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SUMMARY OF CHANGES
DATE DESCRIPTION

01-20-23 The updated user guide includes guidance and information on:

e Entering and managing safety consultation and assessment information.
e Management of eligibility approval process.

e Entering and managing organization and contact information.

e Guidance on the generation of Internal Quarterly Progress Reports (QPR).
e Generation of Management Reports.

Information surrounding various forms was also updated to reflect the current state
of the application.

08-14-23




©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

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Authorized by the Older Americans Act (OAA), originally enacted in 1965, the Senior Community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 part-
time 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 non-
profit 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:

e Upgrade the job skills of participants

e Provide added income to participants during training

e Help participants become more involved in their community
e Provide the local program community with needed service

e 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
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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: 1%t quarter (Jul-
Sept), 2" quarter (Oct-Dec), 3™ quarter (Jan-Mar), 4" 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 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 theapplication 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.
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Functional Area Description

Follow-Up Allows users to add, edit, delete, and track follow-up services provided to program

Management 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

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

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

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

e Not permitted to submit Quarterly Progress Reports (QPRs).

Case Supervisor

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

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

e  Ability to add, edit, delete and read throughout the system.
e Ability to review and approve eligibility determination.

e  Ability to request re-certification of a Case.

e Not permitted to submit QPRs.

Sub-Grantee Administrator 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 sub-
recipients; to transfer, re-assign, and move Cases; to approve re-certifications
requested by the Case Supervisor; and to submit QPRs.

2. 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

3. Ability to create Users with any role except another Sub-Grantee Administrator or
Grantee Administrator.

4. Ability to assign/reassign cases to Case Managers.

Grantee Administrator

1. 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 sub-
recipients; to transfer, re-assign, and move Cases; to approve re-certifications
requested by the Case Supervisor; and to submit QPRs.

2. 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.

3. Ability to create Users with any role except another Grantee Administrator
Ability to assign/reassign cases to Case Managers.

Program Analyst

1. Program Analysts are those users located within the National Program Office
2. Ability to view all Grantee Organizations
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Role Name ’ Abilities

3. Ability to designate the Grantee Administrators

4. Ability to delete a case

5. NOTE: Only Program Analysts can View or Edit (Pll) information after it has been
entered/saved in the application

Read Only Global 1. User will have View Access to all the Grantee/Subgrantee information GPMS.

If a user is provided with Read Only Global access for a grantee, the same user
cannot be provided with Read Only Restricted access (see below) for a specific
Subgrantee with the same grantee

3. User can view all Cases, Tasks, Limited access to Admin Console and Reports.
User can create and export reports, however, cannot export the extracts
5. Does not have the ability to create cases or edit existing cases

Read Only Restricted

User has the same access as Read Only Global but only for their specific Grantee.

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 Eligible Exited —
Approval In Follow

Withdrawn Ineligible Waitlist Active — On Break 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.

Withdrawn Case has not been submitted for eligibility determination and user has selected
Withdraw from the related actions screen.

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.
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Status Description

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.

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 a reason other than unsubsidized employment.

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:

- 1
CASES ADMIN CONSOLE

= | Im

MY TASKS REPORTS GRANTEES
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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.

Admin Console Available to administrator roles. See permission matrix for details

My Tasks Actions that require the user’s attention.

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

Grantees Available to Program Analyst roles.

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 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 (0) 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 (0 ), 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.
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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, click here

1. .The screen will display a U.S. Department of Labor Disclosure Statement.


https://cmp.dol.gov/suite/
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You are accessing a U.S. Government information system that is owned and
operated by the Department of Labor. THERE IS NO EXPECTATION OF PRIVACY
WHEN ACCESSING THIS SYSTEM. The Department of Labor information systems
are provided for the processing of official U.S. Government information only,
and are therefore, owned by the Department of Labor. Authorized users are
responsible for the proper handling of the Government data equipment and
resources which they access.

USE OF THIS SYSTEM BY ANY USER AUTHORIZED OR UNAUTHORIZED
CONSTITUTES A CONSENT TO THIS MONITORING, RECORDING, DISCLOSURE,
AND ACCEPTS THAT USE OF THE SYSTEM IS SUBJECT TO AUDIT BY AUTHORIZED
PERSONNEL.

Craiird and ralatad arctivitvu in rannactinn with camniitarce ic nrnhihitad ha Titla

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

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

4. Enter the Username and Password.
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.

I = & = il o

CASES ADMIN CONSOLE MY TASKS REPORTS GRANTEES
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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).

Below the SCSEP Cases heading, the following text is displayed in a Note box with a yellow border:

By default, only cases with an enrollment date on or after 1/1/2021 are being shown. Click the
Show Filters button to update filters for case search. If looking for a case prior to the default
date, make sure to include at least one filter.

The cases presented to users are based on their user role:
All users will see all cases connected to the sub-grantee(s) with which they are associated.

Grantee Administrators — Will see all cases associated with the grantee they administer.

@ (Preprod/UAT) United States Dep X [EJ Cases - SCSEP X + ~ - X

&« C & cmppreprod.dol.gov/suite/sites/scsep 2 % » 0O 2

111 [z}

:

ADMIN CONSOLE MY TASKS

SCSEP Cases

NOTE

By default, only cases with an enrollment date on or after 1/1/2021 are being shown. Click the 'Show Filters' button to update filters for case search. If looking for a case prior to the
default date, make sure to include at least one filter.

5
Participant Name 1 D <+ Show Filters
Participant Cases
ADD NEW CASE
A
Participant Participant Case Date of Exit Months in
CaselD Name f 1D Grantee Sub-Grantee Assigned To Enroliment Date Program Status
E National Older Workers NOWA (New .
10869110 |Brenda Johnson 10005581 Association (NOWA) Jersey) Fred Smith Eligible
Charles Dexter- National Older Workers NOWA (New .
10869111 Ward 10005582 Association (NOWA) Jersey) Fred Smith Eligible

H £ Type here to search

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.
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3. Sort Arrows — The sorting arrows (T— ascending and l - descending) can be used to sort the
participant cases in the desired order.

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:

— CaselD
— Participant ID
— Status — User can select one or many statuses from dropdown.

— Case Manager — User can select cases assigned to a particular case manager. This field
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 enroliment 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.
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B} Ceses - scsep X  + W = X
C' @ cmppreprod.dol.gov/suite/sites/scsep e % » 0 &
Other bookmarks
] & & all m
CASES ADMIN CONSOLE MY TASKS REPORTS GRANTEES
Participant Name B Hide Filters |
Filters
CaseID Participant ID
Status Case Assigned To
Active - -- Select & Case Manager — -
Active On-Break
Grantee Grant
Sub-Grantee
Enrollment From Enroliment To Exit From Exit To
01/01/2021

i mm/adiyyy Mm/dasyyy
p 1:28 PM
- 5 fx
ﬂ pe Type here to search = 7 o 1/10/2023 L

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 clicking 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.
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= 0 ~
.. sesee- ) O

SCSEP Cases

NOTE

Ry default, enly cases with an enrollment date on or after 14172021 are being shown. Cliek the 'Show Filters’ butten te update filters for case search. If loaking for a case prior to the default date, make sure (o include at least ene fiter.

Participant Name + Show Filters

Participant Cases

ADD NEW CASE
——
Filters appheds: STatus: Enrolimant Dare

Parti t
Case D Participant Neme 1 "o P2

Date of Exit Month:
Grantes Sub-Grantes Case Assigned To County of Residence e - o Status
i Enroliment Date Program
10602520 Bonnie Moady 9967631 North Carolina NCO40 A4RP Lamar Jackson Camden County 1142972021 27 hctive
10581650 10000079 The Worklace €T201 Fairfield County Mary Smith Fairfield County anar022 14 Active
CAGZ5 City of Los Angeles Department of
10868345 8940 TA Request 2 10004909 Califorria PR L LS Frederick Kiesche Il Del Norte County 812212022 12 hctive
10869143 A Howell 9812943 Operation AB.LE. of Greater Bostan Ma Suffolk Mary Smith Walker County 12/30/2022 38 Active
10398542 Aaron Meh! G3B64RD Ohio OH104 - Elyria Lamar Jackson Cuyahoga County F22021 25 Active

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

IR & [} all ST Q
=
CASES ADMIN CONSOLE MY TASKS REPORTS

Create New Case

Participant Search

Social Security Number * Confirm Social Security Number *

CLOSE

2. Type the participant’s Social Security Number (SSN) in the Social Security Number field, then re-
enter 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.

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

Create New Case

Participant Search
Social Security Number * Confirm Social Security Number *

. © Reset | Search

CLOSE

o Click Reset to clear the SSN from both fields and begin a new SSN search.



©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

o 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.

NOTE v

+ The participant with the Social Security Number that is entered already exists within SCSEP.
+ The following participant was found with that Social Security Number. Please continue if you wish to add a new enrollment for this participant.

CaseID Participant ID  Full Name Date of Birth Case Creation Date Grantee Name Organization Name Status

10869109 10005580 Georgina A Jones 1/1/1950 1/17/2023 National Older Workers Association (NOWA) NOWA (New Jersey) Eligible

CLOSE CONTINUE

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

NOTE v

= The participant with the Social Security Number that is entered does not exists within SCSEP.
+ Fill out the following form to create a new participant.

Enter New Participant Details

First Name * Middle Initial
Last Name *

Date of Birth *

CLOSE CONTINUE

4. Enter the information into the fields on the screen and click CONTINUE.

i3

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.
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NOTE

¢ The participant with the Social Security Number that is entered does not exists within SCSEP.
= Fill out the following form to create a new participant.

Enter New Participant Details

First Name * Middle Initial
Adrian A

Last Name *
Allweather

Date of Birth *

| 010111959 &

CLOSE

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

Enter Case Details

—
Intake Eligibility Characteristics

v Case Details

Grantee * Sub-Grantee *
-Sele hd --Select a

Grant* Case Assigned To*
--- Select a Grant - - -- Select a Cas

Application Date *

vParticipant Information

Social Security Number Primary Phone *
XXX-XX-XXXX

First Name *
Alternate Phone
Adrian
Middle Initial
Email
A
Last Name *
Employment Status
Allweather

Date of Birth

01/01/1950 )

Adequate Connectivity Adequate Device
Yes Yes

No No

Cell?

Cell?

[o~]

Other Enrollment Information
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vMailing Address vResidence State
Address Line 1* State

Address Line 2

City * State * Zip* Zip+4

Selectas.. -

County of Residence *

vSecondary Contact Information

Check if Available

vParticipant Demographics

Gender Did Participant Identify Race?
ot Conar - Yes No
Race

Ethnicity Hispanic / Latino?
Y Hisp American Indian or Alaskan Native

Yes
Native Hawaiian or Other Pacific Islander

No )
Asian

Participant did not self-identify
Black / African American

White

Select all that apply

CLOSE SAVE + CONTINUE | SAVE + CLOSE

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.

Enter Case Details

_——
Intake Eligibility Characteristics 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.

v Case Details

Grantee * Sub-Grantee *

National Older Workers Association (NOWA) - NOWA (New Jersey) -
Erant” Tase Asslgned 1o

National Older Workers Association (NOWA) (Program Year: 2020 ,Grant #: AD37226... ~ Fred Smith - scsepmpr+nowacm@gmail.com - Case Manager -

Application Date *

01/01/202q @
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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.

vParticipant Information

Social Security Number Primary Phone *
TRERRROR (222) 232-6022 Cell?
First Name *

Alternate Phone

Cell?

Middle Initial

Email
Last Name *

Employment Status

Unemployed v

Date of Birth

01/01/1950 @

Adequate Connectivity Adequate Device
© ves © ves

No No

vMailing Address vResidence State
Address Line 1* State

60 Broad Street New Jersey -
Address Line 2

Apartment 3a
City * State * Zip* Zip+4

Somerset New Jersey = 08854

County of Residence *

Somerset 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.
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vSecondary Contact Information
Check if Available

Contact Name

Address Line 1

Address Line 2

City State

Relationship to Participant

Primary Phone

Alternate Phone

Zip Email

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.

vParticipant Demographics
Gender

Male -

Ethnicity Hispanic / Latino?
Yes

© No

Participant did not self-identify

CLOSE

Did Participant Identify Race? Nationality
O ves No Filipino ¥
Race ‘

American Indian or Alaskan Native

Native Hawaiian or Other Pacific Islander
Asian

Black / African American

White

Select all that apply

SAVE + CONTINUE ‘ SAVE + CLOSE

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.

Confirm Case Close

Are you sure that you want to close the case? All unsaved data will

be lost,

NO

YES

a. 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.
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ii. Click YES to save the information and create the case. The system navigates to
the Eligibility screen.

Confirm Case Creation

Are you sure that you want to create this case? Warning: Please
enter a phone number or email address so that the applicant can
be contacted.

NO YES

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

Confirm Case Creation

Do you want to save the case and close?

NO YES

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.
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Eligibility

Number in Family

v
Eligibility Characteristics Other Enrollment Information

Preliminary &

Enter the total members in family including the participant
Total Includable Family Income
12 month

6 month

Applicant Certification

Did the applicant sign the Applicant Certification?
Yes

No

PREVIOUS ‘ CLOSE

Case Manager:

Eligibility Date

term

Is Family Income at or below 125% poverty level?
Family Income is at or below 125% Poverty Level

Family Income is not at or below 125% Poverty Level

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.

nation will only become final when

SAVE + CLOSE

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.

Participant Summary

Participant Name
Adrian Allweather

Grant Number
AD37226216001
System Eligibility Determination: Eligible

Reasons for Eligibility
« The participant is Unemployed.

Participant ID State
CMS010005587 New Jersey

Age County

73 Somerset County

» The participant's income is at or below 125% Poverty Level.
* The participant’s age is within the allowed range.

Participant Summary

Participant Name
Adrian Allweather

Grant Number
AD37226216001

system Eligibility Determination: Ineligible

Reasons for Ineligibility

Participant ID State
CMS010005587 New Jersey

Age County

73 Somerset County

« The participant's income is not at or below 125% Poverty Level.

Case ID
10869116

Enroliment Date

Case ID
10869116

Enrollment Date
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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.

Participant Summary

Participant Name Participant ID State Case ID

Adrian Allweather CMS010005587 New Jersey 10869116

Grant Number Age County Enroliment Date
AD37226216001 73 Somerset County

System Eligibility Determination: Ineligible

Reasons for Ineligibility
« The participant's income is not at or below 125% Poverty Level.

Eligibility Determination

SCSEP Eligible?
Yes

O nNo

Reason for Ineligibility *
Age
Residence outside of state
Employed
Income
Failed to file complete Application
Other
Action Taken if Ineligible * Comment
Referred to One-Stop
Referred to Social Services
Referred to another project
Placed in unsubsidized employment pursuant to MOU
Other

0/2000

PREVIOUS

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.

Submit Confirmation

The Supervisor will now review this request and make the final
Eligibility decision. Do you want to continue?

SUBMIT ELIGIBILITY
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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, 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.

lEIigibiIity Determination |

SCSEP Eligible?

Yes
O nNo

| Reason for Ineligibility * |

Age

Residence outside of state
Employed

Income

Failed to file complete Application

Other

[ Action Taken if Ineligible * |

Referred to One-Stop

Referred to Social Services
Referred to another project
Placed in unsubsidized employment pursuant to MOU

Other

0/ 2000
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PREVIOUS BMIT ELIGIBILITY

1.3 Characteristics

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

Enter Case Details

v
Intake Eligibility Characteristics Other Enrollment Information

vParticipant Summary

Participant Name Participant ID State Case ID

Adrian Allweather CMS010005587 New Jersey 10869116

Grant Number Age County Enrollment Date

AD37226216001 73 Somerset County

v Priority of Service

‘Formerly Incarcerated? is blank

Veteran Status * Eligible Veteran Status* Veteran, Post-9/11 Era
Yes Served less than 180 days Yes
No Eligible veteran OnNo
Status not known Spouse of Veteran
Mot eligible

(Show Detailed Instructions)

Individual with a Disability * Disability Reported As Received services funded by the State Development Disabilities Agency
Yes Self Reperted (SDDA)
No Is Documented ves
No

Participant did not self-identify

(Show Detailed Instructions)

Homeless * At Risk of Homelessness * Urban or Rural *

Yes Yes Urban

No No Rural
(Show Detailed Instructians) (Lookup RUCA by Zip Cade) / (Lookup RUCA by State/County/Tract Code)
Homeless * At Risk of Homelessness * Urban or Rural *

Yes Yes Urban

No No Rural
(Show Detailed Instructions) (Lookup RUCA by Zip Code) / (Lookup RUCA by State/County/Tract Code)
Falled to Find Employment After Using WIOA Title | * Low Literacy Skills * Low Employment Prospects *

Yes Yes Yes

No No No
Limited English Proficiency * Formerly Incarcerated? *

Yes Yes

No No

~Most In Need Waiver Factors

Severe Disability * Frall* 75 or Older * Formerly Incarcerated?
Yes Yes Yes Yes
No No No No
Date Severe Disability Last Updated Date Frail Last Updated Low Literacy Skills * Date Formerly Incarcerated Last Updated
] A & Yes "
No
Severely Limited Employment Prospects * 0ld Enough but Not Receiving 55 Title 11 *
Date Low Literacy Skills Last Updated
Yes Yes
No No mmvdayy &
Date Severely Limited Employment Prospects Last Date Old Enough but Not Receiving 5 Title Il Last
Updated Updated
=1 nmAde ]

Limited English Proficiency *
Yes
No
Date Limited English Proficiency Last Updated
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Other Characteristics

Public Assistance

Receiving Temporary Assistance for Needy Families (TANF) *

Yes
No

Supplemental Security Income (SSl) / Social Security Disability

Insurance (SSDI) Status *
ssi
SSDI
SSI and SSDI
SSI and Ticket Holder
SSDI and Ticket Holder
Both SSI and SSDI and a Ticket Holder
Does not meet above conditions

Educational Attainment

Highest Education Level Completed *

Other Barriers to Employment

Yes
No
Subsidized Housing *
Yes
No
State or Local Welfare (General Assistance) *
Yes
No
Other Public Assistance Recipient *
Yes
No

Please answer the following questions pertaining to the participant at program entry

Ex-Offender *
Yes
No
Participant did not disclose

(Show Detailed Instructions)

Low Income Status at Program Entry *
Yes
No

(Show Detailed Instructions)

Participant Characteristics Comments

0/2000

PREVIOUS | CLOSE

Veteran Status

Veteran Status
Q ves
No

Status not known

Individual with a Disability

Individual with a Disability

No

Participant did not self-identify

(Show Detailed Instructions)

Greatest Social Need *
Yes
No

(Show Detailed instructions)

Displaced Homemaker *
Yes
No

(Show Detailed Instructions)

Eligible Veteran Status
Served less than 180 days

Spouse of Veteran
Not eligible

(Show Detailed Instructions)

self Reported

Is Documented

Unemployment Compensation Eligibility Status *

Claimant Referred by Reemployment Services and Eligibility Assessment
(RESEA)

Claimant Referred by Worker Profiling and Reemployment Services
(WPRS)

Claimant Not Referred by RESEA or WPRS
Exhaustee
Claimant is Exempt

Neither Claimant nor Exhaustee

Other Significant Barrier to Employment *
Yes
No

SAVE + CONTINUE ‘ SAVE + CLOSE

Veteran, Post-8/11 Era*

Yes

No

Received services funded by the State Development Disabilities Agency (SDDA)
Ves

No
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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.

Individual with a Disability * Disability Reported As Received services funded by the State Development Disabilities
Agency (SDDA)

Yes Self Reported
Yes

No Is Documented
No

Io Participant did not self-identify I

Homeless
When a user selects Yes for Homeless, the At Risk of Homelessness field automatically selects No and is

grayed out.

Homeless *
O Yes |

No

(Show Detailed Instructions)

Limited English Proficiency
When a user selects Yes for Limited English Proficiency, the field Primary Language appears and is
mandatory.

Limited English Proficiency

No

Formerly Incarcerated
When a user selects Yes for Formerly Incarcerated? under Priority of Service, the following text displays

below the field in a yellow text box:
Because ‘Formerly Incarcerated’ is designated as a priority of service (field P30a), it is

automatically designated as a waiver factor (field P58) that can support an extension of the
participant’s durational limit depending on the grantee’s IDL policy.

Additionally, the Formerly Incarcerated? field under Most in Need Waiver Factors automatically selects
Yes and is grayed out, along with Date Formerly Incarcerated Last Updated.
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Formerly Incarcerated? *
o Yes

No

© Because 'Formerly Incarcerated' is designated as a priority of
service (field P30a), it is automatically designated as a waiver factor
(field P58) that can support an extension of the participant's
durational limit depending on the grantee's IDL policy

Formerly Incarcerated?

Yes

No
Date Formerly Incarcerated Last Updated

mm/dd/yyyy -]

When a user selects No for Formerly Incarcerated? under Priority of Service, the Formerly
Incarcerated? field under Most in Need Waiver Factors becomes required. When the user selects Yes
for that field, Date Formerly Incarcerated Last Updated becomes required as well.

Formerly Incarcerated? *

Yes

© No |

Formerly Incarcerated? *

No
IBate Formerly |ncarceratea East Upaatea I
mm/datyyyy &
Veteran Status * Eligible Veteran Status * Veteran, Post-9/11 Era
Yes Served less than 180 days Yes
No Eligible veteran [ - IV
Status not known Spouse of Veteran
Not eligible
Individual with a Disability * Disability Reported As Received services funded by the State Development Disabilities Agency
Yes Self Reported (SDDA)
No Is Documented Yes
participant did not self-identify Ne
Homeless * At Risk of Homelessness * Urban or Rural *
Yes Yes Urban
No No

Rural

(Show Detailed Instructions) N (zookup RuCA by Zip Code) # (Lookup RUCA by State/County/Tract Codel |
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vMost In Need Waiver Factors

Severe Disability *
Yes
No
Date Severe Disability Last Updated

Severely Limited Employment Prospects *
Yes
No

Date Severely Limited Employment Prospects Last
Updated

mmv/da/yy a8
Limited English Proficiency *
Yes
No

Date Limited English Proficiency Last Updated

Frail * 75 or Older *
Yes Yes
No No
Date Frail Last Updated Low Literacy Skills *
. & Yes
No

0Old Enough but Not Receiving SS Title Il *
Yes
No

Date Old Enough but Not Receiving SS Title Il Last
Updated

Formerly Incarcerated?
Yes

No

Date Formerly Incarcerated Last Updated

Date Low Literacy Skills Last Updated

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.

Other Characteristics

Public Assistance

Receiving Temporary Assistance for Needy Families (TANF) * Receiving Nutrition Assi (SNAP) *
Yes Yes
Ne No
Supplemental Security Income (551} / Social Security Disability Subsidized Housing *
Insurance (S5DI) Status * ves
551 No
SS0I
State or Local Welfare (General Assistance) *
551 and 5501 ves
SSl and Ticket Holder No

55DI and Ticket Holder
Both S5l and 5SDI and a Ticket Holder

Other Public Assistance Recipient *

Yes
Does not meet above conditions No
Educational Attainment
Highest Education Level Completed *
-- Select Highest School Grade Completed -- hd

Other Barriers to Employment

Please answer the following questions pertaining to the participant at program entry

Ex-Offender *
Yes
No
Participant did nat disclose

(5how Detailed Instructions)

Low Income Status at Program Entry *
Yes
No

(Show Detailed Instructions)

Greatest Social Need *
Yes

No

(Show Detailed Instructions)

Displaced Homemaker *
Yes

No

(Show Detailed Instructions)

C Status *

Claimant Referred by Reemployment Services and Eligibility Assessment
(RESEA)

Claimant Referred by Worker Profiling and Reemployment Services
(WPRS)

Claimant Not Referred by RESEA or WPRS
Exhaustee
Claimant is Exempt

Neither Claimant nor Exhaustee

Other Significant Barrier to Employment *
Yes

No
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Participant Characteristics Comments

N

0/2000

PREVIOUS ‘ CLOSE SAVE + CONTINUE ‘ SAVE + CLOSE

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

= = & alll

CASES ADMIN CONSOLE MY TASKS REPORTS

Enter Case Details

v
Intake Eligibility Characteristics Other Enroliment Information

vParticipant Summary

Participant Name Participant ID State Case ID

Adrian Allweather CMS010005587 New Jersey 10869116

Grant Number Age County Enroliment Date
AD37226216001 73 Somerset County

Co-Enrollment in Other Program Services (Select as many as apply)

None Co-Enrollment in Vocational Education program?

Yes
Co-Enroliment in WIOA Adult Formula program?

Yes, Local Formula No
Yes, Statewide Unknown
Yes, Both Local Formula and Statewide Co-Enrollment in WIOA Vocational Rehabilitation program?
No Yes
VR1

Co-Enroliment in Title Il Adult Education (WIOA)?
Both VR and VR1

Yes
No No
Unknown Unknown

Co-Enrollment in National Farmworker Jobs Program? Co-Enrollment in Wagner-Peyser Employment Service program?

Yes Yes
No Reportable Individual
No
Co-Enrollment in Indian and Native American Programs?
Yes Unknown
No Receiving Employment and Training Services Related to SNAP?
Yes
Co-Enroliment in Veterans' Programs?
No

Yes, DVOP Specialist
Yes, LVER Specialist Co-Enroliment in Other WIOA or Non-WIOA Programs?

No Yes, Other WIOA or Non-WIOA Programs

Unknown 1/DD, MH or other disability programs

No

If Other, please Specify
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Participant Interest Job Code
Job Codes

Comments

0/ 2000

Program Introduction
Pre-Assessment Date Program Overview Date

| PREVIQUS | CLOSE COMPLETE

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

vParticipant Summary

Participant Name Participant ID State Case ID

Adrian Allweather CMS010005587 New Jersey 10869116

Grant Number Age County Enroliment Date
AD37226216001 73 Somerset County

Co-Enrollment in Other Program Services (Select as many as apply)

Co-Enrollment in Vocational Education program?

Co-Enroliment in WIOA Adult Formula program? ves
Yes, Local Formula No
Yes, Statewide Unknown
Yes, Both Local Formula and Statewide Co-Enrollment in WIOA Vocational Rehabilitation program?
No Yes
VR1

Co-Enroliment in Title Il Adult Education (WIOA)?
Both VR and VR1

Yes
No No
Unknown Unknown

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 not occur in the future based on the date of data entry.
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Participant Interest Job Code
Job Codes

Comments

072000

Program Introduction

Pre-Assessment Date

fr
‘ PREVIOUS | CLOSE

1.5 Intake Checklist

Program Overview Date

COMPLETE

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.

Adrian Allweather (Case ID: 10869116)

Assignments  Participant Required Actions  Participant History ~ Extensions  Related Actions

Summary | Intake | Eligibility | Recertification | Characteristics | Other Enrollment

Information

Pending Pending Eligibility
Approval

Participant Summary

Participant Name
Adrian Allweather

Primary Phone
(222) 2326022 0

Durational Limit Date

Intake Checklist
Action Items
Eligibility
Characteristics
Other Enrollment

Program Introduction

Active Pending Exited - In Follow-Up Exited - Closed
Recertification

Participant ID Month(s) in Program
CMs010005587 0 months, 0 days

Age

73

Day(s) Left in Program
0

K Q@ Q@ ®

Locked
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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 listing 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 and ADD TO WAITLIST.

Adrian Allweather (Case ID: 10869116)

Summary Participant Required Actions Participant History Extensions Related Actions

‘ ADD ASSIGNMENT | ADD TO WAITLIST ‘l

v

Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification

Participant Summary

Participant Name Participant ID State Case ID

Adrian Allweather CMS010005587 New Jersey 10869116

Grant Number Age County Enroliment Date

AD37226216001 73 Somerset County

Assignments

Assignment Id Assignment Date Assignment End Date Host Agency Name

No Assignments available

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).

Summary  Assignments  Participant Required Actions  Participant History ~ Extensions | JEENEGEYadH

Add Assignment
v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification

Participant Summary

Assignment Checklist

Action Items

Intake EJ/
Eligibility (4
Characteristics D
Other Enrollment Information [S/

CANCEL
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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.

Adrian Allweather (Case ID: 10869116)

SIGIGELYI  Assignments  Participant Required Actions  Participant History ~ Extensions  Related Actions

Summary | Intake | Eligibility | Recertification | Characteristics | Other Enrollment
Information

v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed
Approval Recertification

Participant Summary

Participant Name Participant ID Month(s) in Program
Adrian Allweather CMS010005587 0 months, 0 days
Primary Phone Age

(222) 2326022 0 73

Day(s) Left in Program
0

Durational Limit Date

Intake Checklist

Action Items

Eligibility %4
Characteristics 4
Other Enroliment 4
Program Introduction E’

To add assignments, click the ADD ASSIGNMENT button.

Locked
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Belinda Chesterfield (Case ID:

summary Participant Required Actions

=
Pending Pending Eligibility Eligible

Approval

Participant Summary

Participant Name
Belinda Chesterfield

Participant ID
CMS010005588
Grant Number Age
AD37226216001 73

Assignments

Assignment Id Assignment Date

10869117)

Participant History

Active

Assignment End Date

Extensions

ADD ASSIGNMENT || ADD TO WAITLIST

Related Actions

Pending Exited - Closed Locked

Recertification

Exited - In Follow-Up

State Case ID
New Jersey 10869117
County Enroliment Date

Middlesex County

Host Agency Name

No Assignments available

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.

=

Agency ID
2. Name

3. Address

4. Primary Contact

Assignment Details

Assignment Date * Host Agency

07/03/2023 =

State

Assignment Start Date
lllinois

City Organization Name

‘.

Chicago E

SEARCH ‘

Assignment End Date

Agency
D
Job Code
M 9554068
Workers' Comp Code
9954321

Name

Chicago Anti Hunger Fed

Sankofa Safe Child Initiative

FEIN  Address Primary Contact

4345 West Division,
Chicago, llinois 60681 LBl
1500 South Keeler Ave.,
Chicago, lllinois 60623

Ms.Ms. Annetta WilsonRosie Hicks-

364535455 Patton

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.
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60621

653 West 63rd

9954604  Ada Niles Satelite Center S M Ms. Denise
Chicago, lllinois KingDenise King
60621

3010 South Parnell
Avenue,

Chicago, lllinois
60616

Robert Healy School|

1-100f1,548 >

SELECT ORGANIZATION

ADD NEW HOST AGEN

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

Assignment Details

Assignment Date * Host Agency *
07/03/2023 & Robert Healy School X
Assignment Start Date Site Name and Location Assigned To*
@ Grantee or sub-recipient/ local project
Workforce Partner
Assignment End Date Survey Contact @* Other host agency
& Dlease selact 3 SUMVEY contact -

CSA Code Type *

Job Code [+] New Survey Contact Genersl
Elderly
~  Supervisor
CSA Code *
Workers' Comp Code Please select a Supervise -

Select only if Supervisor is different than Contact

Supervisor Funding Source Type CSATitle
Federal
- I
Non-federal Comment=©

If the ADD NEW HOST AGENCY button is clicked, the user will go to the Add Organization page.

summary  Assignments  Participant Required Actions  Participant History ~ Extensions [EEEERGEYHH

Add Organization

vOrganization Details vAdditional Details
Organization Name Organization Type *

Agency Type Organization Continued Availability

Franklin Internet Cafe Government
Profit Available

Host Agenc x
FEIN Not For Profit seney 7 Not Available

© Add New
Address Line 1*

Host Agency Agreement Date Host Agency Monitoring Visit Date
nm/dd ) nm/ad, &

Address Line 2
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City * State * Zip* Zip+4
. B — v Contact Address

. Check if Contact Address is different than the Organization Address
v Contact Information &

Salutation
Contact First Name * Contact Last Name *
Title Is Primary POC?
O ves No
Primary Contact Number Primary Extension
cell?
Alternate Contact Number Alternate Extension
Cel
I?
Fax Number E-mail

CANCEL m

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

i (7} .|I||
ADMIN CONSOLE MY TASKS REPORTS
v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case ID
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enroliment Date
AD37226216001 73 Middlesex County
Assignment Details
Assignment Date * Host Agency *
01/01/2020 & Franklin Park Internet Cafe X
Assignment Start Date Site Name and Location Assigned To *
& Franklin Park Research Park Grantee or sub-recipient/ local project

Workforce Partner

Fill in all the mandatory fields and click the Save button.



Assignment Date *
01/01/2020 ]

Assignment Start Date
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Host Agency *

Franklin Park Internet Cafe X

Site Name and Location

Assigned To *

D Grantee or sub-recipient/ local project

] Franklin Park Research Park

Survey Contact @*

Workforce Partner
Assignment End Date

Other host agency

Haring, Rachel CSA Code Type *
eneral
Job Code [+] New Survey Contact N
— 5 © Elderly
select a Job Code ¥ Supervisor
CSA Code *
Workers' Comp Code Please select a 5 s -
E1. Project Administration -
Select only if Supervisor is different than Contact
supervisor Funding Source Type CsATitle
Federal
Non-federal m  mex s W
o [ Starting Wage per Hour * |
Participant’'s Schedule
$15.00
40
, Comments @
0/2000
~
0/2000
CANCEL

The Status of the Participant changes to Active.

Summary Participant Required Actions Participant History Extensions Related Actions
v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case ID
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enroliment Date
AD37226216001 73 Middlesex County 01/01/2020

Assignments |

Assignment Id Assignment End Date

| Assignment Date |

01/01/2020

11849740 Franklin Park Internet Cafe
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Assignment Details | Approved Breaks | Training and Services | Paid Hours

Assignment Details

Assignment Date 01/01/2020

Assignment Start 01/01/2020

Host Agency

Site Name and

Date
Location

Assignment End
Date Survey Contact
Job Code Computer and Mathematical Supervisor
Occupations Supervisor Funding
Workers' Comp Code Source Type
Participant’s
Schedule

3. Add Service

& Edit

Franklin Park Internet Cafe

Franklin Park Research Park Assigned To Grantee or sub-recipient/
local project
Haring, Rachel CSA Code E1. Project Administration
CSA Title

Federal Starting Wage per $15.00

Hour
Hours per week 40

Comments

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

] 20,
= -
CASES ADMIN CONSOLE
Summary  Assignments

MY TASKS

Participant Required Actions

=

aill
REPORTS

Participant History

Add New Service

Pending

Pending Eligibility

v

Eligible Active

Approval

Participant Summary

Participant Name
Belinda Chesterfield
Grant Number
AD37226216001

General Details

Assignment *

Participant ID
CMS010005588
Age

73

Extensions Related Actions

Pending Exited - Closed Locked

Recertification

Exited - In Follow-Up

State Case ID
New Jersey 10869117
County Enroliment Date

Middlesex County 01/01/2020

| Assignment Date - 01/01/2020

Category *

ategor

Service Details
Start Date *

]
Is this a One Day Service? *

Yes No

Comments

Expected End Date *

Actual End Date

3
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0/2000

Additional Fields

Service Provider

State City Organization Name

CANCEL SAVE + ADD ANOTHER RN SRy e sl

Choose the following in which the Participant wants to get trained, and enter the Start Date:

a. Category
b. Type

General Details

Assignment *

Assignment Date - 01/01/2020 -
Education and Training - Apprenticeship Training -

Service Details

Expected End Date Actual End Date
02/01/2020 [ 02/15/2020 =

Is this a One Day Service? *
ves @ No

Comments

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.
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Additional Fields

Grantee or sub-recipient/local project

Workforce partner

Other

e Bothiand ii
Bothiand iii

CANCEL

To add another service, click SAVE + ADD ANOTHER button.

SAVE + ADD ANOTHER ‘ SAVE + CLOSE

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.

v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up

Approval Recertification

Participant Summary

Participant Name Participant ID State
Belinda Chesterfield CMS010005588 New Jersey
Grant Number Age County
AD37226216001 73 Middlesex County
Assignments

Assignment Id Assignment Date Assignment End Date

11849740 01/01/2020

Paid Hours

Assignment Details | Approved Breaks

Assignment Details

Assignment Date 01/01/2020 Host Agency  Franklin Park Internet Cafe

Assignment Start 01/01/2020

Date Site Name and Franklin Park Research Park
Location
Assignment End
Date Survey Contact Haring, Rachel
Job Code Computer and Mathematical Supervisor
Occupations Supervisor Funding Federal
Workers' Comp Code Source Type
Participant's
Schedule

Exited - Closed

Case ID
10869117

Enroliment Date
01/01/2020

Host Agency Name

Franklin Park Internet Cafe

Assigned To

CSA Code
CSATitle

Starting Wage per
Hour

Hours per week

Comments

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

Grantee or sub-recipient/
local project

E1. Project Administration

$15.00

Locked

& Edit
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Participant Summary

Participant Name
Belinda Chesterfield

Grant Number
AD37226216001

Assignments
Assignment Id

11849740

Participant ID
CMS010005588

Age
73

Assignment Date

01/01/2020

State

New Jersey

County
Middlesex County

Assignment End Date

Assignment Details | Approved Breaks | Training and Services | Paid Hours

Case ID
10869117

Enrollment Date
01/01/2020

Host Agency Name

Franklin Park Internet Cafe

Training and Services

Category Type Service Provider Start Date Expected End Date
Education and Training Apprenticeship Training Incomparable Cabling 02/01/2020 02/15/2020 W
To edit the information displayed, click the Edit button.
Assignments
Assignment Id Assignment Date Assignment End Date Host Agency Name
11849740 01/01/2020 Franklin Park Internet Cafe
Assignment Details | Approved Breaks | Training and Services | Paid Hours
Assignment Details & Edit

Assignment Date

Assignment Start
Date

Assignment End
Date
Job Code

Workers' Comp Code

4. Add Break

To add a break to a Participant, click the ADD BREAK button. For cases with a status of active, a user can

01/01/2020
01/01/2020

Computer and Mathematical
Occupations

Host Agency  Franklin Park Internet Cafe

Site Name and Franklin Park Research Park
Location

Survey Contact Haring, Rachel

Supervisor

Supervisor Funding Federal

Source Type

Participant's
Schedule

also add a break via the Related Actions section.

Assigned To Grantee or sub-recipient/

local project

CSA Code E1. Project Administration

CSA Title

Starting Wage per $15.00
Hour

Hours per week 40

Comments
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Belinda Chesterfield (Case ID: 10869117) Aop ssianenT | Ao service || aoo erea || - -

Summary Participant Required Actions Participant History ~ Extensions Related Actions

B

v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case D
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enroliment Date
AD37226216001 73 Middlesex County 01/01/2020
Assignments
Assignment Id Assignment Date Assignment End Date Host Agency Name
11849740 01/01/2020 Franklin Park Internet Cafe

Enter the break information, then click the Save button.

Belinda Chesterfield (Case ID: 10869117)

summary Assignments Participant Required Actions Participant History Extensions Related Actions

Add Approved Break

Participant Summary

Participant Name Participant ID State Case ID

Belinda Chesterfield CMS010005588 New Jersey 10869117

Status Age County Enrollment Date
Active 73 Middlesex County 01/01/2020

Grant Number
AD37226216001

Break in Service Details

| Assignment * I | Reason for Approved Break in Participation? * I
°]

{ 01/01/2020 - e

Personal

IApproved Break Start Date * | Administrative

e Right of Return
Expected End Date Other
" Comments
Actual End Date
]
Is Documentation Provided? .,
Yes
No 0/ 2000
CANCEL

The Status of the Participant changes to Active-On Break once a break record is entered.
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Pending Pending Eligibility
Approval

Participant Summary

Participant Name
Belinda Chesterfield

Eligible

Participant ID
CMS010005588

Grant Number Age
AD37226216001 73
Assignments
Assignment Id Assignment Date
11849740 01/01/2020

v
Active - On Break Pending

Recertification

State

New Jersey

County
Middlesex County

Assignment End Date

Exited - In Follow-Up Exited - Closed Locked

Case ID
10869117

Enrollment Date
01/01/2020

Host Agency Name

Franklin Park Internet Cafe

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

The 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.

Participant Summary

Participant Name
Belinda Chesterfield

Participant ID
CMS010005588

Grant Number Age
AD37226216001 73
Assignments
Assignment Id Assignment Date
11849740 01/01/2020

State
New Jersey

County
Middlesex County

Assignment End Date

Assignment Details \lApproved Breaksl Training and Services | Paid Hours

Ppproved Breaks |

Break Id Start Date Expected End Date

9687760 03/01/2020 04/01/2020

5. Manage Paid Hours

Actual End Date | Reason for Approved Break

Family/health

Case ID
10869117

Enroliment Date
01/01/2020

Host Agency Name

Franklin Park Internet Cafe

Is Documentation Provided? Comments

Yes

The Participant’s Paid hours can be edited here. Click MANAGE PAID HOURS button. The user can also
navigate to this screen through the Related Actions page.
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Belinda Chesterfield (Case ID: 10869117) | oo seavice || aop srear [ manase pai Hours

Summary Participant Required Actions Participant History Extensions Related Actions

v
Pending Pending Eligibility Eligible Active - On Break Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case ID
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020
Assignments
Assignment Id Assignment Date Assignment End Date Host Agency Name
11849740 01/01/2020 Franklin Park Internet Cafe

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.

Total Hours Paid in Quarter

Host Agency Assignment Start Assignment End Program
Name Date Date Year HOALHOUTS a Q2 @3 Q4
Frankiin bark 01/01/2020 2022 PRA Activities
Internet Cafe
Paid Training (In Person) 12

Paid Training (Remote)
Paid CSA (In Person)
Paid CSA (Remote)

Paid Sick Leave

Total Hours 22 0 0 0

‘ CLOSE I SUBMIT

6. Participant Required Actions

On the Participant Required Actions screen, users can enter data to record Orientation, Physical Exam,
Safety Consultation or Assessment records for participants. Once entered and saved,
Orientation/Physical Exam/Safety Consultation/Assessment info will appear on the Participant Required
Actions screen under its respective header.
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Summary Assignments Participant Required ons Participant History Extensions Related Actions

Pending Pending Eligibility Eligible AcEve Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case ID
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

IOrientation “foer of thsmal Exam |\ rartwupant Safety Consultation ' IAssessment and Re-assessmemllEPI

Orientation Details
Instructions

Orientation is required only once, at the beginning of an enrollment and after the assignment date. You may edit the date to correct a data entry error only, but do not update this

action.

Orientation Date * Provided By *
No Qrientation data available

© Add New

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

Participant Name Participant ID State Case ID

Belinda Chesterfield CMS010005588 New Jersey 10869117

Grant Number Age County Enroliment Date
AD37226216001 73 Middlesex County 01/01/2020

Orientation | Offer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP

Orientation Details

Instructions

Orientation is required only once, at the beginning of an enroliment and after the assignment date. You may edit the date to correct a data entry error only, but do not update this
action.

Orientation Date * Provided By *

No Orientation data available

Once the information about the orientation is entered, the Save icon becomes visible. Click the Save
icon to save the data. Click the Bin icon to delete the data.



©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Orientation Details
Instructions

Orientation fs required only once, at the beginning of an enrollment and after the assignment date. You may edit the date to correct a data entry error only, but do not update this
action.

Orientation Date * Provided By *

01/01/2020 B  Somerset County Seniors B

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

v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case D
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

Orientation | Offer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP

Orientation Details
Instructions

Orientation is required only once, at the beginning of an enrollment and after the assignment date. You may edit the date to correct a data entry error only, but do not update this
action.

Orientation Date * Provided By *

01/01/2020 Somerset County Seniors ra
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6.2 Offer of Physical Exam

Participant Summary

Participant Name Participant ID State Case ID

Belinda Chesterfield CMS010005588 New Jersey 10869117

Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

Orientation |JOffer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP

Physical Exam Details
Instructions

You must offer each participant a free physical examination annually, starting at the beginning of the enrollment. You must enter a new row with a new date each year. Hover over
the fields below for definitions and more details.

Date of Offer of Physical Exam * @ Declined Offer of Physical Exam * @ Provided By * @

No Offer Of Physical Exam data available

D Add New

Click Add New to add the information about a physical exam. Once the values are entered in these
fields, the Save icon becomes visible. Click the Save icon to save the data. Click the Bin icon to delete

the data.

Orientation | Offer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP
Physical Exam Details
Instructions

You must offer each participant a free physical examination annually, starting at the beginning of the enroliment. You must enter a new row with a new date each year. Hover over
the fields below for definitions and more details.

| Date of Offer of Physical Exam * @ | Declined Offer of Physical Exam * @ Provided By * @

01/01/2020 & Yes @ No Samson Medical E@

6.3 Safety Consultation Details
To add Safety Consultation details for a participant, click the Add New button toward the bottom of the

Safety Consultation Screen.
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Orientation | Offer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP

Safety Consultation Details

Instructions

You must provide an annual safety consultation to each participant at their host agency assignment, starting at the beginning of the first assignment. You must enter a new row with
a new date each year or sooner if the participant starts a new assignment.

Participant Safety Consultation Date * Provided By *

No Safety Consultation data available

Once the information for the safety consultation is added, the save icon becomes visible. Click the Save
icon to save the data. Click the Bin icon to delete the data.

Qrientation | Offer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP

Safety Consultation Details

Instructions

You must provide an annual safety consultation to each participant at their host agency assignment, starting at the beginning of the first assignment. You must enter a new row with
a new date each year or sooner if the participant starts a new assignment.

Participant Safety Consultation Date * Provided By *

@  Samantha Powers

01/01/2020

6.4 Assessment Details
To add assessment details for the person, click the Add New button on the Assessment and

Reassessment/IEP tab.

Orientation | Offer Of Physical Exam | Participant Safety Consultation | Assessment and Re-assessment/IEP

Assessment/IEP Details

Instructions

You must conduct an assessment of each participant at least twice in a 12-month period, starting at the beginning of the enroliment. Each assessment or re-assessment must be
followed by an update of the participant’s IEP. As part of the assessment, you must also indicate: if the participant needs any supportive services,; the date on which you last provided
transition planning if required; and whether the participant has adequate internet connectivity and a device for remote assignments and training. You must enter a new row with a

new date each time you do a reassessment. Hover over the fields below for definitions and more details.

Assessment (Re-assessment Supportive Services Needed? *
Date * @ ( g op Transition Planning @ IEP Date @ Provided By * @

No Assessment (and Re-assessment) of Skill level and Other Service Needs data available

© Add New

Once the information for the assessment and re-assessment is entered, the Save icon becomes visible.
Click the Save icon to save the data. Click the Bin icon to delete the data.
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Assessment/IEP Details
Instructions

You must conduct an assessment of each participant at least twice in a 12-month period, starting at the beginning of the enrollment. Each assessment or re-assessment must be
followed by an update of the participant’s IEP. As part of the assessment, you must also indicate: if the participant needs any supportive services; the date on which you last provided
transition planning if required; and whether the participant has adequate internet connectivity and a device for remote assignments and training. You must enter a new row with a
new date each time you do a reassessment. Hover over the fields below for definitions and more details.

Assessment (Re-assessment) Supportive Services Needed?
Date * @ *Q

02/01/2020 & Yes @ No 02/01/2020 @  02/01/2020 @ Samantha Powers

Transition Planning @ IEP Date @ Provided By * @

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 displays all cases associated with the participant. The table displays the
following columns:

Case ID — The unique case ID for the enrollment
Grantee Name

Sub-Grantee Name

Application Date

Status

Exit Date

A A

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. 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

A

The third table presented is labeled Break History and displays all assignments associated with the
participant’s assignments. The table displays the following columns:

1. Break ID — The unique ID for the break record
2. Start Date

3. Expected End Date

4. Actual End Date

The fourth table presented is labeled Placement History and displays all placements associated with the
participant’s placement history. The table displays the following columns:

1. Employer Name
2. Employer ID
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4.
5.

©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Start Date
End Date
Placement ID

The fifth table presented is labeled Training History and displays all training records associated with the
participants’ assignments. The table displays the following columns:

1
2
3.
4

Training Provider Name

Training ID — The unique ID for the training Record
Start Date

End Date

Charles Dexter-Ward (Case ID: 10869111)

Summary Assignments Participant Required Actions Placements/Follow-ups

Participant History | Extensions Related Actions

Pending Pending Eligibility Eligible Active Pending Exited - InvFuIIow—Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID State Case ID
Charles Dexter-Ward CMS010005582 New Jersey 10869111
Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

Date of Program Exit
12/31/2021

|Participant History|

| Case Id

T Grantee Sub-Grantee Application Date Status Exit Date |

10869111

National Older Workers Association (NOWA) NOWA (New Jersey) 01/01/2020 Exited - In Follow-Up 12/31/2021

|Asslgnment History |

Assignment 1D Assignment Date t Assignment End Date Host Agency Host Agency ID |

11849743 01/01/2020 1273172021 SQL Coders Like Us 10274103

reak History

Break ID

Start Date 1 Expected End Date Actual End Date |

9687763

02/01/2020 02/15/2020 02/15/2020

Placement History

| Employer Name Employer ID Start Date 1 End Date Placement ID |

Senior SQL Coders 10274122 01/01/2023 13329700

Training Historyl

Training

Provider Training ID Start Date 1 End Date |

Computer Training (e.g., Computer Literacy Training) 205 01/01/2020 01/15/2020
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8. Related Actions
This section lists the Actions that can be performed for a Participant. The following table provides
actions that are available based on the status of the case.

(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.)

o
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Edit Case X X X X X X X
Withdrawn
Add to Waitlist
Manage Physical Exam X
Manage Paid Hours X X X
Move Case X
Transfer Case X
Add Participant Required Action X X X
Recertify Case X
Manage Program Introduction X
Manage Assignments X X X X
Add Service X X
Manage Training and Services X X
Manage Breaks in Service X X
Manage Waiver Factors X X X X
Manage Extensions X
Add Exit
Modify Exit X

Manage/Add Placements

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.
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summary  Assignments

Participant Required Actions Participant History

Manage Waiver Factors

v

Pending Pending Eligibility Eligible Active
Approval

Participant Summary

Participant Name
Belinda Chesterfield

Participant ID
CMS010005588

Grant Number Age

AD37226216001 73

Program Year

2022 -

Severe Disability Last Updated Date
ves 01/17/2023 ]

O nNo

Frail Last Updated Date *

O ves 01/17/2023 &
No

Old Enough but Not Receiving S5 Title | Last Updated Date
ves 01/17/2023 &

O nNo

Severely Limited Employment Prospects Last Updated Date
ves 01/17/2023 &

O No

Limited English Proficiency Last Updated Date
ves 01/17/2023 ]

O No

Low Literary Status Last Updated Date
Yes 01/17/2023 i

© No

Formerly Incarcerated Last Updated Date
Yes . -

VYV [}

O No

75 or Older
Yes
No

CANCEL

Extensions Related Actions

Pending
Recertification

State

New Jersey
County
Middlesex County

Exited - In Follow-Up

Exited - Closed Locked

Case ID
10869117

Enroliment Date
01/01/2020

SAVE
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8.2 Manage Extensions

Participant Summary

Participant Name Participant ID State Case ID

Belinda Chesterfield CMS010005588 New Jersey 10869117

Grant Number Age County Enroliment Date
AD37226216001 73 Middlesex County 01/01/2020

Add Extension is Unavailable

¢ Extension 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 three months prior to the start of that Program Year.

Program Year *

2022 -

Extensions Program Year Waiver Updated On

No Extensions available

Participant Summary

Participant Name Participant ID State Case ID

Belinda Chesterfield CMS010005588 New Jersey 10869117

Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

Add Extension is Unavailable

¢ Extension 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 three months prior to the start of that Program Year.

Program Year *

2022 -

Extensions Program Year Waiver Updated On

No Extensions available

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:

e Extensions
e Program Year
e Waiver Updated On

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.
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8.3 Add Exit
This form allows the user to add an exit to a case. The following fields are among those 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.

Waiver of Confidentiality

Add Manual Exit

v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
4 Recertification
Participant Summary
Participant Name Participant ID State Case ID
Belinda Chesterfield CMS010005588 New Jersey 10869117
Grant Number Age County Enroliment Date
AD37226216001 73 Middlesex County 01/01/2020
Exit Information
Exit Comments
3
90-Day Date Deceased after exit?

Waiver Certification

Waiver of Confidentiality *

| hereby certify that the applicant has signed the Waiver of Confidentiality which authorizes the release of information regarding his/her employment status to the Senior
Community Service Employment Program (SCSEP) program. This information may be used solely for statistical purposes and may not be disclosed to anyone not connected
with SCSEP in a manner that is individually identifying.

I hereby certify that the applicant has NOT signed the Waiver of Confidentiality which would authorize the release of information regarding his/her employment status to the
Senior Community Service Employment Program (SCSEP) program.

CANCEL EXIT SUBMIT AND CLOSE
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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.

Participant Summary

Participant Name Participant ID State Case ID

Belinda Chesterfield CMS010005588 New Jersey 10869117

Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

Exit Information

Category of Exit * Exit Date *
Unsubsidized Employment - 03/01/2022 =]

I Unsubsidized Employment Type * Exit Comments

Regular Employment

Self-Employment

90-Day Date 5/30/2022 Deceased after exit?

Waiver Certification

Waiver of Confidentiality *
I hereby certify that the applicant has signed the Waiver of Confidentiality which authorizes the release of information regarding his/her employment status to the Senior
Community Service Employment Program (SCSEP) program. This information may be used solely for statistical purposes and may not be disclosed to anyone not connected
with SCSEP in a manner that is individually identifying.
I hereby certify that the applicant has NOT signed the Waiver of Confidentiality which would authorize the release of information regarding his/her employment status to the
Senior Community Service Employment Program (SCSEP) program.

CANCEL EXIT SUBMIT AND ADD PLACEMENT

It is important to note that this Exit data can be modified in the future by selecting Modify Exit through
the Related Actions tab.
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= 2 aill om
casEs ADMIN CONSOLE 5 REPORTS GRANTEES

Jane Knudser (Case ID: 10646328)
Assignments Participant Required Actions Placements/Follow-ups Participant History Extensions Related Aclions

Summary | Intake | Eligibility | Recertification | Characteristics | Other Enroliment Information

v
Pending Pending Eligibility Approval Eligible Active Pending Recertification Exited - In Follow-Up Exited - Closed Locked

Participant Summary

Participant Name Participant ID Month(s) in Program
Jane Knudser CMS009586453 0 months, 0 days
Primary Phone Age

(641) 228-1997 86

Durational Limit Date Day(s) Left In Program

08/14/2027 1461

Recertification Date
07/06/2006

Exit Summary

Type of Exit
Manual Exit

L] 2 m
casEs Y TASKS ! GRANTEES

‘Jane Knudser (Case ID: 10646328)

Summary  Assignments  Participant Required Actions  Placements/Follow-ups  Participant History  Extensions [EUSaPNeIE

Add service

B4  Add Placement

Add Break

Manage Waiver Factors

Modify Exit

R N |

Manage Paid Hours

4=  Move Case

This will present you with the option to either DELETE or EDIT the participant’s Exit.
If you wish to DELETE the Exit, select DELETE and follow the prompts on the following screens.

If you wish to EDIT the Exit, select EDIT. The same fields that were available when the Exit was added
are now available to be edited.

AD362682160A51 84 Towns County 06/12/2014

Is Re-Enrolled
No

Exit Information

Termination Letter date @

Category of Exit Other Reason for Exit Exit Date 03/15/2018
QOther Reason for Exit Comments
Exit
90-Day Date 6/13/2018 Deceased after exit? No
Created By SPARQ Created On 09/06/2022

CLOSE DELETE  [dsl}y

—_— T =
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After completing your edits, select SUBMIT AND CLOSE.

& = all

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

90-Day Date 6/13/2018 Deceased after exit?

Waiver Certification

Waiver of Confidentiality *

| hereby certify that the applicant has signed the Waiver of Confidentiality which authorizes the release of information regarding his/her employment status to the Senior Community Service Employment
Program (SCSEP) program. This information may be used solely for statistical purposes and may not be disclosed to anyone not connected with SCSEP in a manner that is individually identifying.

| hereby certify that the applicant has NOT signed the Waiver of Confidentiality which would authorize the release of information regarding his/her employment status to the Senior Community Service
Employment Program (SCSEP) program.

CANCEL EXIT SUBMIT AND CLOSE

——
_—

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 and the Is Re-Enrolled field will populate.

Georgina Jones (Case ID: 10869103) sec st || ase macour

e - Pt e Lt

Participant Summary

Pamcpaes Sama Farticipans @ s Cane i
fatig e poae A A R gy ki 74
Crard Nt g Gty e

3 R ¥ WS s Loy

———
Flacements

Piss s 1 [— Plammrrmrd Mard arbe B e ke st Lad S Frapm

gty s s e reape E

Training and Services

The Is Re-Enrolled field notes whether the participant has been re-enrolled in SCSEP, or if this is their
first enrollment in the program.

Start Date * Self Employed? * Host Agency Employer?
‘ & Yes Yes
- No No
End Date
Employer *
]

Site Name and Location Job Title Starting Wage per Hour
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survey Contact Job Code *
- - Select a jot
Comments
Select only if Supervisor is different than Contact
Was Placement result of a Substantial Service
Provided to Employer by Sub-Grantee? *
Yes
0/2000
No

Did employer provide an OJE training site? *
Yes
No

Training-related Placement?
Yes

No

High-growth Placement

°t a value -

vSurvey Information

Enter the last 5 digits of the Customer Service Survey Number in the form below.

Survey 1 Eligibility Date Customer Satisfaction Survey 1 #
. &
Survey 2 Eligibility Date Customer Satisfaction Survey 2 #

Survey 3 Eligibility Date Customer Satisfaction Survey 3 #

Follow-Up 1 (7/1/2022 - 9/30/2023)
Follow-Up 1 Date

Any wages for second quarter after exit quarter?
Yes

No

Follow-Up 2 (10/1/2022 - 9/30/2023)
Follow-Up 2 Date

Earnings for the Second Quarter After the Exit Quarter?

Follow-Up 3 (1/1/2023 - 9/30/2023)
Follow-Up 3 Date

Any wages for fourth quarter after exit quarter?
Yes
No

CANCEL PLACEMENT

Average Hours

Type of Placement *

Full-time
Part-time
Benefits
Health Insurance
Sick Leave
Pension / Profit Sharing
Vacation
Transportation
Room and board
Other
None

Check all that apply. If "None" is selected, you cannot
select any other value.

Date of Delivery

8

Date of Delivery

;3

)

Date of Delivery

Follow-Up 1 Notes

072000

Follow-Up 2 Notes

Follow-Up 3 Notes

0/2000

SUBMIT PLACEMENT
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Enter all Placement details and click Submit Placement. Once the Placement details have been entered,
the Summary of the Participant is updated.

v
Pending Pending Eligibility Eligible Active Pending Exited - In Follow-Up Exited - Closed Locked
Approva Recertification

Participant Summary

Participant Name Participant ID State Case ID
Geargina Jones CMS010005580 New Jersey 10869109

Grant Number Age County Enrollment Date
AD37226216001 73 Middlesex County 01/01/2020

Date of Program Exit

02/01/2022
Placements
Placement ID Employer Start Date 1 JobTitle End Date Starting Wage per Hour
13329600 Franklin Park Tech Center 02/02/2022 Programmer $20.00 o
Training and Services
Category Type Service Provider Start Date Expected End Date

No Services Entered

The Placement details can also be filled in later. To fill in the details later, click Placement/Follow-ups
and click Add Placement. Note that Right of Return data can be entered after the Placement has been
created.
To enter Right of Return data, open the Placement by clicking on its ID number. Scroll until the Right of
Return section is shown and then select the Edit button.

D
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Enter the applicable data and select SAVE.

Right of Returm Bt
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Note that the Right of Return data cannot be marked as Yes if the participant is attempting to exercise
Right of Return 90 days or more after their Exit date.

A Right of Retusrn ,E
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9. Move/Transfer Case

9.1 Move Case

Case Movement

Cases To Move
CaselD T Partlcipant Name Partlcipant ID Sub-Grantee Case Assigned To Date of Enrollment Exit Date Months in Program Status

10869114  Franklin Covey 10005585 NOWA (New Jersey)  Fred Smith 1/1/2020 37 Active
Recipient Sub-Grantee
*Grantee National Older Workers Association (NOWA) - *Sub-Grantee select @ Su rantee -

*Grant — Select a Grant — - *Case Assigned To  — Select a Case Manager — -

* Movement ) ]

Effective Date

CANCEL SUBMIT

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.

Case Movement

Cases To Move
CaseIlD T Participant Name Participant ID Sub-Grantee I | Case Assigned To I Date of Enroliment Exit Date Months in Program Status
10869114  Franklin Covey 10005585 NOWA (New Jersey) Fred Smith 1/1/2020 37 Active

Recipient Sub-Grantee

*Grantee National Older Workers Assaciation (NOWA) - *Sub-Grantee | NOWA (Califarnia) -
*Grant  National Older Workers Association (NOWA) (ProgramY... = * Case Assigned To | Fred Smith - scsepmpr+nowacm@gmail.com - Case Man... ~

*Movement | 04/01/2022| i

Effective Date

CANCEL SUBMIT
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Upon clicking Submit, the Case Movement table on the screen is updated to reflect the new sub-grantee
and case manager.

Case Movement

Cases To Move

CaselD T Participant Name Participant ID I Sub-Grantee I ICase Assigned To I Date of Enroliment Exit Date Months in Program Status

10869114  Franklin Covey 10005585 NOWA (California) Fred Smith 1/1/2020 37 Active

9.2 Transfer Case

Participants can be moved from One Grantee to another. Note that an Assignment is now created for
the recipient record from the donor record after a transfer.

Discretionary Transfer Request

Participant Information

Participant First Grant Participant Last Lore Participant ID CMS010 Durational Limit Dec 30, Grant Number AD3722
Name Name 005586 Date 2024 6216001

Case Transfer Details
Donor Organization Recipient Grantee *

National Older Workers Association (NOWA)

Transfer Initiator * Reason For Transfer *

Grantee Participant

Requested Effective Date *

Comment

Donor Certification *

| hereby certify that the recipient grantee is authorized to serve the county in which the participant resides and has agreed to accept the transfer. The recipient grantee has also
agreed to provide the participant timely notice and explanation of the transfer, the right to remain in the current host agency assignment for 90 days, and the application of the
more liberal of the two grantees' IDL policies for 90 days.

‘ CANCEL SUBMIT

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
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a. Choose avalue for Reason for Transfer
b. Enter avalue for Requested Effective Date
c. Acknowledge Donor Certification

Click SUBMIT to save changes.

Discretionary Transfer Request

Participant Information

Participant First Grant Participant Last Lore ParticipantID CMS010 Durational Limit Dec 30, Grant Number AD3722

Name Name 005586 Date 2024 6216001
Case Transfer Details
Donor Organization Recipient Grantee *
National Older Workers Association (NOWA) New Mexico X
Transfer Initiator * Reason For Transfer *
© Grantee Participant Result of approved swap of authorized positions hd

I Requested Effective Date * ]

01/01/2022 &

Comment

#4

Donor Certification *
&4 | hereby certify that the recipient grantee is authorized to serve the county in which the participant resides and has agreed to accept the transfer. The recipient grantee has also

agreed to provide the participant timely notice and explanation of the transfer, the right to remain in the current host agency assignment for 90 days, and the application of the

moare liberal of the two grantees' IDL policies for 90 days.
SUBMIT

‘ CANCEL |

2 Participant option is chosen
a. Chose a value for Reason for Transfer
b. Enter a value for Requested Effective Date
c. Fillin the mandatory (*) fields in Residence Address After Transfer
d. Acknowledge Donor Certification

Click SUBMIT to save changes.
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Discretionary Transfer Request

Participant Information

Participant First Grant
Name Name

Case Transfer Details

Donor Organization

National Older Workers Association (NOWA)

Transfer Initiator *
Grantee (@ Participant

Requested Effective Date *

01/01/2022 &

Address Before Transfer

Mailing Address

Address

90 Excess Avenue
Franklin, New Jersey
08823

County of Residence

Somerset County

Comment

Participant Last Lore

Participant ID CMS010
005586 Date 2024

Recipient Grantee *

New Mexico X

Reason For Transfer*

Participant is moving

| Address After Transfer

Address Line 1*

6 Juniper Lane

Address Line 2

Durational Limit Dec 20,

Grant Number AD3722
6216001

City * State * Zip* Zip+4

Santa Fe New Mexico ~

County of Residence *

90054

Santa Fe County

Donor Certification *
Ereby certily that the recipient grantee is authorized to serve the county in which the participant resides and has agreed to accept the transfer.

‘ CANCEL

10. Recertify Case

SUBMIT

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.
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Recertification Details

Recertification Date *

03/01/2022 ]

| I

Enter the total members in family including the participant

Total Includable Family Income *

© 12 months.
6 months
Total includable family income during the 12-month eligibility determination period

$12,000.00

1256 of poverty level threshold $32.750.00

[signature of participant on Recertification? ]

©ves

No

Recertification Signature

[Signature of director or P i ification?* |

Application Date

02/02/2022

Is Family Income at or below 125% poverty level?
Yes

No

Recertification Details

Recertification Date *

03/01/2022 =]

Number in Family *

5

Enter the total members in family including the participant

| Total Includable Family Income * |
© 12 months

6 months

Total includable family income during the 12-moenth eligibility determination
period *

$20,000.00

125% of poverty level threshold $40,587.50

|%gnature of participant on Recertification? *
Yes
No

Recertification Signhature

|signature of director or authorized representative on recertification? * |

Yes

[- 1]

CLOSE

Application Date

01/01/2020

Is Family Income at or below 125% poverty level?
Yes
No

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.
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Recertification Details

Recertification Date * Application Date
03/01/2022 [ 01/01/2020
Is Family Income at or below 125% poverty level?
Number in Family *
Yes
5 No

Enter the total members in family including the participant

Total Includable Family Income *
© 12 months

6 months

Total includable family income during the 12-month eligibility determination
period *

$20,000.00

125% of poverty level threshold $40,587.50

Sighature of participant on Recertification? *
© Yes

No

Signature of participant on Recertification? *

Recertification Signature

Signature of director or authorized representative on recertification? *

No

Date/Timestamp Jan 18, 2023 1:40 PM

CLOSE SAVE + CONTINUE

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

Participant Summary

Participant Name Participant ID State Case ID

Grant Lore CMS010005586 New Jersey 10869115
Status Age County Enrollment Date
Active 73 Ssomerset County 01/01/2020

Grant Number
AD37226216001

System Eligibility Determination: Eligible

Reasons for Eligibility

¢ The participant is Unemployed.
e The participant's income is at or below 125% Poverty Level.
« The participant's age is within the allowed range.

Recertification Eligibility Determination

SCSEP Eligible? *
Yes
No

PREVIOUS SUBMIT
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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.

Summary  Assignments  Participant Required Actions  Participant History [EEEEISRNEYS

Participant Summary
Participant Name John John Participant ID  CMS099002376 state District of Columbia CaseID 99002400

Status Active age 61 County District of Columbla Enrollment Date 02/23/2022

Grant Number 55745

| system Eiigibility Determination: Eligible |

Reasons for Eligibility
« The participant is Unemployed.
= The participant's income is at or below 125% Poverty Level
* The participant's age is within the allowed range.
Recertification Eligibility Determination

SCSEP Eligible?*
O ves

No

comment

PREVIOUS. | suBmIT I

Participant Summary

Participant Name Participant ID State Case ID

Grant Lore CMS010005586 New Jersey 10869115

Status Age County Enrollment Date
Active 73 Somerset County 01/01/2020

Grant Number
AD37226216001

System Eligibility Determination: Eligible

Reasons for Eligibility

« The participant is Unemployed.
e The participant's income is at or below 125% Poverty Level.
* The participant's age is within the allowed range.

Recertification Eligibility Determination

SCSEP Eligible? *
© ves

No

Comment

PREVIOUS SUBMIT
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Upon clicking Submit, Recertification Submission Confirmation page is displayed.

Recertification Submission Confirmation

All selected cases are processed successfully. Please check the table below for details.

Submitted Cases

Participant . Date of Date of Exit
Name Participant ID CaselD 1 Birth Status Enrollment Date
Grant Lore CMS010005586 10869115 0170171950 Lending 01/01/2020
Recertification
Skipped Cases
Participant Name Participant ID Case ID Date of Birth Status Date of Enroliment Exit Date

No Cases Are Available

| CLOSE ‘

11. Manage Program Introduction

Case Assigned Months in
To Program
Fred Smith 1114
Case Assigned To Months in Program

In this section Program Introduction is managed by editing the Pre-Assessment Date and Program

Overview Date.

vParticipant Summary

Participant Name Participant ID State

Grant Lore CMS010005586 New Jersey
Status Age County

Active 73 Somerset County

Grant Number
AD37226216001

Program Introduction

| Pre-Assessment Date * I IProgram Overview Date * |
01/01/2020 & 01/01/2020] ‘ &
CANCEL

Click SAVE to save the changes.

Case ID
10869115

Enrollment Date
01/01/2020

SAVE
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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

Admin Console

o [ ]
‘ -t alb
Manage Grant: 2. Manage Users 3. Manage Authorized Positions
Q - B
4. Participant Search 5. Participant Waitlist 6. Participants Waiver Factor

7. Manage Organizations and Contacts 8. Manage Paid Hours 9. Durational Limit Extension Utility

[ ] -4 L&

10, Extracts 11, Generate Intarnal QPR Reparts 12 Manage Eligibility Task Assignment

13. Nationwide QPR Report

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.

Grantee Administrators can add an extension.
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Manage Multiple Case Extensions

Last Name First Name Participant id Grantee Sub-Grantee Durational Limit Date Status History

Brady Wayne 49809 Maryland 6/3/2022

Windsor Elizabeth

71412026 Locked

London Diana 484734

CANCEL

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

History

Manage Multiple Case Extensions

€ Wayne Brady

vWaiver Factors

Severe Disability B & 4/14/2022 0ld Enough but Not Receiving 55 Title | [ & 4/14/2022 Limited English Proficiency x
Frail & & 4/14/2022 Severely Limited Employment Prospects [ & 4/14/2022 Low Literary Status [ & 4/14/2022
75 or Older X Formerly Incarcerated

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

Last Name First Name Participant Id
D Brady Wayne 498091

Windsor Elizabeth 493088

London Diana 484794

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

Brady Wayne 498091
Windsor Elizabeth 498088
London Diana 484794

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.

Last Name First Name Participant Id Grantee Sub-Grantee Durational Limit Date Status. Histary
Brady Wayne Maryland MDO0O3 Caroline County Active =
windsor abetr fand 03 Caraline County =
London Diana 484794 Maryland MDO12 Baltimare City 71412026 Locked 0
RESET | SELECT PARTICIPANTS
ANCE

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

o  Click RESET to clear all checkboxes.

e Click SELECT PARTICIPANTS to show the Certification of Extension Request.

e Click CANCEL at any time to return to the previous screen. Note that information entered into
the fields on the screen is not saved.

Last Name First Name Participant Id Grantee Sub-Grantee Durational Limit Date Status History
a Wayr Maryland Active =
Elizabe Maryland Active =
Diana Maryland Locked =
RESET
Certification of Extension Request *
as grantee administrator, herety certify that each of the participants for whom | am requesting an extension qualifies for such an extension under the individual durational limit policy of this grantee.

Approved By +

CANCEL

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

>
oW g

Ccertification of Extension Request *
. as grantee administrator, hereby certify that each of the participants for whom | am requesting an extension qualifies for such an extension under the individual durational limit policy of this grantee.
Approved By *

Chris Smith

CANCEL ADD EXTENSION

4. Once the Certification of Extension Request checkbox is checked and the name of the approver
is entered, click 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.

Admin Console

2 = [

1. Manage Grants 2. Manage Users 3. Manage Authorized Positions

2. Manage Grants

Grantees can link sub-grantees to their grants using the Manage Grants utility. Once the grant is added
to the system the grantee administrator can link which sub-grantees are associated with the grant. If a

sub-grantee is no longer associated, the grantee administrator can unlink a sub-grantee from the grant.
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Manage National Older Workers Association (NOWA) Grants

Grantee Summary

Grantee Name Grantee Code
National Older Workers Association (NOWA) 12345

Active Date First Active
Yes 01/01/2015
Region

Region

Grant Filters

Program Year

Grants

Grant Number

AD37226216001

CLOSE

National Grantee
Yes

Date Last Active

Program Year t

2020

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

Year dropdown.

Manage National Older Workers Association (NOWA) Grants

Grantee Summary

Grantee Name Grantee Code
National Older Warkers Association (NOWA) 12345

Active Date First Active
Yes 01/01/2015
Region

Region

Grant Filters

| Program Year |

National Grantee

Yes

Date Last Active

2020

Grants

Grant Number

AD37226216001

CLOSE

Program Year

2020

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

Edit Grant

Grantee Summary

Grantee Name Grantee Code National Grantee
National Older Workers Association (NOWA) 12345 Yes

Active Date First Active Date Last Active
Yes 01/01/2015

Region

Region

Grant Summary

Grant Number Program Year
AD37226216001 2020

ADD SUB-GRANTEE TO GRANT

Search Sub-Grantees

©OReset | Search

Linked Sub-Grantees

Grant Access Grid

Sub-Grantee Sub-Grantee Code State Organization Type Sub-Grantee Status

NOWA (California) 12347 Sub-Grantee Active; Active; Active

NOWA (New Jersey) 12346 Sub-Grantee Active; Active; Active

NOWA (Puerto Rico) 12348 Sub-Grantee Active; Active; Active
CLOSE

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.
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ADD Sub-Grantees To Grant

Grantee Summary

Grantee Name Grantee Code National Grantee
National Older Workers Association (NOWA) 12345 Yes

Active Date First Active Date Last Active
Yes 01/01/2015

Region

Region

Grant Summary

Grant Number Program Year
AD37226216001 2020

Selected Sub-Grantees

Sub-Grantee Sub-Grantee Code State County of Residence Sub-Grantee Status
No Grant Access is Available

© ADD NEW

CANCEL

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

Selected Sub-Grantees

Sub-Grantee Sub-Grantee Code State County of Residence Sub-Grantee Status

© ADD NEW

CANCEL SUBMIT

3. Enter avalue 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.
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Selected Sub-Grantees

Sub-Grantee Sub-Grantee Code State County of Residence Sub-Grantee Status

K x

NOWA (California)

NOWA (New Jersey)
NOWA (Puerto Rico)

‘ CANCEL ‘ SUBMIT

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

Selected Sub-Grantees

Sub-Grantee Sub-Grantee Code State County of Residence Sub-Grantee Status
NOWA (California) X X
| NOWA (Puerto Rico) X | X

© ADD NEW

CANCEL | SUBMIT

5. Click on one of the buttons on the screen to perform the next action.
e Red X on the right-hand side of the grid removes the sub-grantee from the list.
e 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.

Your unsaved data will be lost if you continue. Are you sure that
you want to cancel?

NO YES

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

2.2 Remove Sub-Grantees from Grant

1. Toremove 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.
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Linked Sub-Grantees

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

Linked Sub-Grantees

Grant Access Grid

2. Under the Linked Sub-Grantees subheading, click the arrow on the Select an Action dropdown.
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.

w

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

Are you sure that you want to remove the selected Sub-
Grantee(s) from this Grant?

NO YES

3. Manage Users
This section covers user management for Sub-Grantees.

1. Add User
2. Update User
3. Add Read Only User
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Manage Users

Grantee Selection

Instructions
You have Grant access to Multiple Grantee Organizations. Please select a Grantee Organization to view grants.

User Organizations

Grantee * Sub-Grantee *

Add Glebal Read Only User
Yes

No

CANCEL

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

User Organizations

Sub-Grantee *

National Older Workers Association (NOWA) - | NOWA (California)

Add Global Read Only User
Yes

No

CANCEL ‘ SUBMIT

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



©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

NOWA (California) Users

Sub-Grantee Summary

Sub-Grantee Name Sub-Grantee Code Region
NOWA (California) 12347 Region
Active Date First Active Date Last Active
Yes 01/01/2020
ADD USER

Search Users

O Reset | Search

Name Role Work Phone Email Supervisor

scsepmpr+nowaga@gmail.com sarah Labor CMS SCSEP Sub Grantee Administrator scsepmpr+nowaga@gmail.com
scsepmpr+nowasup@gmail.com Bob Jones CMS SCSEP Grant Supervisor scsepmpr+nowasup@gmail.com
scsepmpr+nowacm@gmail.com Fred Smith CMS SCSEP Grant Case Manager scsepmpr+nowacm@gmail.com Bob Jones

4. Enter avalue in the Username And Role field to choose from the displayed list of Users.

5. Select Role from the drop down.

6. If Supervisor field is shown select a value from the drop down.

7. Select a value for Relationship to SCSEP.

8. Acknowledge the agreement and click ADD USER to add the selected user to the Sub-Grantee

Add New User

Sub-Grantee Summary

Sub-Grantee Name Sub-Grantee Code Region

NOWA (California) 12347 Region

Active Date First Active Date Last Active
Yes 01/01/2020

> Audit History
Username And Role

Username *

$ Hannah Murphy x

*Role  Cms Scsep Grant Case Manager v

*Supervisor | Bob Jones o/
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User Basic Info

First Name * Last Name *
Hannah Murphy
Work Phone Email *

scsepmpr+nowacm2@gmail.com

User Details

Relationship to SCSEP *

Employee

legally binding sub-grantee relationship with the grantee/sub-grantee or participant staff.

‘ CANCEL | ADD USER

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

I certify that this user account is for an employee or contractor working under the direct supervision of the grantee/sub-grantee or of an entity that has a

User Organizations

National Older Workers Association (NOWA)

Sub-Grantee *

- NOWA (California)

Add Global Read Only User
Yes

No

‘ CANCEL SUBMIT

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

NOWA (California) Users

Sub-Grantee Summary

Sub-Grantee Name Sub-Grantee Code Region

NOWA (California) 12347 Region

Active Date First Active Date Last Active
Yes 01/01/2020

[ ADD USER ]
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Search Users

Se y Name ©OReset | Search

[ Username Name Role Work Phone Email Supervisor
scsepmpr+nowacm2@gmail.com Hannah Murphy CMS SCSEP Grant Case Manager scsepmpr+nowacm2@gmail.com Bob Jones
scsepmpr+nowaga@gmail.com Sarah Labor CMS SCSEP Sub Grantee Administrator scsepmpr+nowaga@gmail.com
scsepmpr+nowasup@gmail.com Bob Jones CMS SCSEP Grant Supervisor scsepmpr+nowasup@gmail.com
scsepmpr+nowacm@gmail.com Fred Smith CMS SCSEP Grant Case Manager scsepmpr+nowacm@gmail.com Bob Jones
CLOSE

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

User Hannah Murphy

Sub-Grantee Summary

Sub-Grantee Name Sub-Grantee Code Region

NOWA (California) 12347 Region

Active Date First Active Date Last Active
Yes 01/01/2020

> Audit History
Username And Role

Username *

1 Hannah Murphy

*Role  Cms Scsep Grant Supervisor v

* | G| certify that this user account is for an employee or contractor working under the direct supervision of the grantee/sub-grantee or of an entity that has a
legally binding sub-grantee relationship with the grantee/sub-grantee or participant staff,

CANCEL UPDATE
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3.3 Add Read Only User

o

REPORTS GRANTEES

Manage Users

Grantee Selection
Instructions

You have Grant access to Multiple Grantee Organizations. Please select a Grantee Organization to view grants.

User Organizations

Grantee * Sub-Grantee *

Add Global Read Only User
Ves
No

CANCEL

Grantee Selection

Instruct
You hav

t access to Multiple Grar

User Organizations

Grantee Sub-Grantee

Add Global Read Only User

CANCEL l SUBMIT |

1. To add a Read Only Global user, click Yes for Add Global Read Only User and Click Submit

2. Enter avalue in the Username field to choose from the displayed list of Users.

3. Select Role from the drop down.

4. Update appropriate field values.

5. Select a value for Relationship to SCSEP.

6. Acknowledge the agreement and click ADD USER to add the selected user to the Sub-Grantee

7. Click Add User
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&
Aonan consore

Add Global Read Only User

Username And Role

$ charile v Demo x

Cms Sesep Grant Read Only

User Basic Info

First Name * Last Name *
Charlle €M Dema
Work Phone Email *

newuser@dol.gov

User Details

Relatios

E(erm’y that this user account is for an employee or contractor working under the direct supervision of the grantee/sub-grantee or of an entity that has a legally binding sub-grantee relationship with the grantee/sub-grantee or participant staff.

CANCEL

o (%] alll m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Add Global Read Only User

Username And Role
Username *

$ tauren jasper x

*Role  Cms Scsep Grant Read Only v

User Basic Info

First Name * Last Name *
Lauren |asper
Work Phone Email *

scsepmpr+nowacm3@gmail.com

User Details
Relationship to SCSEP *

Employee -

* | certify that this user account is for an employee or contractor working under the direct supervision of the grantee/sub-grantee or of an entity that has a
legally binding sub-grantee relationship with the grantee/sub-grantee or participant staff.

CANCEL ADD USER

8. Action Completed message is displayed

Note: To add Read Only Restricted user, follow same steps to add any other user role in the system.
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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:

e QOrganization Name: The name of the Grantee organization
e QOrganization 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.

[=] ] o

MY TASKS REPORTS GRANTEES

User Organizations

Grantee Selection

Instructions
You are Grant Administrator of Multiple Grantee Organizations. Please select one to continue the process.

Search Organizations

User Organizations
Organization Name Organization Code
California 420

Georgia 480

CANCEL

Click the linked Organization Name (Grantee name)

Two dropdown fields appear below the main title:

e Program Year — Displays the years between the current program year and 2016
e 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:

e Program Year — Displays the year selected.

e Authorized Positions — Displays the total number of authorized positions.

e Allocated Authorized Positions — Displays the total number of authorized positions
allocated to a subgrantee.
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e Authorized Positions Remaining — Displays the total number of authorized positions that

have not been allocated to a sub-grantee.
o Modified Positions — Displays the total number of modified positions for the grantee.

-

Authorized Positions Summary

Program Year 2021

Authorized Positions 317 Allocated Authorized &9 Authorized Positions 211 Medified Positions

Positions Remaining

State Authorized Positions Allecated Authorized Positions Authorized Positions Remaining Madified Positions

The authorized position information for each county associated with the selected state appearsin a
table below the Authorized Position Summary. The following fields appear in the table:

e 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.

o Allocated Authorized Positions — Displays the number of authorized positions associated
with the county that have been allocated.

e Authorized Positions Remaining — Displays the number of authorized positions associated
with the county that have not been allocated.

e 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.
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Authorized Positions Allocation

Authorized Positions Summary

Program Year 2021 Grantee Swap Test#1 County Prince William County state Virginia
Authorized Positions 5 Allocated Authorized 0 Authorized Positions 5 Meodified Positions N/A
Positions Remaining
Total No. of Authorized Positions Remaining to be Allocated :5

Allocated Authorized Positions

Sub-Grantee Name Allocated Authorized Positions Modified Positions

A x

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

e Sub-Grantee Name — A text search box that allows you to locate a sub-grantee associated
with the grantee.

e 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 sub-
grantee using the text search box in the Sub-Grantee Name field.

Authorized Positions Allocation

Authorized Positions Summary

Program Year 2021 Grantee Swap Test #1 County Prince willam County State Virginia
Authorized Positions 5 Allocated Authorized 0 Authorized Positions 5 Modified Positions N/A
Positions Remaining

Total No. of Authorized Positions Remaining to be Allocated : 5
Allocated Authorized Positions

Sub-Grantee Name Allocated authorized Positions Modified Positions

A x
CANCEL SAVE + CONTINUE SAVE + CLOSE

The following text appears above the table heading:
Total No. of Authorized Positions Remaining to be Allocated: X

X equals the Authorized positions minus the sum of allocated authorized positions for all sub-grantees. 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.
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Authorized Positions Allocation

Authorized Positions Summary

Program Year 2021 Grantee Swap Test #1 County Prince William County State Virginia

Authorized Positions 5 Allocated Authorized Authorized Positions 2 Wodified Positions /A
Positions Remaining

Total No. of Authorized Positions Remaining to be Allocated : 4 |

Allocated Authorized Positions

sub-Grantee Name Allocated Authorized Positions Modified Pasitions

Swap sub #2 % 1 NIA x

© Add New Allocation

CANCEL SAVE + conTINUE |[EETIUREETLTTS

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

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

I = I

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.

6. Generate Internal QPR Reports
The Generate Internal QPR Reports page allows sub-grantee administrators, grantee administrators and
Program Analysts to generate an internal Quarterly Progress Report. The following instructions display
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below the banner in an expandable note: Please select a reporting quarter and grantee in order to
generate the internal QPR.

The following dropdown fields display below the expandable note:

e Year (Required) — Displays all years between 2016 and the current program year. This field
defaults to the current program year.

e Quarter (Required) — Displays the start and end date of each quarter available for the selected
program year. This field defaults to the current quarter.

e Grantee (Required) — Displays all grantees associated with the user.

e Sub-Grantee — Displays all sub-grantees associated with the selected grantee.

e State — Displays all states.

& = aill i

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Internal QPR

Quarter *

2020 v 4172021 - 6/30/2021

Sub-Grantee state

National Older Worker Career Center, Inc. -

| CANCEL ‘

Below the dropdown values is a blue button labeled EXPORT. When the user selects the required fields
and clicks EXPORT, the user is redirected to the Internal WIPS Report Generation Status page. On this
page, the status CONFIRM button is displayed.:

Internal WIPS Report Generation Status

Once your Internal QPR Report is complete, you will receive an email link to download. Please click ‘confirm’ to return to the Admin Console,

CONFIRM

Click the CONFIRM button.

The user is returned to the ADMIN CONSOLE page. When the QPR is generated, the user will receive an
email with a link to retrieve the QPR.

EXPORT
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Hello,

Your Internal QPR Report is ready for download. Please click the link below to access the report.

PY 2023 Qtr 1 Performance Report for SCSEP

Request Date: 8/11/2023 3:10 PM EDT

Thank you.

Note: Please do not reply. This message has been sent by a notification only system. The link will expire after 5 hours.

Click the link in the email. The sign in page is returned and the user has to sign in to the application
again. The Report Confirmation page is displayed with a download icon.

Report Confirmation

SCSEP Internal Performance Status Report

Name Size Generated By Generated Date Download

SCSEP Performance Status Report: 08-11-2023 03:14:27 14616 KB S 8/11/2023 314 PM EDT =]

| CLOSE

Click the download icon. The QPR is downloaded. The user can open the downloaded file.

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
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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.

Manage Paid Hours

Required Filters

Grantee * Sub-Grantee * Program Year *

Optional Filters b

Total Hours Paid in Quarter

Participant Participant  Host Agency Assignment AssignmentEnd  Program

Total H 1 2 3 4
Name D Name Start Date Date vear oal Hours Q Q Q Q

No items available

(Show Detailed Instructions)

CLOSE

1. To enter hours for all active participants in a sub-grantee, select the Grantee, Sub-grantee, and
Program Year in the dropdowns.

Manage Paid Hours

Required Filters

Grantee * Sub-Grantee * Program Year *

National Older Workers Association (NOWA) - NOWA (New Jersey) - 2022 -
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Note that the search can be further narrowed by using the Optional Filters.

Required Filters

National Older Workers Association (NOWA) - NOWA (New Jersey) - 2022 -

|

Optional Filters

Status Participant ID
Active -

Case Assigned To Participant Name @
Fred Smith -

Host Agency

Begin typing to search for an Organization

Enrc"ment ~

From To From To

01/01/2020 [ 01/15/2023 @ 01/01/2020 & 01/15/2023 [

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.
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Total Hours Paid in Quarter

Assignment Start Assignment End

Participant Name Participant ID Host Agency Name Date Date Program Year  Total Hours Q1 Q2 Q3 Q4
Jake Jake CMS099002144 AP Test 6 02/22/2022 03/14/2022 2021 PRA Activities 4

Paid Training (In Person) 3

Paid Training (Remote) 1

Paid CSA (In Person) 1"

Paid CSA (Remote) 1

Paid Sick Leave

Total Hours 0 0 30 0

WARNING User must click save after modifying any data on the current page before user can go to the next page

(Show Detailed Instructions)

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.

Paid Hours Configuration v

NOTE

Categories of hours not provided by your organization to any participant in the quarter selected. For any category that you check below, 0 hours will be entered for all participants

PRA Activities

Paid Training (In Person)
Paid Training (Remote)

Paid CSA (In Person)
Paid CSA (Remote)

o BULK UPDATE
Paid Sick Leave

©O Reset | Search

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

Paid Hours Configuration

NOTE
Categories of hours not provided by your organizatio

Category™

FRA Activities

Faid Training (In Persan)
Paid Training (Remore)

Paid CSA (In Persan)
Paid CSA {Remote)

Paid Sick Leave

2. Select the desired quarter in the dropdown.
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3. Click BULK UPDATE. A pop-up window opens to confirm the update.

Paid Hours Update

Are you sure you want to enter zero for all records for the
selected hour categories

NO YES

o Click NO to return to the screen.
o 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.

Total Hours Paid in Quarter

t Name Host Agency Name Assig art Da Assigy a Pragram Year Total Hours Q Q2 Q3 Qs
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8. Participants Waiver Factor

Participants Waiver Factor can be accessed and managed by selecting Admin Console and then
Participants Waiver Factor in this section.

Admin Console

> = 2

1. Manage Grants 2. Manage Users 3. Manage Authorized Positions

Q a0 B

4. Participant Search 5. Participant Waitlist 6. Participants Waiver Factor

Once you select Participants Waiver Factor, 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.

Grantee Selection

Instructions

You have Grant access to Multiple Grantee Organizations, Please select a Grantee Organization to view grants

User Organizations

Swap Sub #2

Once you click Submit, a list of participants who have existing waiver factors will be displayed.
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Participants Waiver Factors

Program Year

2022 -
Participant Name T Program Year Waiver Updated
Adrian Allweather 2022 (]
Belinda Chesterfield 2022 [/}
Brenda Johnson 2022 [}
Caroline O'Dell 2022 (]
Charles Dexter-Ward 2022 [/]
Deliah Derbyshire 2022 [/}
Edward Murphy 2022 (/]
Grant Lore 2022 (/]

8 items
CLOSE

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.

Participants Waiver Factors

Program Year

2022 -

Participant Name T Program Year Waiver Updated
Adrian Allweather 2022 [}
Belinda Chesterfield 2022 [/}
Brenda Johnson 2022 [}
Caroline O'Dell 2022 (]
Charles Dexter-Ward 2022 [

Deliah Derbyshire 2022 [/}
Edward Murphy 2022 (/]

Grant Lore 2022 [

8items

CLOSE
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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.

| Participant: Belinda Chesterfield |

Waiver Factors for Program Year 2022

Severe Disability Last Updated Date
ves 01/17/2023 &

O No

Frail Last Updated Date *

Oves 01/17/2023 &
No

Old Enough but Not Receiving SS Title | Last Updated Date
ves 01/17/2023 &

©nNo

Severely Limited Employment Prospects Last Updated Date
ves 01/17/2023 &

O nNo

Limited English Proficiency Last Updated Date
ves 01/17/2023 ]

O nNo

Low Literary Status Last Updated Date
ves 01/17/2023 &

© No

Formerly Incarcerated Last Updated Date
Yes A &

© No

75 or Older
Yes
No

CANCEL SAVE
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9. Participant Search

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

Admin Console

= = 2

1. Manage Grants 2. Manage Users 3. Manage Authorized Positions

Q a0 B

4. Participant Search 5. Participant Waitlist 6. Participants Waiver Factor

Once selected, the Participant Search screen will appear.

Participant Search

Enter a Participant Name/ID or Social Security Number and a Grantee to search for a participant

Participant Name Or Participant ID @ OR Social Security Number

Program Grantee

e start typing Grantee's Name or Code to pick from available optior

©O Reset | Search

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.

Click Search to display a list of Participants matching the search criteria.
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Participant Search

Enter a Participant Name/ID or Social Security Number and a Grantee to search for a participant

Participant Name Or Participant ID @ OR Social Security Number
Program Grantee
v National Older Workers Association (NOWA) X
Please start typing Grantee's Name or Code to pick from available options
O Reset | Search
Participant Name T Participant ID Program Eligible to Enroll?
Allweather, Adrian 10005587 New Jersey No
Chesterfield, Belinda 10005588 New Jersey No
Covey, Franklin 10005585 New Jersey No
Derbyshire, Deliah 10005583 New Jersey No
Dexter-Ward, Charles 10005582 New Jersey No
Johnson, Brenda 10005581 New Jersey No
Jones, Georgina 10005580 New Jersey Yes
Lore, Grant 10005586 New Jersey No
Murphy, Edward 10005584 New Jersey No
O'Dell, Caroline 10005589 New Jersey No

10 items

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

Participant Summary For SCSEP Program

BACK TO SEARCH

Participant Summary

Participant Name Adrian Allweather Participant ID 10005587 Date of Birth 01/01/1950
Day(s) Leftin 711 Durational Limit 12/20/2024 Month(s) in Program 36 months, 20 days
Program Date
Date of Last Eligible to Enroll? No

Extension Request
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Participant Enrollments

Case ID: 10869116

Grantee National Older Workers Association (NOWA) Sub-Grantee Name NOWA (New Jersey)
Application Date 1/1/2020 Exit Date None
Status Active TimeInCase 1115
Primary Phone Alternate Phone
(222)232-6022 [ flone
Address 60 Broad Street
Apartment 3A
Somerset, New Jersey 08854
Open Placements
Employer Date of Placement 1

No Open Placement Found

CLOSE

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.
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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.

Participant Waitlist

Participant Name Or Participant ID @

National Older Workers Association (NOWA) A4 NOWA (California) "
O Reset |
NOTES v

Select a value under the Grantee and the Sub Grantee filters and then click the search link to populate the data.

Case D Participant Name Participant ID Waitlist Date Days On Waitlist

No Cases Are Available

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:

e Case ID —The case ID is displayed as hyperlinked text. When clicked, the user is redirected
to the intake checklist for the case.

e Participant Name — The Participant First and Last name are displayed as text.

e Participant ID — The full Participant ID is displayed as text.

e Waitlist Date — The date the user was assigned to the waitlist formatted as MM/DD/YYYY.

e Days On Waitlist — The number of days (inclusive) the participant has been on the waitlist.

e Enrollment Date — The Date of enrollment for the participant formatted as MM/DD/YYYY.
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Participant Waitlist

Participant Name Or Participant ID @

Grantee Sub-Grantee
National Older Workers Assaciation (NOWA) - NOWA (New Jersey) -
‘O Reset | Search
NOTES 7

Select a value under the Grantee and the Sub Grantee filters and then click the search link to populate the data.

Case ID Participant Name Participant ID Waitlist Date Days On Waitlist
10869150 Susan Sangria CMS010005614 1/24/2023 0
10869151 Arthur Park CMS010005615 1/24/2023 0
10869152 Barbara Bain CMS010005616 1/24/2023 0
10869149 Fred Rodgers CMS010005613 1/24/2023 0
10869118 Caroline O'Dell CMS010005589 1/23/2023 1
5 items
CANCEL
Participant Waitlist
Participant Name Or Participant ID @
Grantee Sub-Grantee
National Older Workers Association (NOWA) - NOWA (New Jersey) v
‘O Reset | Search
NOTES v

Select a value under the Grantee and the Sub Grantee filters and then click the search link to populate the data.

Participant Name Participant ID Waitlist Date Days On Waitlist
Susan Sangria CMS010005614 1/24/2023 0
10869151 Arthur Park CMS010005615 1/24/2023 0
10869152 Barbara Bain CMS010005616 1/24/2023 0
10869149 Fred Rodgers CMS010005613 1/24/2023 0
10869118 Caroline O'Dell CMS010005589 1/23/2023 1

5items

CANCEL
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Susan Sangria|(Case ID: 10869150) |

Assignments Participant Required Actions Participant History Extensions Related Actions

Summary | Intake | Eligibility | Recertification | Characteristics | Other Enroliment

Information
v
Pending Pending Eligibility Eligible Waitlist Pending Exited - In Follow-Up Exited - Closed Locked
Approval Recertification
Participant Summary
Participant Name Participant ID Month(s) in Program
Susan Sangria CMS010005614 0 months, 0 days
Primary Phone Age
73

(222)222-2222 [0

Day(s) Left in Program
Durational Limit Date v B

0
Intake Checklist
Action Items
Eligibility B
Characteristics ™~
Other Enroliment E{

Program Introduction 8
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11. Manage Organizations and Contacts

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

Manage Organization and Contacts
Note ©

To search for a Organization, select a State from the list and type a city and organization agency name. Then, select Search. *The city field is case sensitive. *The organization name field can take partial or full names.

Filters ©

State * City * Organization Name *

RESET | SEARCH

CLOSE

Notes about organizations:

e Once an organization is created, some of its information cannot be updated. This includes
Organization Name, Organization Type, FEIN, and address. Only Program Analysts can update
this information.

If an organization requires an update, contact SCSEP Help for assistance.

e 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 as additional types to that organization, but
none of the types can be removed.

If an organization type was added in error, contact SCSEP Help for assistance.

e For an organization to appear in a search in a participant record, the organization needs to be
designated for that record’s type first. For example, for an organization to appear in the Host
Agency search in an assignment record, it needs to be designated as a Host Agency first.
However, since all grantees share the same organizations, only one sub-grantee across all
grantees needs to make the designation for it to appear. If an organization is known to exist but
does not appear in the Host Agency search, then no sub-grantees have designated the
organization as a Host Agency yet. Any one sub-grantee can make the designation for it to
appear.

Employers work the same way in that they need to be designated as an employer to appear in
the search in a placement record. Service providers need to be designated as a service provider
to appear in the search for service providers.

Organization types can be added under the Additional Details section, which is described below.

e 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:
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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.

Manage Organization and Contacts
Note S

To search for a Organization, select a State from the list and type a city and organization agency name. Then, select Search. *The city field is case sensitive. *The organization name field can take partial or full names

State * City * Organization Name *
Maryland - Baltimore Wal
CLOSE

4. Click SEARCH.

A results list populates with organization details that match the search criteria.

Manage Organization and Contacts

To search for a Organization, select a State from the list and type a city and organization agency name. Then, select Search. *The city field is case sensitive. *The organization name field can take partial or full names.

State * City* Organization Name *

Maryland - Baltimore Wal

RESET | SEARCH

Agency ID Name FEIN  Address Primary Contact

5 West Mt. Vernon Street,
10185429 Walters Art Muse Mr. James Gross
Baltimore, Maryland 21201 s

10203917 Carruther's Clinic/Walter P. Carter Clinics 827 Linden Ave, Ms. Barbara Sadauski
Baltimore, Maryland 21201

600 North Charles Street,

Baltimore, Maryland 21213 Ms. Louis Guy

10218219 The Walters Art Museum

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.
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Manage Organization and Contacts

Note 2
To search for a Organization, select a State from the list and type a city and organization agency name. Then, select Search. Both city and organization name field can take partial or
full names.
Filters v
State * City * Organization Name *
New Jersey hd Franklin Park Frank

RESET | SEARCH

Agency ID Name FEIN Address Primary Contact

20 Garden Avenue,
10274104 { 4 2 g :
027410 Franklin Park Internet Cafe 123456789 Franklin Park, New Jersey 08823 Dr. Rachel Haring

Franklin Park Technology Center,

Franklin Park, New Jersey 08823 Bsamueljohnson

10274109 Franklin Park Tech Center 123456789

CLOSE

The system navigates to the Add Organization screen.

Add Organization

vOrganization Details

Organization Name

CANCEL ADD

Manage Organization and Contacts

Note

To search for a Organization, select a State from the list and type a city and organization agency name. Then, select Search. Both city and organization name field can take partial or
full names.

State * City * Organization Name *

New Jersey A Franklin Park Frank

RESET | SEARCH
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Agency ID Name FEIN  Address Primary Contact

20 Garden Avenue,

10274104 ; .
027410 Franklin Park Internet Cafe 123456789 Franklin Park, New Jersey 08823 Dr. Rachel Haring
Franklin Park Technology Center,
1 1 X 3
0274109 Franklin Park Tech Center 123456789 Franklin Park, New Jersey 08823 Dr. Samuel Johnson
CLOSE

2. Enter the name of the organization to be created.

3. Click anywhere on the screen to display further data entry fields.

Add Organization

vOrganization Details vAdditional Details
Organization Name Organization Type * NOTE -
I Franklin Pizza Government
’ Profit Select a grantee and sub grantee to see associated additional details.
FEIN
Not For Profit
Address Line 1* Grantee Sub-Grantee
S ntee- - —Select a Sub-Grantee— -
Address Line 2
RESET | SEARCH

City* State * Zip* Zip+4

vContact Address

vContact Information
Check if Contact Address is different than the Organization Address

Salutation
Contact First Name * Contact Last Name *
Title * Is Primary POC?
Yes (1 No
Primary Contact Number Primary Extension
Cell
?
Alternate Contact Number Alternate Extension
Cell
?
Fax Number E-mail

CANCEL m

4. Enter the organization’s and the primary contact’s information.
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5. Under Additional Details, each sub-grantee can add additional details and designate the type of
organization (host agency, employer, and/or service provider), if necessary.

a. To addthem, select the grantee and sub-grantee, and click SEARCH. Additional details fields
will be displayed on the screen.

v Additional Details

NOTE v

Select a grantee and sub grantee to see associated additional details.

Grantee Sub-Grantee
National Older Workers Associati... « ‘ NOWA (New Jersey) v‘
Agency Type Organization Continued Availability

No items available

© Add New

b. Click the Add New link. A dropdown for Agency Type appears.



©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Sub-Grantee

Grantee
A NOWA (New Jersey) A

National Older Workers Associati...
RESET | SEARCH

Organization Continued Availability

Agency Type

No items available

© Add New

c. Select the type to which to designate and/or add additional details.
Organization Continued Availability

Agency Type
Available

Not Available

-— Please select a value -—

Host Agency
Employer
" Service Provider
Check if Contact Address is different than the Organization Address

d. Enter the information as necessary.

Note that if the organization is only being designated as a host agency, employer, or service
provider, no other fields in the Additional Details section need to be entered.

Organization Continued Availability

Agency Type
Available

Host Agency x
Not Available

© Add New

Host Agency Agreement Date Host Agency Monitoring Visit Date

& mmvddAy, 8
Job Codes

ob Codes

If further designations or details are necessary, click on the Add New link and select an

Agency Type.
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f. Toremove an Agency Type before the record is saved, click the red X to remove the type.

Agency Type Organization Continued Availability
Available
Host Agency -
Not Available
Available
Employer - x

Not Available

Note that once the record is saved, the designated type cannot be removed. Contact SCSEP
Help for assistance in updating the type.

6. Once all information is added, click ADD to create the organization.
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11.3 Edit an Organization

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

Manage Organization and Contacts

Note >
State * City * Organization Name *
New Jersey - Franklin Park Franklin

RESET | SEARCH

Agency ID Name FEIN Address Primary Contact

20 Garden Avenue,

10274104 Franklin Park | f 2
ranklin Park Internet Cafe 23456789 Lo nKiin Park, New Jersey 08823

Dr. Rachel Haring

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 Information

ADD

Contact Name Contact Tide

Additional contact data entry fields are displayed.

Additional Contact Information

vAdd Contact vContact Address

Salutation Check f Contact Adaress s Giarant than e Organization Adaress
Cancact First Namme + Contact Last Mame -

Tie® 18 Pmary ot

Primary Contact Humber Primary Etension

Alternate Contac Numbser Alternace Extension

ax Number Email

4. Enter the additional contact’s information.
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5. Click SAVE.

The additional contact is added to the organization.

13. Manage Eligibility Task Assignment

The Manage Eligibility Task Assignment page can be accessed from the Admin Console and is available
to Program Analyst and Grantee Administrators to ensure that eligibility tasks are routed to the
appropriate party.

Below the main heading, a dropdown labeled Grantee is displayed. When a grantee is selected, two
additional dropdowns appear below the Grantee dropdown. The dropdowns are labeled Supervisor and
New Assignee.

Manage Eligibility Task ’4'13{

Assignment

Grantee
National Older Workers Association (NOWA) -

Supervisor * New Assignee *
CLOSE

The Supervisor dropdown is where the user selects the role they want to reassign tasks from. The New
Assignee dropdown is where the user selects the role they want to reassign tasks to. Both dropdowns
include roles of supervisor and above associated with the grantee. If a user selects the same person in
both dropdowns, the following message is displayed in a red box below the dropdowns:

The new supervisor cannot be the same as the previous.
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14 Extracts

Grantee administrators and program analysts can export extracts from the ADMIN CONSOLE for the
grantees to which they are assigned. The extracts available for export are Participant Extract, Waiver
Extract and Break Extract.

Select Extracts from the ADMIN CONSOLE. The Extracts Files page is loaded.
The Grantee, Sub-Grantee and Extract Type fields are required.
Select the Grantee, Sub-Grantee and Extract Type from the list.

Click the EXPORT button.

Extract Files

INSTRUCTIONS v

*Select an Extract and click "EXPORT" to view.

EXTRACT FILTERS

Grantee * Sub-Grantee *

Extract Type *

EXPORT

A confirmation dialog box is displayed.

cmp.dol.gov says

Are you sure you want to leave?

Click the OK button to proceed with the export.
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Click the Cancel button to cancel the export.
The Download Participant Extract screen is displayed with the REFRESH and CLOSE buttons.

Click the REFRESH button to see the latest status of the export.
Download Participant Extract

Participant Extract Extract data is being exported. Click refresh until the file is ready to download.

Export File Exporting...

( Last Refresh: 7/13/2023 12:20 PM EDT) REFRESH

CLOSE

The Download [extract type chosen] Extract page is displayed with a linked extract file.

Download Participant Extract
Export File Grantee ID 9002534 - Participant Extract

CLOSE

Click the linked file name.

The file is downloaded in .csv format.



©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

15. Nationwide QPR Report

The Nationwide QPR Report is located on the ADMIN CONSOLE.
Click the Nationwide QPR Report tab.

The Generate Nationwide QPR page is displayed, with the Year and Quarter fields which are required.

Generate Nationwide QPR ’1"?}‘

Instructions >
Year* Quarter *
2023 - 71172023 - 9/30/2023 -

CANCEL EXPORT

Select a Year and Quarter from the lists.

Click the EXPORT button to proceed with generating the Nationwide QPR. The Nationwide WIPS Report
Generation Status page is displayed.

Nationwide WIPS Report Generation Status

Once your Nationwide QPR Report is complete, you will receive an email link to download. Please click ‘confirm’ to return to the Admin Console.

CONFIRM

Click the CONFIRM button. An email will be sent to you with a link to download the QPR requested.
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Your Nationwide QPR Report is ready

< ces
admin@cmp.dol.gov on behalf of United States Dej O 9|2 @
To Owlli 1:51 PM

Hello,
Your Nationwide QPR Report is ready for download. Please click the link below to access the report.

PY 2022 Qtr 4 Performance Report for SCSEP

Request Date: 7/13/2023 1:24 PM EDT
Thank you.

Note: Please do not reply. This message has been sent by a notification only system. The link will expire
after 5 hours.

Click the link in the email received to download the report. The Report Confirmation screen is displayed
with the name of the report, the size of the report, the name of the person who generated the report,
the date the report was generated and the download icon.

Report Confirmation

SCSEP Internal Performance Status Report

Name Size Generated By Generated Date Download

SCSEP Performance Status Report: 07-13-2023 01:49:43 16.155 KB e 7/13/2023 1:49 PM EDT -]

Click the Download icon. The report will be downloaded in excel format.
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REPORTS

All Reports related to the SCSEP program can be accessed in this section. Depending on what level you
login at, you will be able to access different reports (a full list by login is presented below).

= Reports = EQUITABLE DISTRIBUTION

NOTE v
Select a Grantee and Sub-Grantee and then dlick the search button to access the elec selected Grantee.

USER ORGANIZATION FILTERS

Nationwide Grantee * Sub-Grantee *

oo

SEARCH

This section has two tabs

o User Organizations
o Equitable Distribution

1. User Organization
To access the Reports

e Select the YES radio button under Nationwide for Nationwide reports

e Select the NO radio button under Nationwide to run individual Grantee reports

e Select a Grantee from the drop-down Grantee field

e Select a Sub Grantee (If a value for Sub- Grantee is not selected, the reports will reflect data
for all the Sub-Grantee within the selected Grantee)

e Torun a consolidated grantee report, select the same grantee name in the Sub-Grantee
drop down

e Click Search
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@ (Preprod/UAT) United States De X [E] Reports - SCSEP X + W = X

< c & cmppreprod.dol.gov/suite/sites/scsep/page/reports L ¥ » 0O &

Other bool @
T =

& alll m SCSEP Q
ADMIN CONSOLE REPORTS GRANTEES

|4 USER ORGANIZATIONS == EQUITABLE DISTRIBUTION

NOTE NV

Select a Grantee and Sub-Grantee and then click the search button to access the list of reports. If no Sub-Grantee is selected, the report will reflect data for all Sub-Grantees within the
selected Grantee.

USER ORGANIZATION FILTERS

Nationwide Grantee * Sub-Grantee
Yes

O No

New Mexico v SCSEP - New Mexico o

‘ SEARCH

3 . 12:32 PM
ﬂ L Type here to search . 0 dx ;

Depending on your level of login you will see Participants (reports centered around program
participants); Actions (EXPLANATION); and/or Employers (EXPLANATION) reports listed.

1. Case Manager:
a. Participants: Participant Current/Exit Detail; Approved Breaks in Service; Durational
Limit Extension; Waiver of Durational Limit Report; Participant Hours Report.
2. Supervisor: As above, for Case Manager for Participants.
3. Sub-Grantee Admin: As above, for Case Manager for Participants.
4. Grantee Admin: As above, for case Manager, plus these additional.
a. Participants: Also includes Participant/Case Extract Report.
b. Actions: Participant Actions Report; Most in Need/Waiver Factor Actions Report.
c. Employers: Customer Satisfaction Survey; Follow-Ups Report
5. Program Analyst: As above for Grantee Admin, plus these additional.
a. Participants: As above for Grantee Admin.
b. Actions: As above for Grantee Admin.
c. Employers: Also includes County Reports.

The image below shows the entire list of reports, which is only accessible at the Program Analyst level.
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& m
ADMIN CONSOLE MY TASKS GRANTEES
Nationwide Grantee * Sub-Grantee
Yes .
New Mexico A SCSEP - New Mexico o~
©No

{ SEARCH |

] e

Participant Current/Exit Detail Participant Actions Report
Waiver of Durational Limit Report Most In Need/Waiver Factor Actions Report
Follow-Up Reports

Assignment by Host Agency Report

County Reports

H P Type here to search

These reports will be described in the following sections. Remember that not all reports will be available
for all users.

To select any report, click on the report name. To get back to the list of reports from the first screen of
an individual report, click on the link that says <= Back.

B4 alll m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

| USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

Participant Current/Exit Detail

Active Filters for Enrollments @ Active Filters for Assignments * Initial Assignment Date Initial Assignment Date
From To
-
] Im/del/yy -]
Exit Date From Exit Date To
] ]
RESET E H

NOTE
Select a Grantee and Sub-Grantee and then click the search button to access the list of reports. If no Sub-Grantee s selected, the report will reflect data for all Sub-Grantees within the selected Grantee,

USER ORGANIZATION FILTERS

s District of Columbia - :
[- 1%

SEARCH
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There are 3 sections for User Organizations

1. Participants
2. Actions (reports scheduled for future development)
3. Employers

Participant Current/Exit Detail Participant Actions Report

Waiver of Durational Limit Report Most In Need/Waiver Factor Actions Report
Follow-Up Reports

Assignment by Host Agency Report

County Reports
1.0 Participants

1.1 Participant Current/Exit Detail

alll
REPORTS

lts USER ORGANIZATIONS =EQUITABLE DISTRIBUTION

<« Back Participant Current/Exit Detail

Active Filters for Enroliments @ Active Filters for Assignments * Initial Assignment Date From Initial Assignment Date To

- - 8 ™

Exit Date From Exit Date To

RESET

This report can be filtered by the following

o Active Filters for Enrollments: There are two choices. Show Currently Active
Enrollments Only or Show Exited Enrollments Only.

o Active Filters for Assignment: There are two choices. Show Current/Latest Assignments

Only or Show All Assignments.

Initial Assignment Date From: Optional field to narrow your search.

Initial Assignment Date To: Optional field to narrow your search.

Exit Date From: Optional field to narrow your search.

Exit Date To: Optional field to narrow your search.

0O 0O O ©

Clicking Reset will clear the values for the filters.
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alll
REDORTS

= Reports

.
SCSEP ~ 0 &)
I USER ORGANIZATIONS
€ Back

Z=EQUITABLE DISTRIBUTION
Participant Current/Exit Detail

Active Filters for Enrollments &

‘Active Filters for Assignments ©

Initial Assignment Date From

I Initial Assignment Date To I
- [ ] L ]
[ ] [ ]

RESET

Active Filters for Assignment is a required field.

all
REPORTS

= Reports

SCSEP ~ 0 O
€ Back

= EQUITABLE DISTRIBUTION

Participant Current/Exit Detail
Active Filters for Enroliments @ Active Filters for Assignments *

Initial Assignment Date From

Initial Assignment Date To
- s ®
Exit Date From
Show ssignments Only

Exit Date To

show All Assignments

RESET

Choose desired filters and click SEARCH. The screen will display aggregate results for the Grantee/Sub-
Grantee combination you have chosen under the top half, Results Summary and show you individual
cases under the bottom half, as Results Details.
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REPORTS

% Back

l& USER ORGANIZATIONS

Participant Current/Exit Detail

= EQUITABLE DISTRIBUTION

Filters.

Active Filters for Enroliments @

~Results Summary

Number of Current Par
288

pants:

Average Time in Program:

620 Days
Average Time in [District of Columbia):
620,08 Days

jpants with More Than One
2]

Average Number of Enrollments Pei
05

articipal

Average Days in Displayed Enroliments:
52051

Average Number of Displayed Assignments Per Enrollments:

Average Days in Current Assignments:
495

Average Days in Displayed Assignments:
495

vResults Details

Case 1D Participant Name

99001305 Alfred Prince

99001154 Armold Sums

= 99001666 Ben Lux
99003032 Benedict Cumberbatch
99001293 Bob Wahiberg
99002567 Brad Stewart

= 99003322 Christian Erlksen
99002672 David Silva

= 99001089 David Warner
99001082 Edwin Baker

Show Current/Latest Ass:

Number of Exited Participants:

e

Percentage Exiting for Employment:
41.08%

Percentage Exiting for Other Reason:
10.19%

Percent Excluded at Exit:

P

ial Assignment Date From
]

Exit Date From

o

Number of Participants Ever on Leave of Absence:

14

Average Number of Leaves of Absence Per Enroliment:

128
Average Days Ever on Leave of Absence:
2811

Contact Number Initial Assignment Date

7083333123

462022

6017202

4343141

712612021

432012

6/172021

Exit Date

10/24/2021

11/30/2021

Initial Assignment Date To

Exit Date To

Status

Exited

Exited

Exited

Active

Exited

Exited

Active

Active

Exited

Exited

Closed

Closed

Closed

Closed

Close:

In Follow-Up

Closed

1-100f559 > B

The Results Summary section of the report can be exported by clicking EXPORT.

~Results Summary

Number of Current Participants:

288

Average Time in Program:

620 Days

Average Time in [District of Columbia]:

620,08 Days

Number of Participants with More Than Gne Displayed Enrallment:
29

Average Number of Enrollments Per Participant:

1.05

Average Days in Displayed Enroliments:

52051

Average Number of Displayed Assignments Per Enrollments:
1

Average Days in Current Assignments:

495

Average Days in Displayed Assignments:
495

Click REFRESH until a file name appears next to Export File on the screen.

Number of Exited Participants:

314

Percentage Exiting for Employment:

21.08%

Percentage Exiting for Other Reason:

10.19%

Percent Excluded at Exit:
4.14%

Number of Participants Ever on Leave of Absence:

14

Average Number of Leaves of Absence Per Enrollment:

1.25

Average Days Ever on Leave of Absence:

2811
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.

: Qo]
scsee - 1) O

Download Participant Current/Exited Report Summary Details

Participant Current/Exited Repart Summary details data is being exported. Click refresh until the file is ready to download.

Export File Exporting
( Last Refresh: 9/21/2022 8:05 AM EDT) REFRESH
cLose

Click on the file name or right click on the file name to download a copy of the file to your default file
location.

ADMIN CONSOLE

Download Participant Current/Exited Report Summary Details

I Export File Grantes ID 99000148 - Participant Cur Ext Report Summary Details I

CLOSE

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.

Al < fe Number of Current Participants v
A B C D E F -

1 [Number of Current Participants JAverage Time in Program Average Time in Grantee Number of Participants with More T Average Number of Enrollments Per Average Days in Displ

2 1288 620 "620.08 29 "L.0s 520,51

3

a4

5

6

7

8

Result Details Section - The Individual Participant report can be viewed/exported in this section.

vResults Details

case I Participant Name Contact Number Initial Assignment Date Exit Date status

= 99001305 Alfred Prince 10/24/202 Exited - Closed
= 99001154 armold sums 7083333123 972012021 Exited - Closed
= 99001666 Ben Lux 4/6i2022 411372022 Exited - Closed
= 99003032 Benedict Cumberbatch 6114202 Active

= 99001293 Bob Wahlberg 4343141345 712612021 11/30/202 Exited - Closed
= 99002567 Brad Stewart 41312022 41412022 Exited - Closed
= 99003322 Christian Eriksen 9/1/2021 Adtive

= 99002873 David Siiva 6/14/2022 Active

= 99001089 David Warner 8132017 2212022 Exited - In Follow-Up
= 9001082 Edwin Baker 611202 5/13/2021 Exited - Closed

1-100f559 > »

To view an individual Participant’s report, click on the icon next to Case Id. The screen will refresh and

the individual Participant’s report will be visible at the bottom of the screen (you may have to scroll
down).
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vResults Details
Case ID Participant Name Contact Number Initial Assignment Date Exit Date Status

E 10365478 Torey Clark 5053604322 4/1/2022 Active

« < 101-11001187 > »

EXPORT

|Participant Assignment Details (Name: Torey Clark)|

Assignment ID: 11837522

Time In Program Job Interest Code 1 Host Agency Exit Date
470 Days Community and Social Service City of Aztec N/A
Enroliment Date Occupations Host Agency Address Exit for Unsubsidized Employment
4/1/2022 Job Interest Code 2 201 W. Chaco, N/A
Food Preparation and Serving Related Aztec, New Mexico 87410

County of Residence Occupations Subsequently Employed
San Juan County Host Agency Contact N/A
Job Interest Code 3 Ms. Maya Pierce

Case Manager Office and Administrative Support

Other Exit Reason

Mary Smith Occupations Host Agency Supervisor Name N/A
Days in Enrollment Assignment Date

470 A/209 Host Agency Supervisor Phone Number

Days Ever on Leave of Absence Assignment Start Date

o 412022 Host Agency Supervisor Email

Days in Most Recent Leave of Absence Assignment End Date

o]

Number of Days on Current Break Days in Assignment

N/A 470

EXPORT

The Participants report can be exported by clicking EXPORT.

Days Ever on Leave of Absence Assignment Start Date

o 412022 Host Agency Supervisor Email
Days in Most Recent Leave of Absence Assignment End Date

0

Number of Days on Current Break Days in Assignment

N/A 470

EXPORT

Click REFRESH until a file name appears next to Export File on the screen.

aill
REPORTS

Download Participant Current/Exited Report Assignment Details

Participant Current/Exited Report Assignment details data is being exported. Click refresh until the file is ready to download.

Export File Exporting
(Last Refresh: 9/21/2022 8:17 AM EDT)

CLOSE
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Click on the file name or right click on the file name to download a copy of the file to your default file
location.

| Export File Ca

cLose

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.

A B c D E F
Time In Program lcase Manager Enrollment Date Days in Enrollment County of Residence Days Ever on Leave of
41 George Grantee Admins 8/20/2022 6 District of Columbia 21

Once you have generated the report, you can either exit the Reports module entirely or generate more
reports by clicking the CLOSE button.

@ (Preprod/UAT) United States Dep X [B] Participant Cur Ext Status - SCSET X + N = X

« c & cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcljQEjBAMESITUATIOLO2II 1F8omiLgWOKmU3FCxOMdhwk87A?parameters=a7... |2 Y & [0 &

-

& = alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Current/Exited Report Summary Details

Participant Current/Exited Report Summary details data is being exported. Click refresh until the file is ready to download.

Export File Exporting... .
( Last Refresh: 12/1/2022 1:52 PM EST ) REFRESH |

‘ CLOSE |

@) Durational Limit E..xlsx A~ @ CaseID 10365465..xlsx  ~ @ Grantee ID 59 - Pa..xlsx A Showall = X

ﬂ £ Type here to search

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports
tab screen.
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@ (Preprod/UAT) United States Dep X ﬂ Reports - SCSEP X + v - (w] X
< c & cmppreprod.dol.gov/suite/sites/scsep/page/reports L ¥ » 0 &

Other bookmarks

T =
& = alll o
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

|4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

Select a Grantee and Sub-Grantee and then click the search button to access the list of reports. If no Sub-Grantee is selected, the report will reflect data for all Sub-Grantees within the
selected Grantee.

USER ORGANIZATION FILTERS

Nationwide Grantee * Sub-Grantee
Yes
O No
After pressing the CLOSE button (see above example), you are brought back to the first Reports
screen and must select Nationwide, Grantee, and Sub-Grantee again. ‘ SEARCH
B} Durational Limit E..xisx ~ ~ | @ CaselD10365465..xisx A~ | @ GranteeID59-Pa..xisx A Showall X

ﬂ L Type here to search

1.2 Approved Breaks in Service

@ (Preprod/UAT) United States Dep X [EJ Reports - SCSEP X + ~ - X

< C' @& cmppreprod.dol.gov/suite/sites/scsep/page/reports 2w * 0O a2

292 —
= & alll o
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

= Repo rts 14 USER ORGANIZATIONS == EQUITABLE DISTRIBUTION
¢ Back Approved Breaks in Service
Break Date Range Case Manager
Grant New Mexico (Program Year: Beginning End )
2021 ,Grant #: " ” ‘ -
AD362452160A35 ) 0170171590 = : g =
EXPORT
Start Expected Actual Case Reason For Days Documentation
Name Phone County Date End Date End Date Exit Date Grant Name Manager Break Break Provided
Russell cvceasanne  OLEM0 A7maAAne  AemEmARe  AemEmane  AamaAnt1 Anscaasarcnase AT Eamibithnalth 98 v
B Durational Limit E..xisx ~ ~ @ CaselD 10365465..xisx  ~ B Grantee D59 - Pa..xlsx  ~ Showall | X

ﬂ £ Type here to search

This report can be filtered by the following

o Grant: This field is prefilled based on the combination of Grantee and Sub-Grantee that
you selected in the User Organization Filters screen.
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o Break Date Range: Select a beginning date (required) and ending date (optional) to help
narrow the search. The beginning date is prefilled with 01/01/1990. A date can be
entered by either typing it in using the MM/DD/YYYY format or by navigating to the
desired date by clicking on the calendar icon to the right of the date fields.

o Case Manager: This dropdown displays the Case Managers associated with the
Grantee/Sub-Grantee combination that you chose.

@ (Preprod/UAT) United States Dep X [EJ Reports - SCSEP x + v - X
& C' @& cmppreprod.dol.gov/suite/sites/scsep/page/reports 2 % » 0 &
Other bookmarks
= = all o S Q
ADMIN CONSOLE MY TASKS REPORTS GRANTEES /
. Days .
Name Phone County Start Expected Actual Exit Grant Name Case Reason For Documentation Break
Date End Date End Date Date Manager Break Break Provided Active
SCSEP-
fkemO1 )
1976 ap2ap2222 CPEMEY Goi01p022  0s/10/2022  07431/2022 AD362452160A35 Km0 Family/health 91 v
Retest- County fkemoO1
001
SCSEP-
1
1976 292222222 CPEMAY ggi5i000 081472022 084292022 AD362452160A35  [KeMO Family/health 24 v
Retest- County fkemO1
001
SCSEP-
1976 opppamaaze CPEM goig1p022  0sn102022 073172022 AD362452160A35 Mo Family/health 91 v
Retest- County fkem01
002
SCSEP-
1976 Cape M fkemo1 )
2222222222 P M 0si0a/2022  08/14/2022 0842942022 AD362452160A35 Family/health 25 v
Retest- County fkem01
002 .
B Durational Limit E...xlsx A~ B9 Case ID 10365465..xlsx ~ ~ B Grantee ID59 - Pa..xlsx  ~ Show all X

ﬂ £ Type here to search

The bottom part of the screen shows those Participants who fall into your selected filter ranges. The
results can be sorted by columns.
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@ (Preprod/UAT) United States Dep X H Reports - SCSEP X +
= % * 0 a

Other bool @

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports

-

&= ail o
ADMIN CONSOLE MY TASKS REPORTS GRANTEES
= Reports |4 USER ORGANIZATIONS == EQUITABLE DISTRIBUTION
€ Back Approved Breaks in Service
Grant New Mexico (Program Year: Beginning End
2021 ,Grant #: . _ fkema1 fkem01 -
AD362452160A35 ) 01/01/1950 “ Tm/aay =
Start Expected Actual Case Reason For Days Documentation

Name Phone County Date End Date End Date Exit Date Grant Name Manager Break Break Provided
SCSEP-
1976 | 2293092325 | ESSEX 05/06/2022 05/10/2022 AD362452160A35 Km0 Family/health 4 v
Retest- County fkem01

008
ﬂ £ Type here to search

The Approved Breaks in Service that are found by your filter selection can be exported by clicking
EXPORT.

@ (Preprod/UAT) United States Def. X ﬂ Report Summary Confirmation - X +

& c cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcljQEjBAMESITYZSYWLOOuhr4XrbdtcM_IHW-S3j)YTcOD1ymQ?parameters=fe67... =2 ¥ & O &

Other bookmarks

4 aill o
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Report Confirmation

Approved Breaks in Service

Name Size Generated By Generated Date Download
I Approved Breaks in Service 12-01-2022 03_01_26 I 3.459 KB Fred Keische 12/1/2022 3:01 PM EST E
‘ CLOSE |

Show all X

B Durational Limit £..xlsx A~ B9 Case ID 10365465..xlsx ~ ~ B Grantee ID59 - Pa..xlsx A

ﬂ £ Type here to search

When a file name appears on the Report Confirmation screen, click on the icon under the word
Download to save a copy of the file to your default file location.
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The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.

P Search (Alt+Q) Kiesche, Frederick P - ETA CTR Q &3
File ﬂ Insert Page Layout Formulas Data Review View Help O Comments # Share
L['l & Calibri W1 JAA = v 2 Wrap Text General - ﬁ @ @ Blinsert v | T - 7YV /O
Paste @~ o oo Conditional Formatas Cell EDelete © Sort & Find &
4 BIU.H-&-4- Merge&Center ~  $ v % 9 %8 44 Formatting » Table~ Styles~ | EEIFormat> | €~ e v Select~
Clipboard Font [ Alignment (] Number [ Styles Cells Editing Sensitivity A
K7 - S| 24 v
A B [« D E F G H I J K L[]
1 |GRANTEE_SUB_GRAILAST NAMIFIRST NAME PARTICIPAHOME PHONE BREAK START DATE BREAK EXPECTED _END_DATE BREAK END DATE BREAK REASON DAYS ON_APPROVED BREAK APPLICATI
2 690 NM001  Retest-001 SCSEP-1976 10003884 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 1/1/2022
3 690 NMOO1  Retest-001 SCSEP-1976 10003884 2222222222 8/5/2022 8/14/2022 8/29/2022 Family/health 24 1/1/2022
4| 690 NM001  Retest-002 SCSEP-1976 10003885 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health O1 sHanBHaY
5 690 NM001  Retest-002 SCSEP-1976 10003885 2222222222 8/4/2022 8/14/2022 8/29/2022 Family/health 25 HEauERay
6 690 NM001  Retest-003 SCSEP-1976 10003887 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 1/1/2022
7 690 NM001  Retest-003 SCSEP-1976 10003887 2222222222 8/5/2022 8/14/2022 8/29/2022 Family/health 24_ 1/1/2022
8 690 NM0O1  Retest-004 SCSEP-1976 10003893 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 HHAHBHAY
9| 690 NM001  Retest-004 SCSEP-1976 10003893 2222222222 8/4/2022 8/14/2022 Family/health 120 #uHnsH#l
10 690 NM001  Retest-006 SCSEP-1976 10004228 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 1/1/2022
1 690 NMOO1  Retest-006 SCSEP-1976 10004228 2222222222 8/5/2022 8/14/2022 Family/health 119 1/1/2022
12 690 NM0O1  Retest-009 SCSEP-1976 10004532 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health O1 HHHHIHHNR
13 690 NM0O1  Retest-009 SCSEP-1976 10004532 2222222222 8/4/2022 8/14/2022 8/29/2022 Family/health 25 HHufHEniy
14 690 NMOO1  Retest-011 SCSEP-1976 10004839 2222222222 7/24/2021 9/5/2021 4/8/2022 Family/health 258 i
15 690 NM001  Retest-011 SCSEP-1976 10004839 2222222222 4/9/2022 4/13/2022 9/25/2022 Family/health 169 #Hunninay
16 690 NM0O1  Retest-008 SCSEP-1976 10004230 2222222222 5/6/2022 5/10/2022 Family/health 4 3/3/2022
17 690 NM001  Retest-008 SCSEP-1976 10004230 2222222222 5/1/2022 5/5/2022 Family/health 4 3/3/2022
18
19
20|
21
= Approved Breaks in Service 12-0 | (& ] ] o

Ready b Accessibility: Unavailable

pel Type here to search

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports
tab screen.

1.3 Durational Limit Extension
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@ (Preprod/UAT) United States Dep X H Reports - SCSEP X + v -

[m)

X
& C' @ cmppreprod.dol.gov/suite/sites/scsep/page/reports 2 % * 0O &

Other bookmarks

ze3 —
8 [} alll m e
ADMIN CONSOLE MY TASKS REPORTS GRANTEES /

|4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

€ Back Durational Limit Extension

EXPORT

Grantee Acronym 1 Subgrantee Code Status Request Date Count

No Reports Available

a Approved Breaks i....csv ~ 8% Durational Limit E.xlsx A [

ﬂ £ Type here to search

1.4 Waiver of Durational Limit Report

Case ID 10365465...xlsx ~ ~ 8! Grantee ID 59 - Pa.xlsx A~ Show all X

€ Back Waiver of Durational Limit Report

NOTE
Click on a field count to see the associated participants below.

Results Summary

Total Participants 396 days From 81 Total Participants 396 days From

Durational Limit: Durational Limit with at Least One ’
Waiver Updated This Program Year:
Participants within 30 days of 16
Durational Limit: Participants within 30 days of 1
Durational Limit with at Least One
Waiver Updated This Program Year:
Participants between 30 and 45 days 1
From Durational Limit:
Participants between 30 and 45 days 1
From Durational Limit with at Least
Participants between 46 days and 3 9 One Waiver Updated This Program

months From Durational Limit: Year:
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Participants between 3 and 6 months 1 Participants between 46 days and 3 0
From Durational Limit: months From Durational Limit with at
Least One Waiver Updated This
Program Year:
Participants between 6 and 9 months 13
From Durational Limit:
Participants between 3 and 6 months 0
From Durational Limit with at Least
Participants between 9 and 13 months One Waiver Updated This Program
From Durational Limit: Year:
Participants 1 Quarter From Durational 1 Participants between 6 and 9 months 5
Limit: From Durational Limit with at Least
One Waiver Updated This Program
Participants 2 Quarters From 1 Year:

Durational Limit:

Participants between 9 and 13 months
From Durational Limit with at Least

One Waiver Updated This Program

Year:

Participants 3 Quarters From 13
Durational Limit:

Participants 4 Quarters From 12

Durational Limit; Partlupants 1 Quarter From Durational 0

Limit with at Least One Waiver
Updated This Program Year:

Participants 2 Quarters From 1
Durational Limit with at Least One
Waiver Updated This Program Year:

Participants 3 Quarters From 3
Durational Limit with at Least One
Waiver Updated This Program Year:

Participants 4 Quarters From 9
Durational Limit with at Least One
Waiver Updated This Program Year:

EXPORT

This report is generated based on the combination of Grantee and Sub-Grantee that you selected. For
each category (for example Participants 1 Quarter From Durational Limit) you'll see a number (field
count). Clicking on that number will display the details for those Participants matching the limit you have
selected.

The aggregated results of this report can be exported by clicking EXPORT.

Participants 4 Quarters From 12

Durational Limit: Participants 1 Quarter From Durational

Limit with at Least One Waiver
Updated This Program Year:

Participants 2 Quarters From 1
Durational Limit with at Least One
Waiver Updated This Program Year:

Participants 3 Quarters From
Durational Limit with at Least One
Waiver Updated This Program Year:

Participants 4 Quarters From 1
Durational Limit with at Least One
Waiver Updated This Program Year:

EXPORT
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Click REFRESH until a file name appears next to EXPORT File on the screen.

@ (Preprod/UAT) United States Dep X [B] Export Confirmation - SCSEP X + v = X
< & @& cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcljQEjBAMESITYWSoWOO 1QoolUpjuTZtWELIYCgTf-AfUNIAZparameters=0fd... |2 ¥ & O &
Other bookmarks
& (| alll m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Waiver of Durational Limit Summary Details

Waiver of Durational Limit Summary data is being exported. Click refresh until the file is ready to download.

Export File Exporting... ]
REFRESH
(Last Refresh: 12/1/2022 3:33 PM EST) J
‘ CLOSE |
& Approved Breaks i...csv & 8% Durational Limit E.xlsx  ~ B Case ID 10365465..xlsx ~ ~ B! Grantee ID 59 - Pa..xlsx  ~ Show all X

ﬂ £ Type here to search

Click on the file name or right click on the file name to download a copy of the file to your default file
location.

@ (Preprod/UAT) United States Dep X [B] Export Confirmation - SCSEP X + v = X
<« & # cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcljQEjJBAMESITYWSoWOO 1QoolUpjuTZt8WELIYCgTi-AfUNIA?parameters=0fd... =2 % #& [0 &

Other bookmarks

e -— -
& (] alll T
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Waiver of Durational Limit Summary Details

Export File National Urban League - Waiver of Durational Limit Report Summary Details

‘ CLOSE |

B Approved Breaks i..csv A~ 8)  Durational Limit E.xlsx  ~ B Case ID 10365465..xlsx ~ ~ B) Grantee ID 59 - Pa..xlsx  ~ Show all X

ﬂ £ Type here to search

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.
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4
1 | Total_Participants_396_days_From_Durational_Limit "Bl
2 |F'arlici ants_within_30_days_of_Durational_Limit 1
g nts_between_30_and_45_days_From_Durational_Limit il il
4 nts_between_46_days_and_3_months_From_Durational_Limit €]
5 |Participants_between_3 _and 6_months_From_Durational_Limit il
6 |Participants_between_b6_and 9 months_From_Durational_Limit "3
7 |Participants_between_9_and_13_months_From_Durational_Limit il
3 nts_1_Quarter_From_Durationa_Limit il
9 nts_2_Quarters_From_Durational_Limit il
10 |Participants_3 Quarters_From_Durational_Limit M3
11 |Participants_4 Quarters_From_Durational_Limit M2

12 | Total_Participants_396days_From_Durational_Limit_with_atLeast_One_ Waiver Updated_This_ProgramYear
13 |Participants_Within_30days_From_Durational_Limit_with_atLeast_OneWaiver_Updated_This_ProgramYear

Participants_Between_30_and_45days_From_Durational_Limit_with_atl east_Onewaiver_Updated_ThisProgramYear

=

Participants_Between_46days_and_3Months_From_Durational_Limit_with_atl east_OneWaiver_Updated_ThisProgramYear

=]

Participants_Between_3andbMonths_From_Durational_Limit_with_atl east_Onewaiver_Updated_ThisProgramYear

=]

Participants_Between_Band9Months_From_Durational_Limit_with_atl east_Onewaiver_Updated_ThisProgramYear

=

Participants_Between_9and13Months_From_Durational_Limit_with_atLeast_OneWaiver_Updated_ThisProgramYear

@

19 | Participants_1_Ouarter_From_Durational_Limit_with_atLeast_OneWaiver_Updated_ThisProgramYear
20 | Participants_2_Quarters_From_Durational _Limit_with_atLeast_DneWaiver_Updated_ThisProgramYear

21 | Participants_3_Quarters_From_Durational _Limit_with_atLeast_DneWaiver_Updated_ThisProgramYear

oV Yo Yo Y, Y Yo Yo Yo Yo v

22 | Participants_4_Quarters_From_Durational_Limit_with_atLeast_DneWaiver_Updated_ThisProgramYear
23
24
25
26

Click on any of the numbers in the Results Summary in order to generate a Participant Table based on
that particular metric.

NOTE

Click on a field count to see the associated participants below.

Results Summary

Total Participants 396 days From 81
Durational Limit: L

Participants for your selected Grantee and Sub-Grantee combination that fit the metric will be displayed
in the Participant Table. The table can be sorted when you click on a column name, e.g., Participant.
Clicking on the icon to the right of the Sub-Grantee column will generate Participant Details.
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Participant Table: 396 Days From Durational Limit

Sub
Grantee

SCSEP -
New
Mexico

SCSEP -
New
Mexico

SCSEP -
New
Mexico

SCSEP -
New
Mexico

Days
Left

327

26

205

43

Participant 1 Participant
ID

Cross, J. Kelly 9972376
Duckwaorth

' 9953790
David
Ford, Jamie 9963781
LaCour-
Johnson, 9958714
Carmen

Home Phone
Number

5053532242

5054027258

5053574628

5053061561

County of
Residence

Valencia
County

San Juan
County

Valencia
County

Bernalillo
County

Application
Date

05/25/2019

03/07/2018

12/06/2018

06/26/2018

Enroliment
Date

06/07/2019

06/04/2018

12/21/2018

08/27/2018

The results of the Participant Table can be exported by clicking on EXPORT.

Participant Table: 396 Days From Durational Limit

Sub
Grantee

SCSEP -
New
Mexico

Days
Left

327

Participant |

Cross, .
Kelly

Participant
ID

9972376

Home Phone
Number

5053532242

County of Application
Residence Date
Vel 05/25/2019
County

Enrollment
Date

06/07/2019

Click REFRESH until a file name appears next to EXPORT File on the screen.

Download Waiver of Durational Limit Participant Details

Waiver of Durational Limit Participant data is being exported. Click refresh until the file is ready to download.

Export File Exporting...
( Last Refresh: 7/14/2023 2:41 PM EDT))

CLOSE ‘

‘ REFRESH

Date Expected
to Reach
Durational Limit

06/05/2024

08/09/2023

02/04/2024

08/26/2023

Date Expected to
Reach Durational
Limit

06/05/2024

Termination
Letter Due
Date

05/06/2024

07/10/2023

01/05/2024

07/27/2023

Termination
Letter Due Date

05/06/2024

& < 81-810f81

Click on the file name or right click on the file name to download a copy of the file to your default file

location.
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Download Waiver of Durational Limit Participant Details

Export File Waiver_of_Durational_Limit_Report__14-07-2023

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.

AutoSave (@ oft £ Search | = o

8 9~

Waiver_of Durational Limit Report_14-07-20... v Kiesche, Frederick P - ETACTR  KF

File Home Insert Page Layout Formulas Data Review View Help U Comments & Share
# . =
! New Window Split oo S
@ @ [B) Page Layout [] Formula Bar Q - BO\i O Bsp & ]
0 Al < o -
- o o Normal| Page Break [Ficustom v i e Zoom 100% Zoom to Bamangeall  [Aride Switch Macros
] < o i z % V] — 5
Preview AR e IO meonlid Selection 7 Freeze Panes v | By Windows v v

Sheet View Workbook Views Show Zoom Window Macros
F1 - Sfr | Email
4 73 B c o £ Formula Bar £ G H |
1 |Grantee_Acronym Sub_Grantee_Code Participant Participant_ID Home_Phone_Number Email Has_Enrollments_In_Other_C Address County_of_Residence
2 |nm NM001 Cross, J. Kelly 9972376 (505) 353-2242 slvr58ddy@gmail.com No 508 Becker Ave. Belen New N Valencia County
3 |Nm NM001 Duckworth, David 9953790 (505) 402-7258 No 1101 N. Auburn Ave. Farmin San Juan County
4 NM NMO01 Ford, Jamie 9963781 (505) 357-4628 balgal15@outlook.com No 142 Maestas Rd Belen New M Valencia County
5 |NM NMO01 LaCour-Johnson, Carmen 9958714 (505) 306-1561 No 1905 Gold SE Albuguerque N Bernalillo County
6 |NM NMO0O1 Long, Margaret 9956104 (505) 486-9004 daleann5561@yahoo.com  No 35 Road 3332 Aztec New Me San Juan County

If you click on the icon on the left of a row in the Participant Table, a Participant Details report will be
generated.

Participant Details Waiver Factors

Case Assigned To Race, American Indian or Alaskan

Native

Severe Disability Limited English Proficiency

Smith, Mary
Age Participant did not self-identify Erail Low Literacy skills
70 Race, Asian
Participant did not self-ident
Date of Birth idpantdidnatscitidentity Old Enough, Not Receiving SS Title Il 75 or Older
12/26/1952 Race, Black, African American No
Participant did not self-identi
Gender P i ! L Severly Ltd Emp Prospects Formerly Incarcerated
Male Race, Native Hawaiian/Pacific Islander
Addvess Participant did not self-identify
508 Becker Ave. Belen New Mexico 87002  Race, White
Email Yes
sivrssddy@gmail.com Ethnicity: Hispanic, Latino, or Spanish
Origin?
Disability No
No

Has Enroliments In Other Grantees
Veteran Status

No

None

EXPORT

The results of the Participant Details can be exported by clicking on EXPORT.

. ves
Email
slvrs8ddy@gmail.com Ethnicity: Hispanic, Latino, or Spanish
origin?
Disabilit
isability No
No

Has Enroliments In Other Grantees
Veteran Status

No

None

I EXPORT I
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Click REFRESH until a file name appears next to Export File on the screen.

Download Waiver of Durational Limit Participant Details

Waiver of Durational Limit Participant data is being exported. Click refresh until the file is ready to download.

Export File Exporting..
REFRESH
( Last Refresh: 7/14/2023 2:51 PM EDT )

CLOSE ‘

Click on the file name or right click on the file name to download a copy of the file to your default file
location.

Download Waiver of Durational Limit Participant Details

Export File Waiver_of_Durational_Limit_Report__14-07-2023

CLOSE

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.

Kiesche, Frederick P - ETA CTR | KF

AutcSave (@ off) [F] ©) = Waiver_of Durational_Limit Report_14-07-2023 (2) -... £ search

File Home Insert Page Layout Formulas Data Review View Help

@ @ ) Page Layout [ Formula Bar O\ =) [ new window - Bspii ‘ E E‘o

X Blamangeall  [AHide

Normal|Page Break — Zoom 100% Zoom to Switch Macros
N Cust Vi i i I
Praview, LI CUstom Views Gridlines [v] Headings Selection | [ Freeze Panes ¥ B Windows ~ -
Sheet View Wiorkbook Views Show Zoom Window Macros
F1 - S Email
4 A 8 c D E F G H 1
|Grantee_acronym Sub_Grantee_Cade Participant Participant_ID Home_Phane_Number Email Has_Enrollments_In_Other_CAddress County_of_Residence
M NMOO1 Cross, . Kelly 9972376 5053532242 sivr58ddy@gmail.com No 508 Becker Ave. Belen New hValencia County

1
2
3
4
H
6

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports
tab screen.

PENDING ADDITIONAL EXPORT SECTION ON FIELD COUNT BREAKDOWN.

) Comments 5 Share -~
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1.5 Participant/Case Extract Report

@® (Preprod/UAT) United States Der X [B] Reports - SCSEP X @ [SCSEP-2755] PRODUCTION ISSL X | @ [SCSEP-2792] PROD: Reports - Vi X + A

& c cmppreprod.dol.gov/suite/sites/scsep/page/reports 2 % * 0O 2

& = all m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES
€ Back Participant/Case Extract Report

Select a report and click "EXPORT" to view the document

ﬂ £ Type here to search

This report is available at the Grantee Admin or Program Analyst levels only.

This report is actually several reports which can be chosen by selecting from the list that appears in the
dropdown on the screen. You can select from among the following reports:

e Participant Report
e Waiver Report
e Break Report
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jam
@® (Preprod/UAT) United States Der X [B] Reports - ScSEP X @ [SCSEP-2755] PRODUCTIONISSL X | @ [SCSEP-2792] PROD: Reports -V X IF 4 - x

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports 2 % * 0 a

Other bookmarks

F- 1] [ o
ADMIN CONSOLE MY TASKS GRANTEES

= EQUITABLE DISTRIBUTION

Participant Report
Employment Report

Waiver Report

Training Repart 30I‘t
Break Report
Exit Report

I CSA Report I

ﬂ £ Type here to search

Once you have selected the report you wish, you will be able to generate the report by selecting the
EXPORT button. For this example, we’ll show the Participant Report.

Click REFRESH until a file name appears next to Export File on the screen.

@® (Preprod/UAT) United States Dep X [ Extract Status - SCSEP X @ [SCSEP-2755) PRODUCTION ISS. X | @ [SCSEP-2792] PROD: Reports -V X | =+ v = X
< & # cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcjQEjBAMESITUdS4WLOBjY6xtxaeoXeG-xhleSXp2tU8SbrQ?parameters=dbds... = + #& [0 &
Other bookmarks
& & aill hiTe

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Report Extract

Participant Report Extract data is being exported. Click refresh until the file is ready to download.

Export File Exporting...

( Last Refresh: 12/2/2022 10:53 AM EST) ﬂ,

‘ CLOSE |

ﬂ £ Type here to search

Click on the file name or right click on the file name to download a copy of the file to your default file
location.
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&4 s

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Report Extract

Export File Grantee ID 59 - Participant Extract

CLOSE J

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksh

eet.

AutoSave P Search (Al:+Q) Kiesche, Frederick P-ETACTR k¢ [ - o
File Home Insert Page Layout Formulas Data Review View Help I Comments £ Shan
=n e = Hinsert v v

L0 & Calibri v VAN | E=E R Bweptex General v & @ @ Binse 9? /O
Paste 1B = Conditional Fornatas cal | oleem = | Blv o e

aste 0 mw o e | 2= o . 0 «0 .00 onditional Formatas Cel 5% ] in

v BIU-H- A A |SEEZEE ElMergedCenter $v% 9 WA | orating~ Tablev Styles~ | EFomats | €~ Fierv Selectv

Clipboard  f5i Font [ Alignment 5] Number 5] Styles Cells Editing Sensitivity
B3 fe | 10005153

A B C D E E G H 1 J K L M N (o]

1 CASE_ID PID application_date case_worker last_name first_name middle_initial primary_phone alt_phone street address CITY STATE ZIP_CODE email_adcemr_contit
2 10868453 9986021 8/12/2020 fkemO1 fkemO1 Lopes Adelle M "8573123512  '8573123512 88 High street Ipswich MA "01038 adellep19iDaniel Me't
3 |10868615|10005153 1/1/2020 fkemO1 fkemO1 Transfer-002 SCSEP-2379 B 222222222 Yy Yy NJ "08854
4 10868622 10005156 1/1/2020 fkem01 fkem01 Transfer-004 SCSEP-2379 D 12222222222 ww Ww NJ "08854
5 10868625 10005157 1/1/2020 fkem01 fkemO1 Transfer-005 SCSEP-2379 E 12222222222 Qa Qq NJ "854
6 10868614 10005152 1/1/2020 fkem01 fkemO1 Transfer-001 SCSEP-2379 A 12222222222 XX Xx NJ "088s4
7 10868624 10005159 1/1/2020 fkem01 fkemO1 Transfer-007 SCSEP-2379 G 12222222222 XX Xx NJ "088s4
8 10868623 10005155 1/1/2020 fkem01 fkem01 Transfer-003 SCSEP-2379 C 2222222222 ww Ww NJ "08854
9 10868626 10005158 1/1/2020 fkem01 fkem0O1 Transfer-006 SCSEP-2379 F 2222222222 FF Ff NJ "08854

This is the procedure that you follow, in general, for each of the reports. The Participant Report, the
Waiver Report, the Break Report, all require you to download the generated file by clicking on the name,

as shown above.

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports

tab screen.
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@ (Preprod/UAT) United States Dep X [Bl Report Summary Confirmation - X @) [SCSEP-2755] PRODUCTION ISS. X | @) [SCSEP-2792] PROD: Reports - Vi X IF 4 - x

CMppPrepro: jol.gov/suite/sites/scsep/page/reports/start-process/i clj j uhr4Xrbdtcl -S3j¥Tc ym arameters= =
¢ C @ cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIC QEjBAMESITYZSYWLOOuhrdXrbdtcM _IHW-S3jYTcOD1ymQ7p 3d. 2 A # O &

Other bookmarks

T — .
8 [} alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Report Confirmation

Exit Report
Name Size Generated By Generated Date Download
Exit Report 12-02-2022 11_36_50 48.967 KB Fred Keische 12/2/2022 11:36 AM EST B
‘ CLOSE |

ﬂ £ Type here to search

The Employment Report, the Training Report, the Exit Report and the CSA Report all require you to
download the generated file by clicking on the icon under the word Download to save a copy of the file
to your default file location.

For either download method, once you have downloaded the report, clicking the CLOSE button will
bring you back to the initial Reports tab screen.

1.6 Participant Hours Report

@ (Preprod/UAT) United States Der X [Bl Reports - SCSEP X @ [SCSEP-2755] PRODUCTION ISS. X | @ [SCSEP-2792] PROD: Reports -V X + R4 - X

& C @ cmppreprod.dol.gov/suite/sites/scsep/page/reports = Y * 0O 2

Other bookmarks

202 —
& = alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

€ Back Participant Hours Report

INTRODUCTION

List of all active and closed participants and their reported community service hours, paid training hours and paid sick leave hours. Data shown may reflect hours worked in the
prior quarter paid in the reporting quarter. There won't be paid sick leave prior to Q3 PY19.

Program Year * Participant Last Name
Status Quarter

lect the Status - Select the Quarter Number

Quarter or YTD
Quarter (YTD

RESET

ﬂ L Type here to search
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This report can be filtered by the following

o Program Year: You can select individual years from 2010 to the current year. This is the
only required filter that must be selected.

Status: You can select either Active or Exited — Closed for Participant status.

Participant Last Name: Enter all or part of a last name to filter on this.

Quarter: Select 1-4 for the first through fourth quarter of a Program Year.

Quarter or YTD: Select one of these radio buttons in order to refine the results to be a
specified result (Quarter) or a aggregated result (YTD). These buttons are inactive unless
you have first selected a Quarter (see above).

0O O O O

Clicking Reset will clear the values for the filters.

@ (Preprod/UAT) United States Dep X [B] Reports - SCSEP X i@ [SCSEP-2755] PRODUCTION ISS. X | i@ [SCSEP-2792] PROD: Reports -V X | + v = X

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports

& = il m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES
€ Back Participant Hours Report
INTRODUCTION v

List of all active and closed participants and their reported community service hours, paid training hours and paid sick leave hours. Data shown may reflect hours worked in the
prior quarter paid in the reporting quarter. There won't be paid sick leave prior to Q3 PY19.

Program Year * Participant Last Name
2021 d Search By Last Name
Status Quarter
Active 4 3 -

Quarter or YTD *
Quarter @ YTD

RESET ‘ SEARCH ‘

Grantee Summarv Details

17 PM

£ Type here to search

Choose desired filters and click SEARCH.

Grantee Summary Details

Total Number of Enroliments Number of Enrollments with PRA Hours Number of Enrollments with Paid In-Person Training
10 0 1

Total Number of Active Enroliments Number of Enroliments with Paid In-Person CSA Number of Enrollments with Paid Remote Training
10 Hours 0

Total Number of Closed Enroliments 4 Number of Enroliments with Paid Sick Leave

0 Number of Enroliments with Paid Remote CSA Hours 3

0

The screen will display aggregate results for the Grantee/Sub-Grantee you have chosen and display
them under Grantee Summary Details, Grantee Summary Hours Table and in the Participant Table. Scroll
down to see all these screens.



Grantee Summary Hours Table

Quarter

Q1

Q2

Q3

Q4
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Total PRA Activities

Hours

0

0

Total Paid In-Person
CSA Hours

105

415

617

0

Total Paid Remote
CSA Hours

0

0

Total Paid In-Person
Training Hours

54
148
4

0

Total Paid Remote
Training Hours

0

0

Total Paid Sick Leave
Hours

78

302

92

0

EXPORT

Grantee Summary Hours Table will show totals by Quarter for various categories: Total PRA Activities
Hours, Total Paid In-Person CSA Hours, etc.

The aggregated results of this report can be exported by clicking EXPORT.

Grantee Summary Hours Table

Quarter

Q1

Q2

Q3

Q4

Total PRA Activities
Hours

o]

0

Participant Table

Click REFRESH until a file name appears next to Export File on the screen.

Total Paid In-Person
CSA Hours

105

415

617

2019

Total Paid Remote
CSA Hours

0

o]

Total Paid In-Person
Training Hours

54
148
4

o]

Total Paid Remote
Training Hours

0
0

0

Total Paid Sick Leave
Hours

78

302

92

50

EXPORT
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@ (Preprod/UAT) United States Dep X [B] Participant Hours Confirmation - X 4 ~ - X

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcQEjBAMESITYXSYWOO35U3YdGO5f5AqYnwT1ZArlbqYbTsw?parameters =10. 2 ¥ »* 0O 2

Other bool @

-

8 [} alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Hours Grantee Summary

Participant Hours Grantee Summary data is being exported. Click refresh until the file is ready to download.

Export File Exporting...
( Last Refresh: 12/5/2022 12:24 PM EST) REFRESH

‘ CLOSE |

ﬂ £ Type here to search

Click on the file name or right click on the file name to download a copy of the file to your default file
location.

4 all m

ADMIN CONSOLE MY TASKS REPQORTS GRANTEES

Download Participant Hours Grantee Summary

Export File New Mexico - 2021 - Participant Hours Report Summary

CLOSE

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet.

AutoSave (¢ S New Mexico - 2021 - Participant Hours Report Summary - Excel O search (Alt:+Q) Kiesche, Frederick P - ETA CTR

File Home Insert Page Layout Formulas Data Review View Help J Comments 1 Share

. Hinsert =
0 & Calibri == $~ 2 Wrap Text General - Eﬂ @ Ej B inser 7Y p €
P @~ ) Conditional Formatas Cell Fvdate ~ | [~ Sort & Find &
aste —== == = a <0 .00 onditional Formatas Cel — o in
- === S - -
.o B[ U E== EE ElMegesCener $-% 9 WA | [ tingv Tablew Sylesv | EHFomats | € Fitarv Select

Clipboard @ Font ] Alignment ] Number ] Styles Cells Editing Sensitivity
Al - Jr | totalNumEnroliments

A B g D E F
1 |totalNumEnrollments [totall ActiveEnroll I losedEnroll numEnroll PraHours numEnrollmentsinPersonCsaHours numEnrollmentsRem
2 10 10 0 0 10
3
4

[T}
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The Participant Table shows information by individual Participant.

Participant Table
Participant Id Participant Name 1 Contact Number Initial Assignment Date Exit Date Program Year
- 9986694 Aldridge, Ronald (907) 203-0020 2/3/2022 2021
= 9995083 Anderson, Caitlin (505) 507-2741 9/17/2021 2021
= 9994791 Braze, Charles (303) 263-1523 10/4/2021 2021
= 9999697 Clark, Torey (505) 360-4322 4/1/2022 2021
. 9953790 Duckworth, David (505) 402-7258 4/20/2022 2021
= 9986368 Flores, Charlene (505) 328-3832 3/31/2022 2021
= 9979112 Fuentes-Sommer, Laura (505) 270-5858 9/9/2021 2021

To view an individual Participant’s report, click on the icon next to the Participant ID. The screen will
refresh and the individual Participant’s report will be visible at the bottom of the screen (you may have
to scroll down).

@ (Preprod/UAT) United States Dep X [B] Reports - SCSEP X @ [SCSEP-2755] PRODUCTION ISS. X | @ [SCSEP-2792] PROD: Reports -V X + R4 - X

< C' @& cmppreprod.dol.gov/suite/sites/scsep/page/reports ® ft 0O &

ADMIN CONSOLE

E 10001595 Ramirez, Mary (702) 274-1460 5/15/2022 2021

10items

Participant Assignment Details (Name: Mary L Ramirez)

Host Agency Name Type Assignment Date

Luna County Historical Society Host Agency 5/15/2022

Host Agency Id Address Assignment Start Date
10132681 301 S. Silver Deming, New Mexico 88030 5/16/2022

Assighment End Date

Quarter Total PRA Activities Total Paid In-Person Total Paid Remote Total Paid In-Person Total Paid Remote Total Paid Sick Leave

Hours CSA Hours CSA Hours Training Hours Training Hours Hours
Q1 0 0 0 0 0 0
0 0 0 o] 0 0

Q2
ﬂ £ Type here to search

The Participant’s report can be exported by clicking EXPORT.
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@ (Preprod/UAT) United States Dep X [BJ Reports - SCSEP X @ [SCSEP-2755] PRODUCTION ISS. X | @ [SCSEP-2792] PROD: Reports - W X + W = X

< c & cmppreprod.dol.gov/suite/sites/scsep/page/reports L ¥ » 0 &

Other bookmarks

& (] alll o
ADMIN CONSOLE MY TASKS REPORTS GRANTEES
Host Agency Name Type Assignment Date
Luna County Historical Society Host Agency 5/15/2022
Host Agency Id Address Assignment Start Date
10132681 301 S. Silver Deming, New Mexico 88030 5/16/2022

Assignment End Date

Quarter Total PRA Activities Total Paid In-Person Total Paid Remote Total Paid In-Person Total Paid Remote Total Paid Sick Leave
Hours CSA Hours CSA Hours Training Hours Training Hours Hours

Q1 0 0 0 0 0 0

Q2 0 0 0 0 0 0

Q3 0 0 0 0 0 0

Q4 0 120 0 0 0 40

EXPORT

ﬂ L Type here to search

Click REFRESH until a file name appears next to Export File on the screen.

[m)
X

@ (Preprod/UAT) United States Der X [B] Participant Hours Confirmation - X i@ [SCSEP-2755] PRODUCTION IS5\ X | i@ [SCSEP-2792] PROD: Reports - Vi X + R4 -

&« C @ cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcljQEjBAMESITYXSYWPO6_JJ_RLsxSCBP6bW_kB3eU4oONYhg?parameters=b5d... |& ¥ » 0O 2

202 —
P & alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Hours Participant Summary

Participant Hours Participant Summary data is being exported. Click refresh until the file is ready to download.

Export File Exporting... y
( Last Refresh: 12/2/2022 12:49 PM EST) REFRESH |

‘ CLOSE |

ﬂ L Type here to search

Click on the name or right click on the file name to download a copy of the file to your default file
location.
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@ (Preprod/UAT) United States Dep X E Participant Hours Confirmation - X @ [SCSEP-2755] PRODUCTION ISS. X | i@ [SCSEP-2792] PROD: Reports - W X + ~ - X
& c & cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcljQEJBAMESITYXSYWPO6 JJ RLsxSCBP6EW kBIeU4oONYhg?parameters=b5d... 1= % & O &
Other bookmarks
& all m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Hours Participant Summary

Export File Mary L Ramirez - 2021 - Assignment Hours Report Summary |

‘ CLOSE |

ﬂ £ Type here to search

The exported file is downloaded. You can access the file with any program that can read a Microsoft

Excel Worksheet.

AutoSave (@ off) 9~ Mary L Ramirez - 2021 - Assignment Hours Report Summary - Excel Kiesche, Frederick P - ETA CTR

U Comments ¥ Share

File Home Insert Page Layout Formulas Data Review View Help
- | = — EHinsert ~ -
ﬁj I_:& Calibri i AR == 9 [ W et General . = @ gnse 7% /C)
L X Delete ~ L]
Paste == . .l = = == . .9 o pg  Conditional Formatas Cell - Sort & Find &
S |£ I'U.H & A === = = [EMerge & Center $-% 9 % Formatting + Table  Styles~ | [EIFormats | € Fiterv select~
Clipboard & Font & Alignment ] Number & Styles Cells Editing Sensitivity
Al < S hostAgencyName
B = D E F
1 |hosmgench:ma IhostAgnm:yId hostAgencyType address assignmentDate assignmentStartDate
301 S. Silver Deming, New Mexico 8§ 5/15/2022

2 Luna County Historical Society 10132681 Host Agency

3
4

Once you have generated the report, you can either exit the Reports module entirely or generate more
reports by clicking the CLOSE button.
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@ (Preprod/UAT) United States Dep X H Participant Hours Confirmation - X @ [SCSEP-2755] PRODUCTION ISSL X i@ [SCSEP-2792] PROD: Reports - W X + A - X

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcjQEjBAMESITYXSYWPO6 JJ RLsxSCBPEbW kBYeU4oONYhg?parameters=b5d... 1= v & O & ¢
pprep g page/rep P QE <[ {7

Other bookmarks

T — .
8 [} alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Participant Hours Participant Summary

Export File Mary L Ramirez - 2021 - Assignment Hours Report Summary

‘ CLOSE |

ﬂ £ Type here to search

Clicking the CLOSE button will bring you back to the initial Reports tab screen.

@ (Preprod/UAT) United States Dep X n Reports - SCSEP X @ [SCSEP-2755] PRODUCTION ISSI. X @ [SCSEP-2792] PROD: Reports - W X + Y = X
<« C @& cmppreprod.dol.gov/suite/sites/scsep/page/reports 2w *» 0O &

Other bookmarks

& = all o I

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Action completed

= Reports It USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

NOTE v

Select a Grantee and Sub-Grantee and then click the search button to access the list of reports. If no Sub-Grantee is selected, the report will reflect data for all Sub-Grantees within the
selected Grantee.

USER ORGANIZATION FILTERS

Nationwide Grantee * Sub-Grantee
Yes

O No

_Select a Grantee v --Select a Sub-Grantee-- -

‘ SEARCH

1:00 PM
H AL Type here to search - 22

2.0 Actions
These reports are available at the Grantee Admin or Program Analyst levels only.
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2.1 Participant Actions Report

= Reports |4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

€ Back Participant Actions Report

INTRODUCTION v

List of all Participant with active Enrollments in SCSEP. For each Enrollment, the last updated data and due date for the following actions are provided: IEP, Recertification, Physical
or Waiver, and safety consultation.

Filters

Show Results
IEP Physical or Waiver Initial Assignment Date From Initial Assignment Date To
Recertification Safety Consultation mm/dd & mmyda o

‘OReset | Search

This report can be filtered by the following

o Show Results: Choose none or any combination of three for IEP, Recertification, Physical
or Waiver and Safety Consultation
o Initial Assignment Date From: Optional field to narrow your search.

o Initial Assignment Date To: Optional field to narrow your search.

Clicking RESET will clear the values for the filters.

§ Reports |4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION
€ Back Participant Actions Report
INTRODUCTION v

List of all Participant with active Enrollments in SCSEP. For each Enrollment, the last updated data and due date for the following actions are provided: IEP, Recertification, Physical
or Waiver, and safety consultation.

Show Results
IEP Physical or Waiver I Initial Assignment Date From | I Initial Assignment Date To I
Recertification Safety Consultation nms L] mm/dd [

‘OReset | Search

There are no required filters for this report.
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¢ Back Participant Actions Report

INTRODUCTION v

List of all Participant with active Enraliments in SCSEP. For each Enrollment, the last updated data and due date for the following actions are provided: IEP, Recertification, Physical
or Waiver, and safety consultation.

Filters

Show Results
IEP Physical or Waiver Initial Assignment Date From Initial Assignment Date To
Recertification Safety Consultation L nm/agyyyy &

OReset | Search

Choose filters and click SEARCH. The screen will show aggregate results based on the filters you
selected.

Show Results

IEP Physical or Walver Initial Assignment Date From Initial Assignment Date To

Recertification Safety Consultation m/aasyyyy B ¥ &

‘OReset | Search

Summary Section

Number of Enreliments 205

Number of Actions Pending 156 Number of Actions Past Due 664
Number of IEPs Pending 4 Number of IEPs Past Due 201
Number of Recertifications Pending 52 Number of Recertifications Past Due 153
Number of Physicals or Waivers Pending 50 Number of Physicals or Waivers Past Due 155
Number of Safety Consultations Pending 50 Number of Safety Consultations Past Due 155

The Summary Section of the report can be exported by clicking the EXPORT button below the Filters
section.

Show Results
IEP Physical or Walver Initial Assignment Date From Initial Assignment Date To

Recertification Safety Consultation

‘OReset | Search

Summary Section

Number of Enroliments 205

Number of Actions Pending 156 Number of Actions Past Due 664
Number of IEPs Pending 4 Number of IEPs Past Due 201
Number of Recertifications Pending 52 Number of Recertifications Past Due 153
Number of Physicals or Waivers Pending 50 Number of Physicals or Waivers Past Due 155

Number of Safety Consultations Pending 50 Number of Safety Consultations Past Due 155
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When a file name appears on the Report Confirmation screen, click on the icon under the word
Download to save a copy of the file to your default file location.

Other bookmarl

ok | all m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Report Confirmation

Participant Actions Report

Name Size Generated By Generated Date Download
PRA_REPORT 2023-07-14 03:42:59 31.447 KB Fred Keische 7/14/2023 3:43 PM EDT =]
| CLOSE

The Exported file is downloaded. You can access the file with any program that can read a Microsoft

Excel Worksheet. The file has two tabs, Summary and Details, which replicate the report as seen on the
screen.

Al - i Number of Enrollment
V| A B c D E
1 |Number of Enrollment [205

2 Number of Actions Pending "156

3 Number of Actions Past Due 664

4 Number of IEPs Pending A

5 Number of IEPs Past Due 201

6 Number of Recertifications Pend'52

7 Number of Recertifications Past7'153

8 Number of Physicals or Waivers 50

9 Number of Physicals or Waivers "s5

10 Number of Safety Consultations %o
11 Number of safety consultation p’155



Al

A

Ofelia,Gor
Jasmine,Y:
David,Duc
Marcellinz
Margaret,
Barbara T
Gloria,Bar
Carmen,Le
Arlene,Ru:
Jamie,Forc¢
Donna,He
Gracia,Bra
J. Kelly,Crc
Anita,Sedr
Julianne,G
Larry,Huff
Ronald,Alc
Charles,Br

=
SO®NO LA WN S

Participa |Participa Home_P Email
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Je Participant

B C D E F G H

I J K

L M N

(] P Q R

County_o Case_Ass Initial_As IEP_Statu Date_of_ Due_Dat Recertific Date_of_ Due_Dat Physical_ Date_of_ Due_Dat Assignme Safety C

9936461 (575)312-¢ MyophelizDona Ana Smith,Mar Past Due Past Due Past Due 8/4/2021 8/4/2022 06/21/202Past due
9953339 (505)593-( McKinley (Smith,Mar 6/5/2018 Past Due #######t# HHt###### Past Due 4/6/2022 4/6/2023 Past Due 1/8/2021 1/8/2022 06/08/201Past due
9953790 (505)402-1 San Juan (Smith,Mar 6/4/2018 Past Due 5/4/2022 Past Due Past Due 04/20/202Past due
9954369 (505)870-¢ McKinley (Smith,Mar Past Due Past Due Past Due 06/18/201Past due
9956104 (505)486-¢daleann5tSan Juan (Smith,Mar ####t#### Past Due 7/8/2022 1/8/2023 Past Due Past Due 07/20/201Past due
9957201 (505)243-ttelynor@cBernalillo Smith,Mar 8/2/2018 Past Due 8/9/2022 2/9/2023 Past Due Past Due 08/02/201Past due
9958708 (505)557-( Santa Fe CSmith,Mar #######t# Past Due 1/4/2022 7/4/2022 Past Due Past Due 09/10/201Past due
9958714 (505)306-: Bernalillo Smith,Mar ######4# Past Due ######SE 6/2/2022 Past Due H#HHHHSH HEHHHESH Past Due 5/7/2019 5/7/2020 08/27/201Past due
9959690 (505)486-: San Juan (Smith,Mar Past Due Past Due Past Due 07/01/202Past due
9963781 (505)357-¢balgal15@ Valencia CSmith,Mar ######## Past Due 2/8/2022 8/8/2022 Past Due Past Due 01/22/202Past due
9971249 (505)402-¢donnahenSan Juan (Smith,Mar ######## Past Due 6/7/2022 ######## Past Due 4/6/2022 4/6/2023 Past Due 7/4/2022 7/4/2023 03/18/202Past due
9887643 (505)701-f gbrabetz@San Juan (Smith,Mar ######## Past Due 7/6/2022 1/6/2023 Past Due Past Due 02/10/202Past due
9972376 (505)353-:slvr58ddy(Valencia CSmith,Mar 6/7/2019 Past Due 2/4/2022 8/4/2022 Past Due Past Due 06/07/201Past due
9984120 (505)261-tanitasedn Bernalillo Smith,Mar Past Due Past Due Past Due 02/24/202Past due
9983208 (505)235-: jmgmitch(Bernalillo Smith,Mar 2/7/2020 Past Due Past Due Past Due 06/22/202Past due
9983121 (505)861-.mesacowt Valencia CSmith,Mar 2/6/2020 Past Due 2/9/2022 8/9/2022 Past Due Past Due 02/06/202Past due
9986694 (907)203-( San Juan (Smith,Mar Past Due Past Due Past Due 02/03/202Past due
9994791 (303)263--hawks197 Bernalillo Smith,Mar Past Due Past Due Past Due 9/9/2021 9/9/2022 10/04/202Past due

S
Date_of_ D
08/04/2020
04/10/2010
05/10/2020
04/09/2010
07/10/2010
09/24/2020
08/03/2020
03/31/2020
01/26/2020
05/07/2020
02/27/2010
04/14/2020
07/30/2020
03/31/2020
11/02/2021
03/31/2020
07/12/2020
11/02/2021

The bottom of the screen shows individual Participants. These can be sorted on the Participant, Initial
Assignment Date, Date of Last IEP, Date of Next IEP, Date of Recertification, Date of Next Recertification,
Date of Last Physical or Waiver, Date of Next Physical or Waiver, Assignment Date, and Host Agency
Columns.

Detail Secti

>
3 L
a
o
m
-
)
=
—
=
-
=
=
[=]
-
o
E]
w
-
[=
<
H
>
<
N

. Participant Home . County of Cas_r-.\ lnlt!a\ IEP Date of Due Date Recertification
Participant Phone Email Assigned  Assignment of Next
ID Residence Status  LastIEP Status
Number to Date IEP
Gonzales, (575)312- § DonaAna  Smith, Past
461 M helia7 l. /16/2017 /101 /10/ P,
Ofelia 993646 6494 lyophelia70@gmail.com County Mary 06/16/20 Due 02/10/2022  08/10/2022 ast due

Date of
Recertif

041172t

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports
tab screen.

2.2 Most in Need/Waiver Factor Actions Report
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@ (Preprod/UAT) United States Dep X H Reports - SCSEP X + N - X

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports = % * 0O 2

= B4 alll

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

= Reports

|4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

€ Back Most In Need/Waiver Factor Actions Report

INTRODUCTION

List of all participants 1) with active enrollments in SCSEP, or 2) with active enrollments in SCSEP that have at least one missing waiver factor or waiver factor date in the current
program year or the previous program year.

Filters
Program Year Participant Detail Selection *
nfact the Bragrar - Show Current Participants With Pending Waiver Factor
sele e Program Yea,

Show All Current Participants
Leaving this blank will select both the current and previous years

RESET

ﬂ £ Type here to search

This report can be filtered by the following

o Program Year: The dropdown will allow you to select one of the two program years

available (current year and previous year). Leaving this blank will select both the current
year and the previous year.

= Repo rts |4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION

€ Back Most In Need/Waiver Factor Actions Report

INTRODUCTION

List of all participants 1) with active enroliments in SCSEP, or 2) with active enrollments in SCSEP that have at least one missing waiver factor or waiver factor date in the current
program year or the previous program year,

Filters

Program Year

Participant Detail Section *
- | Show Current Participants With Pending Waiver Factor
Show All Current Participants
2023 - Current Program Year

RESET
2022 - Previous Program Year

Both

o Participant Detail Selection: You can select either to show Current Participants With
Pending Waiver Factors or you can select to show All Current Participants. This is a
required field.
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= Reports I USER ORGANIZATIONS == EQUITABLE DISTRIBUTION
€ Back Most In Need/Waiver Factor Actions Report
INTRODUCTION v
List of all participants 1) with active enrollments in SCSEP, or 2) with active enroliments in SCSEP that have at least one missing waiver factor or waiver factor date in the current
program year or the previous program year.
Filters
Program Year Participant Detail Section *
Select the Program Year - Show Current Participants With Pending Waiver Factor
Show All Current Participants
Leaving this blank will select both the current and previous years
RESET EARCH
Clicking RESET will clear the values for the filters.
The Participant Detail Selection is the only required field for this report.
Choose filters and click SEARCH. The screen will show aggregate results based on the filters you
selected.
= Re po rts |4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION
& Back Most In Need/Waiver Factor Actions Report
INTRODUCTION Nz

List of all participants 1) with active enrollments in SCSEP, or 2) with active enrollments in SCSEP that have at least one missing waiver factor or waiver factor date in the current
program year or the previous program year.

Filters

Program Year Participant Detail Section *
. [ © show Current Participants With Pending Waiver Factorl

I 2022 - Previous Program Yearl

Show All Current Participants
Leaving this blank will select both the current and previous years

RESET | SEARCH
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Results Summary

Number of Participants: 5 Number of Participants 1 year from 0
Durational Limit with Waiver Factors
updated in Current Program Year:

Number of Participants 1 Year From 1

Durational Limit:
Percent of Participants 1 year from N/A
Durational Limit with Waiver Factors

Percent of Participants 1 Year from 20% updated in Current Program Year:

Durational Limit:
Number of Participants beyond

Number of Participants with Waiver ) Durational Limit Date with updated

Factors in need of update in Current Waiver Factor in Current Program Year:

Program Year:

Percent of Participants beyond N/A

Percent of Participants with Waiver N/A Durational Limit Date with updated

Factors in need of update in Current Waiver Factor in Current Program Year:

Program Year:

Percent of Participants beyond N/A
Percent of Participants with Waiver N/A Durational Limit Date with updated
Factors in need of update in Current Waiver Factor in Current Program Year:
Program Year:

Number of Extended Participants with 0
Number of Participants with Waiver 5 Durational Limit Date and updated
Factors in need of update in Previous Waiver Factor in Current Program Year:
Program Year:

Percent of Extended Participants with N/A

Percent of Participants with Waiver
Factors in need of update in Previous
Program Year:

100%

Durational Limit Date and updated

Waiver Factor in Current Program Year:

The screen will display aggregate results for the Grantee/Sub-Grantee you have chosen and display
them under Results Summary. This will include items such as Number of Participants 1 Year from
Durational Limit, Number of Participants beyond Durational Limited Date with updated Waiver Factors
in Current Program Year, Percent of Participants with Waiver Factors in need of update in Previous
Program Year, etc.

A B C D E F G H | J K L M N o P Q R S T u v w X Y z

Participant Table

Participant Home Application Enroliment Within 1 Year Date Expected To Date of County of Case
Participant t Phone of Durational Reach Durational ;
Id Date Date . L Birth Residence Worker
Number Limit Limit
N/A -- Currently
=  Brabetz, Gracia 9887643 505701 op292019  09/30/2019  No on Approved 04/29/1953  ~anjuan Sl
5728 County Mary
Break
g | Tebmon 9957201 (B05)243- ocnamm018 080212018 Yes 09/24/2023 022811952 Dermalillo Smith,
Barbara 6951 County Mary
g Aldridge, 9986694 07203 082020 101602020 No 10/15/2025 091971961 conuan Sl
Ronald 0020 County Mary
495- h,
=  Peina, Delbert 10000998 (WZO;I % oams022 050472022 No 05/03/2026 05/29/1965  Mora County m; '

The Participant Table section of the report can be exported by clicking EXPORT.
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= 2/27/2018 7:00 PM 9/20/2018 8:00 PM 9/19/2023 8:00 PM San Juan
= 9959690 Arlene Russell 505) 486-3308 11/16/1958

= rlene Russe (505) EST EDT EDT County
- ' 12/5/2018 7:00 PM 12/20/2018 700 PM  2/3/2024 7:00 PM Valencia
= 9963781 Jamie Ford (505)357-4628 EsT EoT 041961 0 iy

1-100f45 > »

EXPORT

____t_ 3 m___ 1 mIm. AA~A=Aa

Click REFRESH until a file name appears next to Export File on the screen.

@ (Preprod/UAT) United States Dep X ﬂ Participant Details Confirmation X + o — X
« C @ cmppreprod.dolgov/suite/sites/scsep/page/reports/start-process/iYBIC QEjBAMESITYXRASPOz6ddsljZer) 7r7xQI0NBzrQInvxvA?parameters=3dbafd . 12 ¥ #& O &

Other bookmarks

292 — .
o = alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Waiver Factor Participant Details Report

Waiver Factor Participant Details Report data is being exported. Click refresh until the file is ready to download.

Export File Exporting...
{ Last Refresh: 12/5/2022 1:35 PM EST ) REFRESH |

‘ CLOSE |

ﬂ L Type here to search

Click on the file name or right click on the file name to download a copy of the file to your default file
location.

ELTE = il m

CASES ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Waiver Factor Participant Details Report

| Export File MINWFA_Report_7/17/2023 9:25 AM EDT |

| CLOSE

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet. The file has two tabs, Summary and Details which replicates the report as seen on the
screen.
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4
1 [Number of Participants 154

Number of Participants 1 Year From Durational Limit

Percent of Participants | year from Durational Limit _ [42.2%
Number of Participants with Waiver Factors in need of r

2

4 |update in Current Program Year 0
Percent of Paticipants with Waiver Factors in need of

5 |update in Current Program Year N/A
Number of Participants with Waiver Factors in need of

& |update in Previous Program Year 5
Pexcent of Participants with Waiver Factors in need of |

7 |update in Previous Program Year 3.2%

Number of Participants 1 year from Durational Limit
with Waiver Factors updated in Current Program Year |0

©

Percent of Participants | year from Durational Limit

with Waiver Factors updated in Current Program Year N/A

Number of Participants beyond Durational Limit Date
10 |with updated Waiver Factor in Current Program Year |0
Percent of Participants beyond Durational Limit Date
with updated Waiver Factor in Current Program Year | N/A
Number of Extended Participants with Durational Limit
Date and updated Waiver Factor in Current Program
12 | Year 0

Percent of Extended Participants with Durational Limit

Date and updated Waiver Factor in Current Program

13 |Year N/A
B3 2 Jfe | 9956104

4 A B (5 D E

G H | J K L M

1 |Participa Participa Home_P Applicati Enrollme Within_1 Date_Exp Date_of_ County_o Case_Wo PY_2023_ PY_2023_ PY_2023_ PY_2023_ PY_2023_ PY_2023_ PY_2023_ PY_2023_ PY_2022_PY

2 |Brabetz, G 9887643 (505) 701- ###uitii #iHiiii No
3 |Long, Mar| 9956104)(505) 486- KA BRI Yes
4 |Telynor, B 9957201 (505) 243- #iH###H##H 8/2/2018 Yes
5 |Russell, Ar 9859690 (505) 486- HHAHINHH HEHAIINA Yes
6 |Aldridge, F 9986694 (907) 203- Fh#HiH#H#A BiHARENH No
7 |Peina, Del 10000998 (505) 495- #H###HH## 5/4/2022 No
8 |Retest-00110003884 (222) 222- 1/1/2022 1/1/2022 No
9 |Retest-00: 10003885 (222) 222- #iH#EHIH BHHHIHERH No
10 |Retest-00: 10003887 (222) 222- 1/1/2022 1/1/2022 No
11 Retest-00< 10003893 (222) 222- Hu#ub### BHA##HHH No
12 Retest-00¢ 10004228 (222) 222- 1/1/2022 1/2/2022 No
13 Retest-00¢ 10004230 (222) 222- 3/3/2022 3/3/2022 No
14 Retest-01110004839 (222) 222- #H##ik## HH##HHHE No
15 Test-002, 10004861 (222) 222- 1/1/2021 1/1/2021 No
16 Test-004, (10004874 (222) 222- 8/1/2022 8/1/2022 No
17 Test-001, {10004945 (222) 222- 1/1/2022 ######## No
18 Orientatio 10005145 (222) 222- 1/1/2020 1/1/2020 No
19 Orientatio 10005149 (222) 222- 1/1/2020 1/1/2020 No
20 Transfer-110005354 (222) 222- 1/1/2020 4/2/2020 No
4/2/2022 No

To view an individual Participant’s report, click on the icon next to Participant . The screen will refresh

N/A -- Cur ####ithi#t## San Juan (Smith, Ma
7/19/2023 ##tuitk### San Juan (Smith, Ma
9/24/2023 ##iH#iie Bernalillo Smith, Ma
9/20/2023 ######H# San Juan (Smith, Ma
10/15/202 ######## San Juan (Smith, Ma
5/3/2026 ##uiH### Mora Cou Smith, Ma
4/27/202€ 1/1/1950 Cape May fkem01, fk
4/27/202€ 1/1/1950 Cape May fkem01, fk
4/27/202€ 1/1/1950 Cape May fkem01, fk
N/A -- Cur 1/1/1950 Glouceste fkem01, fk
N/A -- Cur 1/1/1950 Cape May fkem01, fk
3/9/2026 1/1/1950 Essex Cou fkem01, fk
5/2/2027 1/1/1950 Cape May fkemoO1, fk
12/31/202 1/1/1950 Cape May fkemoO1, fk
12/30/202 1/1/1950 Glouceste fkem01, fk
1/12/202€ 1/1/1950 Sussex Co fkem01, fk
12/30/202 1/1/1950 Essex Cou fkem01, fk
12/30/202 1/1/1950 Hunterdoifkem01, fk
12/31/202 1/1/1950 Glouceste fkem01, fk
12/31/202 1/1/1950 Glouceste fkem01, fk

No as of ((

o P Q R s T
»
Q P Q R S

No as of (( Still time f.Sti
No as of (( No - 07/1&Nc
No as of (( Still time f.Sti
No as of (( No - Ne
No as of (( Still time f.Sti
No as of (( Still time f.Sti
No as of (( No - 09/2zYe
No as of (( No - 11/1CYe
No as of (( No - 09/2zYe
No as of (( No - 09/2:Ye
No as of (( No - 09/27Ye
No as of (( No - 10/0zYe
No as of (( No - 09/2€N¢
No as of (( No - 10/02N¢
No as of (( No - 10/27Ye
No as of (( No - 10/2€Nc
No as of (( Yes - 11/1 Ye
No as of (( Yes - 11/1 Ye
No as of ((

and the individual Participant’s report will be visible at the bottom of the screen (you may have to scroll

down).

Brabetz, Gracia PID: 9887643

2022 WAIVER FACTORS

Severe Disability

Still time for credit

Frail

Still time for credit

Old Enough, Not Receiving SS Title |1
Still time for credit

Severly Ltd Emp Prospects

still time for credit

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports

tab screen.

Limited English Proficiency
Still time for credit

Low Literacy Skills

Still time for credit

75 or Older

No as of (6/30/2022)

Formerly Incarcerated
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2.3 Follow-Up Reports

& Back Follow-Up Reports

Introduction v

List of all current and historical follow-up activity during the selected program year. A placement can appear on the list of follow-ups more than once if the placement needs
multiple follow-ups completed. The follow-up scheduled dates and employer information is displayed.

Instructions >

Filters -

Follow-Up Status *

Pending Follow-Up

ea -

Overdue Follow-Up

Follow-Up Cat: * .
Expired Follow-Up
Choose a Follow-up Categor) <

Successful Follow-Up

Negative Follow-Up ©OReset | Search

This report has three required filters: Program Year, Follow-Up Category and Follow-Up Status. Each of
these must be selected, in turn, to allow you to select from the next filter, and then to generate a
report.

e Program Year: Choose a program year you would like to examine for follow-up activity. You can
select the current year or one of several historical years. You must select one year from the
dropdown in order to make the next filter selection.

€ Back Follow-Up Reports

2023 yrogram year. A placement can appear on the list of follow-ups more than once if the placement needs
nployer information is displayed.
2022
2021 &
2020
(B
2018 Follow-Up Status *
{ Choose the Program Yea _‘ Pending Follow-Up

Overdue Follow-Up
ol *
Follow-Up Category Expired Follow-Up

Choose a Follfow-up Catego Successful Follow-Up

Negative Follow-Up ©Reset | Search

e Follow-Up Category: Filter your results on Follow-Up 1, Follow-Up 2, Follow-Up 3 or all (1, 2 and
3). You must select one choice from the dropdown in order to move on to the next filter
selection.
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€ Back Follow-Up Reports

Introduction v

List of all current and historical follow-up activity during the selected program year. A placement can appear on the list of follow-ups more than once if the placement needs
multiple follow-ups completed. The follow-up scheduled dates and employer information is displayed.

Instructions >

Follow-Up Status *
Pending Follow-Up

Overdue Follow-Up
Expired Follow-Up

sea v Alegor '] Successful Follow-Up

Negative Follow-Up

O Reset | Search

o Follow-Up Status: Refine your results for any number of Follow-Up Statuses. Select from
Pending Follow-Up, Overdue Follow-Up, Expired Follow-Up, Successful Follow-Up, Negative
Follow-Up. You must make at least one selection for the report to run.

& Back Follow-Up Reports

Introduction v

List of all current and historical follow-up activity during the selected program year. A placement can appear on the list of follow-ups more than once if the placement needs
multiple follow-ups completed. The follow-up scheduled dates and employer information is displayed.

Instructions >

Program Year * Follow-Up Status *

2022 . Pending Follow-Up

overdue Follow-Up

| *
Follow-Up Category Expired Follow-Up

All v Successful Follow-Up

' i .|
@ Negative Follow-Up ©) Reset | Search

Clicking Reset will clear the values for the filters. Once you have chosen your desired filters click SEARCH.
The screen will display aggregate results for the Grantee/Sub-Grantee combination you have chosen in
the top half of the screen, Summary and show you individual cases under the bottom half of the screen,
as Follow Up Results Details.

Count of Cases @ Number of Expired Follow-ups @

5 0

Number of Pending Follow-Ups @ Number of Successful Follow-ups @
0 12

Number of Overdue Follow-ups @ Number of Negative Follow-ups @

0 0
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Follow Up Report (2020) v

Follow Up Results Details

Follow-
Case Follow-  Follow-

Participant  Participant  Participant  Participant  Participant Participant  Up1

First Name LastName 1D Case ID Phone Participant Email Assigned ¢ it Date  scheduled P upt
To Status  Outcor
Date
505) 495- smith
Juana Locaspino 9954373 10365571 (202) Lty 03/17/2021  7/1/2021 Success  Yes
5500 Mary
Follow Up Report (2020) v
Follow Up Results Details
Follow- Follow-
Follow- Follow-  Follow- Follow-  Follow-
Up2 up3 Address  Address . Employer
Up1 uUp2 up2 Up3 up3 Empl Cit Stat 2
P Scheduled P P Scheduled P P mployer Line Line 2 ¥ ate P Contact
Outcome Status Qutcome Status Qutcome
Date Date
A ZZL::E New Gchachu
Yes 10/1/2021  Success No 1/1/2022 Success  Yes Health Care Zuni Pueblo 87327 :
Building Mexico Carol
Agency &5

The Follow Up Results Details shows more information than can normally be displayed on a screen; you
can scroll to see the remaining details by using the bar at the bottom of this part of the screen.

On the right side of the parts of this screen (Filters, Summary, Follow Up Report) you will see a caret that
expands or contracts the information shown below the title bar. The Export button will always remain
visible if there is information that can be exported. Below we see a screen where all the information has
been contracted.

& Back Follow-Up Reports

Introduction v

List of all current and histarical follow-up activity during the selected program year. A placement can appear on the list of follow-ups more than once if the placement needs
multiple follow-ups completed. The follow-up scheduled dates and employer information is displayed.

Instructions >

Filters

Summary

Follow Up Report (2020)

Here we see a screen where the Filters you selected are expanded, but the Summary and Follow Up
Report are contracted.
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Program Year * Follow-Up Status *

2020 - Pending Follow-Up
Overdue Follow-Up
Follow-Up Category * Expired Follow-Up
All e Successful Follow-Up

Negative Follow-Up ©Reset | Search

EXPORT

Summary

Follow Up Report (2020)

The Summary and Follow Up Report results can be exported by clicking EXPORT.

Count of Cases @ Number of Expired Follow-ups @

5 0

Number of Pending Follow-Ups @ Number of Successful Follow-ups @
0 12

Number of Overdue Follow-ups @ Number of Negative Follow-ups @
0 0

Click REFRESH until a file name appears next to Export File on the screen.

@ (Preprod/UAT) United States Der. X [B] Download follow Up Report-5¢ X 4 v - %

<« C @& cmppreprod.dol.gov/suite/sites/scsep/page/reports/start-process/iYBIcl QEJBAMESITUCSYWKOGBZIx25jgXceoF X-BapyUSFHanmenA?parameters=9ed.. 12 ¥ W [0 &

] il o
MY TASKS REPORTS GRANTEES

Download Follow Up Report

Follow Up Report details data is being exported. Click refresh until the file is ready to download.

Export File Exporting... ’7|
(Last Refresh: 7/17/2023 11:25 AM EDT) REFRESH |

=




©CIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Click on the file name or right click on the file name to download a copy of the file to your default file
location.

ik B4 aill m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Follow Up Report

Export File Follow Up Details Export Report7/17/2023 11:25 AM EDT

‘ CLOSE

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet. The file has two tabs, Summary and Details, corresponding to what you see in the
Summary and Follow Up Results Details on the screen.

A2 - fr 5

| A B C D E F

1 Countof Cases Number of Pending Follow-ups |Number of Overdue Follow-ups |Number of Expired Follow-ups |[Number of Successful Follow-ups |Number of Negative Follow-u
5 0 0 0 12

Detals ® ! t

A7 Jr

A A B C D E F G H | J

1 Grantee Code Sub Grantee Code Participant First Name |Participant Last Name |Participant ID |Participant Case ID ‘Part\:ipaanhone Participant Ema'\llcase Assigned To|County of Residenc
2 "6e0 NMOO1 Juana Locaspino 9954373 10365571 (505) 495-5500 Smith, Mary McKinley County
3 '5o0 NMOO1 Kathleen Mellott 9956733 10365435 (505) 402-4490  mellott48@msa.cSmith, Mary San Juan County
4 '5o0 NMOO1 Kathleen Mellott 9956733 10365435 (505) 402-4490  mellott48@msa.cSmith, Mary San Juan County
5 590 NMO0O1 Melinda Russell 9983161 10365596 (575) 533-6324  melcraigl963@yaSmith, Mary Catron County

6 690 NMO0O1 Ramona Jaramillo 9980876 10365462 (505) 818-0489  RamonaFranceslzSmith, Mary Bernalillo County
7 :-

8

9

10

11

12

13

14

i

16

17

18

19

20

21
N Summa 1 ‘ - 4

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports
tab screen.
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2.4 Assignment by Host Agency Report

-

aill i
CASES ADMIN CONSOLE MY TASKS REPORTS GRANTEES

§ RepOl’tS |4 USER ORGANIZATIONS = EQUITABLE DISTRIBUTION
€ Back Assignment by Host Agency Report
Filters v
Display Active Host Agencies Only Assignment Active From Assignment Active Through Show Report Summary
& mm/dcyyy &

Display Active Assignments Only Show Organization Summary

Show Most Recent Assignment Only

RESET | SEARCH

There are no required filters for this report. You can filter on:

e Display Active Host Agencies Only

e Display Active Assignments Only

e Assignment Active From (date range)

e Assignment Active Through (date range)
e Show Report Summary

e Show Organization Summary

e Show Most Recent Assignment Only

€ Back Assignment by Host Agency Report
Display Active Host Agencies Only Assignment Active From Assignment Active Through Show Report Summary
] n/dc =]

Display Active Assignments Only Show Qrganization Summary

Show Most Recent Assignment Only

RESET | SEARCH |

Choose filters and click SEARCH. If you selected Show Report Summary as one of your filters, then those
results will be displayed in the top half of the screen.

Clicking RESET will clear the values for the filters.
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Report Summary

Number of Host Agencies

213

Average Number of Participants

3

Number of Active Host Agencies

28

Average Length of Assignment

563

EXPORT

v

If you selected Show Organization Summary as one of your filters, then those results will be displayed in
the middle of the screen.

Organization Summary v

Name

niversity of New Mexico-
Gallup Workforce Connection

Santa Fe Senior Programs

Chihuahuan Desert Nature
Park

Santa Fe Community College -
Continuiny Education

New Mexico Legal Aid

10125374

10005495

10236164

10244647

10168077

FEIN

850386047

85031161

850116950

Address

705 Gurley Ave., New Mexico,
Gallup, 87301

PO Box 909, New Mexico, Santa
Fe, 87504

100 E. Hadley Ave.,, New
Mexico, Las Cruces, 83001

6401 Richards Ave., New
Mexico, Santa Fe, 87508

PO Box 25486, New Mexico,
Albuquerque, 87125

Type

Not For
Profit

Government

Not For
Profit

Government

Not For
Profit

Number of Active

Participants

Number of Inactive

Participants

Selecting one of the icons to the left of the Name of a Host Agency will show Detail Level Elements in the
bottom of the screen. This screen shows more information for each Host Agency than can be displayed
on most screens, so you will have to scroll over to see the remaining fields.

Detail Level Elements

Participant Home
Participant D P Phone
Number

(505)

EE{E;E:E 9864307 862-
2479

(505)

_'?iorﬁz;;' 9978256 713-
v 8271

(505)

Jseaaltnwater’ 9908804 905
5700

County of
Residence

McKinley
County

McKinley
County

McKinley
County

Case
Assigned
To

Smith,
Mary

Smith,
Mary

Smith,
Mary

Active
Assignment

Participant's
Job Code

Community
and Social
Service
Occupations

Farming,
Fishing, and
Forestry
Occupations

Community
and Social
Service
Occupations

Assignment
Start Date

8/10/2015

9/23/2019

11/13/2018

Assignment
End Date

10/1/2015

6/14/2020

12/14/2019

Length of
Assignment

52

270

398

Contact
Person
Name

Ms.Kendall,
Hilda

Ms.Kendall,
Hilda

Ms.Kendall,
Hilda

Contact
Person
Phone
Number

(505)
726-
8068

(505)
726-
8068

(505)
726-
8068
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Contact . .
. Supervisor  Supervisor . - .
Person . Supervisor Supervisor  Participant's
Contact Person Email Phone Cell .
Cell Name Email Schedule
Number Number
Number

coo@thecommunitypantry.org
coo@thecommunitypantry.org

coo@thecommunitypantry.org

The Report Summary, Organization Summary and Detail Level Elements sections of the report, if
selected, can be exported by clicking the EXPORT button above the Report Summary section.

Report Summary v

Number of Host Agencies Number of Active Host Agencies
213 28

Average Number of Participants Average Length of Assignment
3 563

Click REFRESH until a file name appears next to Export File on the screen.
Download Assignment by Host Agency Report

AHA Report details data is being exported. Click refresh until the file is ready to download.

Export File Exporting...

REFRESH
( Last Refresh: 7/17/2023 2:46 PM EDT ) L

CLOSE

Click on the file name or right click on the file name to download a copy of the file to your default file
location.
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=]

Il m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Download Assignment by Host Agency Report

| Export File Assignments_by_Host_Agency_7/17/2023 2:49 PM EDT |

{ CLOSE ‘

The Exported file is downloaded. You can access the file with any program that can read a Microsoft
Excel Worksheet. The file has three tabs, ReportSummary, OrgSummary, and participantSummary,
corresponding to the Report Summary, Organization Summary and Detail Level Elements that you see
on the screen.

A4 - S Average Length of Assignment

A A B C D E F G H | J K L M N [e]
1 Number of Host Agencies 28

2 Number of Active Host Agencies 28

3 Average Number of Participants 24

4 [Average Length of Assignment 563

@~ oW

OrgSummary | participantSummary ® 4

Al4 - I Bernalillo County
A A B C D E
1 Name of host agency D \FETN ‘Add] ess Type Numl
2 Santa Fe Senior Programs 10005495 PO Box 909, New Mexico, Santa Fe, 87504 Government
3 City of Farmington Bonnie Dal 10081315 109 E. La Plata Street, New Mexico, Farmington , 87401 Not For Profit
4 Lower Valley Senior Center 10059111 17 Road 6668, New Mexico, Fruitland, 87416 Government
5 City of Albuquerque 10220051 714 7th 5t. N.W., New Mexico, Albuguerque, 87102 Government
6 One Day At A Time Ministry 9994018 820 Sixth St. NE, New Mexico, Rio Rancho, 87124 Not For Profit
7 City of Albuquerque Los Volca 10039226 6500 Los Volcanes Rd., New Mexico, Albuquerque, 87121 Government
8 ALTSD-Long-Term Ombudsma 10056783 30584287 2407 W. Picacho, Ste. B2, New Mexico, Las Cruces, 88007 Government
9 HomeMade 10005674 915 Yale Blvd. SE, New Mexico, Albuguerque, 87106 Not For Profit
10 Luna County Histarical Society 10132681189535009 301 5. Silver, New Mexico, Deming, 88030 Not For Profit
11 City of Las Cruces 10059487 856000147 P.0. Box 20000, New Mexico, Las Cruces, 88004 Government
12 Community College of Central 10155475 4700 Morris NE, New Mexico, Albuquerque, 87111 Government
13 Zuni Pueblo Senior Programs 10222995 850156092 P.0. Box 339, New Mexico, Zuni, 87327 Government
14 (Bernalillo County I 10212886 2008 Larrazola Rd. SW, New Mexico, Albuquerque, 87105 Government
15 City of Aztec 10118150'556000105 201 W. Chaco, New Mexico, Aztec, 87410 Government
16 Belen Art League 10156881 P.0. Box 432, New Mexico, Belen, 87002 Not For Profit
17 Bloomfield Senior Center 10128080 124 W. Ash St., New Mexico, Bloomfield, 87413 Government
18 Valencia County Abundant Gr: 10175816'354762554 203 Rio Communities Blvd, New Mexico, Belen, 87002 Not For Profit
19 Northwest New Mexico Arts C 10112166'850384749 P.O. Box 2235, New Mexico, Farmington, 87499 Not For Profit
20 Frontline Mission 9988791 PO Box 2635 Farmington, New Mexico, Farmington, 87499 Not For Profit

participantSummary ®

ReportSummary
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R1 ¥ Jx | Contact Person Name
A A B © [ G
. ’Gl‘a_mee Code Subgrantee Code  [Host Agency D FEIN Address Type
2 '690 NMOO01 Coding Is Us 10274222 '3.23456789 Santa Fe Mall, New Mexico, Santa Fe, 08854 Not For Profit
3 '590 NMOO01 Lower Valley Senior Center 10059111 17 Road 6668, New Mexico, Fruitland, 87416 Government
4 690 NMO0O01 Central New Mexico Commu 9971634 900 University Blvd SE, New Mexico, Albuque Not For Profit
5 "690 NMOO01 Santa Fe Senior Programs 10005495 PO Box 909, New Mexico, Santa Fe, 87504  Government
6 690 NMO01 ECHO INC 9981484 'B50196667 401 5. Commercial, New Mexico, Farmington Not For Profit
7 690 NMOO1 HomeMade 10005674 915 Yale Blvd. SE, New Mexico, Albuguerque Not For Profit
8 690 NMO01 SQL Servers Are Us 10273820 123456789 Olde Towne Square, New Mexico, Santa Fe, (Not For Profit
) '690 NMOO1 SQL Servers Are Us 10273820 '123456789 Olde Towne Square, New Mexico, Santa Fe, ( Not For Profit
10 '690 NMO0O01 SQL Servers Are Us 10273820 '123456789 Olde Towne Square, New Mexico, Santa Fe, (Not For Profit
n '690 NMO0O01 SQL Servers Are Us 10273820123456789 Olde Towne Square, New Mexico, Santa Fe, (Not For Profit
12 690 NMOO01 SQL Servers Are Us 10273820 123456789 Olde Towne Square, New Mexico, Santa Fe, CNot For Profit
13 "690 NMOo1 SQL Servers Are Us 10273820 123456789 Olde Towne Square, New Mexico, Santa Fe, CNot For Profit
14 690 NMO001 5QL Servers Are Us 10273820123456789 Olde Towne Square, New Mexico, Santa Fe, (Not For Profit
15 '590 NMOO01 SQL Servers Are Us 10273820 '123456789 Olde Towne Square, New Mexico, Santa Fe, (Not For Profit
16 690 NMOO1 City of Aztec 10118150 856000105 201 W. Chaco, New Mexico, Aztec, 87410 Government
17 690 NMOO01 Belen Art League 10156881 P.0. Box 432, New Mexico, Belen, 87002 Not For Profit
18 690 NMOO01 Bloomfield Senior Center 10128080 124 W. Ash 5t., New Mexico, Bloomfield, 874 Government
19 "690 NMO001 One Day At A Time Ministry 9994018 820 Sixth St. NE, New Mexico, Rio Rancho, 87 Not For Profit
20 690 NMO01 qunty ) d 10175816 364762584 203 Rio Communities Blvd, New Mesxico, BeliNot For Profit
"

ReportSummary | QrgSummary

Clicking the CLOSE button in this (or any other report screen) will bring you back to the initial Reports

tab screen.

3.0 Employers

These reports are available at the Grantee Admin or Program Analyst levels only.

3.1 Customer Satisfaction Survey

@ (Preprod/UAT) United States Dep X [B] Reports - SCSEP X W =
&« C #@ cmppreprod.dol.gov/suite/sites/scsep/page/reports 2 % » 0O &
Other bookmarks
S = aill o :
ADMIN CONSOLE MY TASKS REPORTS GRANTEES
= Reports |& USER ORGANIZATIONS == EQUITABLE DISTRIBUTION
€ Back Customer Satisfaction Survey

Istomer Satisfaction Summary

Total Number of Employers with Pending Employer Survey: 0

Number of Employers where Pending Employer Survey is between 81 and 100 days from expiration: 0
Number of Employers where Pending Employer Survey is between 41 and 80 days from expiration: 0
Number of Employers where Pending Employer Survey is between 21 and 40 days from expiration: 0

Number of Employers where Pending Employer Survey is between 1 and 20 days from expiration: 0

EXPORT

Eonloune | &ddeace | &ddeace supervisor  supervisor Employer -

ﬂ £ Type here to search ~ w7 )
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3.2 County Reports

@ (Preprod/UAT) United States Dep X [EJ Reports - SCSEP X + ~ - X

<« C' @ cmppreprod.dol.gov/suite/sites/scsep/page/reports w2 * 0O 2

& (| alll

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

= Reports 14 USER ORGANIZATIONS == EQUITABLE DISTRIBUTION
€ Back County Reports
Report Date From Date To
e, - mm/ddiyyy & mm/dadAyy) ]
oo D
Name Report Type Program Year l Quarter
Enroliment County Summary Report 10/1/2022 Enroliment County Summary Report 2022 2 B
County Detail Report 10/1/2022 County Detail Report 2022 2 B
Enrollment County Summary Report 9/22/2022 Enroliment County Summary Report 2022 B

ﬂ £ Type here to search

This report is available at the Program Analyst level only.
This report can be filtered by the following

o Report: Enrollment County Summary Report or County Detail Report.
o Report Range: Enter a beginning and end date range.

Clicking CLEAR will clear all the values for the filters.
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@ (Preprod/UAT) United States Dep X H Reports - SCSEP

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports

]

ADMIN CONSOLE MY TASKS

= Reports

€ Back

Report Type

Name
Enroliment County Summary Report 10/1/2022
County Detail Report 10/1/2022

Enrollment County Summary Report 9/22/2022

ﬂ £ Type here to search

= % * 0O a

Other bool @

-

piig

GRANTEES

|4 USER ORGANIZATIONS

= EQUITABLE DISTRIBUTION

County Reports

Report Range

Date From
- mm/ddin ) ) ]
O CLEAR ‘ SEARCH
Report Type Program Year 1 Quarter
Enroliment County Summary Report 2022 2 B
County Detail Report 2022 2 B
Enrollment County Summary Report 2022 =]

This report has no required fields. If you do not select any filters, the bottom part of the screen will

display all available county reports.

@ (Preprod/UAT) United States Def. X ﬂ Reports - SCSEP

& c cmppreprod.dol.gov/suite/sites/scsep/page/reports

(]

ADMIN CONSOLE MY TASKS

€ Back

2 % » 0 2

Other bookmarks

-

A

GRANTEES

County Reports

Report Type Report Range

Report Date From Date To
Select a Rey - mm/ddiy) ] dasyyy &
U CLEAR ‘ SEARCH

Name Report Type Program Year 1 Quarter

Enroliment County Summary Report 10/1/2022 Enroliment County Summary Report 2022 2 B
County Detail Report 10/1/2022 County Detail Report 2022 2 B
Enroliment County Summary Report 9/22/2022 Enroliment County Summary Report 2022 =]
County Detail Report 9/22/2022 County Detail Report 2022 B

ﬂ £ Type here to search

Choose desired filters and click SEARCH. The screen will display the available reports for the filters you

select.
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@ (Preprod/UAT) United States Dep X H Reports - SCSEP X + N - X

& c @ cmppreprod.dol.gov/suite/sites/scsep/page/reports 2 % * 0 a

e -
8 [} alll m
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

€ Back County Reports
Report Date From Date To
Enrollment County Summary Report - mm/ddiyyy = ! [
< CLEAR [SEARCH |
Enroliment County Summary Report
Name Report Type Program Year 1 Quarter
Enroliment County Summary Report 10/1/2022 Enrollment County Summary Report 2022 2 B
Enroliment County Summary Report 9/22/2022 Enreliment County Summary Report 2022 B

ﬂ £ Type here to search

To Export an available county report, click on the Download icon next to Quarter. The Exported file is
downloaded. You can access the file with any program that can read a Microsoft Excel Worksheet.

Enroliment by County Summary 10_1_2022 - Excel P search (Alt+Q) Kiesche, Frederick P - ETA CTR | KF k3] - o
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Al > J FIPS
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1 |FIPS ISTATE_NACOUNTY_I'AARP Fou'Alabama' 'Alaska’ 'American 'Arizona’ 'Arkansas''Asociacid 'Associate 'California 'Center fo 'Colorado''Connectic 'Delaware 'District of 'Easter Se:'Example (
2 001 Alabama Autauga County 10
3 [ooa Alabama Baldwin County 2
4 [o0s Alabama Barbour County 1
5 'og Alabama Blount County 2
6 011 Alabama Bullock County 4
7 13 Alabama Butler County 4
8 7’.115 Alabama Calhoun County 7 16
9 017 Alabama Chambers County 2 5
10 '019 Alabama Cherokee County 6
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MY TASKS

All Notifications and assigned Tasks, such as Eligibility Approval and Eligibility Recertification, can be
found in this section.
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CASES ADMIN CONSOLE MY TASKS REPORTS

SCSEP Cases

NOTE

By default, only cases with an enroliment date on or after

1/1/2021 are being shown. Click the ‘Show Filters’ button to update filters for case search. If looking for a case prior to the default date. make sure to include at least one filter

Participant Name + Show Filters

Participant Cases

There are two sections under MY TASKS:

a. Case Tasks
b. Notifications

(=) lll
MY TASKS REPORTS

= All Tasks and Notifications for Edcasemgr Denk

[# Case Tasks ! Notifications (22) @
! Past Due © Due Soon 7 Upcoming 4 Escalated >, SORT I IF

/or IEP Due Date Reminder: 10868792 @

+ show Filters

x

Participant Due
Participant Name P | CaselD  CaseStatus Task Type Escalated? Status  Description
I Date Reassessment and/or IEP Due Date Reminder: 10868773 ©
) Due Date: 7/2/2023 x
& Participant: (Case ID: 10868773)
Test.033 :
10006612 10870243  Active Reassessment - 7122023 ! Reassessment and/or IEP Due Date Reminder: 10868794 ©
© Due Date: 7/1: x
& Participant: ( 4
Case 10870212 has been assigned to you 0
s x
10006418 10870033 Active Reassessment - 6/6/2023 1  notfication (Case 1D

Case 10870213 has been assisned ta vou A

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 Case Tasks on the left and a sub-screen with a yellow border labeled Notifications on the right.
On the upper right corner of the Notifications sub-screen is an Expand Notifications switch that will
expand the sub-screen to the full screen when clicked.

Depending on the user role, the Case Tasks and Notifications sub-screens may also have options to sort
between Case-level and Grantee-level.

Five filter buttons appear below the title of the Case Tasks sub-screen:

e All Tasks — All tasks assigned to the user appear.
e 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.
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e Escalated — Tasks that have been escalated from another user appear.

iE :
cases ADMIN CONSOLE

[# Case Tasks ! Notifications (22) @

! Past Due @ Due Soon i Upcoming /™ Escalated - SORT It IF

& Hide Filters Reas: d/or IEP Due Date Reminder: 10868792 @

3 X

. & Participant: (Case ID: 10868792)

Filters
‘or IEP Due Date Reminder: 10868773 @

Participant Name CaseID Case Status 1 Du 3

ID: 10868773)

participant 10 TaskT Escalated? and/or IEP Due Date Reminder: 10868794 @

articipant ask e DueDateFrom  Due Date To scalated?

Yes (UNo

Grantee Sub-Grantee assigned to you @

‘est-004 cm 3rd notification (Case ID:

Case 10870213 has been assigned to you @
0 Due Date: 7/11/2023 x
& Participant: Sesep-699 Test-005 cm initial task (Case 1D: 10870213)

Below the filter buttons on the right of the Case Tasks sub-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:

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

e (Case ID — A text box that allows the user to search by Case ID.

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

e Participant ID — A text box that allows the user to search by Participant ID.

e Task Type — A dropdown that allows the user to filter results based on one or multiple task
types.

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

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

e 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 have been
escalated.

e Grantee — A dropdown that allows users to filter results based on the grantee that owns the
case.

o 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.

o Below the additional filters on the right of the Case Tasks sub-screen are two buttons labeled
RESET and SEARCH.

o The RESET button clears all filter values entered.

o The SEARCH button applies the entered filters to the criteria of the search.
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m ! Past Due @ Due Soon I Upcoming  Escalated - SORT It IF

B Hide Filters Reassessment and/or IEP Due Date Reminder: 10868792 0

Filters

nd/or IEP Due Date Reminder: 10868773 0
Participant Name CaselD Case Status 202

portc . aske e fated? r IEP Due Date Reminder: 10868794 @
articipan! ask Type Due Date From  Due Date To scalates £ Due Date: 7/10/2023 x
— - Yes (No & Participant: (Case ID: 10858734)

Case 10870212 has been assigned to you
Grantee Sub-Grantee ® youe

99 Test-004 cm 3rd notification (Case 1D:
10870212)

RESET Case 10870213 has been assigned to you 0
[ Due Date: 7/11/2023 x
& Participant: Scsep-6599 Test-005 cm initial task (Case 10: 10870213)

Tasks are displayed in a table format with the following default columns:
e Participant Name — The First Name and Last Name of the participant appears as hyperlinked
text. When clicked, the user is redirected to the task screen for additional information.
e Participant ID — The participant ID of the case appears.
e Case ID —The Case ID of the case appears.
e Case Status — The Status of the case appears (Pending, Active, Exited, etc.).
e Task Type — The Task Type appears.

e Escalated? — If the task has been escalated to the user, the word Yes appears. Otherwise, a dash
appears.

e Due Date — The due date of the task appears in the following format: MM/DD/YYYY.

e Status — A red information icon (!) appears in the column when the task is past due. The status
of the task appears when the user hovers over the icon.

o Description — The description of the task and the action needed appear.

Almost all columns on the table allow users to sort by clicking on the column header. Clicking the
header once sorts the tasks by that column in ascending order, and an up-pointing arrow appears in
the header. Clicking the same header again sorts the tasks by that column in descending order, and
a down-pointing arrow appears in the 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.



Scsep-699 Test-027 ga 1st escalation

Scsep-699 Test026 ga nitial task

Scsep-699 Test-022 sga 3rd
escalation

Scsep-699 Test-020 sga 15t escalation

015 sup 3rd

Scsep-699 Test-008 o escalation
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10008606

10006605

10006601

10008599

10006594

10006587

10870235

10870234

10870230

10870228

10870223

10870216

Active

Active

Active

Active

Active

Reassessment

Reassessment

Reassessment

Reassessment

Reassessment

Reassessment

71242023

71242023

71242023

212023

7M2/2023

TN22023

Reminder: You are required to do 2
assessments within a 12 month
period: your last assessment was 10
month ago. You ... Show More

Reassessment and/or [EP Due Date
Reminder: You are required to do 2
assessments within a 12 month
period: your last assessment was 9
month ago. You o... Show More

Reassessment and/or |EF Due Date
Reminder: You are required to do 2
assessments within a 12 month
period: your Last assessment was 13
months ago. Yo... Show Mare

Reassessment and/or |EP Due Date
Reminder: You are required to do 2
assessments within a 12 month
period: your last assessment was 10
month ago. You ... show More

Reassessment and/or |EP Due Date
Reminder: You are required to do 2
assessments within a 12 menth
period: your Last assessment was 13
months ago. Yo... Show Mare

Reassessment and/or EP Due Date
Reminder: You are required to do 2
assessments within a 12 month
period: your last assessment was 13
months ago. Yo... Show More

1-100f435 3 »
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2. Notifications

The MY TASKS console provides users the ability to view and manage tasks and notifications generated
at various stages of the case management process. Grantee Admin users and Program Analysts will have
Case Notifications and Grantee Notifications headers above their Notifications tab that can be toggled to
sort between these two notification types.

= All Tasks and Notifications for Edgrantadmin Denk

T Grantee Tasks L e
= - . M SORT It IF
= All Tasks 1 Past Due © Due Soon 1 Upcoming  Escalated

Reassessment and/or IEP Due Date Reminder: 10868792 @
+ show Filters & Due Date: 7/2/2023 x
& Participant: (Case I0: 10868792)
P i [
Participant Name ertidipant | Case ID Case Task Type Escalated?  DU€ Status  Description Reassessment and/or IEP Due Date Reminder: 10865773
o status Date (1 Due Date: 7/2/2023 X
& Participant: (Case ID: 10868773)
Reassessment and/or IEP Due Date
057 gaiep 3rd Reminder: You are required to do 2 Case 10870189 has been assigned to you @
10006637 10870268 Active Reassessment - ! assessmentswithina A e Dt 71412023 x
period; your last a & Participant: Test Re-enrolk-1 (Case ID: 10870189)
months ago. Yo... Show h
Reassessment and/or IEP Due Date Reminder: 10868794 0
Reassessment and/or IEP Due Date €1 Due Date: 7110/2023 X
S Reminder: You are required to do 2 2 Participant: (Case ID: 10868734)
€st055 ga lep 15 10006635 10870266 Active Resssessment - 722028 | assessmentswithin a 12 month
period: your last assessment was 10 Case 10870231 has been assigned to you @
month ago. You .. show More £ Due Date: 7/11/2023 ”
& Participant: Scsep-699 Test-023 ga Initial natfication (Case ID:
Reassessment andior IEP Due Date 10870231)
Reminder: You are required to do 2
1006630 10870261 Acve  Resssessment  — 7122003 | assessmemswitina 12 month o tserms s
period: your last assessment was 13
months ago. Yo... Show More
Reassessment and/or IEP Due Date
Reminder: You are required to do 2
10006608 10870237 Active Reassessment - 22023 | assessm ithin a 12 month
period: your last assessm 513
months ago. Yo
Reassessment and/or [EP Due Date

SCSEP ~

ADI

= All Tasks and Notifications for Edgrantadmin Denk

«l Notifications (33) ©

+ Show Filters

SORT Iz IF

Reassessment and/or IEP Due Date Reminder: 10868792 0
{1 Due Date: 7/2/2023 x
& Participant: (Case ID: 10868752)

Reassessment and/or IEP Due Date Reminder: 10868773 0
£1 Due Date: 7/2/2023 x
& Participant: (Case ID: 10868773)

Case 10870189 has been assigned to you @
1 Due Date: 7/4/2023 X
& Participant Test Re-enroll-1 (Case ID: 10870189)

Reassessment and/or IEP Due Date Reminder: 10868794 @
{1 Due Date: 7/10/2023 X
& Participant. {Case ID: 10868794)

Case 10870231 has been assigned to you @

1 Due Date: 7/11/2023 X
8 Participant: Scsep-699 Test-023 ga initial notification (Case 1D: 10870231)

€< 1-50f33> »

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.
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ADMIN CONSOLE MY TASKS REPORTS GRANTEES

= All Tasks and Notifications for Edgrantadmin Denk

 Notifications (33) ©

+ Show Filters

SORT It IF

Reassessment and/or IEP Due Date Reminder: 10868792 @
1 Due Date: 7/2/2023
& Participant: (Case ID: 10868732)

Reassessment and/or IEP Due Dai
11 Due Date: 7/2/2023
8 Participant: (Case ID: 10868773

Case 1087018
©Due Date: 7+
& Participant

s been assigned to you ©
23

enroll-1 (Case 1D 10870189)

Reassessment and/or IEP Due Date Reminder: 10868734 @
1 Due Date: 7/10/2023 x
& Participant: (Case ID: 10868734)

Case 10870231 has been assigned te you 0
1 Due Date: 7/11/2023 x
& Participant: Scsep-699 Test.023 ga initial notification (Case ID: 10870231)

€ ¢ 1-50f335 »

When expanded, on the right of the Notifications sub-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:

e Notification Type — A dropdown that allows the user to filter results based on one or multiple
Notification types.

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

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

e 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
have been escalated.
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MY TASKS. REPORTS

= All Tasks and Notifications for Edgrantadmin Denk

« Natifications (33)

SORT It IF

Reassessment and/or IEP Due Date Reminder: 10868792 @
1 Due Date: 7/2/2023
& Participant: (Case 102 10868792)

Reassessment and/or IEP Due Date Reminder: 10868773 0
01 Due Date: 7/2/2023 *
& Participant: (Case ID: 10868773)

Case 10870189 has been assigned to you @
€1 Due Date: 7/4/2023 x
& Participant: Test Re-enroll-1 (Case ID: 10870189)

Reassessment and/or IEP Due Date Reminder: 10868794 0
£ Due Date: 7/10/2023 x
& Participant: {Case ID: 10868794)

Case 10870231 has been assigned to you @

1 Due Date: 7/11/2023 %
8 Participant: Scsep-699 Test-023 ga initial notification (Case 1D: 10870231)

€ <1-50f33> »

= All Tasks and Notifications for Edgrantadmin Denk

! Notifications (33) ©
& Hide Filters

Filters

Natification Type Due Date From Due Date To Escalated?

- & & Yes No

= D

Notifications are listed below the filters in the following format:

[Name of Notification]: [Case ID]
Due Date: [M/D/YYYY]
Participant: [Participant Name] (Case ID: [Case ID])

Filters

Natification Type Due Date From Due Date Ta Escalated?

Reassessment -

&
o

es I No

RESET | SEARCH

SORT 1L IF

and/or IEP Due inder: 10868792 @
 Due Date: 7/2/2023
8 Participant: (Case ID: 10868752)

and/or IEF Due 10868773 ©
) Due Date: 7/2/2023 x
& Participant: (Case ID: 10868773)

Case 10870189 has been assigned to you @
9 Due Date: 7/4/2023 x
& Participant: Test Re-enroll-1 (Case ID: 10870189)

and/or |EP Due 10868794 ©
0 Due Date: 7/1 x
& Participant: (Case 1D: 10866754)
Case 10870231 has been assigned to you @
9 Due Date: 7/1 x

8 Participant: Scsep-639 Test-023 ga initial notification (Case 1D: 10870231)

An X appears on the right of each notification. When a user clicks the X, the following message appears
in a prompt window:

Are you sure you would like to dismiss this notification? This action cannot be undone.
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If the user clicks YES, the notification is removed from the list. If they click NO, this prompt simply
disappears.

Dismiss Notification

Are you sure you would like to dismiss this notifieation? This
action cannot be undone.

NO

Users can click a notification in this list to view the Participants Summary and take appropriate action.
Once that action is 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 Admins can utilize search
functionality but cannot edit information.

2 GRANTEES

&% GRANTEES sz SUB-GRANTEES

The GRANTEES tab has two Sub-Sections:

e GRANTEES
SUB-GRANTEES

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

B Hice Filters

After you run a search, the ID, Grantee Name and if the Grantee Is Active are displayed. The Is
Active? column will read No when a grantee has been retired.

2002540

Grantse Name

1 s Acver

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

< Back

D
99000221
99000161

99000165

1.1 Summary

Grantee Name

District of Columbia

I Swap Test #1

Swap Test #3

8 GRANTEES
T city State
Baltimore test Wyoming
I Baltimore test Wyoming
Baltimore test Wyoming

+ Show Filters

Is Active?

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

Example Grantee

Grantee Summary

Grantee Name
Example Grantee
Active

Ves

fdministrator Info

Username
iynengoctpartners.com

twardbertest@gmeil.com

Read Only Info

Username

Durational Limit Policies

Policy ID

Name
Leila Lyncn

tward napezem

Extension Option

Grantee Code
10800

Date First Active

Work Phone

Work Phone Fax Number

Fax Number

Nousers are Availadle

Effective Date

There are no Durational Limit Policies.

Mational Grantee
Mo
Date Last Active

MANA

Email
Iynch@octpartners com

twardbertest@gmall.com

Email

Policy Status
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1.2 Sub-Grantees
A Grantee Admin or Program Analyst can view Sub-Grantees linked to a Grantee using this sub-heading

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-Grantees for the selected Grantee are available in this section. The selected
Grantee Summary is displayed at the top of the screen.

Swap Test #1

Summary Sub-Grantees Related Actions

Swap Test #1 Sub-Grantees

Grantee Summary
City Baltimore test State Maryland

Grantee Name Swap Test #1
Grantee Code 320 Region Active Yes
National Grantee No Date First Active 07/01/2020 Date Last Active

Search Sub-Grantees

‘O Reset | Search

Show Inactive Sub-Grantees

Sub-Grantee Name 1 Sub-Grantee Code Effective Date End Date State County of Residence Status
Swap 5ub #1 551 8/17/2021 8/17/2022 Maryland Big Horn County Active
Swap Sub #2 552 8/17/2021 8A17/2022 Maryland Big Horn County Active

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 the

Show Inactive Sub-Grantees checkbox.

Swap Test #1
Swap Test #1 Sub-Grantees

Grantee Summary

Grantee Name Swap Test#1

City Balimore test State Maryiand

Active Ves

Grantee Code 2 Region
National Grantee No Date First Active 07/31/2020 Date Last Active
Search Sub-Grantees
1 SubGrantee Code Effective Date End Date State County of Residence Status

Sub-Grantee Name

Maryiand Big Harn County Active

Swap Sub #1

Maryiznd Big Horn County Acive

Swap Sub #2

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.
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Swap Test #1

summary  Sub-Grantees Related Actions

ey ManageGrants
Manage Grantee's Grants and Sub-Grantees access to them

Manage Authorized Positions
View and Allocate Authorized Positions to Sub-Grantees

i=

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.

== & il m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Goodwill Industries International

summary Sub-Grantees Related Actions

ey ManageGrants
Manage Grantee's Grants and Sub-Grantees access to them

| w— Manage Authorized Positions
3 — View and Allocate Authorized Positions to Sub-Grantees

The Grantee Summary is found at the top section.
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SCSEP - O ®)

Goodwill Industries International

- -

an Grantee Code Mationsl Grantee
oo Incus 4 =

Retive Date First Active Date Last Active
Regior

Grant Filters

Program Year

Grants

Grant bumber Program Year

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.

Goodwill Industries International

Sub-Gra -::-I Related Actions I

Manage Grants

Manage Goodwill Industries International Grants
Grantee Summary

Hame

National Grantee

Date Last Active

Grant Filters

Select a Grant Number in the grid to view details.
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()

Goodwill Industries International

Manage Grants

Manage Goodwill Industries International Grants
Grantee Summary

Grankes Name

Gacchut Inchstres Irsernatsnal

Active

Region

regon2

Grant Filters

Frogram Year

Grants

Grant Number

Grantee Code

Date First Active

Program Year

Mational Grantee

Date Last Active

To add a new Sub-Grantee to the selected Grant, click ADD SUB-GRANTEE TO GRANT.

Edit Grant

Grantee Summary

Grantee Name Swap

Grantee Code

National Grantee Mo

Grant Summary

Grant Number AD.

Search Sub-Grantees

D Reset | Search

Linked Sub-Grantees

Grant Access Grid

Sub-Grantee. Sub-Grantee Code

Swap Sub #1

Swap Sub £2

Swap Test#1 330

Click ADD NEW.

Date First Active

City Balimars tes

Region

2020

Program Year 2031

State
Maryland
Maryisnd

Maryland

Organization Type
Sub-Grantee
Sub-Granzes

Grantee

State Maryl
Active Ves

Date Last Active

Sub-Grantes Status

Active

Active

Inactive

Swap Test #1

ADD Sub-Grantees To Grant

Grantee Summary

Grantee Name Swzp Tes

Grantee Code 330

National Grantea No

Grant Summary

GrantNumber AD-35224-21-50-A2

Selected Sub-Grantees

Sub-Grantee

@ ADD NEW

ity Bzlomare tes

Region

Date First Active

Program Year 2021

Sub-Grantes Code

Mo Grant Access

State

lable

State Maryland
Active ‘ez

Date Last Active

County of Residence Sub-Grantes Status
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You can search for a Sub-Grantee by entering its name in the search box.
Swap Test #1

Summary S Graiess

ADD Sub-Grantees To Grant

Grantee Summary

Grantes Name Swzp Test#! City Bslimars tes State Maryland
Grantee Code 390 Region Bctive Yaz
National Grantee No Date First Active 07/01/2020 Date Last Active

Grant Summary

GrantNumber AD-25224-21-60-42 Program Year 1011

Selected Sub-Grantees

Sub-Grantee Code State ‘County of Residence Sub-Grantes Status
x
© ADD NEW
Swap Test #1
Summary  SubGrantass

ADD Sub-Grantees To Grant
Grantee Summary

Grantee Name Swap Test #1 City Baltimore test State Maryland

Grantee Code 330 Region Active Yesz

National Grantee No Date First Active 07/01/2020 Date Last Active

Grant Summary

Grant Number AD-36224-21

Program Year 2021

Selected Sub-Grantees

F
Sub—Gran(EeI Sub-Grantee Code State County of Residence Sub-Grantee Status
q X

Swap Sub 21

o Sub #2

Click SUBMIT to save the chosen option.
Or, click CANCEL to discard the selection.

To remove a Sub-Grantee, click on the checkbox next to the Sub-Grantee name.

Edit Grant

Grantee Summary

Grantee Name Swap Test#1 City Bsltmore test State Maryland
Grantee Code 330 Region Active Yes
National Grantee Ha Date First Active 07/01/2020 Date Last Active

Grant Summary

Grant Number AD-26224-21-60-4-2 Program Year 2021

ADD SUB-GRANTEE TO GRANT

Search Sub-Grantees

O Reset | Search
Linked Sub-Grantees

Grant Access Grid

Sub-Grantas SubGrantes Code Stata Organization Type Sub-Grantes Status
B swapsub#l Maryland Sub-Grantee Active
Swap Sub 52 Maryland Sub-Grantee Active

Swap Sub#2 Maryznd Sub-Granies Active

SwapTest#! 390 Maryland Grantes Inzeive
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Select Remove From Grant from the drop down and click SUBMIT.

Edit Grant
Grantee Summary
Grantee Name Swap Test #1 City Baltimore test State Maryland
Grantee Code 290 Region Active Yer
National Grantee Mo Date First Active 07/01/2020 Date Last Active

Grant Summary
Grant Numbar AD-26224-21-60-A-2 Program Year 2021

ADD SUB-GRANTEE TO GRANT

Search Sub-Grantees

‘DReset | Search

Linked Sub-Grantees

Rer am Grant

L Sun-Grantee Sub-Grantee Code State Organization Type Sub-Grantee Status
O Swapsub#1 551 Marylznd Sub-Granzze Active

[ swepsubs2 552 Maryiand Suk-Granzze Active

[l Swapsunsz 552 Marylznd Sub-Grantee Active

B swapTest#! 330 Maryland Grantee Inactive

A confirmation message is displayed: Are you sure that you want to remove the selected Sub-Grantee(s)
from this Grant?

Click YES to continue with the selected action. Click NO to cancel the selected action.

Are you sure that you want to remove the selected Sub-
Granteels] from this Grant?

o =]

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 an existing one,
etc.

A summary of the SUB-GRANTEES and their related actions are found in this section.

i GRANTEES

% GRANTEES % SUB-GRANTEES

Sub-Grantee can be searched by entering their name in search box and clicking SEARCH. The search
results will populate below the dropdown menu.
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To view the Summary click on the Sub-Grantee Name in the grid.
& Back & SUB-GRANTEES
B Hide Filters

Filters

City Is Active?

Yes No

D Sub-Grantee Name T ity Iz Active?
5000241 Baltimore test Yes
990007162 Baltimore test
33000164 Swap Sub $2 Baltimore test
93000766 Swap Sub 3-1 Baltimore test Yes
9000167 Swap Sub 3-2 Baltimore test Yes

5 items

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

DC Subgrantee

Sub-Grantee Summary

Sub-Grantee Name DC Subgrantee City Baltimore test State Maryland

Region Active Yes

Date Last Active

Administrator Info

There is no active administrator for thiz organizatian.



