/13/1989

MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |RCti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 G|
Actual Attainment Date ez |

*Associated Activity None Selected V|
Comments

Spell Check

Personal/Medical Problem

1. Use the exit reason of Personal/Medical Problem if the participant has their own personal or medical issue
preventing them from continuing in the program for more than 90 days.

Example: pregnancy, chemical dependency.
2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

Recent Work

My Tasks

Manage Case

Manage Program

Reports References

Resountes He

g Exit Summary
Ou- ntact : Becca Johnson Record 1D 2020132632
T Birth Date 07,/13/1980
Tickler
Demographics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
: : Closed
RN Ca sf ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Jak :Pr
. reer Counseling Model 1 Merric 11l ! 018|{Becca L Johnson | Primary
Add Case Note 19 Merrick Comm |Staff
Case Nate Quick Srvs
e Hote Eearch Indv Fian Dvpm ACP P2P Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
E 13 Merrick Comm |Staff
Cases | sivs |
Programy/New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
HWM r 13 ;'Iir::ck Comim |staff
Activity Cred Trng ACP MISP Model 1 Merrick SEY18- [07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection SHvs
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFY15-19 06/07/2018 |
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
| | Exit Frogram Sequénce |

3. Select Personal/Medical Problem from the dropdown options, then Next.

Adult Career Pathways Exit

Record ID 202013257
MAXIS Case 22335

Becca Johnson
Birth Date 07/13/1989

Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018

Entered by Becca L Johnson

*Primary Exit Reason rII\‘ersnt:nr'|.aI,-fl‘-‘le_:l;liuz.:elI Problem v

| Next | | Cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:
.. Employed Full-Time
ii. Employed Part-Time
iit. Not in Labor Force
Temporary Employment
v. Unemployed

v.
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*Exit Date |

*Labor Force Status None Selected bl |

* Hide Activities

Activity: Subtype |Start Date |nctual Cost |-Cumpleti0n Result
Class Trng - Occ Skill ||:|5,!1?.-f2|:| 18 & i [None Selected v
Career Counseling |I:|5ID1.F2|:I 18 % | | Mone Selected v

5. If known, enter the optional fields:
a. Actual Cost the amount paid for the specified activity.
+Exit Date |ER

I o
*Labor Force Status |None Selected V|

T Hide Activities

Activity: Subtype Start Date |Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 g ‘ ||None Selected
Career Counseling :EIS.-"L'II.."EEI 18 % [ ] “N.Dne Selected W)

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ | Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

—

—]

| Sawve Final Exit Save Exit as Pending | | Cancel |

Pending Credential

1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
i Birth Date 071371989 MAXIS Case 22335

Demographics

Work Preferences
MN Works Resunse = Show SNAP ET Seq 1 - Enrolled - User-Generated

Case Note
_ = Hide Adult Career Pathways Seq 1 - Exited
Add Case Note
Case Note m Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |start Date End Date
_ AIDIC/NWICDC Split Test SFY18 |os/01/2018 08/04/2018

Program,/New App

Eligibility/Enrollment

Activity

TAA

Plan

| wiew Exit | | Edit Exit

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/10890 MAXIS Case 22335

show ' 25 ) 100 O 200 ® so00
Displaying 1 to 1 of 1

Credential Type - |Program Sequence |A-';sudamd Activity | Actual Attainment Date |Miiﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|l: elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson

Record ID 202013257
Birth Date 07/13/1989

MAXIS Case 22335

show O 25 C'100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |ACti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1
*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 G
Actual Attainment Date G|
*Associated Activity None Selected V|
Comments
Spell Check

Save Cancel

Program/Type Transfer

1. The Program/Type Transfer exit reason should be used if the grant/funding stream has ended, but the

participant will continue receiving services through another funding stream/program within the same
organization.

Example: They exit from an Adult Career Pathways (ACP) program and will be re-enrolled into a Dislocated
Worker (DW) program.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

Recent Work

My Tasks

Manage Case

Manage Program

Reports References

Resountes He

g Exit Summary
Ou- ntact : Becca Johnson Record 1D 2020132632
T Birth Date 07,/13/1980
Tickler
Demographics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
: : Closed
RN Ca sf ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Jak :Pr
. reer Counseling Model 1 Merric 11l ! 018|{Becca L Johnson | Primary
Add Case Note 19 Merrick Comm |Staff
Case Nate Quick Srvs
e Hote Eearch Indv Fian Dvpm ACP P2P Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
E 13 Merrick Comm |Staff
Cases | sivs |
Programy/New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
: 13 Merrick Comm |staff
Eligibility/Enroliment Srvs
Activity Cred Trng ACP MISP Model 1 Merrick SEY18- [07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection SHvs
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFY15-19 06/07/2018 |
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
| | Exit Frogram Sequénce |

3. Select Program/Type Transfer from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson
Birth Date 07/13/1989

Record ID 202013257
MAXIS Case 22335

Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enroliment Date 04/26/2018

Entered by Becca L Johnson

-
*Primary Exit Reason Program/Type Transfer hd

| N:xt | Cancel

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant's employment status at the time of exit. Options include:
. Employed Full-Time

ii. Employed Part-Time

/it Not in Labor Force

wv. Temporary Employment

v. Unemployed
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*Exit Date |

*Labor Force Status None Selected bl |

* Hide Activities

Activity: Subtype |Start Date |nctual Cost |-Cumpleti0n Result
Class Trng - Occ Skill ||:|5,!1?.-f2|:| 18 & i [None Selected v
Career Counseling |I:|5ID1.F2|:I 18 % | | Mone Selected v

5. If known, enter the optional fields:
a. Actual Cost the amount paid for the specified activity.
+Exit Date |ER

I o
*Labor Force Status |None Selected V|

T Hide Activities

Activity: Subtype Start Date |Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 g ‘ ||None Selected
Career Counseling :EIS.-"L'II.."EEI 18 % [ ] “N.Dne Selected W)

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ | Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

—

—]

| Sawve Final Exit Save Exit as Pending | | Cancel |

Pending Credential

1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
i Birth Date 071371989 MAXIS Case 22335

Demographics

Work Preferences
MN Works Resunse = Show SNAP ET Seq 1 - Enrolled - User-Generated

Case Note
_ = Hide Adult Career Pathways Seq 1 - Exited
Add Case Note
Case Note m Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |start Date End Date
_ AIDIC/NWICDC Split Test SFY18 |os/01/2018 08/04/2018

Program,/New App

Eligibility/Enrollment

Activity

TAA

Plan

| wiew Exit | | Edit Exit

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/10890 MAXIS Case 22335

show ' 25 ) 100 O 200 ® so00
Displaying 1 to 1 of 1

Credential Type - |Program Sequence |A-';sudamd Activity | Actual Attainment Date |Miiﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|l: elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500

Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Associated Activity |Actua| Attainment Date |ACti0l1
Credential Pending |ACP Seq 1

|Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1
*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 G
Actual Attainment Date G|
*Associated Activity None Selected V|
Comments
Spell Check

Save Cancel

Refused to Continue

1. Use the exit reason of Refused to Continue if the participant is no longer interested in services offered and did
not complete program objectives.
Example: The participant was enrolled in training, then decided it would not work for them.

2.

From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.
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Home Search

Recent Work

My Tasks

Manage Case

Manage Program

Reports References

Resountes He

g Exit Summary
Ou- ntact : Becca Johnson Record 1D 2020132632
T Birth Date 07,/13/1980
Tickler
Demographics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences —
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
: : Closed
RN Ca sf ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Jak :Pr
. reer Counseling Model 1 Merric 11l ! 018|{Becca L Johnson | Primary
Add Case Note 19 Merrick Comm |Staff
Case Nate Quick Srvs
e Hote Eearch Indv Fian Dvpm ACP P2P Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
E 13 Merrick Comm |Staff
Cases | sivs |
Programy/New App Assessmient ACP MISF Model 1 Merrick SFY18- [07/29/2018|Becca L Jahnson | Primary
HWM r 13 ;'Iir::ck Comim |staff
Activity Cred Trng ACP MISP Model 1 Merrick SEY18- [07/29/2018|Becea L Johnson | Primary
TAA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comim |SEaff
Reporting Collection SHvs
Youth Performance Funding Stream |start pate |End pate
Exit ACP P2P Model 1 Merrick SFY15-19 06/07/2018 |
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
| | Exit Frogram Sequénce |

3. Select Refused to Continue from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson
Birth Date 07/13/1989

Record ID 202013257
MAXIS Case 22335

Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enroliment Date 04/26/2018

Enteraed by Becca L Johnson
*Primary Exit Reason iRefused to Continue b
| Next | | cancel |

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.

b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant's employment status at the time of exit. Options include:

. Employed Full-Time

il. Employed Part-Time

/it Not in Labor Force

. Temporary Employment

v. Unemployed
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*Exit Date |

*Labor Force Status None Selected bl |

* Hide Activities

Activity: Subtype |Start Date |nctual Cost |-Cumpleti0n Result
Class Trng - Occ Skill ||:|5,!1?.-f2|:| 18 & i [None Selected v
Career Counseling |I:|5ID1.F2|:I 18 % | | Mone Selected v

5. If known, enter the optional fields:
a. Actual Cost the amount paid for the specified activity.
+Exit Date |ER

I o
*Labor Force Status |None Selected V|

T Hide Activities

Activity: Subtype Start Date |Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 g ‘ ||None Selected
Career Counseling :EIS.-"L'II.."EEI 18 % [ ] “N.Dne Selected W)

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ | Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

—

—]

| Sawve Final Exit Save Exit as Pending | | Cancel |

Pending Credential

1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.
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Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
i Birth Date 071371989 MAXIS Case 22335

Demographics

Work Preferences
MN Works Resunse = Show SNAP ET Seq 1 - Enrolled - User-Generated

Case Note
_ = Hide Adult Career Pathways Seq 1 - Exited
Add Case Note
Case Note m Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mote Search Funding Stream |start Date End Date
_ AIDIC/NWICDC Split Test SFY18 |os/01/2018 08/04/2018

Program,/New App

Eligibility/Enrollment

Activity

TAA

Plan

| wiew Exit | | Edit Exit

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/10890 MAXIS Case 22335

show ' 25 ) 100 O 200 ® so00
Displaying 1 to 1 of 1

Credential Type - |Program Sequence |A-';sudamd Activity | Actual Attainment Date |Miiﬂﬂ
Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Ed|l: elete

Add Credential

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Assnciated Activity |Actua| Attainment Date |Action
Credential Pending |ACP Seq 1l |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 EH
Actual Attainment Date i

*Associated Activity None Selected V|
Comments

Spell Check

Remained in School

1. Use the exit reason of Remained in School if the participant is enrolled in an education program and no longer
requires employment services.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tasks Recent Work  Manage Case Manage Program Reports References Resources He

i i Exit Summary
.M. ot Becca Johnson Record 1D 202013262
e Birth Date 07/13/1989
Demographics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences a—
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency | Staff Role
& Closed
Ca Counsel ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Jok :PT
0 B Teer 4n ing =l 1 T 18- o1 ecca L Johnson | mary
Add Case Nobe 19 Merrick Comm gﬁraff
Case Note Quick Srvs
Case Note Search Indv Plan Drvprmt ACP P2PF Model 1 Memrick 5FY18- |07/29/2018|Becca L Johnson | Primary
= 19 Merrick Comm Sraff
CoE -
Program/New App Assessmient ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becca L Johnson | Primary
: i i 19 Merrick Comm |Staff
H. ﬂ -t. H‘I.H!-u 3l Srvs
Activity Cred Trag ACP MISP Model 1 Merrick SFY18- |07/29/2018|Bacea L Johnson | Primary
TaA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comm |Staff
Reporting Collection kol '
Youth Performance Funding Stream |start Date |End Date
Exit ACP P2P Model 1 Merrick SFY18-19 /07/2018
Follow-Up ACP MISP Model 1 Merrick SFY18-19 07/29/2018
: I | Exit Program Sequence |
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3. Select Remained in School from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson
Birth Date 07/13/1989

Program Seq 1

Agency: Location Hennepin County: WERC WSA 09
Enrollmant Date 04/26/2018

Entered by Becca L Johnson

*Primary Exit Reasor. |Remained in Schoal

Record ID 202013257
MAXIS Case 22335

| Ht_axt | Cancel

4. On the Adult Career Pathways Exit page, enter the required fields (*):

a. Exit Date the date the participant is exiting from the program. This date may not be after the grant

program/funding stream has ended.

b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant’'s employment status at the time of exit. Options include:

. Employed Full-Time
ii. Employed Part-Time
/it Not in Labor Force
. Temporary Employment
v. Unemployed

*Exit Date |

*Labor Force Status None Selected

* Hide Activities

Activity: Subtype |start Date
Class Trng - Occ Skill ||:IS_."1?.-f2EI 18
Career Counseling |l:|5,-"{:|1.-f2|:| 18

5. If known, enter the optional fields:

|nc’tual Cost
sf. |
s ]

a. Actual Cost:the amount paid for the specified activity.
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: =
*Exit Date _ |3

“Labor Force Status |None Selected V|

~ Hide Activities

Activity: Subtype Start Date |Actual Cost |+Cumpletion Result
Class Trng - Occ Skill 05/17/2018 % [ i|None Selected v
Career Counseling 05/01/2018 % [ | “N.Dne- Selected W)

6. Select the Remove from Caseload option to remove the participant from your dashboard.

[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

[ — —

| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential

1. A Confirmation window will appear if a pending credential exits on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes MNoO

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.
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Exit Summary

Becca Johnson
Birth Date 07/13/1989

Record 1D 202013257
MAXIS Case 22335

T Hide Adult Career Pathvways Seq 1 - Exited

Funding Stream
AIDIC/NWICDC Split Test SFY18

[ wiew Exit | | Edit Exit |

3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson
Birth Date 07/13/1980

e (PO Sermenie | Aocited Aohwey

Credential Pending |ACP Seq 1 ; Class Trng - Occ SIuII

T Tt

Exit Date 05/04/2018  Exit Reason  Cannot Locate

Start Date End Date
05/01/2018 08/04/2018

Record ID 202013257
MAXIS Case 22335

show _' 25 ) 100 _ 200 ® 500

D'lnl_ll.m 1tel of 1
Actual Attainment Date |!-thﬂli
|Edit nelete

4. Follow the Credential instructions to complete the Credential Summary page.
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Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1980 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1

Credential Type ~ |Program Sequence |Assnciated Activity |Actua| Attainment Date |ﬁ€ti0n
Credential Pending |ACP Seq 1l |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 EH
Actual Attainment Date i

*Associated Activity None Selected V|
Comments

Spell Check

Reservist Called to Active Duty

1. Use the exit reason of Reservist Called to Active Duty if the participant is a member of the National Guard or
other reserve military unit, and they have been called to active duty for at least 90 days.

2. From Cases > Exit > Exit Program Sequence within the Adult Career Pathways Enrolled sequence.

Home Search My Tasks Recent Work  Manage Case Manage Program Reports References Resources He

At-A-Glan Exit Summary
Contact Becca Johnson Record 1D 2020132632
i Birth Date 07,/13/ 1980
Tickler
Demographics
= Hide Adult Career Pathwa 3 - Enrolled
Work Preferences a—
MN Works Resume Activity(ies) to Be Funding Stream Start Date |Staff: Agency  [Staff Role
& : Closed
Ca s ACP MISP Model 1 Merrick SFY18- |07,/29/2018|8 Jok :PT
0 B reer Coun: ing Miedel 1 ATIC ¥ 18- i o1 ecca L Johnson | mary
Add Case Nobe 19 Merrick Comm |Staff
Case Note Quick Srvs
Case Note Search Indv Plan Drvprmt ACP P2PF Model 1 Memrick 5FY18- |07/29/2018|Becca L Johnson | Primary
= ; 19 Merrick Comm Sraff
CoE -
Programy/New App AstEssmient ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becea L Johnson  |[Primary
: i 19 Merrick Comm |Staff
Eligibility/Enroll 2 Srvs
Activity Cred Trag ACP MISP Model 1 Merrick SFY18- |07/29/2018|Becea L Johnson  |Primary
TaA 19 Merrick Comm Staff
Srvs
Orientation ACP P2P Model 1 Mermick 5FY18- |06/07/2018|Becca L Johnson  |Primary
Credential 19 Merrick Comm |Staff
Reporting Collection kol
Youth Performance Funding Stream |start Date |End Date
Exit ACP P2P Model 1 Merrick SFY18-19 06/07/2018
Follow-Up ACP MISP Model 1 Memrick SFY18-19 07/29/2018
servic | | Exit Frogram Sequence |
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3. Select Reservist Called to Active Duty from the dropdown options, then Next.

Adult Career Pathways Exit

Becca Johnson Record ID 202013257

Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location Hennepin County: WERC WSA 09
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Primary Exit Reason Reservist Called to Active Duty il

| Next | Cancel

4. On the Adult Career Pathways Exit page, enter the required fields (*):
a. Exit Date the date the participant is exiting from the program. This date may not be after the grant
program/funding stream has ended.
b. Activities Completion Result: select whether the specified activity was Successful or Unsuccessful.
¢. Labor Force Status: the participant's employment status at the time of exit. Options include:
. Employed Full-Time
il. Employed Part-Time
/it  Temporary Employment

*Exit Date |

*Labor Force Status None Selected bl |

* Hide Activities

Activity: Subtype |Start Date |nctual Cost |-Cumpleti0n Result

Class Trng - Oce Skill ||:|5,!1?.-f2|:| 18 [ ' [None Selected
Career Counseling |I:ISID 1/2018 $ | | Mone Selected v

5. If known, enter the optional fields:
a. Actual Cost the amount paid for the specified activity.

+Exit Date : |ER

I o
*Labor Force Status |None Selected V|

T Hide Activities

Activity: Subtype Start Date |Actual Cost |"Cumpletion Result
Class Trng - Occ Skill 05/17/2018 g |

|| MHone Selected

Career Counseling :L'IS.-"L'II.."EEI 18 % [ ] “N.Dne Selected W)
| L |

6. Select the Remove from Caseload option to remove the participant from your dashboard.
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[ |Remove from caseload

Save Final Exit Save Exit as Pending Cancel

7. Select Save Final Exit to complete the closure of the program, or Save Exit as Pending to save the exit
information without closing the program, or Cancel to delete the entry.

[ | Remove from caseload

|

N
| Save Final Exit Save Exit as Pending | | Cancel |

Pending Credential
1. A Confirmation window will appear if a pending credential exists on the program sequence to remind you to
enter whether or not the participant received a credential during program participation. Select Yes or No.

Confirmation

A pending credential exists for one or more training
activities on this record. To enter a credential or indicate
that the person did not receive a credential, go to the
Credential page after exiting. Do you want to continue?

Yes Mo

2. At the Exit Summary page, select Cases > Credential to enter the results of the pending credential.

At-A-Glance

Contact Exit Summary

Tickler Becca Johnson Record 1D 202013257
Birth Date 071371989 MAXIS Case 22335

Demographics

Work Preferences

MK Works Resume * Show SNAP ET Seq 1 - Enralled - User-Generated

= Hide Adult Career Pathways Seq 1 - Exited
Add Case Note

Case Mote Quick Exit Date 08/04/2018  Exit Reason Cannot Locate

Case Mete Search Funding Stream |Start Date | End Date
ALOIC/NWICDC Split Test SFY18 ||'.'IE|."|'.'I]."".|J1I:| |‘.JE-.-"{J4_-'£U1H

Programy/New App

e [ iew Ext | [ Edn Ex ]
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3. In the Credential Type of Credential Pending, select Edit.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/1089 MAXIS Case 22335

show ) 25 ) 100 ) 200 ® 500
Displaying 1 to 1 of 1

Credential Type - ||ngr.:m1 Sequence |.|!L-;!:ncramd Activity |Actual Attainment Date !Actiun
Credential Pending |ACP Seql |Class Trmg - Occ Skill |Ed|t elete

| Add Credential |

4. Follow the Credential instructions to complete the Credential Summary page.

Credential Summary

Becca Johnson Record ID 202013257
Birth Date 07/13/19890 MAXIS Case 22335

show O 25 O 100 O 200 ® 500
Displaying 1 to 1 of 1
Credential Type ~ |Program Sequence |A550ciated Activity |Actua| Attainment Date |RCti0l1

Credential Pending |ACP Seq 1 |Class Trng - Occ Skill | |Edit Delete

Edit Credential

Program Sequence ACP Seq 1

*Credential Type Credential Pending V|
Estimated Attainment Date 05/17/2018 G|
Actual Attainment Date ez |

*Associated Activity None Selected V|
Comments

Spell Check

Exit Reason Definitions

The table below defines the options for closing the participant’s program record. The Exit Reasons marked with an
asterisk (*) indicate the participant is not in the labor force for reasons outside of their control; therefore, these exits
will not be included in the denominator of training completed, credential attainment, or employment metrics on the
Uniform Report Card.

Exit Reason Definition
The participant has not responded to requests for contact for 90 days (or less,
Cannot Locate depending on local policy).
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Exit Reason Definition
Example: the service provider has attempted to contact every 30 days and has not
been successful, so after 90 days, exits the participant from the program.

Death* The participant is deceased.

Completed Program
Objective

The participant completed training, pre-employment skills, or other work plan
objectives, though has not entered employment prior to exit.

Example: The goal of the program/work plan was to provide financial literacy
training, then refer the participant to another grant program for additional
employment/training services.

Does Not Require
Workforce Development
Services

The participant was enrolled in the program and is exiting prior to completing
any program objectives.

Example: entered AmeriCorps, won the lottery.

Entered Armed Forces

The participant has enlisted into the U.S. Military.

Entered Unsubsidized
Employment

The participant has entered employment and is no longer in need of program
support. This employment is solely funded by the employer without any wage
subsidies.

Family Care Problems*

The participant is unable to continue due to a family need which is not related to
their own personal/medical problems.

Example: child/dependent care problems, illness of a family member.

Institutionalized*

The participant is no longer able to participate in programming due to
incarceration in a correctional facility or becoming a resident of an institution
which is providing 24 hour support such as a hospital or treatment center.

Moved from Area

The participant is unable to continue due to moving from the service area.

Other Termination

Participants whose exit reason does not match with any of the other options
listed.

Personal/Medical Problem*

The participant has their own personal or medical issue preventing them from
continuing in the program for more than 90 days.

Example: pregnancy, chemical dependency.

Program/Type Transfer

After the grant/funding stream has ended, the participant will continue receiving
services through another funding stream/program within the same organization.

Example: They exit from an Adult Career Pathways (ACP) program and will be re-
enrolled into a Dislocated Worker (DW) program.

Refused to Continue

The participant is no longer interested in services offered and did not complete
program objectives.

Example: The participant was enrolled in training, then decided it would not work
for them.
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Exit Reason Definition

The participant is enrolled in an education program and no longer requires

Remained in School .
employment services.

Reservist Called to Active As a member of the National Guard or other reserve military unit, the participant
Duty* has been called to active duty for at least 90 days.

Co-enrollment

Leveraging resources from other sources is encouraged; however, all co-enrollment within Adult Career Pathways
(ACP) programs must be captured in WorkforceOne (WF1).

Co-enrollment occurs when a participant is receiving program support from multiple funding streams.

For example, one grant provides support services while the other grant provides funding for tuition.

At the present time, co-enrollment may only occur within the ACP program when the same provider is administering
both programs.

For example, Agency A has two grants: Southeast Asian Economic Relief (SE Asian) and Pathways to Prosperity
(P2P). The SE Asian grant will pay for support services such as bus cards, while the P2P grant will pay for
tuition. Since Agency A is administering both grants, co-enrollment may occur.

DEED staff are in the process of updating functionality in WF1 to allow co-enrollment between providers
administering grants within the ACP program. Until this functionality is implemented, co-enrollment across providers
entering data into the ACP program in WF1 may not occur.

For example, Agency A has a Southeast Asian Economic Relief grant (SE Asian) and Agency B has a Pathways
to Prosperity (P2P) grant. Since both programs (SE Asian & P2P) enter data into the ACP program and the
programs are administered by two different agencies, co-enrollment may not occur.

Co-enrollment with Same Provider

At the present time, only one Enrollment sequence for the Adult Career Pathways (ACP) program may be open at a
given time. When an organization has more than one funding stream (for example, P2P, MJSP, SE Asian, or WESA)
and the participant will be enrolled in more than one funding stream within the same organization, co-enrollment
will be recorded via activities.

For example, Agency A has two grants: Southeast Asian Economic Relief (SE Asian) and Pathways to Prosperity (P2P).
The SE Asian grant will pay for support services such as bus cards, while the P2P grant will pay for tuition. Since
Agency A is administering both grants, co-enrollment may occur.

1. From the Person At-A-Glance page, note that the Adult Career Pathways (ACP) Program is in £nrolled Status.
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Case Note
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TR ..., oc A Gince

Becca Johnson Record ID 202013257
Birth Date 07713/ 1989 MAXIS Case 22335

Mame and Mailing Address
Becca Johnson

General Delivery

Blaine MM 55449

The geo-ceding search was unable to verify this address. The address is not valid for Work Preferences or
Talent Pool Search,

Mo Phone Data Available
Birth Date 07/13/1989

Primary E-mail
Secondary E-mail

Record I 202013257 Last 4 SSN 3213
MAXIS Case 22335 MAXIS PMI 56489654
Program Status Application |Enroll Date |Exit Date  Closed from | Last COFFR
Date App Date  |Follow-up
Date
SNAP FT Sec 1 | Frrolled |05/01/2018 |05/04/2018 Henn/Carver (9)
ACP Seq 1 [Emolled!-m{zﬁﬂﬂlu 04/26/2018 Henn/Carver (9)

Within the Adult Career Pathways - Enrolled sequence, select Cases > Activity, then Add ACP Activity.



Home Search My Tasks Recent Work Manage Case Manage Program Reports  References Resources Help

Activity Summary

Becoca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335

* Show SNAP ET Seq 1 - Enrolled - User-Generated

* Hide Adult Career Pathways Seq 1 - Enrolled

Enrollment Date: 04/26/2018 Exit Date:

Activity: Subtype: Work Exp  |Funding Stream Start | staff: Agency |Action
Type Date/
End Date
Career Counseling ACP PZP Maodel 1 SFY18- |06/30/2018 |Becca L Edit Delete
19 Open |Johnson Copy
|Hennepin Cty
Indv Plan Dvpmt ACP P2F Model 3 SFY18- |06/30,/2018 EBen:a L Edit Defete
19 Open | Johnson Copy
Hennepin Cty
Orientation ACP P2P Model 2 5FY18- |06/30/2018 |Becca L Edit Delete
19 Open |Johnson Copy
|Hennepin Cty
Assessment ACP P2P Model 1 SFY18- |06/30/2018 |Becca L Edit Delete
19 Open Johnson Copy
F r ihennepln Cty
b Add ACP Activity |
Foliow-Up

3. Select an Activity Type from the dropdown options. Note the MJSP Funding Restrictions to activities. Next.

Adult Career Pathways Activity
Becca Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Program Seq 1
Agency: Location
Enrollment Date 04/26/2018
Entered by Becca L Johnson
*Assign to Staff \Johnson, Becca (Current Primary) V|
*Activity Type |NDFIE Selected V]

| Next | | cancel |

4. On the Adult Career Pathways Activity page, select the appropriate Funding Stream from the dropdown
options, and complete any other required fields as specified in Entering Activities.
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Co-enrollment Across Providers

At the present time, only one Enrollment sequence for the Adult Career Pathways (ACP) program may be open at a
given time. When one organization has enrolled a participant into an ACP program in WF1, another organization may
not co-enroll the same participant in a different grant/funding stream.

For example, Agency A has a Southeast Asian Economic Relief grant (SE Asian) and Agency B has a Pathways to
Prosperity (P2P) grant. Since both programs (SE Asian & P2P) enter data into the ACP program and the programs are
administered by two different agencies, co-enrollment may not occur.

1. From the Person At-A-Glance page, note that in this example, the Adult Career Pathways (ACP) Program is in
Enrolled Status with Hennepin/Carver (9).

General
PrarT— Person At-A-Glance
Contact usacn:a Johnson Record ID 202013257
Birth Date 07/13/1989 MAXIS Case 22335
Tickler
Demographics Name and Mailing Address
Becca Johnson
Work Preferences General Delivery
MN Works Resume Blaine MN 55449

The geo-coding search was unable to verify this address. The address is not valid for Werk Preferences or

Add Case Note Talent Pool Search,

£ g No Phone Data Available
Case Note Search
Program/Mew App Primary E-mail
Eligibility/Enroliment Secondary E-mail
Activity Record ID 202013257 Last 4 SSN 3213
MAXIS Case 22335 MAXIS PMI 56489654
TAA
Plan Program Status Application [Enroll Date |Exit Date | Closed from | Last COFFR
Credential Date App Date Follow-up
Date

Reporting Collection i o o

SNAP ET Seq 1 |Enrolled |05/01/2018 |05/04/2018 | |Henn/Carver (9)
Youth Performance

ACP Seq 1 |Enrolled |+ 4/26/2018 |ﬂ-1f25£2013 | |Henn/Carver (9)
Participation Hours
Exit

2. Organizations outside of the Hennepin/Carver (9) COFFR (Contract or Federal Funding Recipient) may not co-
enroll into another program which enters data into the ACP program in WF1. If a user attempts to add a new ACP
Program/New App, the ACP Program will not be an available dropdown option.

a. If a Hennepin/Carver (9) organization is enrolling into another ACP program, see Co-enrollment with
Same Provider.

Appendix A: Pathways to Prosperity (P2P) Additional Information

Minnesota Job Skills Partnership (MJSP) Funding Stream

Select Pathways to Prosperity (P2P) grants receive a portion of their funding from the Minnesota Job Skills
Partnership (MJSP), which is set up as a separate funding stream within the Adult Career Pathways (ACP) program in
WorkforceOne (WF1). MJSP may only fund a participant’s training if they are at or below 200% of the Federal Poverty
Guideline (FPG). Only training activities may be funded by MJSP; please see MJSP Funding Restrictions.
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All participants enrolled into the MJSP funding stream in WF1 must have an MJSP Applicant Statement of Income
form completed and follow the MJSP Income Eligibility Guidelines. The form and guidelines are available on DEED's
P2P website.

Review Available Funding Streams
Funding streams are identified by P2P Model Number, whether it is MJSP or P2P funding, and a Grant Contract
Number. Follow the instructions below to identify which program is associated to which funding stream.

1. Select Manage Program > Funding Streams (Projects).

WORKFORCE ONE e

Manage Program Menu

DHS Referral Quese Search for referrals fram MAXLS far the MFIP, WP, and SMNAP ET programs to begen the cases management process in WEL

Evianis Seanch for events thal persans O USers can attend, With the proper privileges, you can add a nesw event after searching

Sesgsnng Search hor sessions for which person reconds can be registened. From here you can akso frack sttendsnce and, with proper privileges, adit of delete given sessans
Curstom Program | Search for existing custom programs. With the proper privileges, you can add, edit, or deliete custom programs.

Plan Tametsta Wiew extsting employment plan templates for your sgency. With the proper privileges, you can sdd, edit, or delete plan temglates.

Funding Streams (Projects] | earch for funding streams for programs. With the proper privileges, you can add, odit, or delete funding streams
SEIYiLe e Sty Search for existing service models, With the proper privileges, you can add or edit serace models

TAA Petition Search, add, upload, and viiny the status of & TAA Petition

2. In Funding Stream Category, select Adult Career Pathways.
3. Select your organization’s name in Agency Associated. Run Search.

Funding Stream Search

* Hide Search Criteria

Funding Stream l |

Funding Stream Category |Adult Career Pathways |

Grant Number [ _

Grantee COFFR | Al values v
Agency Associated |A1I Values v

Status Active |

| Run Searmj

4. In the example below, the organization has 6 different MJSP/P2P Funding Streams, all tied to specific Grant
Numbers.
a. Grant Number 8EXAMPLE7800 has two funding streams: one for MJSP and one for P2P.
b. Grant number 8EXAMPLE7801 has two funding streams: one for MJSP and one for P2P.
c. Grant number 8EXAMPLE7803 has two funding streams: one for MJSP and one for P2P.
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https://mn.gov/deed/programs-services/adult-career-pathways/pathways-prosperity/

Selecting the Appropriate Funding Stream at Initial Enroliment when Opening the Initial Activity

1. The Activity Type options at initial enroliment include Assessment, Career Counseling, Individual Plan
Development, and Orientation. Since none of these activities are training activities as identified in MJSP
Funding Restrictions, the Funding Stream option chosen must be P2P and cannot be MJSP.

Open Initial Activity

*Activity Type Hone Selected
e Fumding St AsSESSMENT K
i Imig g==lai] Caresr Counsel I'l;l
Individual Plan Development
Case Nole Orientation
| Spell Check |
Enroll | | Enroll and Add Another Activity | | Save without Enoling | | Cancel

2. Chose the appropriate Funding Stream as per your organization'’s internal budgeting procedure. All P2P funding
streams being with “ACP P2P..." and all MJSP funding streams begin with “ACP MJSP..."
3. Enroll.

Open Initial Activity

* Activity Type None Selected v
*Funding Stream

ACP MISP Model 1 SFY18-19
ACP MISP Model 2 SFY18-19
Case Note ACP MISP Model 3 SFY18-19
' ACP P2P Model 1 SFY18-19
ACP P2P Model 2 SFY18-19
ACP P2P Model 3 5FY18-19
ACP P2P Model X SFY18-19 Test
ACP Test SFY18-19
AIOIC/NWICDC Split Test SFY18
Funding Stream SFY18
_|Hennepin County/LMD

Spell Check 0OIC Programs SFY18

Enroll | | Enroll and Add Another Activity | | Save without Enrolling | | cancel |

Selecting the Appropriate Funding Stream when Entering Activities
The Adult Career Pathways Activity page requires the association of a Funding Stream in the Open Activity
section.

If the activity will be funded by P2P (Non-MJSP funds), select the funding stream which begins with ACP P2P. If the
activity is for training and will be funded by MJSP, select the funding stream which begins with ACP MJSP.
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* Hide Open Activity

*Start Date |
Estimated End Date |

*Funding Stream Mone Selected W
Activity Subtype
Estimated Cost $
Estimated Hours |
User Defined Text 1 |
User Defined Text 2 |
User Defined Date |

Educational Functioning Level (EFL)/Measurable Skills Gain (MSG)

The Pathways to Prosperity (P2P) program measures Educational Functioning Level (EFL)/Measurable Skills Gains
(MSG). DEED staff are in the process of adding the Reporting Collection functionality to the Adult Career Pathways
(ACP) program in WF1. This function should be live by October 1, 2018. Please report EFL/MSGs on or after this date.

Reporting Collection
Note: this functionality is not yet available in the ACP program in WF1.

1. From Person-At-A-Glance, select Cases > Reporting Collection.

General
oA ke Person At-A-Glance
Becca Johnson Record ID 202013262
ik, Birth Date 07/13/1989
Tickler
Hame and Mailing Address
Demographics
Becca Johnson
‘Work Preferences

DEED Headguarters
MH Works Resuma St. Paul MN 55101

m The geo-coding search was unable to verify this address. The address is not valid for Work Preferences or
E———— Talent Pool Search,
Case Mote Guick
Case Note Search

Mo Phone Data Avallable

ProgramyNew App Primary E-mail
Egibility/Enroliment Secondary E-mail
Activity Record 1D 202013262 Last 4 55N 3667
TAA. i

Program Status Au||li:;a.lim1|Fnr|:|-I[ Exit Dale |Closed Last COFFR
Plan Date Date from |Follow

App Date |up

Credantial | Date .
Reporting Collaction Adult Seq 1 |enrolled  |08/01/2018 |:JB.-'1Jl,.'2EIlB| | |ann,ac_an.-er (9]
s | 1 1 |

2. Select Edit from the Action column within the Adult Career Pathways (ACP) Enrolled Sequence.
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Reporting Collection Summary

Becca Johnson Record ID 202013262
Birth Date 07/13/1989

Program |case Status |Enroliment Date |Exit Date |Action
ACP Seq 1 |Enrolled |08/01/2018 | |Edit

3. Select Add New Measurable Skill.

Measurable Skills

Mo measurable skills found.

Add Mew Measurable sSkill |

4. Enter the required (*) fields on the Measurable Skill Add/Edit window.

a. Measurable Skill Type: select Educational Functioning Level.

b. Attainment Date: enter the date the gain was accomplished as determined by pre- and post-tests.
5. Save Skill.

Measurable Skill Add/Edit

| *Measurable Skill Type |Educational Functioning Level w
*Attainment Date @
| save skill | | Cancel |

6. Save the Reporting Collection page.

Reporting Collection
Becca Johnson Record ID 202013262
Birth Date 07/13/1989

Program Seq ALP Seq 1
Agency: Location Hennepin County: 300 South Sixth St.

Staff Assigned Becca L Johnson

Federal Reporting Data
Enter the maost recent date the person received the service.

Federal Training Referred Date m

Federal Job Referred Date
Federal Contractor Job Referred Date

Unemployment Insurance (UI) Claim
Assistance Received Date

Other Federal /State Assistance Referred I:I =

i & &

Date

Veterans Service None Selected b
Department of Veterans Affairs (VA) Hone Selected W

Service )

| s

Measurable Skills
Measurable Skill Type |Attainment Date  |Program Year |Date Entered |Action
Educational Functioning Level  |08/03/2018 |2018 |08/04/2018  |Edit Delete

Add New Measurable Skill |
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