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Introduction
Authorized by the Older Americans Act (OAA), originally enacted in 1965, the Senior Community
Service Employment Program (SCSEP) (sometimes referred to as Title V), funded and administered by
the Employment and Training Administration (ETA) of the U.S. Department of Labor (DOL), is the
oldest nationally directed, community service, and work-based job training program designed to help
low-income, unemployed individuals, aged 55 and older find work by matching job seekers with parttime training assignments in local nonprofits and public agencies where they can increase their skills and
build self-confidence and self-sufficiency while earning a modest supplemental income. SCSEP is
designed to be used in conjunction with other programs and services to provide training, increased
marketability, and opportunities for transition into non-subsidized employment. Based on their needs,
employment interests, and goals, participants may also receive supportive services and skills training.
This SCSEP experience may lead to permanent employment.
Program participants work an average of 20 hours per week, are paid at least the federal minimum wage
(with exceptions) and gain work experience in a wide variety of community service activities at nonprofit and public agencies, including schools, hospitals, day-care centers, and senior centers. This
training serves as a bridge to civic engagement and skills enhancement and leads to unsubsidized
employment opportunities for participants.
SCSEP is one of three federal workforce development programs and serves nearly every county in the
nation.

Goals of SCSEP
The goals of the SCSEP application are to:
•

Upgrade the job skills of participants

•

Provide added income to participants during training

•

Help participants become more involved in their community

•

Provide the local program community with needed service

•

Assist participants with transition to unsubsidized employment or other forms of self-sufficiency

Services Provided to SCSEP Participants
Services provided to participants include:
1. Periodic assessments and an Individual Employment Plan (IEP)
2. Improved living situation through paid training while preparing for future unsubsidized
employment
3. Connection with peers and their community and helping to address community needs
4. Increase in job skills and work experience through community service assignment and by
attending specialized training sessions and on-the-job experience
5. Exploration of employment opportunities in their labor market
6. Additional skill improvement through related programs and partner agencies

Case Management Overview
SCSEP serves as the primary source for entering, tracking, and submitting program Participant data in a
more efficient manner, providing visibility and reporting capabilities for the data captured for
Participant cases. Participant data is then fed into the quarterly and annual Quarterly Progress Report
(QPR) through the WIOA Integrated Performance System (WIPS). The Program Year is July 1 through
June 30 of any given year. Employment Outcomes are measured in program quarters: 1st quarter (JulSept), 2nd quarter (Oct-Dec), 3rd quarter (Jan-Mar), 4th quarter (Apr-Jun).

Document Overview
This User Guide consolidates information and instructions for use of SCSEP, including information
specific to each user role, and serves as a vehicle for documenting the various management
areas/processes within the SCSEP Grantee Performance Management System (GPMS) (e.g., the
methodology, allocated resources, management processes and procedures, operational tasks and
review activities, and interrelationships with other documents (as necessary)). This Guide is intended for
use in conjunction with other guides and handbooks, including the Data Collection Handbook, the Data
Validation Handbook, and the QPR Handbook. This document will be updated as necessary whenever
there are changes to GPMS.

Help Desk
If any issues are encountered with the SCSEP GPMS, contact www.scsephelp.zendesk.com.

SCSEP GPMS Core Functional Requirements
The SCSEP GPMS is deployed on top of the Appian COTS platform that supports the Case Management
lifecycle. The SCSEP GPMS leverages WIPS, an existing shared service designed to meet WIOA reporting
standards. Together, SCSEP GPMS and WIPS support the Case Management lifecycle through all phases.
Several functional requirements are addressed including, but not limited to, the following:

Functional Area

Description

User Management

Using the security module, administrators may grant and restrict user access to the features
and functions of the application for individual users based upon role.

Case Management

Allows users to add, update, track, and delete Cases through the completion of their
workflow.

Eligibility Verification

Allows users to ensure that Participants meet the Eligibility requirements.

Services Management

Allows users to add, update, delete, and track services, including program required services,
supportive services, and paid training provided to participants.

Outcome Management

Allows users to add, update, delete, and track Participant outcomes.

Exit Management

Allows users to Exit participants based on pre-defined requirements.

Functional Area

Description

Follow-Up
Management

Allows users to add, edit, delete, and track follow-up services provided to program
participants.

Reporting

Provides standard reports that support DOL reporting requirements for internal and
external users, allowing them to create reports that are pertinent to their roles.

User Roles
Within the SCSEP GPMS, the following User Roles are identified:
Role Name

Abilities

Case Manager

•

Primary users who move the Case through the Intake, Eligibility, Service, Exit, and
Outcome milestones.

•

Ability to add, edit, and read, remove exits throughout the system.

•

Ability to create new Cases for their organization and to update the details of
those Cases assigned to them.

•

Not permitted to submit Quarterly Progress Reports (QPRs).

•

Users with all Case Manager Privileges plus the ability to reassign Cases and Case
Managers.

•

Ability to create Users with any role except Grantee or Sub-Grantee
Administrator.
Ability to assign/reassign cases to Case Managers.

•

Ability to add, edit, delete and read throughout the system.

•

Ability to review and approve eligibility determination.

•
•

Ability to request re-certification of a Case.
Not permitted to submit QPRs.

1.

Users with all the privileges of a Case Manager (see above) with the ability to
review/edit Case-related information; to add/edit/remove users and subrecipients; to transfer, re-assign, and move Cases; to approve re-certifications
requested by the Case Supervisor; and to submit QPRs.
Sub-Grantee Administrators inherit all permission of the Case Supervisor along
with the ability to manage the set of users that have access within their sub-grant
Ability to create Users with any role except another Sub-Grantee Administrator or
Grantee Administrator.
Ability to assign/reassign cases to Case Managers.

Case Supervisor

Sub-Grantee Administrator

2.
3.
4.
Grantee Administrator

1.

2.
3.
Program Analyst

1.
2.

Users with all the privileges of a Case Manager (see above) and above can
review/edit Case-related information; to add/edit/remove users and subrecipients; to transfer, re-assign, and move Cases; to approve re-certifications
requested by the Case Supervisor; and to submit QPRs.
Grantee Administrators inherit all permission of the Case Supervisor along with
the ability to manage the set of users that have access within their grant.
Ability to create Users with any role except another Grantee Administrator
Ability to assign/reassign cases to Case Managers.
Program Analysts are those users located within the National Program Office
Ability to view all Grantee Organizations.

Role Name

Abilities

Read Only

3.
4.
5.

Ability to designate the Grantee Administrators
Ability to delete a case
NOTE: Only Program Analysts can View or Edit, (PII)information after it has been
entered/saved in the application)

1.
2.

Users with View Access only
No ability to create new cases or edit existing cases

Case Status
Within the SCSEP GPMS, the Case Statuses in the following figure are used. Each Status is further
defined in the table.

Pending

Pending Eligibility
Approval

Eligible

Ineligible

Waitlist

Active

Exited –
In Follow
Up

Active – On Break

Exited –
Closed

Locked

Status

Description

Pending

Case has not been submitted for eligibility determination.
Case Status is updated to Pending when the Case Manager has completed the Case
creation process, but the Participant has not been moved through all of the Intake
process steps.

Pending Eligibility Approval

An Eligibility determination decision has not been made.
A Task for eligibility approval has been created by the User (and sent to the Case
Supervisor), but eligibility has not been approved.

Eligible

Case Status is updated to Eligible when an Eligibility approval has been granted by the
Case Supervisor.

Ineligible

Case Status is updated to Ineligible if the Case Supervisor deems the Case to be
disqualified due to specific program requirements.

Waitlist

When the Case is determined to be Eligible, the Case is placed on a Waitlist until a
Community Service Assignment is available.

Active

Case Status is updated to Active after Eligibility has been approved by the Case
Supervisor, the Program Orientation Date has been added, and an Assignment has
been added, meaning the Case has been assigned to a Host Agency for a Community
Service Assignment.

Active – On Break

An active Case has a Break in Service where the system date is between the Break
Start Date and the Break End Date.

Status

Description

Locked

A Case has been locked for exceeding the Durational Limit.

Exited – In Follow-Up

A Case has been Exited for unsubsidized employment and has a Placement associated
with it.
Follow-Up is only relevant for Enrollments that have a Placement.
When Case Status is Exited – In Follow-Up, access is limited to the Summary, Services,
Outcomes, Follow-ups, and Related Actions.

Exited – Closed

A Case has been Exited (for any reason).

Universal Features
This section provides information on the basic functionalities found throughout the SCSEP GPMS. These
structures include:

Role Name

Abilities

Tabs

A sequence of identifiers across the top of the screen that provide a Menu of options.

Navigation Buttons

A sequence of buttons at the bottom of the page to navigate the user from page to page.

Dropdown Lists

Provide a list of allowable values for the field, thereby limiting the selection.

Field-Level Help

Alert the user to the nature of the data to be entered for various fields

Required Fields

An asterisk (*) directly next to a field label is used to identify fields where mandatory
information is required to proceed

Calendar Buttons

A calendar format is provided to select a date.

Upload Documents

A button used to begin the attachment of an external document to the Case.

Error & Warning
Messages

Used to display required or recommended actions or errors in data.

Tabs
Various Tabs provide a Menu located across the top of the screen when logged into the SCSEP GPMS
application, as shown in the following images:

Users navigate through the SCSEP GPMS application using these tabs:
Tab

Explanation

Cases

All the cases created are by the user can be found here.

Tasks

Actions that require the user’s attention.

Reports

Provides access to a list of reports available to the user to monitor organizational
programs.

Navigation Buttons
Navigation Buttons provide a simple method for the user to move through the various screens.

Button

Function

Close

Closes the page without saving the information and returns to the main overview page.

Save + Continue

Saves the information and proceeds to the next page.

Save + Close

Saves the information, closes the page, and returns to the main overview page.

Continue

Proceeds to the next page.

Previous

Returns to the previous page without saving the information.

Complete

Saves the information and completes the case intake process.

Dropdowns
Dropdowns are used to provide a pre-determined list of allowable values and to ensure that only those
values are selected and entered into the SCSEP GPMS. Depending on the specific Dropdown, only one
value may be selected or multiple values may be selected.

Field-Level Help
Any field marked with a question mark ( ) contains Field-Level Help that is displayed when the user
hovers over the question mark. At that time, the help text will be displayed, indicating specific
instructions or data validation limits on the field in question. No action is required on the part of the
user.
When the user hovers over the question mark (

), the Field-Level Help is displayed (displayed below).

Required Fields
Any field with an asterisk ( ) next to it is mandatory and requires user input before moving forward or
saving the data entered on the screen. In all instances, the page and its data will not be saved until all
the required fields are populated with valid data. If the user attempts to save the data by selecting
SAVE+CONTINUE with no data entered into the required fields, a message will be displayed. The user
will not be able to move forward by selecting SAVE+CONTINUE until required fields are populated with
valid and appropriately formatted data.

Calendar Buttons
When entering dates into the SCSEP GPMS, users may either type the date directly into the appropriate
field or use the Calendar button to select a date. Dates are displayed in the standard MM/DD/YYYY
format. When selecting the Calendar button, the current month is initially displayed. Use the arrows (<
and >) to navigate to the correct date before selecting the Enter key.

Upload Documents
When adding any document to the Case, the user will be prompted to select the Upload button. Once
the Upload button is selected, the user is prompted to choose one or more files from their local hard
drive, using the file browser, before selecting the Open button to execute the upload. This action can be
repeated for additional files.
At present, only Microsoft Excel files are allowed to be uploaded to the SCSEP GPMS.

Grids
Grids are used in the SCSEP GPMS application to display rows of data in a tabular format. Grids also
allow users to select a specific item for further viewing or action. In some instances, checkboxes are

displayed allowing the user to select a specific row from a grid with which to work. At other times, the
user can select a link associated with the data row to move directly to that row’s data.
In many cases, the Grid may contain an arrow (pointing up and down) within the header row indicating
that data within the grid can be sorted in either ascending or descending order. Select the arrow next to
the title in the grid’s header row to sort the data. Select the arrow next to the title in the grid header
again to sort in the reverse order.
When a Grid has a large number of rows, the number of rows is displayed in the bottom right corner of
the page. To move quickly between the grid’s results, select the arrows to move forward (>) or
backward (<). To move quickly to the first or last screen of grid results, select the arrows to move
forward/end (>>) or back/beginning (<<).

Error and Date Validation Messages
The SCSEP GPMS displays Error Messages when the user is required to take corrective action before
moving forward. Data Validation Messages are displayed for user information and do not require
corrective action before moving forward and appear on the data entry screen while the data is entered.

Start Up
To access the SCSEP GPMS, after logging into the device, enter the Hyperlink/URL
https://cmp.dol.gov/suite/sites/scsep in the Google Chrome, Internet Explorer, or Microsoft Edge web
browser. If any login issues are encountered, call 855-LABOR-IT (855-522-6748) for assistance.
1. The screen will display a U.S. Department of Labor Disclosure Statement.

2. Read the Rules of Behavior.
3. Select I AGREE to agree to the Rules.

4. If you already have credentials for the application, proceed to step 5. If not, follow the
instructions in the Login-gov instructions.docx document attached below:
Login-gov
instructions.docx

5. Enter the Username and Password.
6. Select SIGN IN.

Navigating SCSEP
When a User accesses the SCSEP application, a menu consisting of four tabs (5 for Program Analyst) is
displayed across the top of the screen. The tabs displayed may change slightly depending on the User’s
role and access privileges; however, the following menu is the one that you will see most often.

SCSEP Cases
(Note: Not all roles are authorized to perform all the actions documented here)
The CASES tab brings the user to the SCSEP Cases screen. The SCSEP Cases screen displays a grid of
SCSEP participant cases currently or previously enrolled within the user’s grantee(s) and sub-grantee(s).
The cases presented to users is based on their user role:
All users will see all cases connected to the sub-grantee(s) to which they are associated.
Grantee Administrators – Will see all cases associated with the grantee they administer.

Each of the functionalities available under the CASES tab will be discussed in the sections related to the
case entry and development/handling process.
1. Search – The Participant Name search allows the user to search all participants based on any part of
the Participant Name.
2. Add New Case – The ADD NEW CASE button allows the user to begin the process of entering a new
case for a new or existing participant into the system.
3. Sort Arrows – The sorting arrows ( – ascending and
participant cases in the desired order.

– descending) can be used to sort the

4. Participant Name – The Participant Name link can be used to immediately open the record for display
and editing.
5. Filters – the Show Filters link allows the user to specify a range of possible items with which to limit
the displayed cases within the grid (the default is to display all).
The window below appears if a user clicks Show Filters. The following additional filters are
available to all users:
–

Case ID

–

Participant ID

–

Status – User can select one or many statuses from dropdown.

–

Case Manager – User can select cases assigned to a particular case manager. Can only
be selected once a Sub-Grantee is selected.

–

Grantee

–

Sub-Grantee – User can only select a sub-grantee after the grantee has been selected.

–

Grant (Informational) - When the user selects a sub-grantee, from the sub-grantee filter,
the filter displays a Grant Number associated with the grantee/sub grantee.

–

Enrollment Date From – User can select cases where the enrollment date is on or after
the entered date.

–

Enrollment Date To – User can select cases where the enrollment date is on or before
the entered date.

–

Exit Date From – User can select cases where the exit date is on or after the entered
date.

–

Exit Date To – User can select cases where the exit date is on or before the entered
date.

1. Add New Case
The following sections provide guidance on adding a new case to the system. Some specific
programmatic rules for each data element will not be outlined in this manual. Refer to the SCSEP Data
Collection Handbook for guidance on how to best capture and record information, and how the data
elements relate to the SCSEP performance measures. Below are some general guidelines found
throughout these sections.
Fields marked with an asterisk (*) are mandatory. Users will not be able to save the record until
mandatory fields are populated.

Some fields provide additional information regarding how they are populated. In these cases, the
hyperlinked text “Show Detailed Instructions” displays below the field. When clicked, a text box displays
additional information regarding the field. The text will also change to “Hide Instructions”. Clicking
“Hide Instructions” will close the text box.
When pressing the complete button in this and other sections of case data entry, the text “Action
Completed” displays temporarily in a blue text box at the top of the screen.

1.1 Intake
All users, except those having a Read-Only role, can add a new case. The process is as follows:
1. To add a new participant or a new case for an existing participant, click on ADD NEW CASE.

The system navigates the user to the Create New Case screen.

2. Type the participant’s Social Security Number (SSN) in the Social Security Number field, then reenter the SSN in the Confirm Social Security Number field.
Note: The participant’s SSN will not be visible but will be masked as a series of asterisks *********.
The system will validate that the SSN is in a valid format and the participant does not already exist in the
system based on their SSN. See technical documentation for specific details on validations.
Once the participant’s SSN is entered into the system, it cannot be updated. Contact SCSEP Help for
assistance with updating the participant’s SSN.

3. Press Enter or click anywhere on the screen to view the Reset and Search links.

▪
▪

Click Reset to clear the SSN from both fields and begin a new SSN search.
Click Search to search for a participant with that SSN.

When Search is clicked:
o

If the participant’s SSN is already in the system, the participant’s details are shown along
with the message below.

o

If the participant’s SSN is not in the system, the Enter New Participant Details section
appears with the message below.

4. Enter the information into the fields on the screen and click CONTINUE.
Once the participant’s name, Social Security Number, and date of birth are entered into the system, they
cannot be updated. Contact SCSEP Help for assistance with updating the information.

5. The system navigates to the Enter Case Details screen.

The top of the screen provides a progress bar for the user to track progress while creating a new case.
The case module navigates through four screens to create a new case: Intake, Eligibility, Characteristics,
and Other Enrollment Information.

Select the grantee, sub-grantee, and grant in which to enroll the participant. If the user has a single role
associated with their account, the respective dropdowns default to that grantee and sub-grantee.

6. Select the case manager assigned to the case. The dropdown defaults to the user if the user is a
case manager.
Once a case is created, it may be reassigned only by a supervisor or an administrator.
7. Enter the participant’s contact information into the fields.
If the participant’s physical address is different from the mailing address, select the state of the
physical address. Once it is selected, the County of Residence will populate with a list of
counties within that state. Select the county for the participant.
Refer to the Data Collection Handbook for guidance on the participant address and county.

8. If the participant has a secondary contact, click the Check if Available checkbox under Secondary
Contact Information.

Once checked, the contact information fields are displayed on the screen. Enter the information into
the fields.

9. Enter the participant’s demographics. If Native Hawaiian or Other Pacific Islander or Asian is
selected for Race, an additional dropdown labeled Nationality is displayed on the screen.

10. Click on one of the navigation buttons at the bottom of the screen:
i. CLOSE opens a pop-up window to confirm the case will close
ii. Click NO to return to the Intake screen.
iii. Click YES to end the case creation and return to the SCSEP Cases screen. Note that
information entered into the fields on the screen is not saved.

b. SAVE+CONTINUE opens a pop-up window to confirm case creation.
i. Click NO to return to the Intake screen. Note that information entered into the
fields on the screen is not yet saved.
ii. Click YES to save the information and create the case. The system navigates to the
Eligibility screen.

c. SAVE+CLOSE saves the information entered on the screen. The user remains on the
screen until another navigation button is clicked.

1.2 Eligibility
The next step in the case creation is the determination of the participant's eligibility to participate in the
SCSEP program. The participant’s eligibility requirements are entered into the system as an initial
determination and then given final approval for participation.
Case managers who enter the initial determination requirements must get approval from their
supervisors before enrolling the participant into a community service assignment. When the initial
determination is entered into the system, the supervisor receives a notification to approve the
participant as either eligible or ineligible. Once approval is given, the case manager receives a
notification and can then enroll the participant in a community service assignment.
Supervisors, sub-grantee administrators, and grantee administrators may enter the initial determination
and provide approval of the participant.
The following steps outline the eligibility approval process.
Case Manager:
1. Enter the information into the fields on the Eligibility screen.
2. Click on one of the navigation buttons at the bottom of the screen:
a. PREVIOUS – Button will navigate the user back to the prior page in the intake process.
b. CLOSE – Button will navigate the user back to the main cases page and no information will
be saved. Confirmation message will appear prior to navigation.
c. SAVE + CONTINUE – Button will save information entered on the page and navigate the
user to the next page.
d. SAVE + CLOSE – Button will save information entered on the page and navigate the user
to the main cases page.
If SAVE+CONTINUE is clicked, the system will display eligibility based on the information entered.

3. Select whether the participant is eligible and enter the information into the fields on the screen.
If No is selected for SCSEP Eligible? additional fields for ineligibility are displayed on the screen.

4. Click on one of the navigation buttons at the bottom of the screen:
a. PREVIOUS returns the user to the previous screen.
b. SUBMIT opens a pop-up window to confirm eligibility submission.
i. Click NO to return to the current screen.
ii. Click YES to submit the eligibility for supervisor approval.

A notification is sent to the supervisor requesting approval for eligibility determination and the system
navigates to the Characteristics screen.
While eligibility is pending approval, the case manager can continue entering information into the
Characteristics and Other Enrollment Information case screens.

Supervisor:
If a case manager submits a case for eligibility approval and has not completed the information on the
Characteristics and Other Enrollment Information screens, the supervisor will receive a task in their MY
TASKS list for approval 30 minutes after eligibility submission. If a case manager has completed the two
screens, the supervisor will receive a task immediately in their list.
1. Click on the MY TASKS tab to find the participant in the tasks list.
2. Click on the link in the task to approve the eligibility for the participant. The system navigates to
the Intake Checklist screen.
3. Click the APPROVE ELIGIBILITY button in the top right corner of the screen. The system navigates
to the Eligibility Determination Approval screen.

4. Select whether the participant is eligible and enter the information into the fields on the screen.
If No is selected for SCSEP Eligible?, additional fields for ineligibility are displayed on the screen.
5. Click on one of the navigation buttons at the bottom of the screen:
a. CANCEL – Button will navigate the user back to the Intake Checklist screen.
b. SUBMIT –
i. If the participant was deemed eligible, the button will navigate the user back to
the Intake Checklist screen and the participant’s status appears as Eligible.
ii. If the participant was deemed ineligible, the button will navigate the user back
to the Intake Checklist screen and the participant’s status appears as Ineligible.

1.3 Characteristics
The next step in the case creation is the entry of the participant characteristics.

Veteran Status
When a user selects an Eligible Veteran Status the Veteran, Post 9/11 Era? becomes a mandatory field
Individual with a Disability
When a user selects Yes for Individual with a Disability the Disability Reported As and Has the individual
received services funded by the State Development Disabilities Agency (SDDA) fields become
mandatory.
If a user selects Participant did not self-identify under Individual with a Disability? the Has the
individual received services funded by the State Development Disabilities Agency (SDDA)? question is
grayed out and not editable.
Formerly Incarcerated
When a user selects Yes for Formerly Incarcerated? the following text displays below the field in a
yellow text box:
“Because ‘Formerly Incarcerated’ is designated as a priority of service, it is automatically
designated as a waiver factor that can support an extension of the participant’s durational limit
depending on the grantee’s IDL policy.

The field 75 and Older is auto populated based on date of birth and date of eligibility determination
and is not editable on this screen.

1.4 Other Enrollment Information
The following page is to identify any associated Co-Enrollments in Other Program Services.

Selecting the “None” option deactivates all other fields in this section and auto populates them as “No”.

The Participant Interest Job Code dropdown allows the user to select up to three areas of interest.
Note: Both the “Pre-Assessment Date” and the “Program Overview Date” must
o

occur after the “Application Date” and

o

cannot occur in the future based on the date of data entry.

1.5 Intake Checklist
A user can track the status of the case intake process using the intake checklist, displayed below.
When an element of the intake process is complete, a green check will appear in this checklist. When all
required elements have not been completed, the section text appears as a hyperlink that navigates the
user to the selected section and the checkbox is empty.

2. Add Assignment
Upon approval of Eligibility of the Participant by the Supervisor, the status changes to “Eligible”.
Now the Assignments can be added to the Participants.
The Assignments tab provides a listi
ng of all assignments for the “Participant” with an Assignment
ID, Assignment Date, Assignment End Date, and Host Agency Name. The User can select from “ADD
ASSIGNMENT”, “ADD TO WAITLIST”

When “Add Assignment” is selected and not all elements of the intake process are completed, the user is
taken to the “Assignment Checklist” screen to confirm the completion status of action items in the
“Assignment Checklist” (“Intake”,” Eligibility”, “Characteristics”, “Other Enrollment information”).

For action items not checked (not completed), clicking the unchecked action item in the “Assignment
Checklist” (“Characteristics” in this example) will take the user to that relevant page. Some of the fields
that were not mandatory during “Enrollment” are mandatory for adding “Assignments”.
After completing all the mandatory (*) fields in all the relevant pages, clicking “Save + Close” will save the
data entered.
Once the pending action items are completed, all action items in the “Intake Checklist” are checked. The
user can then add “Assignments“ to the participant record.

To add assignments, Click the “ADD ASSIGNMENT” button.

Next enter “Assignment Date” (The date should not be before “Eligibility Determination Date”), choose
“State” from the dropdown, enter “City”, enter “Organization Name”, and click “Search”.
Once “Search” is clicked, the following fields are displayed below the “Search button”.
1.
2.
3.
4.

“Agency ID”
“Name”
“Address”
“Primary Contact”

Select agency from search result or click “Add New Host Agency”. If the agency is selected from the search
results, “SELECT ORGANIZATION” button is displayed.

When “SELECT ORGANIZATION” button is clicked, the selected organization gets added to “Host
AGENCY” field.

If the “Add New Host Agency” button is clicked, you will go to the “Add Organization” page.

By clicking “Add” button, the newly entered host agency gets added to “Host Agency” field in the “Add
Assignment” page, as shown below.

Fill all the mandatory fields (“Assigned to”, “Survey Contact”, “Starting Wages per Hour”, ”Hours per
Week”), and click “Save” button.

All the fields (“Assignment Details”, “Assignment date”,” Host Agency Name”) are updated.
The “Status” of the Participant changes to “Active”.

3. Add Service
Once the participant enrolls in the program, the participant can avail any of the services listed in
“Service Details” to get trained for employment.

Choose the following in which the Participant wants to get trained, and enter the “Start Date”:
a. “Category”
b. “Type”

The bottom section of this page has “Additional Fields”. To display a list of “Service Providers”, enter
the following, and click “Search”.
a. “State”
b. “City”
c. “Organization Name”
From the displayed result list, select an agency and click the “SELECT ORGANIZATION” button. The
selected agency is displayed in the “Service Provider” field below.

To add another service, click “SAVE + ADD ANOTHER” button.
To save the current service without adding another, click the “SAVE + CLOSE” button.
Added “Services” is updated in the “Training and Services”, as shown below.

When “Training and Services” is clicked, the updated details are displayed.

To edit the information displayed, click the “Edit” button.

4. Add Break
To add a break to a Participant, click “ADD BREAK” button. For cases with a status of active, a
user can also add a break via the “Related Actions” section.

Choose a “Reason for Approved Break in Participation” and enter the “Approved Break Start
Date”. Then click “Save” button.

The “Status” of the Participant changes to “Active-On Break” instead of “Active” once a break
record is entered.

To verify and edit the “Approved Breaks”, click the “Approved Breaks” button.

Approved breaks associated with the assignment are displayed in a table with the following
columns:
a. Break ID: Break ID is formatted as hyperlinked text. When clicked, the
Break in Services details screen is displayed. An edit button is displayed
that, when clicked, allows the user to edit the details of the break record.
At the bottom of the screen, two buttons labeled “Cancel” and “Save”
allow the user to negate their changes or save the changes.
b. Start Date
c. Expected End Date
d. Actual End Date
e. Reason for Approved Break
f.

Is Documentation Provided?

g. Comments

5. Manage Paid Hours
The Participant’s “Paid hours” can be edited here. Click “MANAGE PAID HOURS” button. You
can also navigate to this screen through the “Related Actions” page.

“Manage Paid Hours” displays information about “Host Agency Name”, and “Assignment Start
Date”.
Enter the number of hours for each activity in the associated quarter.

Once the number of hours has been entered, the “Total Hours” gets updated.
Click “Submit” to save the data entered.

6. Participant Required Action
On the Participant Required Actions screen, users can enter data to record Orientation, Physical Exam,
or Assessment records for participants. Once entered and saved, Orientation/Physical Exam/Assessment
info will appear on the Participant Required Actions screen under its respective header.

6.1 Orientation Details
To add “Orientation Details” for a Participant click the “Add New” button

Once the “Date” and “Provided By” details are entered, the “Save icon” becomes visible. Clicking
save icon will save the data.

Once data is saved, it will appear on the main Participant Required Actions screen under ‘Orientation'.

6.2 Offer of Physical Exam

Click “Add New” to add values to “Physical Exam Date”,” Participant Waiver?”, Provided By”. Once
the values are entered in these fields “Save icon” becomes visible.
Click “Save icon” to save the data.

6.3 Assessment Details

On entering values for “Assessment”, “Supportive Services Needed?”, “IEP” and “Provided By” the
“Save icon” becomes visible. Clicking the save icon saves the entered data. Clicking the “Bin” icon
will delete the entered data.

7. Participant History
The user will be redirected to the Participant History page when the “Participant History” button is
clicked. The page will display separate tables based on records associated with a given case.
The first table presented is labeled “Enrollment History” and displays all cases associated with the
participant. The table displays the following columns:
1.
2.
3.
4.
5.
6.

Case ID – The unique case ID for the enrollment
Grantee Name
Sub-Grantee Name
Application Date
Status
Exit Date

The second table presented is labeled “Assignment History” and displays all assignments associated
with the participant’s cases. The table displays the following columns:
1.
2.
3.
4.
5.

Assignment ID – The assignment ID is displayed as a hyperlink. When clicked, the user is
redirected to the assignment page for the case associated with the assignment.
Assignment Date
Assignment End Date
Host Agency Name
Host Agency ID

The third table presented is labeled “Break History” and displays all assignments associated with the
participant’s assignments. The table displays the following columns:
Break ID – The unique ID for the break record
2. Start Date
3. Expected End Date
4. Actual End Date
1.

The fourth table presented is labeled “Training History” and displays all training records associated with
the participants assignments. The table displays the following columns:
Training Provider Name
2. Training ID – The unique ID for the training Record
3. Start Date
1.

4.

End Date

8. Related Actions
This Section lists the “Actions” that can be performed for a Participant. The following table provides
actions that are shown in the dropdown list based on the status of the case.

X
X

X
X

Locked

X

Exited - In Follow Up

X

Ineligible

Pending
Recertification

Eligible
X
X
X

Exited - Closed

X
X

Waitlist

X
X

Active

Edit Case
Cancel Case
Add to Waitlist
Manage
Physical Exam
Manage Paid
Hours
Move Case
Transfer Case

Pending Eligibility
Approval

Pending

(Note: Not all roles are authorized to perform all the actions listed below. See the user role permission
matrix for specific details on the available actions by role.)

X

X

X

X

X
X

X
X
X

Add Participant
Required
Action
Recertify Case
Manage
Program
Introduction
Manage
Assignments
Manage
Training and
Services
Manage Breaks
in Service
Manage Waiver
Factors
Manage
Extensions
Add Manual
Exit
Modify Exit
Manage ReEnrollment
Manage
Placements

X

X

X

X

X

X

X
X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X
X
X
X
X

8.1 Manage Waiver Factors
A form is displayed below the summary for users to enter updates to waiver factors for a selected
program year. A dropdown menu is displayed at the top of the form labeled “Program Year” that
contains the current and prior program years. The field “75 and Older” is determined based on the date
of birth of the participant and is strictly informational.

8.2 Manage Extensions

Users can view extensions granted to participants through the manage extensions. A dropdown labeled
Program Year is displayed in the dropdown. When the user selects a program year, the extension is
shown in a table below. The following columns are displayed in the table:
Extensions
Program Year
Waiver

If the user is not eligible for an extension, the following message appears below the participant
summary:
Extensions can be added only during the Program Year of the Durational Limit Date of the
Participant, or, if the Durational Limit Date falls within the first quarter of the program year.
‘Add Extension’ will be available during the three months prior to the start date of that Program
Year.
If the user is eligible for an extension, a white button labeled “ADD” is displayed below the participant
summary. The Grantee Administrator or Program Analyst is navigated to the add extension screen when
the button is clicked.

8.3 Add Exit
This form allows the user to add an exit to a case. The following fields are displayed below the
Participant Summary information:
Category of Exit: A dropdown menu displays two categories of exit.
If the user selects “Unsubsidized Employment”, The label “Unsubsidized Employment Type” and
two radio buttons labeled “Regular Employment” and “Self-Employment” appear below the
dropdown.
If the user selects “Other Reason for Exit” a dropdown labeled “Other Reason for Exit” appears
below the Category of Exit Dropdown. If the user selects “Exclusions at Exit” from the “Other
Reason for Exit” dropdown, an additional dropdown labeled “Exclusions at Exit” appears below
the “Other Reason for Exit” dropdown.
Exit Date
Exit Comments
90-Day Date
Deceased After Exit?

Waiver of Confidentiality

When the user selects “Unsubsidized Employment” in the “Category of Exit” dropdown, a button labeled
“SUBMIT AND ADD PLACEMENT” is displayed at the bottom right corner of the screen. The user is
directed to the placement page when this button is clicked.
When the user selects “Other Reason for Exit” in the “Category of Exit” dropdown, a button labeled
“SUBMIT AND CLOSE” is displayed at the bottom right corner of the screen. The user is directed to the
main Cases page when this button is clicked.
A button labeled “Cancel Exit” is displayed in the bottom left corner of the screen. The exit is not saved
and the user is directed to the main Cases page when the button is clicked.

8.4 Add Placement
This section is for adding “Placement” for the Participant”. Once the “exit” has been added to the
Participant, the “Status” of the Participant changes to “Exited-In Follow-Up”.

Fill all Placement details and click “Submit Placement”. Once the “Placement” details have been
filled the “Summary” of Participant is updated.

The “Placement” details can also be filled in later. To fill the details later, Click “Placement/Follow-ups”
and click “Add Placement”.

9. Move/Transfer Case
9.1 Move Case

A Participant’s case can be moved from one “Sub-Grantee” to another. The “Grantee” field is filled
by default. Selecting a value for the “Sub-Grantee” field will auto populate the “Grant” field.
Enter the “Movement Effective Date”. Select “Case Manager”. Click “Submit” to move the case.

Upon clicking ‘Submit’, the Case Movement table on the screen is updated to reflect the new subgrantee and case manager.

9.2 Transfer Case
Participants can be moved from One “Grantee” to another.

The “Donor Organization” field is filled by default. Select a value for the ”Recipient-Grantee” field.
Choose an option for “Transfer Initiator”.
1

“Grantee” option is chosen
a. Choose a value for “Reason for Transfer”
b. Enter a value for “Requested Effective Date”
c. Acknowledge Donor Certification

Click “SUBMIT” to save changes.

2

“Participant” option is chosen
d. Chose a value for “Reason for Transfer”
e. Enter a value for “Requested Effective Date”
f. Fill in the mandatory (*) fields in “Residence Address After Transfer”
g. Acknowledge Donor Certification

Click “SUBMIT” to save changes.

10. Add Participant Required Action

Select a value from “Participant Required Actions”.
“Orientation” is selected:
a. Enter “Date” (The date Participant was given employment Orientation)
b. Click “SAVE”

“Offer of Physical Exam” is selected:
c. Chose an option for Indicate Physical Exam or Waiver
d. Enter a value for Date offered
e. Click Save

“Individual Employment Plan” is chosen:
f. Enter value for “Date”
g. Click “SAVE”

“Assessment (and Re-assessment) of Skill Level and Other Service Needs” is chosen:
h. Enter value for “Skill Assessment” (date the participant was given
assessment)
i. Click “SAVE”

“Need for Supportive Services” is chosen:
j.

Enter value for “Assessment” (date the participant received supportive
services)
k. Choose an option for “Service Needed”
l. Click “SAVE”

If ‘Yes’ is selected for ‘Services Needed’, the user is prompted to complete General Details about the
related assignment for which the participant needs services, along with Service Details including date(s)
of service (depending on whether the service is one-day only), information about the Service Provider,
and any additional comments.

11. Recertify Case
To recertify a participant, enter value for “Recertification Date”, “Number in Family”, “Total
includable Family Income for the Eligibility Period”.
Choose an option for “Total Includable Family Income”, “Signature of Participant on
Recertification”, “Signature of Director or Authorized Representative on Recertification”
Choosing the option “No” for “Signature of Participant on
Recertification”, “Signature of Director or Authorized Representative on Recertification” will not
allow the user to “SAVE + CONTINUE”.

Choosing the option “Yes” for “Signature of Participant on
Recertification”, “Signature of Director or Authorized Representative on Recertification” will allow
the user to click “SAVE + CONTINUE”

Upon clicking “SAVE+CONTINUE”, Recertification Eligibility Determination is displayed.

Choose an option for “SCSEP Eligible”.
“No” selected:
a. Select at least one checkbox under “Reason for Ineligibility” and an “Action Taken if Ineligible”
and leave an explanation in the “Comment” field.

“Yes” selected:
a. Space is provided to add optional “Comment”.
b. Click “SUBMIT” to proceed.

Upon clicking “Submit”, Recertification Submission Confirmation page is displayed.

12. Manage Program Introduction
In this section Program Introduction is managed by editing the “Pre -Assessment Date” and “Program
Overview Date”.

Click “SAVE” to save the changes.

ADMIN CONSOLE

The ADMIN CONSOLE section is available for users to perform the administrative functions related to
SCSEP. The functions that are available to each user on the Admin Console are role dependent

ADMIN CONSOLE – Grantee Administrator

1. Durational Limit Extension Utility
Grantees whose individual durational limit (IDL) policy permits extensions for participants who are
approaching their durational limit can use the Durational Limit Extension Utility to add extensions for
those participants.
Only participants who qualify for an extension will be listed in the utility. Refer to the SCSEP Data
Collection Handbook for information on determining qualification.
Participants who exceeded their durational limit and are now locked in the system will be listed in the
utility but will need to have their records unlocked before an extension can be added.
Only Grantee and Subgrantee Administrators can add an extension.

At any time, the button in the History column can be clicked for any participant to view their waiver
factor information.

1. To add an extension for one or more participants, click the checkbox(es) to the left of the last
name(s) for the participant(s).

To add an extension for all participants, click the checkbox to the left of the Last Name heading.

Note that the checkbox for participants who are locked is grayed out and cannot be checked.

2. Click on one of the buttons on the screen to perform the next action.

Note that once at least one participant is selected, the RESET and SELECT PARTICIPANTS buttons are no
longer grayed out and can be clicked.

•
•
•

Click RESET to clear all checkboxes.
Click SELECT PARTICIPANTS to show the Certification of Extension Request.
Click CANCEL at any time to return to the previous screen. Note that information
entered into the fields on the screen is not saved.

3. Check the Certification of Extension Request checkbox and enter the name of the approver.

4. Once the Certification of Extension Request checkbox is checked and the name of the approver
is entered, press Enter on the keyboard or click anywhere on the screen to activate the ADD
EXTENSION button.
5. Click “Add Extension” button to add the extension.
Once clicked, the text “Action Completed” is displayed in a blue text box temporarily at the top of the
screen and the user is returned to the previous screen.

2. Manage Grants
Grantees can link sub-grantees to their grants using the Manage Grants utility. Once the grant is added
to the system by a program analyst, the grantee administrator can link which sub-grantees are
associated with the grant. If no longer associated, the grantee administrator can unlink a sub-grantee
from the grant.

1. To find the grant to update, select the program year associated with the grant in the Program
Year dropdown.

2. Click on the Grant Number hyperlink. The system navigates to the Edit Grant screen.
Sub-grantees currently linked to the selected grant are listed in the Grant Access Grid.

2.1 Associate Sub-Grantees to Grant
1. To link a sub-grantee not listed in the Grant Access Grid, click the ADD SUB-GRANTEE TO
GRANT button. The system navigates to the ADD Sub-Grantees to Grant screen.

2. To search for a sub-grantee not currently linked, click the ADD NEW link under the Selected SubGrantees grid. A search box is displayed under the Sub-Grantee heading in the grid.

3. Enter a value in the search box to display a list of Sub-Grantees.
Note that a partial search term can be entered. All sub-grantees that contain the search term entered
will be listed.

4. Continue to click on the ADD NEW link to add additional sub-grantees to link.

5. Click on one of the buttons on the screen to perform the next action.
• Red X on the right-hand side of the grid removes the sub-grantee from the list.
• CANCEL opens a pop-up window to confirm the cancellation.
o Click NO to return to the screen.
o Click Yes to end linking the sub-grantee(s) and return to the previous screen.

•

SUBMIT links the added sub-grantee(s) and returns to the previous screen. The subgrantee(s) is listed in the Grant Access Grid on the screen.

2.2 Remove Sub-Grantees from Grant
1. To remove a sub-grantee(s) associated with a grant, check the checkbox(es) to the left of the
name of the sub-grantee(s) in the Grant Access Grid.

To remove all sub-grantees, click the checkbox to the left of the Sub-Grantee heading.

2. Under the Linked Sub-Grantees subheading, click the arrow on the “Select an Action”
dropdown.
3. Select “Remove from Grant”. The SUBMIT button is no longer grayed out and can be clicked.
4. Click SUBMIT. A pop-up window opens to confirm submission.
•
•
•

Click NO to return to the screen. No sub-grantee(s) will be removed.
Click Yes to remove the selected sub-grantee(s).

3. Manage Users
This section covers user management for Sub-Grantees.
1. Add User
2. Update User

3.1 Add User
1. To add users, select “Grantee”, “Sub-Grantee”, and click “Submit”.

2. Upon clicking “Submit”, the user management page is displayed.
3. Click “ADD USER”.

4.
5.
6.
7.
8.

Enter a value in the “Username And Role” field to choose from the displayed list of Users.
Select “Role” from the drop down.
If “Supervisor” field is shown select a value from the drop down.
Select a value for “Relationship to SCSEP”.
Acknowledge the agreement and click “ADD USER” to add the selected Sub-Grantee to the
selected
9. Grant.

3.2 Update User
1. To update users, select “Grantee”, “Sub-Grantee”, and click “SUBMIT”.

2. To update a user, select a user from the “Username” column from the displayed list.

3. Update appropriate field values, Acknowledge the agreement.
4. Select a value for “Relationship to SCSEP”.
5. Click “UPDATE” to update the user.

4. Manage Authorized Positions
The Manage Authorized Positions page allows users to allocate positions within a county to one or many
sub-grantees. If you have multiple grantees associated with your user account, you will first need to
select the grantee from a table of User Organizations. You can identify the organization by using the
text search box below the instructions or by locating the grantee organization in the table below the
text search box and clicking the radio button. The following fields appear in this table:
•
•

Organization Name: The name of the Grantee organization
Organization Code: The grantee code

The blue button on the lower right of the screen labeled “SUBMIT” will not be clickable until a grantee
organization has been selected.

Click the linked Organization Name (Grantee name)
Two dropdown fields appear below the main title:
•
•

Program Year – Displays the years between the current program year and 2016
State – Displays any states associated with the grantee.

Below the dropdown fields is a summary of authorized position information for the selected program
year. The following fields appear in the summary:
•
•

Program Year – Displays the year selected.
Authorized Positions – Displays the total number of authorized positions.

•
•
•

Allocated Authorized Positions – Displays the total number of authorized positions allocated
to a subgrantee.
Authorized Positions Remaining – Displays the total number of authorized positions that
have not been allocated to a sub-grantee.
Modified Positions – Displays the total number of modified positions for the grantee.

The authorized position information for each county associated with the selected state appears in a
table below the authorized position summary. The following fields appear in the table:
•
•
•
•
•
•
•

Program Year – Displays the year selected.
County – Displays the name of the county as hyperlinked text.
State – Displays the state associated with the county
Authorized Positions – Displays the number of authorized positions associated with the
county.
Allocated Authorized Positions – Displays the number of authorized positions associated
with the county that have been allocated.
Authorized Positions Remaining – Displays the number of authorized positions associated
with the county that have not been allocated.
Modified Positions – Displays the number of modified positions associated with the county.

When a user clicks the hyperlinked county text, the user is redirected to the Authorized Position
Allocation page. A summary is displayed below the title on the page. The following fields are included
in the summary:
•
•
•
•
•
•

Program Year – Displays the year selected
Grantee – Displays the Grantee Name
County – Displays the County name selected
State – Displays the State selected
Authorized Positions – Displays the number of authorized positions associated with the county.
Allocated Authorized Positions – Displays the number of authorized positions associated with
the county that have been allocated.

•
•

Authorized Positions Remaining – Displays the number of authorized positions associated with
the county that have not been allocated.
Modified Positions – Displays the number of modified positions associated with the county.

Below the summary, a table presents the allocated positions and includes the following columns:
•
•
•

Sub-Grantee Name – A text search box that allows you to locate a sub-grantee associated
with the grantee.
Allocated Authorized Positions – A text box for entering an integer value.
Modified Positions – A text box that displays the modified positions.

A user must click the “Add New Allocation” link below the Allocated positions table to allocate positions
to a new sub-grantee. When clicked, a row will be added to the table where a user can locate a subgrantee using the text search box in the Sub-Grantee Name field.

The following text appears above the table heading:

Total No. of Authorized Positions Remaining to be Allocated: X

Where X equals the Authorized positions minus the sum of allocated authorized positions for all subgrantees. If the sum of the allocated authorized positions equals the authorized positions for the
county, the text will be green. If the sum of the allocated authorized positions is less than the
authorized positions, the text will appear red.

If the user tries to save the record by clicking either “SAVE+CONTINUE” or “SAVE+CLOSE”, a dialog
box with the following text appears:

There are Authorized Positions remaining that have not been assigned to any Sub-Grantee. Are
you sure that you want to continue?

If the user selects YES, the record will save and the user will be redirected to the Authorized Position
by County page. If the user selects NO, the record will not save and the user will return to the
Authorized Positions Allocation page.

If the sum of the allocated authorized positions is greater than the authorized positions, the text will
appear blue, and the following message appears in red font with a red background on the bottom of
the screen:

The total authorized positions for this county exceed the authorized positions for the county.The
current total of sub-grantee Authorized Positions (APs) exceeds the number of APs allocated for
this grantee.

5. Generate QPR Reports
The Generate QPR Reports page allows sub-grantee administrators, grantee administrators and program
analysts to submit data extracts to the WIOA Integrated Performance System (WIPS) for Quarterly
Progress Report generation. Below the main banner, the following text appears:

Please select a reporting quarter and grantee to Generate QPR Report.

The following dropdown fields appear below the text:
•
•
•
•
•

Grantee (Required) – Lists all grantees associated with the user.
Sub-Grantee – sub-grantees appear with a non-editable check box after the user has
selected a grantee. All sub-grantees are automatically selected as part of the generation
process.
Grant – The grant number associated with the grantee appears with a non-editable check
box after the user has selected a grantee. All sub-grantees are automatically selected as
part of the generation process.
Year (Required) – Lists the year from the current program year to 2016.
Quarter (Required) – Lists the start and end date of each quarter in a year.

When all the required fields are selected, and the user clicks the blue button labeled “EXPORT” on the
right of the screen, the user is redirected to the QPR Addendum page where instructions for retrieving
the QPR Report results appear.

When the report is complete, click the save (
) icon to download and open the report. This icon
appears below the first two lines of the instruction:

6. Generate Internal QPR Reports
The Generate Internal QPR Reports page allows supervisors, sub-grantee administrators, grantee
administrators and program analysts to generate an internal Quarterly Progress Report. The
following instructions display below the banner in an expandable note: “Please selecta reporting
quarter and grantee in order to generate the internal QPR”

The following dropdown values display below the expandable note:
•
•
•
•
•

Program Year (Required) – Displays all years between the current program year and 2011.
Grantee (Required) – Displays all grantees associated with the user
Quarter (Required) – Displays the start and end date of each quarter available for reporting.
Sub-Grantee – Displays all sub-grantees associated with the user.
State – Displays all states.

Below the dropdown values is a blue button labeled “EXPORT”. When the user selects the required
fields and clicks the export button, the user is redirected to the internal QPR generation status page.
Below the title “Internal WIPS Report Generation Status”, the status of the report is labeled “Current
Process Status.” One of the following statuses will display during the report generation process:
•
•
•

Started – This status displays when the user is redirected to the page.
In Progress – This status displays while the report process is running.
Completed – This status displays when the report has been completed and is ready for export.

When the report is complete a blue button labeled “EXPORT” displays on the right of the screen. When
the user clicks the button, the report is downloaded as an excel file.

If an error occurs during the report generation process, the status will display “Error” in red font. A blue
button labeled “NEXT” displays on the right of the screen. When the user clicks the button, the user is
redirected to the Admin Console page.

The date the report was last refreshed is displayed below the Current Process Status in the following
format: Last Refresh: MM/DD/YYYY HH:MM:PM/AM EDT.

7. Manage Paid Hours
Users can update the hours for multiple participants through the Manage Paid Hours utility.
Once the user selects a program year that has not been frozen, all participants active within that
program year are listed on the screen. The hours can be entered for the quarters in which a
participant was active. Quarters in which a participant was not active, for example, when they are
on break or have exited the program, will be grayed out, and hours for those quarters cannot be
entered.

Once a program year has been frozen, the hours for that program can no longer be entered, but can
be viewed through the utility.

Refer to the Data Collection Handbook for definitions of each category of hours.

1. To enter hours for all active participants in a sub-grantee, select the grantee, sub-grantee, and
program year in the dropdowns.

Note that the search can be further narrowed by using the Optional Filters.

2. Upon entering the above required values, the Reset and Search buttons become visible.
o Click Reset to clear all selections and begin a new search.
o Click Search to search for participants within the specified selections.
Participants who meet the selection criteria will be displayed on the screen.

3. Enter the hours for each participant in the appropriate category.
As hours are entered, the Total Hours row is updated with the total number of hours entered in the
rows above for that participant.
4. If the SAVE button is grayed out and cannot be clicked, click anywhere on the screen to activate it.
5. Click SAVE to save the entered data.

Once SAVE is clicked, the user can navigate to additional screens of participants who meet the selection
criteria and enter their hours.

If a category(s) of hours is not available for all participants, the Paid Hours Configuration can be used to
add “0” hours to all participants for that category(s) for a selected quarter.

1. Click the category(s) of hours in the Category list.

2. Select the desired quarter in the dropdown.

3. Click BULK UPDATE. A pop-up window opens to confirm the update.

o
o

Click NO to return to the screen.
Click Yes to update the selected category(s) and quarter with “0.”

All hours fields for the selected category(s) and quarter will be set to “0.”

8. Participant Waiver Factors
Participants Waiver Factors can be accessed and managed by selecting “Admin Console” and then
“Participants Waiver Factor” in this section.

Once you select “Participants Waiver Factors,” a screen will appear called “Grantee Selection.” You
will select a “Grantee” and Sub-Grantee” from the dropdowns. Click” Submit” to view/edit
Participant’s waivers.

One you click “Submit,” a list of participants who have existing waiver factors will be displayed.

You will note that some participants have green check marks or red x marks under the “Waiver
Updated” column. The green check mark indicates that this participant’s waiver factors have been
updated in their record and the red x indicates that the waivers have not been updated.

Click on a participant’s name to edit the waiver factors for that participant. The participant’s waiver
factors for the selected program year appear below the participant results.

Edit the relevant “Waiver Factors,” as well as the “Last Updated Date,” and click “SAVE” to update
the data. After clicking “SAVE,” you will return to the list of grantees with “Participant Waiver
Factors” and if you have completed your updates, select, “Close” to leave the utility.

9. Participant Search
The “Participant Search” functionality can be accessed under the “Admin Console.”

Once selected, the “Participant Search” screen will appear.

To search for participants, enter a value in the “Grantee” field. In addition, the “Participants Name,” the
“Participant ID,” the “Program,” or the “Social Security Number” can be entered to further filter the
results.
Once the “Grantee” is selected, the “Reset| Search” buttons become visible.
Click “Search” to display a list of Participants matching the search criteria.

Select the participant’s name from the list to open the “Participant’s Summary” page.

If you would like to search for another participant, click on the “BACK TO SEARCH” link to return to the
“Participant Search” screen. If you have completed searching, click “CLOSE” to return to the Admin
Console screen.

10. Participant Wait List
A sub-grantee or grantee administrator user can search for participants currently on the waitlist using
this page. Below the title is a text box where the user can search by Participant ID, First Name, Last
Name or Full name.

Below the search box are two dropdown fields labeled “Grantee” and “Sub-Grantee.” The “Grantee”
dropdown-list shows all grantees associated with the user and is required to execute a search.

The following message displays in an expandable note below the dropdown:
Select a value under the Grantee and the Sub Grantee filters and then click the search link to
populate the data.

When the user clicks “Search” the table below populates with all records associated with the selected
grantee and sub-grantee that are currently assigned to the waitlist. The table includes the following
columns:
•
•
•
•
•
•

Case ID – The case ID is displayed as hyperlinked text. When clicked, the user is redirected
to the intake checklist for the case.
Participant Name – The Participant First and Last name are displayed as text.
Participant ID – The full Participant ID is displayed as text.
Waitlist Date – The date the user was assigned to the waitlist formatted as MM/DD/YYYY.
Days On Waitlist – The number of days (inclusive) the participant has been on the waitlist.
Enrollment Date – The Date of enrollment for the participant formatted as MM/DD/YYYY.

11. Manage Organization and Contacts
Host agencies, employers, service providers, and their contacts can be created, updated, and viewed
using the Manage Organizations and Contacts utility.

Notes about organizations:
• Once an organization is created, it cannot be updated. Only program analysts can update an
organization. The exception is the addition of organization type, i.e., host agency, employer, or
service provider.
If an organization requires an update, for example, a change in address, contact SCSEP Help for
assistance.
•

Organization types can be added to an organization, but not removed. If a user creates an
organization and adds Host Agency as type, for example, that type cannot be removed. The
Employer and Service Provider types can be added, but none of the types can be removed.
If an organization type was added in error, contact SCSEP Help for assistance.

•

Organizations cannot be duplicated based on name, city, and state.
For example, these two organizations are considered duplicates and cannot be added to the
system:
Target, 123 Main Street, Rockville, MD
Target, 345 Oak Avenue, Rockville, MD

However, these two organizations are not considered duplicates:

Target, 123 Main Street, Rockville, MD
Target, 123 Main Street, Bethesda, MD

11.1 Search for An Organization
To search for an organization:
1. Select the state from the dropdown.
2. Enter the city.
3. Enter the organization name.
Note that the entire name does not need to be entered. A minimum of one character can be
entered. The results will display all organizations containing that character in the selected city
and state.
4. Click SEARCH.
A results list populates with organization details that match the search criteria.

11.2 Add an Organization
To add an organization, first conduct a search to determine if the organization is already in the system.
1. If the organization is not found in the search results, click ADD to create a new organization. The
system navigates to the Add Organization screen.

2. Enter the name of the organization to be created.
3. Click anywhere on the screen to display further data entry fields.
4. Click at least one Type checkbox. Further data entry fields are displayed.

5. Enter the organization’s address and the primary contact’s information.
6. Each sub-grantee can add additional details. To add them, select the grantee and sub-grantee,
and click SEARCH. Additional details fields will be displayed on the screen.

7. Once all information is added, click ADD to create the organization.

11.3 Edit an Organization
1. To edit an organization, conduct a search to find the organization.

2. Click on the Agency ID of the organization requiring an edit.
3. Edit the necessary information.
4. Click SAVE to save the changes.

11.4 Add Additional Contacts
1. To add additional contacts to an organization, conduct a search to find the organization.
2. Click on the Agency ID of the organization requiring additional contacts.
3. Click ADD under Additional Contact Information.

Additional contact data entry fields are displayed.

4. Enter the additional contact’s information.
5. Click SAVE.
The additional contact is added to the organization.

12. Generate QPR Addendums
This feature is used to Generate Quarterly Progress Report Addendums.

Select “Grantee” from the drop down. The “Sub-Grantee” field is populated with a default value.

Upon clicking “SUBMIT”, choose the “Year” and “Quarter” from the next page

Click “GENERATE” to generate the report.

Upon clicking the Download Icon the QPR addendum is downloaded.

MY TASKS
All Notifications and assigned Tasks such as Eligibility approval and Eligibility Recertification can be found
in this section.

There are two sections under My Tasks:
a. Tasks
b. Notifications

1. Tasks
The Task console provides users the ability to view and manage tasks and notifications generated at
various stages of the case management process. The screen contains a sub-screen with a blue border
labeled “Tasks” on the left and a sub-screen with a yellow border labeled “Notifications” on the right.
On the upper right corner of each sub-screen is a switch that will expand the sub-screen to the full
screen when clicked.
Five filter buttons appear below the title of the Tasks screen:
o

All Tasks – All tasks assigned to the user appear.

o

Past Due – Tasks that are past their assigned due date appear.

o

Due Soon – Tasks that are two days or less from their due date appear.

o

Upcoming – Tasks that are seven days or less from their due date appear.

o

Escalated – Tasks that have been escalated from another user appear.

Below the filter buttons on the right of the Task screen is a button labeled “Show Filters.” When clicked,
the label on the button changes to “Hide Filters” and the following additional filter options appear:

•

Participant Name: A text box that allows the user to search by participant name.

•

Case ID: A text box that allows the user to search by Case ID.

•

Case Status: A dropdown that allows the user to filter results based on one or multiple status
categories.

•

Participant ID: A text box that allows the user to search by Participant ID

•

Task Type: A dropdown that allows the user to filter results based on one or many task types.

•

Due Date From: A date field that allows users to identify tasks with a due date on or after the
entered date.

•

Due Date To: A date field that allows users to identify tasks with a due date on or before the
entered date.

•

Escalated?: A set of radio buttons labeled “Yes” and “No”. The “Yes” button allows users to
show tasks that have been escalated. The “No” button allows users to exclude tasks that were
escalated.
Grantee: A dropdown that allows users to filter results based on the grantee that owns the case.

•
•

Sub-Grantee: A dropdown that allows users to filter results based on the sub-grantee that owns
the case. If no grantee is selected, this dropdown is not accessible.

Below the additional filters on the right of the task screen are two buttons labeled “RESET” and
“SEARCH”. The RESET button clears all filter values entered. The SEARCH button applies the entered
filters to the criteria of the search.

Tasks are displayed in a table format with the following columns:

o
o
o
o
o
o
o

Participant Name – The First Name and Last Name of the participant appears as hyperlinked
text. When clicked, the user is redirected to the task page for additional information.
Participant ID – The participant ID appears as text
Case ID – The Case ID appears as text
Task Type – The Task Type appears as text
Escalated? – If the task has been escalated to the user, the word “Yes” appears. Otherwise, a
dash appears.
Due Date – The due date of the task appears in the following format: MM/DD/YYYY
Status – An information icon (! ) appears in the column. The status of the task appears when the
user hovers over the icon.

All columns on the table allow users to sort by clicking on the column header. Below the table on
the left of the screen the hyperlink text “Show columns” appears. When clicked, the user can add
or remove columns from the table. Participant Name is the only column that cannot be removed
from the table.

2. Notifications
The Task console provides users the ability to view and manage tasks and notifications generated at
various stages of the case management process. On the right of the sub-screen is a switch that will
expand the sub-screen to the full screen when clicked.

The title of each notification is hyperlinked text. When clicked, the user is redirected to the notification
screen for additional information. After the title of each notification an icon (i) appears that provides
additional details on the notification when clicked.

On the right of the Task screen is a button labeled “Show Filters.” When clicked, the label on the
button changes to “Hide Filters” and the following additional filter options appear:
•

Notification Type: A dropdown that allows the user to filter results based on one or many
Notification types.

•

Due Date From: A date field that allows users to identify notifications with a due date on or
after the entered date.

•

Due Date To: A date field that allows users to identify notifications with a due date on or
before the entered date.

•

Escalated?: A set of radio buttons labeled “Yes” and “No.” The “Yes” button allows users to
show notifications that have been escalated. The “No” button allows users to exclude
notifications that were escalated.

Notifications are Listed below the filters in the following format:
[Name of Notification] [Enrollment ID] [Participant Name]
Due Date: [MM/DD/YYYY]
Participant: [Participant Name] ([Participant ID])

An “X” appears on the right of each notification. When a user clicks the “X,” the following message
appears:
Are you sure you would like to dismiss the notification? This action cannot be undone.
If the user clicks “Yes,” the notification will be removed from the list.

Click a notification to view the Participants Summary and take appropriate action. Once action taken,
the notification will no longer be displayed.

Grantees
In this section, summary of Grantee, Sub-Grantee, and Related Actions of Grantees can be found.
Only Program Analysts can add grantees, sub-grantees and grant numbers. Grantee administrators
can utilize search functionality but cannot edit information.

The GRANTEES tab has two Sub-Sections:
•
•

GRANTEES
SUB-GRANTEES

1. Grantees
You can search for a Grantee by entering their name in the search box and clicking SEARCH.

You can also search for a Grantee by using the Filters: State, City or by choosing YES or No for Is Active
and by clicking SEARCH. Clicking RESET will clear the data, allowing the user to enter new search
criteria.

After you run a search, the ID, Grantee Name, City, State and If the Grantee “Is Active” are displayed.
The “Is Active” column will read “No” when a grantee has been retired.

Click on the Grantee Name to view the Summary, Sub-Grantees, and their Related Actions.

1.1 Summary
You can select the Summary button to display a summary of the Selected Grantee, the
Administrator Info, and the Durational Limit Policies.

1.2 Sub-Grantee
A Grantee administrator or program analyst can view sub-grantees linked to a Grantee using this subheading in the grantee section. When clicked, the user will see Grantee summary information in
addition to a search bar labeled “Search Sub-Grantees”.
Details of the Sub-Grantee for the selected Grantee are available in this section. The selected
Grantee summary is displayed at the top of the screen.

Sub-Grantees can be displayed by entering a name in the text field and clicking Search. Click Reset
to clear the data entered and start a new search. The results of the search can be filtered by
selecting Show Inactive Sub-Grantees.

The data displayed is read only. No edits can be made by the Grantee Admin user.

1.3 Related Actions
Related Actions that can be taken by the Grantee Admin and Program Analyst are found in this section.

1.4 Manage Grants
Grantees and Sub-Grantees can manage their grant’s information and activity here. Functions in this
module include adding a new grant and editing an existing grant.

The Grantee Summary is found at the top section.

To filter a Grant by Program Year, select a Program Year from the dropdown menu. The results will
display on the screen below the dropdown menu.

Select a Grant Number to view details.

To add a new Sub-Grantee to Grant, click Add SUB-GRANTEE TO GRANT

Select ADD NEW

Start typing the Sub-Grantee name to pick up from the option

And click Submit to save the chosen option.
Click CANCEL to discard the Selection.
To remove Sub-Grantee, Click on the checkbox next to the Sub-Grantee name

Select Remove From Grant from the drop down and click Submit.

A confirmation message is displayed. “Are you sure that you want to remove the selected SubGrantee(s) from the Grant”
Click Yes to continue with the selected action. Click No to cancel the selected action.

2. Sub-Grantees
Sub-Grantees’ information and activity can be managed on this screen. Managing your grant
includes functions such as, editing an existing sub-grantee, adding a new sub-grantee, updating, etc.
A summary of the Sub-Grantee and their related actions are found in this section.

Sub-Grantee can be searched by entering their name in search box and clicking SEARCH. The search
results will populate below the dropdown menu.

The results of the sub-grantee search can be filtered by City or by clicking Yes or No for Is Active?. The
“Is Active” column will read “No” when a sub-grantee has been retired.

To view the Summary click on the Sub-Grantee Name.

After you select the sub-grantee you wish to view, the Sub-Grantee Summary and Administrator
Info will be displayed.

