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Introduction

Authorized by the Older Americans Act (OAA) and originally enacted in 1965, the Senior Community
Service Employment Program (SCSEP, sometimes referred to as Title V) is funded and administered
by the Employment and Training Administration (ETA) of the U.S. Department of Labor (DOL). SCSEP
is the oldest nationally directed community service and work-based job training program that is
designed to help low-income, unemployed individuals aged 55 and older find work. The program
matches 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.

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

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

Services Provided to SCSEP Participants

Services provided to participants include:

e Periodic assessments and an Individual Employment Plan (IEP)

e |Improved living situation through paid training while preparing for future unsubsidized
employment

e Connection with peers and their community and helping to address community needs

e Increase in job skills and work experience through community service assignment and by
attending specialized training sessions and on-the-job experience

e Exploration of employment opportunities in their labor market

e Additional skillimprovement 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:

First quarter (July - September)
Second quarter (October - December)
Third quarter (January - March)

Fourth quarter (April - June)

Pobd=

Document Overview

This user guide consolidates information and instructions for using SCSEP, including role-specific
information, and serves as a comprehensive reference for the management areas and 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).

This user guide is intended for use alongside other resources, including the Data Collection
Handbook, Data Validation Handbook, and QPR Handbook. It will be updated as needed to
reflect changes to GPMS.

Help Desk

If any issues are encountered with the SCSEP GPMS, contact the SCSEP Help Desk.
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SCSEP GPMS Core Functional Requirements

The SCSEP GPMS is deployed on top of the Appian COTS platform that supports the case
management lifecycle. 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:

Functional area ‘ Description

User management

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

Case management

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

Eligibility verification

Allows users to ensure that participants meet the eligibility
requirements.

Services management

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

Outcome management

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

Exit management

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

Follow-up management

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

Reporting

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

User Roles

Within 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 QPRs

Case Supervisor

e Users with all Case Manager privileges plus the ability to
reassign cases and Case Managers
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Role name ‘ Abilities

Ability to create users with any role except Grantee or Sub-
Grantee Administrator

Ability to assign/reassign cases to Case Managers

Ability to add, edit, delete, and read throughout the system
Ability to review and approve eligibility determination
Ability to request re-certification of a case

Not permitted to submit QPRs

Sub-Grantee
Administrator

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
Sub-Grantee Administrators inherit all permission of the
Case Supervisor along with the ability to manage the set of
users that have access within their sub-grant

Ability to create users with any role except another Sub-
Grantee Administrator or Grantee Administrator

Ability to assign/reassign cases to Case Managers

Grantee Administrator

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
Grantee Administrators inherit all permission of the Case
Supervisor along with the ability to manage the set of users
that have access within their grant

Ability to create users with any role except another Grantee
Administrator

Ability to assign/reassign cases to Case Managers

Program Analyst

Program Analysts are those users located within the
National Program Office

Ability to add Grantee Administrators

Ability to view all grantee organizations

Ability to designate the Grantee Administrators
Ability to delete a case

Note: Only Program Analysts can view or edit Pll
information after it has been entered/saved in the
application.

Read Only Global

User will have View Access to all grantee/sub-grantee
information in the GPMS.

If a useris provided with Read Only Global access for a
grantee, the same user cannot be provided with Read Only
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Role name Abilities

Restricted access (see below) for a specific sub-grantee
with the same grantee.

e Usercanview all cases and tasks.

e Limited access to Admin Console and Reports

e User can create and export reports but cannot export the
extracts

e User cannot create cases or edit existing cases

Read Only Restricted

e User hasthe same access as Read Only Global but only for
their specific grantee.

For users with multiple roles in GPMS, the level of access is based on the highest level of access.

Case Status

Within the GPMS, the case statuses in the following figure are used. Each status is further defined

in the table.

I T Pending Eligibility Eligible Exited —
Approval In Follow Up

Withdrawn Ineligible m Active — On Break Locked

Status Description
Case has not been submitted for eligibility determination. Case
. status is updated to Pending when the Case Manager has
Pending . .
completed the case creation process, but the participant has not
been moved through all the intake process steps.
Withdrawn Case has not been submitted for eligibility determination and user

has selected Withdraw from the Related Actions tab.

Pending Eligibility

An eligibility determination decision has not been made.
A task for eligibility approval has been created by the user (and sent

A L
pprova to the Case Supervisor), but eligibility has not been approved.
. Case status is updated to Eligible when eligibility approval has been
Eligible .
granted by the Case Supervisor.
Ineligible Case status is updated to Ineligible if the Case Supervisor deems

the case to be disqualified due to specific program requirements.

Page 11 of 119



OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Status ‘ Description

When the case is determined to be Eligible, the case is placed on a

Waitlist - . . . ) . .
waitlist until a community service assignment is available.
Case status is updated to Active after eligibility has been approved
by the Case Supervisor, the program orientation date has been
Active 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 system.

Role name Abilities

A sequence of identifiers across the top of the screen that provide a menu of

Tabs .
options.
Navigation .
buttons A sequence of buttons at the bottom of the screen to navigate the user.

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

Field-level help | Alertthe userto 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 . .
A calendar format is provided to select a date.
buttons
Upload .
A button used to begin the attachment of an external document to the case.
documents

Error & warning
messages

Used to display required or recommended actions or errors in data.
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Role name Abilities

Alternative text Alt text or tooltips have been added in GPMS to aid in the translation of
and tooltips visible Ul content into text that is either read aloud or presented as Braille.

Tabs

Once you sign in to SCSEP GPMS, the main navigation bar appears at the top of the screen,
containing various tabs for navigation through the application.

oBe i,

o % all Jun
ADMIN CONSOLE MY TASKS REPORTS GRANTEES

Explanation

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

. Available to Administrator roles. Refer to the permission matrix for
Admin Console

details.

My Tasks Actions that require the user’s attention.

Reports Provio!es gccess 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

Closes the screen without saving the information and returns to the

Close . .
main overview screen.

Save + Continue Saves the information and proceeds to the next screen.

Saves the information, closes the screen, and returns to the main

Save + Close }
overview screen.

Continue Proceeds to the next screen.
Previous Returns to the previous screen without saving the information.
Complete Saves the information and completes the case intake process.
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Dropdown Lists

Dropdown lists provide a predetermined list of allowable values to ensure that only those values
are selected and entered into the GPMS. Depending on the specific dropdown list, only one value
may be selected, or multiple values may be selected.

Field-Level Help

Fields marked with a question mark icon (0 ) offer field-level help. Hovering over the question mark
displays help text with specific instructions or data validation limits for that field.

Required Fields

Fields marked with an asterisk (*) are mandatory and require user input before moving forward or
saving the data entered on the screen. Data will not be saved until all required fields are populated
with valid data. If you attempt to save the data by selecting Save + Continue with no data entered in
the required fields, a message will be displayed, and you will not be able to move forward until
required fields are populated with valid and appropriately formatted data.

Calendar Buttons

To enter a date into the GPMS, you can 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. Use
the arrows to navigate to the correct date before pressing the Enter key.

Upload Documents

Use the Upload button to add documents to a case. After clicking Upload, choose one or more
files from your local hard drive using the file browser, and then click Open to execute the upload.
Repeat this process for any additional files.

At present, only Microsoft Excel files are allowed to be uploaded to the GPMS.

Grids

Grids display rows of data in a tabular format and allow you to select a specific item for further
viewing or action. In some instances, checkboxes are displayed that allow you to select a specific
row from a grid with which to work. At other times, you 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 or down) within the header row indicating
that data within the grid can be sorted in either ascending or descending order. Click the arrow next
to the title in the grid’s header row to sort the data. To sort in the reverse order, click the arrow next
to the title in the grid header again.
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When a grid has many rows, the number of rows is displayed in the bottom-right corner of the
screen. 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

Error messages will be displayed if you are required to take corrective action on a screen 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

Setup for New Account

Please refer to the instructions in the GPMS Production Access document under Quick Links on
the SCSEP Help website. To access SCSEP GPMS:

1. Launch https://cmp.dol.gov/suite?signin=login-gov
2. Enteryour credentials.

D LOGIN.GOV Q

8o®

DOL Case Management Platform

is using Login.gov to allow you to

sign in to your account safely and
securely.

Sign in for existing users

Email address

Password

- |

password

3. Click Signin.

4. Enter the code received from login.gov.

5. Click Submit.

6. Select SCSEP from the dropdown list on the Department of Labor homepage.
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Navigating SCSEP

When a user accesses the GPMS application, a menu consisting of four tabs (five 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, but the following menu is the one that you will
see most often.

| aill m

ADMIN CONSOLE MY TASKS REPORTS GRANTEES

SCSEP Cases

(Note: Not all roles are authorized to perform all the actions documented here.)

The Cases tab 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:

"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:

e Allusers will see all cases connected to the sub-grantee(s) with which they are associated.
e Grantee Administrators will see all cases associated with the grantee they administer.

i= & =
CASES ADMIN CONSOLE MY TASKS SESERSS 0 Q
SCSEP Cases

e

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.

5
Participant Name 1 D + Show Filters
Participant Cases
ADD NEW CASE
|
Participant Participant Case Date of Exit Months in
CaselD Name ! D Grantee Sub:Grantes Assigned To Enrollment Date Program Status

‘ ] National Older Workers NOWA (New .
10869110 |Brenda Johnson 10005581 Association (NOWA) Jersey) Fred Smith Eligible

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 you to search all participants based on any
part of the participant's name. Any of the following formats can be used:
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[last name], [first name]
[first name] [last name]
[last name]
[first name]

2. Add New Case: Click Add New Case to begin the process of entering a new case for a new
or existing participant into the system.

3. Sorting arrows: Use the sorting arrows (T ascending and l descending) to sort participant
cases in the desired order.

4. Participant Name: Click on a participant’s name to open the record for display and editing.

5. Filters: The Show Filters button allows you to specify a range of possible items with which
to limit the displayed cases within the grid (the default is to display all):

a.

b.
c.
d

oo

Case D

Participant ID

Status: You can select one or many statuses.

Case Manager: You can select cases assigned to a particular Case Manager. This
field can only be selected once a sub-grantee is selected.

Grantee

Sub-Grantee: You can only select a sub-grantee after selecting the grantee.
Grant (Informational): When you select a sub-grantee, the filter displays a grant
number associated with the grantee/sub-grantee.

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

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

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

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

Filters

Case ID

Status

Active

Active On-Break
Grantee

Sub-Grantee

Enroliment From

01/01/2021

Participant ID

Case Assigned To

Grant

Enrollment To Exit From Exit To

il

E3
3
El3
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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 user guide. Refer to the 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. You 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" appears below the field. When clicked, a textbox
displays additional information regarding the field. The text will also change to "Hide Instructions,"
which will close the textbox when clicked.

Clicking Complete in this and other sections of case data entry will display the text "Action
Completed" temporarily 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 Add New Case. The
Create New Case screen will appear.

SCSEP Cases

NOTE

By default, only cases with an enrallment date on or after 1/1/2021 are being shown. Click the 'Show Filters' button to update filters for case search.

Participant Name

Participant Cases

ADD NEW CASE

Create New Case

Participant Search

Social Security Number * Confirm Social Security Number *

2. Enterthe applicant’s Social Security Number (SSN), and then re-enter it in the Confirm
Social Security Number field.
a. The applicant’s SSN is masked as a series of asteriskg ********%*
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b. The system validates that the SSN is in a valid format and that the applicant does
not already exist in the system based on their SSN.

c. Oncethe applicant’s SSN is entered into the system, it cannot be updated. Contact
SCSEP Help for assistance with updating the applicant’s SSN.

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

Participant Search

Social Security Number * Confirm Social Security Number *

........... © Reset | Search

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

When Search is clicked:

If the applicant’s SSN is already in the system, and has an active case, their
details are shown along with the following message: “Note: The participant

with the Social Security Number that is entered already exists within SCSEP.
Based on the Social Security Number, this person is currently enrolled with

the following Grantee: <Grantee Name>. Please contact your Grantee.” The

Continue button is grayed out.

If the participant’s SSN is already in the system AND has an exited case, the
participant’s details are shown along with the following message: “Note: 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.” If the user wishes to add a new case in the system, click
Continue.

If the existing participant has an open placement, the following message is
displayed on the Enter Case Details screen: “The participant currently has
an Open Placement with [Grantee Name] Caseld:[Caseld] and cannot be re-
enrolled until the Placement End Date for that previous enrollment has been
completed. A Task notification has been sent to the grantee.”

If the applicant’s SSN is not in the system, the Enter New Participant Details
section appears with the following message: “Note: The participant with the
Social Security Number that is entered does not exist within SCSEP. Fill out
the following form to create a new participant.”

If the applicant does not have an active assighment and has between 1 and

30 days left on the durational limit, the following message is displayed: “The
following participant was found with that Social Security Number. Please
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note this participant is [exact value] days from reaching durational limit.
Please continue if you wish to add a new case for this participant. Unless the
participant's durational limit date is increased, the termination letter would

have to be issued immediately or it may be overdue.”

Enter the information into the fields on the screen and click Continue. Once the applicant’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.

The Enter Case Details screen will appear.

Enter Case Details

—

Intake Eligibility

vCase Details
Grantee *

Grant *

Application Date *

Characteristics

Sub-Grantee *

Case Assigned To *

Other Enrollment Information

vParticipant Information
Social Security Number

XKX-XX-XXXX

First Name *

Middle Initial

Last Name*
iser guide update v1.6
Date of Birth*

06/25/1950 ]

Adequate Connectivity Adequate Device
Yes Yes

No No

Primary Phone*

Alternate Phone

Email

Employment Status *

Cell?

Cell?

vMailing Address

Address Line 1*
Address Line 2
Zip+4

City * State * Zip*

vResidence State

State *

County of Residence *
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vSecondary Contact Information

Check if Available

vParticipant Demographics

Gender

Ethnicity Hispanic / Latino?
Yes
No

Participant did not self-identify

Did Participant Identify Race?
Yes No

Race
American Indian or Alaskan Native
Native Hawaiian or Other Pacific Islander
Asian
Black / African American

White

a. Use the progress bar at the top of the screen to track your 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

e —
Intake

Eligibility Characteristics

Other Enroliment Information

b. Selectthe Grantee, Sub-Grantee, and Grant in which to enroll the applicant. If the
user has a single role associated with their account, the respective dropdowns
default to that grantee and sub-grantee.

vCase Details

Grantee *

National Older Workers Association (NOWA)

Sub-Grantee *

- NOWA (New Jersey)

Grant™

Case Assigned To

D37226.. + || Fred smith - scsepmpr+nowacm@gmail.c:

Application Date *

01/01/2020| &

Select the Case Manager assigned to the case. Once a case is created, it may be reassigned
only by a Supervisor or an Administrator.

Enter the applicant’s contact information into the fields.

a.

If the applicant’s physical address is different from the mailing address, select the
state of the physical address. Once selected, County of Residence will populate
with a list of counties within that state. Refer to the Data Collection Handbook for
guidance on the participant's address and county.
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vParticipant Information

Social Security Number
KXR-KH-XXKK

First Name *
Adriar

Middle Initial

Last Name *
Allweather

Date of Birth
01/01/1950 -]

Adequate Connectivity
O ves

No

Adequate Device
Qves

No

Primary Phone *

(222) 232-6022 Cell?
Alternate Phone
Cell?
Email
Employment Status
Unemployed -

vMailing Address

Address 2950 Kirkbride Way
Apt.#2
Indianapolis, Indiana
46222

vResidence State
State Indiana

County of Residence Marion County

8.

If the applicant has a secondary contact, select the Check if Available checkbox under

Secondary Contact Information. Contact information fields will appear on the screen. Enter

the information into the fields.

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. Enterthe applicant’s demographics. If Native Hawaiian or Other Pacific Islander or Asian
is selected for Race, an additional field labeled Nationality will appear.

vParticipant Demographics
Gender

Male -
Ethnicity Hispanic / Latino?

Yes

O No

Participant did not self-identify

Did Participant Identify Race? Nationality
O ves Mo Filipino -
Race

American Indian or Alaskan Native

Native Hawaiian or Other Pacific Islander
Asian

Black / African American

White

Select all that apply

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

b. Save + Continue opens a pop-up window to confirm case creation.
i. Click No to returnto the Intake screen. Information entered into the fields on
the screen will not be saved.
ii. Click Yes to save the information and create the case.

c. Save + Close saves the information entered on the screen.

1.2 Eligibility
The next step in the case creation is the determination of the applicant's eligibility to participate in

the SCSEP program. The applicant’s eligibility requirements are entered into the system as an initial
determination and then given final approval for enrollment.

Case Managers who enter the initial determination requirements must obtain 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
applicant as either eligible or ineligible. Once approvalis 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.

v
ntake Eligibility Characteristics Other Enrollment Information
Eligibility
Number in Family Preliminary
Eligibility Date

This preliminary eligibility determination will only become final when

approved by a supervisor or above.
Enter the total members in family including the participant I ca by F

Is Family Income at or below 125% poverty level?

Total Includable Family Income
Family Income is at or below 125% Poverty Level

12 month

atort ¢ y
& month Family Income is not at or below 125% Poverty Level

Applicant Certification
Did the applicant sign the Applicant Certification?
Yes

No

Case Manager

1. Enter the information into the fields on the Eligibility screen.
2. Theinstructions for the Number in Family field are as follows: “Enter the total members in
family including the participant.” If the number exceeds 14, a warning message will appear,
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user can choose to either to confirm or reject the number.

ructions for the Total Includable Family Income field are as follows:

For the 12-month period: “Total includable family income during the 12-month
eligibility determination period.”

For the 6-month period: “Total includable family income during the 6-month
eligibility determination period, annualized.”

4. Selectone of the navigation buttons at the bottom of the screen:

a.
b.

Previous returns you to the previous screen in the intake process.

Close returns you to the main Cases screen without saving information. A
confirmation message will appear.

Save + Close saves the information entered on the screen and returns you to the
main Cases screen.

Save + Continue saves information entered on the screen and navigates you to the
next screen. The system will display eligibility based on the information entered.

Participant Summary

Participant Name Participant ID State Case ID

Adrian Allweather CMS010005587 New Jersey 10869116
Grant Number Age County Enroliment Dat|
AD37226216001 73 Somerset County

System Eligibility 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.

Participant Summary

Participant Name Participant ID State Case D

Adrian Allweather CMS010005587 New Jersey 10869116
Grant Number Age County Enrollment Dat
AD37226216001 73 Somerset County

System Eligibility Determination: Ineligible

Reasons for Ineligibility

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

5. 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 will appear.

Reason for Ineligibility * Action Taken if Ineligible *
Age Referred to One-Stop
Residence outside of state Referred to Social Services
Income Referred to another project
Failed to complete Recertification Placed in unsubsidized employment pursuant to MOU
Other Other
6. Select one of the navigation buttons at the bottom of the screen:

a.

Previous returns you to the previous screen.
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b. Submit opens a pop-up window to confirm eligibility submission. The message
states: “Submit Confirmation: The Supervisor will now review this request and make
the final Eligibility decision. Do you want to continue?”

A notification is sent to the Supervisor requesting approval for eligibility determination, and the
Characteristics screen will appear. While eligibility is pending approval, the Case Manager can
continue entering information into the Characteristics and Other Enrollment Information screens.

Supervisor

If a Case Manager submits a case for eligibility approval, the Supervisor will receive a task
immediately in their list.

1. Select My Tasks from the main navigation bar to find the participant in the tasks list.
2. Click onthe linkin the task to approve the eligibility for the participant. The Intake Checklist
screen will appear.
3. Click Approve Eligibility in the top-right corner of the screen. The Eligibility Determination
Approval screen will appear.
4. Selectwhether 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 will appear.
5. Select one of the navigation buttons at the bottom of the screen:
a. Cancelreturns you to the Intake Checklist screen.
b. Submit:
i. Ifthe participant was deemed eligible, the button returns you to the Intake
Checklist screen and the participant’s status appears as Eligible.
ii. Ifthe participant was deemed ineligible, the button returns you to the Intake
Checklist screen and the participant’s status appears as Ineligible.

lEIigibiIity Determination |
SCSEP Eligible?
Yes

O No

| Reason for Ineligibility * |

Age

Residence outside of state
Employed

Income

Failed to file complete Application

Other

I Action Taken if Ineligible * I

Referred to One-Stop

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

Other

0/2000

Page 25 of 119



1.3 Characteristics

OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

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

Enter Case Details

Intake

vParticipant Summary
Participant Name

Adrian Allweather

Grant Number

AD37226216001

Eligibility

Participant ID
CMS010005587

Age
73

v
Characteristics

State

New Jersey
County
Somerset County

Other Enroliment Information

Case ID
10869116

Enrollment Date

v Priority of Service

Veteran Status *
Yes
No

Status not known

Individual with a Disability *

Yes

No

Participant did not self-identify
(Show Detailed Instructions)
Homeless *

Yes

No

(Show Detaile

‘Formerly Incarcerated?’ is blank

Eligible Veteran Status *
Served less than 180 days
Eligible veteran
Spouse of Veteran
Not eligible

(Show Detai

ions)
Disability Reported As
Self Reported
Is Documented

At Risk of Homelessness *
Yes

No

Veteran, Post-9/11 Era

Yes

O no

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

Yes

No

Urban or Rural *

(Lookup RUCA by Zip Code) / (Lookup RUCA by State/Cou

Urban

Rural

Falled to Find Employment After Using WIOA Title | *
Yes

No

Limited English Proficiency *
Yes

No

Low Literacy Skills *
Yes

No

Low Employment Prospects *
Yes

No

Formerly Incarcerated? *
Yes

No

vMost In Need Waiver Factors
Severe Disability *

Yes

No
Date Severe Disability Last Updated *

&

Severely Limited Employment Prospects in Area of
Persistent Unemployment *

Yes

No

Date Severely Limited Employment Prospects in Area of

Persistent Unemployment Last Updated *
&
Limited English Proficiency *
Yes

No
Date Limited English Proficiency Last Updated *

Frail
Yes

No

Date Frail Last Updated *

0ld Enough but Not Receiving S5 Title Il *

Yes

No

75 or Older *
Yes

No

Formerly Incarcerated? *
Yes

No

Low Literacy Skills *

Yes

No

Date Low Literacy Skills Last Updated *

Date Old Enough but Not Receiving SS Title Il Last Updated *
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Other Characteristics

Public Assistance

Receiving Temporary Assistance for Needy Families (TANF) * Receiving Supplemental Nutrition Assistance (SNAP) Unemployment Compensation Eligibility Status *
Yes Yes Claimant Referred by Reemployment Services and Eligibility Assessment
(RESEA)
No No
Claimant Referred by Worker Profiling and Reemployment Services
Supplemental Security Income (S51) / Social Security Disability Subsidized Housing * (WPRS)
Insurance (SSDI) Status * Yes
Claimant Not Referred by RESEA or WPRS
ssl
No Exhaustee
5501 .
State or Local Welfare (General Assistance) * Claimant is Exempt
S5l and S5DI ¥i
& Neither Claimant ner Exhaustee
55! and Ticket Holder No

55D and Ticket Holder
Both §S1 and SSDI and a Ticket Halder

Other Public Assistance Recipient *
Yes

Does not meet above conditions No

Other Barriers to Employment

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

Ex-Offender * Greatest Social Need * Other Significant Barrier to Employment *
Yes Yes Yes
No No No
Participant did not disclose (Show Detailed Instructions)

(Show Detailed Instructions)

Low Income Status at Program Entry * Displaced Homemaker *
Yes Yes
No No

(Show Detailed Instructions) (Show Detailed instructions)

Participant Characteristics Comments

Veteran Status Eligible Veteran Status IVeteran, Post-9/11 Era * I

O ves Served less than 180 days Yes
No No
Status not known spouse of Veteran

Not eligible

(Show Detailed Instructions)

Individual with a Disability
Individual with a Disability [oisability Reported As *|

Self Reported

No Is Documented

If a user selects Participant did not self-identify for Individual with a Disability, the question Has
the individual received services funded by the State Development Disabilities Agency (SDDA)?
will be grayed out and not editable.
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Homeless

If a user selects Yes for Homeless, the At Risk of Homelessness field automatically selects No
and is grayed out.

Homeless *
O Ves|

No

(Show Detailed Instructions)

Limited English Proficiency

If a user selects Yes for Limited English Proficiency, the Primary Language field appears and is
mandatory. Please note that users cannot select Yes for both Limited English Proficiency and Low
Literacy Skills characteristics.

vMost In Need Waiver Factors

Severe Disability * Frail* 75 or Older * Formerly Incarcerated?
Yes Yes Yes ves
NO No No NC

Date Severe Disabllity Last Updated Date Frall Last Updated Low Literacy Skills * Date Fermerly Incarcerated Last Updated

™ a Yes o
No
Severely Limited Employment Prospects * Old Enough but Not Receiving SS Title 11 *

Date Low Literacy Skills Last Updated
Yes Yes

No

Date Severely Limited Employment Prospects Last
Updated

No

Date Old Enough but Not Receiving S5 Title Il Last
Updated

& i
Limited English Proficiency *

Yes

No
Date Limited English Proficiency Last Updated

-]

Formerly Incarcerated

If 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), itis
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 ves

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?

Date Formerly Incarcerated Last Updated

oy
B

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

Formerly Incarcerated? *

Yes

© No |

Formerly Incarcerated? *

(Show Detailed Instructions)

No
IBate !ormer'y |ncarceratea East Upaatea I
e
:::]
Veteran Status * Eligible Veteran Status * Veteran, Post-9/11 Era
Yes Served less than 180 days Yes
No Eligible veteran Ono
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 e
Homeless * At Risk of Homelessness * Urban or Rural *
Yes Yes Urban
No No Rural

I (Lookup RUCA by Zip Code) / (Lookup RUCA by State/County/Tract Code) I
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—
vMost In Need Waiver Factors
Severe Disability * Frail * 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 *

Jd 8 @ Yes &
No
Severely Limited Employment Prospects * Old Enough but Not Recel
Date Low Literacy Skills Last Updated *
Yes Yes
No No -
Date Severely Limited Employment Prospects Last Date Old Enough but Not Receiving SS Title Il Last
Updated * Updated *
] @
Limited English Proficiency *
Yes
No
Date Limited English Proficiency Last Updated *
]
Other Characteristics
Public Assistance
Receiving Temporary Assistance for Needy Families (TANF) * (SNAP) * c ion Eligibility Status *
Yes Yes Claimant Referred by Reemployment Services and Eligibility Assessment
No No (RESEA)

Supplemental Security Income (551) / Social Security Disability

Insurance (SSDI) Status *
ss|
5501
551 and SSDI
S51 and Ticket Holder
SSDI and Ticket Holder
Both SSI and SSDIand a Ticket Holder

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

Other Public Assistance Recipient *

Claimant Referred by Worker Profiling and Reemployment Services
(WPRS)

Claimant Not Referred by RESEA of WPRS
Exhaustee
Claimant is Exempt

Neither Claimant nor Exhaustee

Yes
Does not meet above conditions No
Educational Attainment
Highest Education Level Completed *
. . -

Other Barriers to Employment

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)

Greatest Social Need *
Yes
No

(Show Detailed Instructions)

Displaced Homemaker *
Yes

No

(Show Detailed Instructions)

Other Significant Barrier to Employment*
Yes
No

Participant Characteristics Comments

0/2000
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The following screen is to identify any associated Co-Enrollments in Other Program Services.

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 Enrollment Date

AD37226216001 73 Somerset County

None
Co-Enrollment in WIOA Adult Formula program?
Yes, Local Formula
Yes, Statewide
Yes, Both Local Formula and Statewide
No
Co-Enrollment in Title Il Adult Education (WIOA)?
Yes
No

Unknown

Co-Enrollment in National Farmworker Jobs Program?

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

Co-Enrollment in Vocational Education program?
Yes

No

Unknown

Co-Enrollment in WIOA Vocational Rehabilitation program?
Yes
VR1
Both VR and VR1
No

Unknown

Co-Enrollment in Wagner-Peyser Employment Service program?

Co-Enroliment in Veterans' Programs?
Yes, DVOP Specialist

Yes, LVER Specialist
No

Unknown

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
No
Co-Enroliment in Other WIOA or Non-WIOA Programs?
Yes, Other WIOA or Non-WIOA Programs
1/DD, MH or other disability programs
No

If Other, please Specify

Participant Interest Job Code
Job Codes

Comments

0/ 2000
Program Introduction
Pre-Assessment Date

%

Program Overview Date
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Selecting None deactivates all other fields in this section and automatically populates them as No.

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

Co-Enrollment in Vocational Education program?

Yes
Co-Enrollment 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

You can select up to three areas of interest from the Participant Interest Job Code dropdown list.
Note: Both the Pre-Assessment Date and the Program Overview Date must

e occur after the Application Date and
e notoccurin the future based on the date of data entry.

Program Introduction
I Pre-Assessment Date I IProgram Overview Date I
& mm/dal &
1.5 Intake Checklist

You can track the status of the case intake process using the Intake Checklist, displayed below.

Element of the intake process that are complete are marked by a green check mark. If all required
elements have not been completed, the section text appears as a hyperlink that, when clicked,
navigates you to the selected section.

Intake Checklist
Action Items
Eligibility 1
Characteristics [!
Other Enroliment "1
Program Introduction 4
2. Assighments

Upon approval of the applicant's eligibility by the Supervisor, the status changes to Eligible. Now
the assignments can be added to the participant. Assighments can be added, edited, or deleted
even after a participant has exited the program. Some of these functions are only available at the
level of Supervisor or higher.
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The Assignments tab displays all assignments for the participant with an Assignment ID,
Assignment Date, Assighment End Date, and Host Agency Name.

Adrian Allweather (Case ID: 10869116) ADD ASSIGNMENT | ADD TO WAITLIST \l

Summary Assignments 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 D

Adrian Allweather CMS010005587 New Jersey 10869116

Grant Number Age County Enroliment Date
AD37226216001 73 Somerset County

Assignments

Assignment Id Assignment End Date Host Agency Name

No Assignments available

Clicking Add Assignment when there are incomplete elements of the intake process navigates you
to the Assignment Checklist screen, where you can confirm the completion status of action items
in the checklist (Intake, Eligibility, Characteristics, Other Enrollment information).

For action items that have not been completed, clicking the unchecked action item (in this
example, Characteristics) navigates you to the relevant screen. Some of the fields that were not
mandatory during enrollment are mandatory for adding assignments.

Assignment Checklist
Action Items
Intake B
Eligibility B
Characteristics D
Other Enrollment Information @

After completing all mandatory (*) fields, click Save + Close. Once the pending action items are
completed, all action items in the Intake Checklist are marked with a green check mark. You can
then add assignments to the participant's record.

Intake Checklist
Action Items
Eligibility E/
Characteristics E/
Other Enrollment E{
Program Introduction 4
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2.1 Add Assignments

To add an assignment:

1. Click Add Assignment.

Belinda Chesterfield (Case ID: 10869117) A0D To WaTLIST
Ssummary Participant Required Actions Participant History Extensions Related Actions

2. Enterthe information into the fields on the screen. The Assignment Date should not be
before the Eligibility Determination Date.
3. Click Search.

4. Choose one of the following options:
a. Selectthe agency from the search results: This will display the Select Organization
button. Click Select Organization to add the organization to the Host Agency field.

3010 South Parnell
Avenue,

Chicagp, lllinois
60616

9954788 | Robert Healy School|

1-100f1,548 > »

| SELECT ORGANIZATION

b. Click Add New Host Agency: This will navigate you to the Add Organization screen,
where you can enter the host agency information before clicking Add.

5. Complete all mandatory fields and click Save.

Optional fields—such as Assignment End Date, Job Code, Workers’ Comp Code at Host Agency-
do not have an asterisk (*) next to the field name. Refer to the screenshot below highlighting a
required field and an optional field.

Assignment Date * Host Agency *

Mandatory fields
01/01/2023 a W rarhind with SQL Code Shop X

an asterisk.

Assignment Start Date * Site Name and Location
01/01/2023 2l Santa Fe Mall
Assignment End Date Optional fields Survey Contact @~
R are not marked
11/30/2024 B Dr. Lovelace, Ada

with an asterisk.
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2.2 Edit Assignments

Assignment details can be edited after they are initially saved. To edit an assignment:

1. Gotothe Assignments tab.
2. Ifthe participant has multiple assignments, select the Assignment ID of the assignment
you wish to modify.

Assignments

Assignment Id| Assignment Date Assignment End Date Host Agency Name
10/16/2020 02/03/2022 ECHO INC
10890020 02/03/2022 Lower Valley Senior Center

3. Click Edit on the right side of the screen to make the fields “active” and able to be modified.

Assignment Details

Assignment Date * Host Agency *

01/01/2023 = s SQL Code Shop X
Assignment Start Date Site Name and Location

01/01/2023 @ Santa Fe Mal
Assignment End Date Survey Contact ©*

& Dr. Lovelace, Ada v

Job Code Supervisor

Computer and Mathematical Occupations - -

Workers' Comp Code at Host Agency lect only if C L
upervisor Funding rce Type
© rederal

Non-federal

12345

Radio buttons active.

4. Selectthe field(s) you wish to modify and make your changes. For example, in the
screenshot below, details have been added to the Participant’s Schedule.

Supervisor Funding Source Type
© rederal

Non-federal

Participant's Schedule
Monday: 9 AM 10 5 P 7
Tuesday: 12 PM to 4 PM.
Wednesday: 9 AM to 5 PM.
Thursday: 12 PM to 4 PM.
Friday: 9 AM to 5 PM. -
Budgeted for 40 hours, but adjusted to accommodate medical appointmentsl 4
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5. Click Cancel to reject the changes or Save to modify the assignment details.

Assignment Details | Approved

ed Breaks | Trair

Assignment Details

Assignment Date

Assignment Start
Date

Assignment End
Date

Job Code

Workers' Comp Code
at Host Agency

01/01/2023

01/01/2023

Computer and Mathematical
Occupations

12345

g and Services | Paid Hours

Host Agency

Site Name and
Location

Survey Contact
Supervisor

Supervisor Funding

Source Tvoc

SQL Code Shop

Santa Fe Mall

Dr. Lovelace, Ada

Federal

Participant's
Schedule

Monday: 9 AM to 5 PM.

Tuesday: 12 PM to 4 PM.

Wednesday: S AM to 5 PM

Thursday: 12 PM to 4 PM.

Friday: 9 AM to 5 PM.

Budgeted for 40 hours, but adjusted to accommodate medical appointments.

2.3 Delete Assighments

Assignments can be deleted after they are initially created. To delete an assignment:

1.
2.

Go to the Assignments tab.
If the participant has multiple assignments, select the Assignment ID of the assignment

you wish to delete.

3. To start the deletion process, click the Delete icon ().

5.

A confirmation message appears: "Confirmation: Are you sure you want to delete this
assignment?"
Select Yes to remove the selected assignment from the participant.

If a participant has multiple assighments and is in the Active, Active — On Break, Exited — In Follow-
Up, or Active — Closed status, you can remove listed assignments.

However, if the participant is in the Exited — In Follow Up or Exited — Closed status and only has one

assignment listed, you will see a warning flag that states: "You cannot delete the only remaining

assignment for an exited participant. Delete the exit before removing the assighment." (Deleting the
Exit will change the participant’s status back to Eligible.)

Assignments

Assignment Id

10928926

Assignment Date

08/10/2023

Assignment End Date

10/23/2023

Host Agency Name

ALTSD-Long-Term Ombudsman Program-Las Cruces Office

You cannot delete the only remaining
assignment for an exited participant.

Delete the exit before removing the
assignment

Some optional fields are linked to other parts of the system, so if you edit them you will see a
warning flag.
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Once the participant enrolls in the program, participants can avail themselves of any of the services

listed in Service Details to get trained for employment.

To add a new service:

1. Clicking Add Assignment Service in the upper right-hand corner of the Assignments tab or

on the Related Actions tab.

Abdullah Abu Bakr (Case ID: 10886043)

Summary Participant Required Actions  Participant History ~ Extensions  Related Actions

ADD ASSIGNMENTJ|( ADD ASSIGNMENT SERVICE || ADD BREAK H R

Ii Add Assignment

Add Assignment Service

. Add Break

‘ Manage Waiver Factors

Summary  Assignments Participant Required Actions Participant History Extensions Related Actions

2. Either of these actions will open a new Add New Service screen:

Add New Service

Pending Pending Eligibility Eligible
Approval

Participant Summary

Participant Name Participant ID
Belinda Chesterfield CMS010005588
Grant Number Age
AD37226216001 73

General Details
Assignment *
Assignment Date - 01/01/2020

Category *

v
Active

Pending
Recertification

State

New Jersey
County
Middlesex County

Type*

Exited - In Follow-Up

Exited - Closed Locked

Case D
10869117
Enroliment Date
01/01/2020

3. Selectthe Category and Type in which the participant wants to get trained and enter the

Start Date.
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General Details

Assignment * |

Assignment Date - 01/01/2020 v
Category * | Type* |
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? *
Yes @No

4. The bottom section of this screen has additional fields. To display a list of service providers,
enter the following and select Search:
a. State
b. City
c. Organization name

5. From the list of results, select an agency and click Select Organization. The selected
agency is displayed in the Provider field.

Additional Fields

Provider * Supportive Service
Provided By *
Grantee or sub-

recipient/local project
Organization Name | P prol

Workforce partner

Other
Bothiand ii

Both i and iii

CANCEL SAVE + ADD ANOTHER \ SAVE + CLOSE

6. To add another service, click the Save + Add Another button.
7. To save the current service without adding another, click the Save + Close button.

Added services are updated in Training and Services, as shown below:

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

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 Assigned To Grantee or sub-recipient/
Location local project
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Assignment Details | Approved Breaks | Training and Services | Paid Hours

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 o}

To edit the information displayed, click the Edit button.

Note:

e The Provider field is required for Education and Training category services but is optional for
Supportive Services.

e [fa participantis on break, only a Supportive Service may be added.

e |f a previous Education and Training service exists that was created while the participant
was not on break, the service cannot be edited while the participant is on break. To edit the
service, the participant must be temporarily taken off break. Following the edit, the
participant should be put back on break.

4. Breaks

4.1 Add Break

1.

To add a break to a participant (with a status of either active or exited), click Add Break. For
cases with a status of Active, you can also add a break from the Related Actions tab.

Dennis Brownfield (Case ID: 1 0879664) ADD ASSIGNMENT || ADD ASSIGNMENT SERVICE ‘ ADD BREAK H -

Summary Assignments Participant Required Actions Participant History Extensions Related Actions

Enter the break information, then click Save. Break start dates may not be later than the
end of the assighment end date. An error message is displayed if the start date of the break
does not meet this requirement.

Break in Service Details

I Reason for Approved Break in Participation? * I
01/01/2020 - - TNy ITE T
Personal
Iﬂpproved Break Start Date * I .
Administrative
= Right of Return
Expected End Date Other
a Comments

Actual End Date
=]
Is Documentation Provided?
Yes

No 072000
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3. The status of the participant changes to Active-On Break once a break record is entered.

v
ending Pending Eligibility Eligible |Act\ve- On Break | Pending Exited - In Follow-Up Exited - Closed Locked

Recertification

4. To verify and edit approved breaks, click Approved Breaks.

Assignment Detail \IA;)pvoved Broaksl Training and Services | Paid Hours

|Approved Breaks |

Break Id Start Date Expected End Date Actual End Date | Reason for Approved Break Is Documentation Provided?

)687760 03/01/2020 04/01/2020 Family/health Yes

5. Click the Break ID (which is formatted as hyperlinked text) to display the Break in Services
details screen.

6. Click Edit to modify the details of the break record.

7. Atthe bottom of the screen, the Cancel and Save buttons allow you to negate the changes
or save the changes.

4.2 Delete Break

Users can delete approved breaks without contacting SCSEP Help.

1. Click Assighments.
2. Click Approved Breaks.

3. Clickthe Delete Breakicon ().

The deletion or end of the break is reflected in all relevant reports and the case is once again
reported as active.

5. Manage Paid Hours

The participant’s paid hours can be edited here.

1. Click Manage Paid Hours. You can also navigate to this screen from the Related Actions
tab.

ADD ASSIGNMENT H ADD ASSIGNMENT SERVICE H ADD BREAK [ e v }

Extensions Related Actions Manage Paid Hours

2. This screen displays information about the Host Agency Name and Assignment Start
Date.

Page 40 of 119



a.

OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Enter the number of hours for each activity in the associated quarter.
You can also add paid hours for the previous program year. To access previous

program years, select the appropriate year from the Program Year dropdown list.
b. Once the number of hours has been entered, the Total Hours is updated.

Click Submit to save the data entered.

Total Hours Paid in Quarter

Program Year

I 2022

Host Agency Name

| cLose ‘

Hope Haven Ministries Inc.

Start Date End Date

12/01/2022

Program Year

2023

Total Hours

PRA Activities

Paid Training (in Person)
Paid Training (Remote)
P20 C5A (In Person)
Paid CSA (Remote)

Paid Sick Leave

Toral Hours

186

Q2 o3 Q4

6. Participant Required Actions

On the Participant Required Actions screen, you can enter data to record orientation, physical
exam, safety consultation or assessment records for participants. Once entered and saved, this
information will appear on the Participant Required Actions screen under its respective header.

summary  Assignments

LEQUEBERQERTIER PO Participant History

Extensions Related Actions

Participant Name
Dennis Brownfield
Grant Number
AD383152260A50
Is Re-Enrolled

No

Pending Eligibility Eligible

Participant Summary

Participant ID
CMS010013054

v

Active Exited - In Follow-Up

State

Vermont
County
Rutland County

Exited - Closed Locked

Case ID
10879664
Enroliment Date
07/06/2023

Illlll‘lll‘ll\-:l‘l\l)l\!‘l Of Physical Exam |I“1|lu ipant Safety Consultation Ilfx-.uv ssment and Re-assessment/IEF

| Annual Program Overview

6.1 Orientation Details

To add orientation details for a participant:

1. Inthe Orientation section, click the Add New button (o).
2. Once the information about the orientation is entered, the Save icon becomes visible.

Page 41 of 119




OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

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 *
m

#  Somerset County Seniors

01/01/2020

a. Clickthe Saveicon (E ) to save the data.
b. Click the Delete icon (') to delete the data.

3. Once datais saved, it will appear on the main Participant Required Actions screen under

Orientation.

6.2 Offer of Physical Exam

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

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 * @

09/07/2023 Yes No Mary Ellis

| © Add New |

To add physical exam information:

1. Inthe Offer of Physical Exam section, click the Add New button (°).
2. Once the information about the physical examination offer is entered, the Save icon

becomes visible.
a. Clickthe Saveicon (E ) to save the data.

b. Click the Delete icon () to delete the data.

6.3 Safety Consultation Details

Orientation | Offer Of Physical Exam |Pd\l|U|Jdm Safety Ct:nsull.ﬂmnl\ Assessment and Re-assessment/IEP | Annual Program Overview

Participant Safety Consultation

Instructions
You must provide an annual safety consultation te 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 *

09/07/2023 Mary Ellis

I © Add I‘-,\-WI
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To add safety consultation details for a participant:
1. Inthe Participant Safety Consultation section, click the Add New button (o).
2. Once the information for the safety consultation is added, the Save icon becomes visible.

a. Clickthe Saveicon (E ) to save the data.

b. Click the Delete icon (') to delete the data.

Participant Safety Consultation

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 assjgnment.

Participant Safe[y Consultation Date * | Provided By *
08/23/2023 B Amy Kelly ]

6.4 Assessment Details

Orientation | Offer Of Physical Exam | Participant Safety f.'umu\mfw\l\ Assessment and Re-assessment/IEP | Annual Program Overview

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? "
¢ ) PP Transition Planning © IEP Date ©@ Provided By * @
Date * @ *Q
09/07/2023 Yes No 09/07/2023 Mary Ellis j‘
08/30/2023 Yes @ No 08/30/2023 Mary Ellis Vi

© Add New |

To add assessment details for a participant:

1. Inthe Assessment and Re-assessment/IEP section, click the Add New button (o).
2. Oncetheinformation is entered, the Save icon becomes visible.

a. Clickthe Saveicon (E ) to save the data.

b. Click the Delete icon (') to delete the data.
6.5 Annual Program Overview

An optional Annual Program Overview field captures annual updates where participants are
reminded of policies and services.
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Participant Summary

Participant Name Participant ID

Dennis Brownfield CMS010013054

Grant Number Age
AD383152260A50 55

Is Re-Enrolled
No

Annual Program Overview

Description

© Add New

Date

State
Vermont
County

Rutland County

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

Updated by

No items available

Case ID
10879664
Enroliment Date
07/06/2023

To add Annual Program Overview details for the participant:

1. Inthe Annual Program Overview section, click the Add New button (Q),
2. Oncethe Description is entered, the Date will automatically be populated with the current
date, and Updated by will automatically populated with the name of the person who

entered the Description.

3. The Save icon becomes visible:

a. Clickthe Saveicon (E ) to save the data.
b. Click the Delete icon () to delete the data.

7. Participant History

The Participant History screen displays separate tables based on records associated with a given

case.

leila userguide recert (Case ID: 10886805)

summary  Assighments Participant Required Actions Participant History Extensions Related Actions.

Pending Pending Eligibility Approval

Eligible

v

Active

Exited - In Follow-Up

Exited - Closed

|Pa rticipant History|

| Case Id T Grantee Sub-Grantee Application Date Status Exit Date |
10869111 National Qlder Workers Association (NOWA) NOWA (New Jersey) 01/01/2020 Exited - In Follow-Up 12/31/2021
Assignment ID Assignment Date t Assignment End Date Host Agency Host Agency ID |
11849743 01/01/2020 12/31/2021 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
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The first table presented displays all cases associated with the participant. The table displays the
following columns:

oak LN

Case ID: The unique case ID for the enrollment
Grantee

Sub-Grantee

Application Date

Status

Exit Date

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

1.

abrowbd

Assignment ID: The assignment ID is displayed as a hyperlink. After clicking it, the user is
redirected to the assignment screen for the case associated with the assignment.
Assignment Date

Assignment End Date

Host Agency Name

Host Agency ID

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

wn -

4.

Break ID: The unique ID for the break record.
Start Date

Expected End Date

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:

arobd=

Employer Name
Employer ID
Start Date

End Date
Placement ID

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

Pobd=

Training Provider Name

Training ID: The unique ID for the training record
Start Date

End Date
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8. Related Actions

This section lists the actions that can be performed for a participant. The following table lists
actions available based on the case status. (Note: Not all roles are authorized to perform all the
actions listed below. See the user role permission matrix for details on available actions by role.)

Pending Eligibility Approval
Active — On Break

Exited — Closed

Exited — In Follow Up

Pending
Eligible
Ineligible
Waitlist
Locked

< | Withdrawn
X | Active

x
>

Edit case

>

Withdrawn

Add to waitlist

Manage physical exam

Manage paid hours

Move case

X | X | X | X
x
x
x

Transfer case

Add participant required
action

Recertify case X X

Manage program introduction X X

Manage assignments

Add assignment service

Manage training and services

X | X | X | X

Manage breaks in service

X | X | X | X | X

Manage waiver factors X X X

Manage extensions X X X

Add exit X X

Modify exit X X

Manage / Add placements /
Add placement service
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8.1 Manage Waiver Factors

Use the form displayed below the summary to enter updates to waiver factors for a selected
program year. The Program Year dropdown list 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.

Summary  Assignments Participant Required Actions Participant History ~ Extensions Related Actions

Manage Waiver Factors

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

Participant Summary

Participant Name Participant ID State Case ID

leila userguide recert CMS010019646 American Samoa 10886805

Grant Number Age County Enroliment Date
24A60AD000206 74 Eastern District 11/22/2022

Is Re-Enrolled

No

Program Year

| 2024 .

Waiver Factors for Program Year 2024
Severe Disability * Last Updated Date *
Yes an
&
No
Frail * Last Updated Date *
Yes &
No
Old Enough but Not Receiving SS Title Il * Last Updated Date *
Yes &
No
Severely Limited Employment Prospects in Area of Persistent Unemployment * Last Updated Date *
Yes as
&
No
Limited English Proficiency * Last Updated Date *
Yes -
&
No
Low Literacy Skills * Last Updated Date *
Yes &
No
Formerly Incarcerated *
Yes
No
75 or Older
Yes
No
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8.2 Manage Extensions

You can view extensions granted to a participant through the Extensions screen.

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

Once you select a program year, the extension is shown in a table with the following columns:

o Extensions
o Program Year
e Waiver Updated On

If the participant 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 participant is eligible for an extension, a white button labeled Add appears below the
participant summary. Clicking Add will navigate the Grantee Administrator or Program Analyst to
the Add Extension screen.

8.3 Add Exit

This form allows you to add an exit to a case. The following fields are among those displayed below
the participant summary:

Exit Information

Termination Letter date @

Category of Exit*®

Unsubsidized Employment

™

Unsubsidized Employment Type

NEEUIAr EMpIGy e

Self-Employment
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o Termination Letter date: A date field that can be entered and edited independently of other
exit data and edited if needed. This field is not required. If a user enters a termination letter
date and no other exit data, then the user will receive a notification 25 days after the
termination letter date is submitted.

e Category of Exit: A dropdown list displays two categories of exit:

o Unsubsidized Employment: Displays the Unsubsidized Employment Type field
and two radio buttons labeled Regular Employment and Self-Employment.

o Other Reason for Exit: Displays the Other Reason for Exit field. Selecting
Exclusions at Exit displays the Exclusions at Exit dropdown list.

e Waiver of Confidentiality:

o Selecting Unsubsidized Employment as the Category of Exit displays a button
labeled Submit and Add Placement. Click the button to navigate to the Placement
screen.

o Selecting Other Reason for Exit as the Category of Exit displays a button labeled
Submit and Close. Note: You cannot select Durational Limit as the Other Reason
for Exit if the participant’s Durational Limit Date is in the future.

Waiver Certification
alver of Confidentialit

SUBMIT AND ADD PLACEMENT

A button labeled Cancel Exit is displayed in the bottom-left corner of the screen. When this button
is clicked, the exit is not saved.

Note: This exit data can be modified in the future by selecting Modify Exit on the Related Actions
tab:

summary Assighments Participant Required Actions Placements/Follow-ups Participant History Extensions
—e
Add Assignment Service
K9  Add Placement
E Add Placement Service
B  Addereak
‘ Manage Waiver Factors
A _Modify Exit
$  Manage Paid Hours

This will present you with the option to either delete or edit the participant’s exit.

o To delete the exit, click Delete and follow the prompts on the following screens.
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e To edit the exit, click Edit. The same fields that were available when the exit was added are
now available to be edited.

After completing your edits, select one of the choices for Waiver Certification - Waiver of
Confidentiality, and click Submit and Close.

Waiver Certification

Waiver of Confidentiality *

| hereby certify that the applicant has signed the Waiver of Confidentiality which autheorizes 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 cannected with SCSEP in a manner that is individually identifying

I hereby certify that the applicant has NOT signed the Waiver of Confidentiality which would autharize 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 a placement for the participant. Once the exit has been added to the
participant with Category of Exit = Unsubsidized Employment, the status of the participant
changes to Exited-In Follow-Up.

The Is Re-Enrolled field notes whether the participant has been re-enrolled in SCSEP within 90
days of an exit.

Enter all placement details and click Submit Placement:

Start Date * Self Employed? * Host Agency Employer?
[ . Yes Yes

&

No No
End Date
Employer *

]

Site Name and Location Job Title Starting Wage per Hour

Note: When Self-Employed = Yes, the Job Code defaults to Self-Employment, and the Employer
defaults to the participant’s first and last name. However, the employer’s name can be changed as
needed.

Supervisor Job Code® Type of Placement *
- Full-time
Comments Part-time
Benefits
Was Placement result of a Substantial Service Health Insurance
Provided to Employer by Sub-Grantee? *
Yes Sick Leave
No Pension / Profit Sharing
, Vacation
Did employer provide an OJE training site? * X
y Transportation
es
N Room and board
o
Other
Training-related Placement?
y None
es
No
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Follow-Up 1 (7/1/2022 - 9/30/2023)

Follow-Up 1 Date Follow-Up 1 Notes
&

Any wages for second quarter after exit quarter?

Yes
No

0/2000
Follow-Up 2 (10/1/2022 - 9/30/2023)
Follow-Up 2 Date Follow-Up 2 Notes

Earnings for the Second Quarter After the Exit Quarter?

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

Follow-Up 3 Date Follow-Up 3 Notes
&

Any wages for fourth quarter after exit quarter?

Yes
No

0/2000

CANCEL PLACEMENT

SUBMIT PLACEMENT

Once the placement details have been entered, the participant summary is updated.

Pending Pending Eligibility Eligible Active Pending
Approva Recertification

Participant Summary

Participant Name Participant ID State

Georgina Jones CMS010005580 New Jersey

Grant Number Age County
AD37226216001 73 Middlesex County

Placements
Placement ID Employer Start Date 1 JobTitle

13329600 Franklin Park Tech Center 02/02/2022 Programmer

v
Exited - In Follow-Up Exited - Closed Locked

Case ID
10869109

Enrollment Date
01/01/2020

Date of Program Exit

02/01/2022

End Date Starting Wage per Hour

$20.00 @]

Placement details can also be filled in later. To fill in the details later, click Placement/Follow-ups
and click Add Placement. Right of Return data can be entered after the placement has been

created.

9. Right of Return

To enter Right of Return data:

1. Click onthe Placement ID number.
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2. Scroll down to the Right of Return section and click Edit.

s e pur i reiurres D SSEF mite (e T 5 ey of son?

Opte of Byt

3. Enterthe applicable data and select Save.
4. Note:

a. Right of Return data cannot be marked as Yes if the participant is attempting to
exercise Right of Return more than 90 days after their exit date.

b. A participant also cannot exercise the Right of Return if employed in any placement
for more than thirty (30) days in a full-time position; however, if they have been
placed into a part-time position, they will be able to exercise the Right of Return
when employed part-time for more than thirty days in that placement.

In the image below, the participant was employed full-time for more than thirty days,
so he/she will be unable to exercise the Right of Return:

ARight of Return

Has the participant returned to SCSEP within the first 90 days of exit?

© ves

A participant cannot exercise the right of return if employed in any placement lasting 30 or more days

Date of Return

m

However, in the next image, this participant was in a part-time (10 hours per week)
placement for more than thirty days; therefore, he/she will be allowed the Right of
Return:

Right of Return
Has the participant returned to SCSEP within the first 90 days of exit?

Date of Return *

04/30/202 o

c. Rightof Return data cannot be saved if the Placement End Date is not entered. The
following message will appear: "The Right of Return cannot be verified without a
Placement End Date. Please enter the Placement End Date before proceeding."
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ARight of Return
Has the participant returned to SCSEP within the first 90 days of exit?
O ves
No
The Right of Return cannot be verified without a Placement End Date. Please enter the Placement End Date before proceeding.

Date of Return

11/22/2024 iz

5. After entering the Date of Return and clicking Save, the status of the participant will
change from Exited-In Follow-Up to Active. The Participant History section will display the
previous assignment(s) and placement(s) and the participant can now be given a new
assignment in the program.

ng Eligibility Approval gible Active Pending Recertification Exited - In Follow-Up Exited - Closed

Participant Summary

Participant Name

Is Re-Enrolled

Participant History

Caseld 1 Grantee Sub-Grantee Application Date Status Exit Date

10885356 New Mexico SCSEP - New Mexica 01/01/2023 Active

Assignment History

Assignment ID Assign T Assignment End Date Host Agency Host Agency 1D

10932695 01/01/2023 02/01/2023 SQL Code Shop 10601994

Placement History

Employer Name Employer ID Start Date T EndDate Placement tID

Code Breakers 0602014 02/01/2023 04/30/2023 2262706

6. Ifthe Add Assignment button is not available, this signifies that not all elements of the
Characteristics or Other Enrollment process have been completed. Please navigate to the
Characteristics and Other Enrollment screens to complete the required information.

In the example above, since the date of return was 4/30/2023, the new assignment date should be
4/30/2023 as well. The grantee may allow the participant to continue at the same host agency
where they were assigned at the time they exited, or they can start the participant at a new host
agency. In either case, since the new assignment date will be more than three days after the end of
the previous assignment, the assignment end date of the previous assignment must first be
modified to occur the day before the new assignment starts. A break of type “Right of Return” must
be added to this assignment to bridge the gap between the two assignments while the participant
was employed. (Please refer to the "Add Break" section of this document for guidance on adding a
break.)

Continuing with this example, the approved break start date will be one day after the original
assignment end date of 2/1/2023 (i.e., 2/2/2023), and the actual end date will be the same as the
revised assignment end date (i.e., 4/29/2023). Grantee may add any desired comments as
documentation in the comments box.

Page 53 of 119



OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Break in Service Details

Assignment * Reason for Approved Break in Participation? *
01/01/2023 - 04/29/2023 - Family/health
Personal

Approved Break Start Date * dministrative

02/02/2023 & © Right of Return

Expected End Date TTeT

8 omments
Participant exited for p/t employment at Code Breakers, starting 2/1/2023
Actual End Date P P i !
04/29/2023 &
Is Documentation Provided?

O ves

No 74 /2000

Now add the new assignment to complete the Right of Return process:

Participant History

Case Id T Grantee Sub-Grantee Application Date Status Exit Date
10885356 New Mexico SCSEP - New Mexico 01/01/2023 Active

Assignment History

Assignment ID Assignment Date T Assignment End Date Host Agency Host Agency ID
10932695 01/01/2023 04/29/2023 SQL Code Shop 10601994
10932706 04/30/2023 Covenant House 10274867

Break History

Break ID Start Date T Expected End Date Actual End Date

9478280 02/02/2023 04/29/2023

10. Manage Follow-Ups

Details of follow-up data for a participant who has been placed in unsubsidized employment after
exit can be entered in the Follow-Up Details section. You can either add details as you are entering
placement/follow-up details initially or click the Edit button.

v Follow Up Details

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

“

Follove-Up 1 Date Follow-Up 1 Notes

Any wages for second quarter after exit quarter?

On this form, the date ranges are automatically generated by the system. These are the earliest and
latest dates by which the relevant follow-up should be completed. Enter the details for each follow-
up for this placement.

The system may make some fields active and others inactive. For example, as seen in the
screenshot below, the fields for Follow-up 2 are inactive since Follow-up 1 has not yet been
completed:
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vFollow Up Details

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

Follove-Up TDate
]

Any wages for second quarter after exit quarter?

ves

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

Earnings for the Second Quarter After the Exit Quarter?

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

Any wages for fourth quarter after exit quarter?

Follow-Up 1 Notes

Follow-Up 2 Notes

ve Field

Follow-Up 3 Notes

The screenshot below shows an example of a participant’s placement with all three follow-ups

completed:

vFollow Up Details

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

Follow-Up 1 Date

07/05/2022

Yes

Any wages for second quarter after exit quarter?

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

Follow-Up 2 Date
10005/

l—
Earnings for the second Quarter ATter the EXIt Quarter; |
$500.00

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

Follow-Up 3 Date

05/01/2023

Follow-Up 1 Notes

Geargina has been promoted to Programmer 2 since entering employment with this agency

Follow-Up 2 Notes

Georgna continues to do well with this placement

Follow-Up 3 Notes

Georgina has been given mentorship dutles with junior programmers at this agency.

11. Add Placement-Related Service

To add a service to a participant who has been placed in unsubsidized employment:

1. Click Add Placement-Service in the upper right-hand corner of the Placements/Follow-ups
tab. The Add New Service screen appears, which can also be accessed from the Related

Actions tab.

2. Enterthe information into the fields to add a service. As you complete the General Details
section, subsequent fields will become active or appear.

3. Atthe bottom of the screen are Cancel, Save + Add Another, and Save + Close buttons
that function here as they do on other screens.

On returning to the participant summary in the Placements/Follow-ups tab, any newly added
training and services records are listed on the screen. Details are displayed by clicking on the

==

hyperlink name (e.g., Follow-Up Services). To delete a record, click the Delete icon ().
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12. Move/Transfer Case

12.1 Move Case

Case Movement

Cases To Move

CaseID T Participant Name Participant ID Sub-Grantee Case Assigned To  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 Association (NOWA) - * Sub-Grantee -

*Grant v * Case Assigned To -

* Movement
Effective Date —

Bt

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 automatically populate the Grant field.
Enter the Movement Effective Date.

Select the Case Manager.

Click Submit to move the case.

abrobd-=

Upon clicking Submit, the Case Movement table is updated to reflect the new sub-grantee and
case manager:

Case Movement

Cases To Move

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

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

12.2 Transfer Case

Participants can be moved from one grantee to another. Note that an assignment is created for the
recipient record from the donor record after a transfer. Donor grantees can retroactively add or edit
an assignment after a participant has exited due to a transfer.

An on-screen error message will appear if the assignment date, assignment start date, or
assignment end date is later than the exit date. The requested effective date may not be between
the assignment date and the assignment end date.
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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

1. The Donor Organization field is filled by default.
2. Select avalue for the Recipient-Grantee field.

3. Choose an option for Transfer Initiator.
a. Ifthe Grantee option is chosen:
i. Selectthe Reason for Transfer.
ii. Enterthe Requested Effective Date.
iii. Acknowledge the Donor Certification.
iv. Click Submit to save changes.

b. Ifthe Participant option is chosen:
i. Selectthe Reason for Transfer.
ii. Enterthe Requested Effective Date.
iii. Complete the mandatory (*) fields in Residence Address After Transfer.
iv. Acknowledge the Donor Certification.
v. Click Submit to save changes.
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13. Recertify Case

A user with the role of Case Manager or above may initiate the recertification process. Users may
edit data submitted in the recertification prior to submission for approval. Recertifications will be
approved by the Supervisor or higher-level user.

To recertify a participant:

1. Enter avalue for
a. Recertification Date
b. Numberin Family
c. Totalincludable Family Income for the Eligibility Period

2. Choose an option for
a. TotalIncludable Family Income
b. Signature of Participant on Recertification
c. Signature of Director or Authorized Representative on Recertification

3. Theinstructions for the Total Includable Family Income field are as follows:
a. Forthe 12-month period: “Total includable family income during the 12-month
eligibility determination period.”
b. Forthe 6-month period: “Total includable family income during the 6-month
eligibility determination period, annualized.”

4. Save + Continue:

a. Selecting No for Signature of Participant on Recertification or Signature of
Director or Authorized Representative on Recertification will not allow you to
click Save + Continue.

b. Selecting Yes for Signature of Participant on Recertification or Signature of
Director or Authorized Representative on Recertification allows you to click Save
+ Continue.

5. Upon clicking Save + Continue, Recertification Eligibility Determination is displayed.

System Eligibility 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.
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Recertification Eligibility Determination

SCSEP Eligible? *
Yes

No

6. Choose an option for SCSEP Eligible.
a. If Nois selected:

i. Select at least one checkbox under Reason for Ineligibility and an Action
Taken if Ineligible.
ii. Provide an explanation inthe Comment field.

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

b. If Yesis selected:
i. Spaceis provided to add an optional Comment.
ii. Click Submit to proceed.

7. Click Submit. The Recertification Submission Confirmation screen will appear.

Recertification Submission Confirmation

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

Submitted Cases

- . ) ) )
Participant participant ID CaselD 1 Date o Status Date of Exit Case Assigned Months in
Name Birth Enroliment Date To Program
Grant Lore CMS010005586 10869115 01/01/1950 TE 01/01/2020 Fred Smith 114

Recertification

Skipped Cases

Participant Name Participant ID Case ID Date of Birth Status Date of Enrollment Exit Date Case Assigned To Months in Program

No Cases Are Available

CLOSE
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Note:

When a recertification is submitted by a Case Manager and is awaiting a Supervisor’s approval, the
recertification details are not displayed on the Recertification screen until the recertification is
approved.

If there are previously approved recertifications on the screen, the pending recertification message
appears at the top of the list.

If a recertification is pending a Supervisor’s approval and a user updates the most recent
assignment for the case, the Approve Recertification button remains on the Supervisor's screen
and the Recertify Case option does not appear in Related Actions for any user.

The Recertification Date on the participant's Summary tab appears in the following format for a
pending recertification: "MM/DD/YYYY (pending)"

leila recert2 (Case ID: 10886809) APPROVE RECERTIFICATION
As Participant Required Actions Participant History Extensions Related Actions
Summary | Intake | Eligibility | Recertification | Characteristics | Other Enroliment
Information
v

endin Penc Eligible Active Exited - In Follow-Up Exited - Closed Locked
Participant Summary
Participant Name Participant ID Month(s) in Program
leila recert2 CMS010019650 24 months, 1 days
Primary Phone Age
(555) 555-1212 74
Durational Limit Date Day(s) Left in Program
11/25/2026 730
Recertification Date
11/26/2024 (pending)

When a recertification is pending a Supervisor’s approval, the following message is displayed: "A
recertification dated MM/DD/YYYY is pending Supervisor approval.”

Participant Summary

Participant Name Participant ID State Case ID

leila recert ineligible 1 CMS010019651 Arizona 10886810

Status Age County Enroliment Date
Active 74 Coconino County 11/26/2022

Grant Number
24A60AD000198

Is Re-Enrolled
No

@ A recertification dated 11/26/2024 is pending Supervisor approval
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Recertifications must be approved by a Supervisor or higher-level user.

1. The Supervisor (or higher-level user) will receive a task to approve the recertification:

All Tasks and Notifications for Edmasup Denk

[ Case Tasks

= All Tasks ! Past Due @ Due Soon £"* Upcoming A Escalated

+ show Filters

Participant Name Participant ID Case ID Case Status Task Type Escalated? Due Date T Status Description

Please review the recertification request

Recert Example 10018534 10885357  Pending Recertification Recertification — 1212712023 before: 12/27/2023

2. After receiving the notification, the approver can edit recertification data prior to approval.
Otherwise, the approver should click Approve Recertification to continue.

SCSEP ~ 0 C)

APPROVE RECERTIFICATION

3. The approver may override initial Eligibility Determination by providing comments. If the
approver decides the participantis ineligible, they will need to give a reason for ineligibility
and any additional applicable steps, while also providing comments.

T

Eligibility Determination
SCSEP Eligible?
Yes
O no
Reason for Ineligibility *
ﬁEP
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 anather project
Placed in unsubsidized employment pursuant to MOU

Other

4. Ifthe recertification is approved, click the checkbox to authorize. The Recertification
Determination Date can also be changed.

Authorization

Click the checkbox to authorize *

I hereby certify that the participant is eligible for the Senior Community Service Employment Program (SCSEP) program.
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14. Manage Program Introduction

In this section, Program Introduction is managed by editing the Pre-Assessment Date and
Program Overview Date. Click Save to save the changes.

vParticipant 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

Program Introduction

[ Pre-Assessment Date * ] IProgram Overview Date * I

01/01/2020 =] 01/01/202q| @

CANCEL [ save |

15. Assign Case

Supervisors, Sub-Grantee Administrators, and Grantee Administrators can reassign existing cases
within a sub-grantee to a different Case Manager.

1. Select Cases from the main navigation bar.
2. Click Show Filters.
3. Click Reset to clear all selections and begin a new search.
4. Selectthe Grantee, Sub-Grantee, and Case Assigned To.
5. Click Search. This will display all cases assigned to the selected individual.
6. Selectthe case(s) to be reassigned or select the top box to select all cases.
7. Continue selecting cases until you have selected all of the cases to be reassigned.
8. Select Reassign from the Select an Action dropdown list.

REASSIGN - ‘

RECERTIF

MOVE

TRANSFER

WITHDRAW

9. Click Submit.
10. On the Reassign Cases screen, select the Case Assigned To from the dropdown list.
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Reassign Cases

Selected Cases

Varticipant Participant Case Assigned Date of : Manths in
Case 0 1 3 G- Grantee < Exit Date
Name 0 To Eneolment Pragram

Caye Assigned To *

11. Select the newly assigned case worker from the Case Assigned To dropdown list.
12. Click Reassign to assign all cases to the new assignee.

Admin Console

The Admin Console allows you to perform administrative functions related to SCSEP. The functions
available to each user are role-dependent.

(] all o

MY TASKS REPORTS. GRANTEES  DATAVALIDATION

Admin Console

*

1. Manage Grants

Q

4. Participant Search

7. Manage Organizations and Contacts

L] L]
8

2. Manage Users

5. Participant Waitlist

@

8. Manage Paid Hours

3. Manage Authorized Positions

6. Participants Waiver Factor

9. Durational Limit Extension Utility

i

10. Extracts

ﬁ

13. Generate WIPS QPR Addendum

L3

11. Generate WIPS QPR

=8

14. Manage Eligibility Task Assignment

o

12. Generate Internal QPR Reports

‘

15. View Frozen QPR Report

16. Nationwide QPR Report

Page 63 of 119



OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

1. Durational Limit Extension Utility

Grantees whose individual durational limit (IDL) policy permits extensions for participants who are
approaching their durational limit can add extensions for those participants.

Only participants who qualify for an extension will be listed in the utility. Participants who are not
yet eligible for an extension will not be listed in the utility. Refer to the 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:

Manage Multiple Case Extensions

Last Name First Name Participant id Grantee Durational Limit Date Status Hi

i i i g

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 £ & 4/14/2022 0ld Enough but Not Receiving S5 Title | &2 @ 4/14/2022 Limited English Proficiency X
Frail (2 & 4/14/2022 Severely Limited Employment Prospects [ & 4/14/2022 Low Literary Status 9 & 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).
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Last Name First Name Participant Id
D Brady Wayne 498091

Windsor Elizabeth 498088

London Diana 484794

To add an extension for all participants, click the checkbox to the left of the Last Name
heading. Note that the checkbox for a participant who is locked is grayed out and cannot be
selected.

D Last Name First Name Participant Id

Brady Wayne 498091
Windsor Elizabeth 498088
London Diana 484794

Select one of the buttons on the screen to perform the next action.

Last Name First Name participant id Grantee sub-Grantee Durational Limit Dt

Once at least one participant is selected, the Reset and Select Participants buttons will no
longer be grayed out and can be clicked.
a. Click Reset to clear all checkboxes.
b. Click Select Participants to view the Certification of Extension Request.
c. Click Cancel to return to the previous screen. Information entered in the fields on
the screen is not saved.

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

Press Enter on the keyboard or click anywhere on the screen to activate the Add Extension
button.

Click Add Extension. The text “Action Completed” will appear temporarily at the top of the
screen and you will be returned to the previous screen.
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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.

1. To find the grant to update, select the Program Year associated with the grant.
2. Click on the Grant Number hyperlink. The Edit Grant screen will appear.

Grants

Grant Number

AD37226216001

Program Year

2020

3. Sub-grantees currently linked to the selected grant are listed in the Grant Access Grid.

Linked Sub-Grantees

Grant Access Grid
Sub-Grantee
NOWA (California)

NOWA (New Jersey)

Sub-Grantee Code

12347

12346

State

Organization Type
Sub-Grantee

Sub-Grantee

Sub-Grantee Status

Active; Active; Active

Active; Active; Active

2.1 Associate Sub-Grantees to Grant

1. Tolink a sub-grantee not listed in the Grant Access Grid, click Add Sub-Grantee To Grant.
The Add Sub-Grantees to Grant screen will appear.

2. To search for a sub-grantee not currently linked, click Add New (e) under the Selected

Sub-Grantees grid.

3. Todisplay a list of sub-grantees, enter a value in the search box. Note that a partial search
term can be entered. All sub-grantees that contain the search term entered will be listed.

Selected Sub-Grantees

Sub-Grantee

4

NOWA (California)
NOWA (New Jersey)
NOWA (Puerto Rico)

CANCEL

Sub-Grantee Code

State

County of Residence

Sub-Grantee Status

SUBMIT

4. Continueto click Add New (o) to add additional sub-grantees to link.
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Selected Sub-Grantees
Sub-Grantee Sub-Grantee Code State County of Residence Sub-Grantee Status
NOWA (California) X
NOWA (Puerto Rico) X

© ADD NEW

5. Click on one of the buttons on the screen to perform the next action.
a. Thered X on theright-hand side of the grid removes the sub-grantee from the list.
b. Cancel opens a pop-up window to confirm the cancellation.
i. Click No to return to the screen.
ii. Click Yes to end linking the sub-grantee(s) and return to the previous screen.

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

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.

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

2. Toremove all sub-grantees, click the checkbox to the left of the Sub-Grantee heading.
3. Under the Linked Sub-Grantees subheading, click the arrow on the Select an Action
dropdown.

4. Click Remove from Grant. The Submit button is no longer grayed out and can be clicked.
5. Click Submit. A pop-up window opens to confirm submission.

a. Click No to return to the screen. No sub-grantee(s) will be removed.

b. Click Yes to remove the selected sub-grantee(s).

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

1. Add User
2. Update User
3. Add Read Only User
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3.1 Add User

1. To add users, select the Grantee and Sub-Grantee.

User Organizations

Sub-Grantee *

National Older Workers Association (NOWA) \d NOWA (California) \d

Add Global Read Only User

Yes

No

2. Click Submit.
3. The User Management screen will appear. Select Add User.
4. Enterthe information into the fields on the screen.
5. Acknowledge the agreement.
6. Click Add User to add the selected user to the sub-grantee.
3.2 Update User
1. To update users, select the Grantee and Sub-Grantee, and click Submit.
2. Toupdate a user, select a user from the Username column of the displayed list.
3. Update the appropriate field values.
4. Acknowledge the agreement.
5. Select avalue for Relationship to SCSEP.
6. Click Update to update the user.

3.3 Add Read Only User

To add a Read Only Global user, select Yes for Add Global Read Only User.
Click Submit.

Enter avalue in the Username field to choose from the displayed list of users.
Select the Role.

Update the appropriate field values.

Select a value for Relationship to SCSEP.

Acknowledge the agreement.

Click Add User to add the selected user to the sub-grantee.

N O kLN =

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

4. Manage Authorized Positions

The Manage Authorized Positions screen allows you 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
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using the search box below the instructions or by locating the grantee organization in the table
below the search box and clicking the radio button.

The following fields appear in this table:

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

The Submit button will not be clickable until a grantee organization has been selected.

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

CANCEL

Click the linked Organization Name (grantee name). Two dropdowns 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 menus 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 sub-grantee

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 Pesitions 211 Medified Positions
Positions Remaining
Program Year State Authorized Positions Allocated Authorized Positions Authorized Positions Remaining Modified Positions

g i Hn L
Fairfa Virginia N/A M/A
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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:

o Program Year: Displays the year selected

e County: Displays the name of the county as hyperlinked text

e State: Displays the state associated with the county

e Authorized Positions: Displays the number of authorized positions associated with the
county

e 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 Positions
Allocation screen. A summary with the following fields is displayed:

e Program Year: Displays the year selected

e Grantee: Displays the grantee name

e County: Displays the county name selected

e State: Displays the state selected

e Authorized Positions: Displays the number of authorized positions associated with the
county

e 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

Authorized Positions Allocation

Authorized Positions Summary
Program Year 2021 e Swap Test# County Prince William County state Virginia

Authorized Positions Authorized Positions 5 Madified Positions /A

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

Sub-Grantee Name Allocated Autharized Pasitions Modiified Pasitions

‘ CANCEL | EOTRGIN (I | SAVE + CLOSE ‘

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

o 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

e Modified Positions: A text box that displays the modified positions
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To allocate positions to a new sub-grantee, click Add New Allocation. A row will be added to the
table where you can locate a sub-grantee using the search box in the Sub-Grantee Name field.

Allocated Authorized Positions

Sub-Grantee Name A

Swap Test #1

L
CAMCEL

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.

e Ifthe sum of the allocated authorized positions equals the authorized positions for the
county, the text will be green.

e |fthe sum of the allocated authorized positions is less than the authorized positions, the
text will appear red.

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

Authorized Positions 5 modified Positions N/A

»ns Remaining to be Allocated : 4

Allocated Authorized Positions

sub-Grantee Name Allocated Authorized Positions Modified Positions

Swa 1 NiA x
© Add N
CANCEL save + coninue [N

Clicking either Save + Continue or Save + Close displays a dialog box with the following text:

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

e Selecting Yes saves the record and navigates you to the Authorized Position by County
screen.

e Selecting No returns you to the Authorized Positions Allocation screen without saving the
record.

If the sum of the allocated authorized positions is greater than the authorized positions, the text will
appear blue, and the following message appears at 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.”
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5. Generate Internal QPR Reports

The Generate Internal QPR Reports screen allows you to generate an internal Quarterly Progress
Report (QPR). The reports that are available depend on your access level and permissions,
according to the following table:

GPMS role ‘ QPRs available to generate

Program Analyst & Read-only Global

All grantees and their sub-grantees/States

Grantee Administrator & Read-only
Grant

Grantee specific to their access + all sub-
grantees/States in that grant

Sub-Grantee Administrator,

Supervisor, Case Manager Only the specific sub-grantee(s) they have access to

The following instructions display below the banner in an expandable note:
“Please select a reporting quarter and grantee in order to generate the internal QPR.”
The following dropdown lists will appear:

o 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, including the End of Year period (all 4 quarters). 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.

Generate Internal QPR Reports ’4"'?}‘

Instructions >

Year * Quarter *

2024 - 10/1/2024 - 12/31/2024 -

Grantee * Sub-Grantee State

- slect 5 SUB-Grantes - elect a Stare -

e

If the QPR has been frozen for a report period, you will not be able to select the frozen report period
and generate the QPR for that report period on this screen.

1. Select Admin Console from the main navigation bar.
2. Click Generate Internal QPR Reports.
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3. Select the required fields and click Export. The Internal QPR Report Generation Status
screen will appear.

Internal QPR 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.

4. Click Confirm to return to the Admin Console. When the QPR is generated, you will receive
an email with a link to retrieve the QPR.

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.

5. Click the linkin the email. The sign-in screen is displayed, and the user must sign in to the
application again. The Report Confirmation screen will appear.

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 T 8/11/2023 3:14 PM EDT B

6. Clickthe download icon. The QPR will be downloaded, and you can open the downloaded
file.

Users should be aware of the following notes when viewing the downloaded internal QPR:

e Grant Overview
o Average Project Duration is calculated independently of a participant’s duration that
is attributed to the COVID-19 Duration Policy.
e Section A
e SectionB
o Measure B.2 Community Service Hours will display N/A for the L4Q reporting period.
e SectionC
e SectionD
o The following measures will display 0% instead of N/A if the numerator is zero (0)
and the denominator is not zero (0): measure D.2d Percentage of Placements in the
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2nd and 4th Quarters with the Same Employer; and measure D.2f Percentage of
Placements with Benefits.
o Measure D.2b OJE Placement does not include self-employment placements.

6. Manage Paid Hours

You can update the hours for multiple participants on the Manage Paid Hours screen. Once you
select a program year that has not been frozen, all participants active within that program year will
be displayed. The hours can be entered for the quarters in which a participant was active. Quarters
in which a participant was not active (for example, when they are on break or have exited the
program) will be grayed out, and hours for those quarters cannot be entered.

Paid hours for the previous program year can be entered or edited from the Program Year dropdown
list. Refer to the Data Collection Handbook for definitions of each category of hours.

To enter hours for all active participants in a sub-grantee:

Select Admin Console from the main navigation bar.

Click Manage Paid Hours.

Select the Grantee, Sub-Grantee, and Program Year in the dropdown lists.
Note that the search can be further narrowed by using the Optional Filters.

PoObd=

Optional Filters

‘

Status Participant ID
Active -

Case Assigned To Participant Name @
Fred Smith -

Host Agency

5. Click Search to search for participants within the specified selections. Participants who
meet the selection criteria will be displayed.

6. Enterthe hours for each participant in the appropriate category. As hours are entered, the
Total Hours row is updated with the total number of hours. If you enter paid hours
exceeding 325 hours, a warning message will appear.

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 Persan)
Paid Training (Remote) 1
Paid CSA (In Person) 1
Paid CSA (Remote) "

Paid Sick Leave

O 0 3 0
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7. Click Save to save the entered data. If the Save button is grayed out and cannot be clicked,
click anywhere on the screen to activate it.

After saving, you can navigate to additional screens of participants who meet the selection criteria
and enter their hours.

7. Participants Waiver Factors

Participants' waiver factors can be accessed and managed from the Admin Console.

Select Admin Console from the main navigation bar.

Click Participants Waiver Factors.

Select a Grantee and Sub-Grantee from the dropdown lists.

Click Submit to view or edit a participant’s waivers. A list of participants who have existing
waiver factors will be displayed.

Pobd-=

Participants Waiver Factors

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

5. Note: Some participants have green check marks or red X marks under the Waiver Updated
column.
a. The green check markindicates that this participant’s waiver factors have been
updated in their record.
b. Thered X indicates that the waivers have not been updated.
Only active participants will be displayed.

6. Select a participant’s name to edit the waiver factors for that participant. The participant’s
waiver factors for the selected program year will appear.

7. Editthe relevant Waiver Factors and the Last Updated Date.

Click Save.

9. Ifyou have completed your updates, click Close.

o
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8. Participant Search

To search for participants:

1. Select Admin Console from the main navigation bar.

2. Click Participant Search.

3. Enter avalue in the Grantee field.

4. The Participant Name Or Participant ID, Program, or Social Security Number fields can
also be entered to further filter the results.

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
- National Older Workers Association (NOWA) X
Please start typing Grantee's Name or Code to pick from available options

©O Reset | Search

5. Click Search to display a list of participants matching the search criteria.

Participant Name T Participant ID Program Eligible to Enroll?
veather, Adria 10005587 New Jersey No
field, Belinda 10005588 New Jersey No
vey, Franklir 10005585 New Jersey No
10005583 New Jersey No
Nard, Charle: 10005582 New Jersey No

6. Select the participant’s name from the list to open the Participant Summary screen.
7. To search for another participant, click Back to Search.
8. Ifyou have completed searching, click Close.

9. Participant Wait List

A Sub-Grantee or Grantee Administrator can search for participants currently on the waitlist using
the Participant Wait List screen. You can search by participant ID, first name, last name, or full
name.

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

The following message displays in an expandable note:

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

Participant Name Or Participant ID @

Grantee Sub-Grantee

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

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.

Once you click 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 CaselD: The case ID is displayed as hyperlinked text. After clicking it, you will be redirected
to the intake checklist for the case.

e Participant Name: The participant’s first and last name

o Participant ID: The full participant ID

o 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
o Enrollment Date: The date of enrollment for the participant formatted as MM/DD/YYYY

10. Manage Organizations and Contacts

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

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. Both city and erganization name fleld can take partial or full names
State city* Organization Name *
RESET | SEARCH ‘

Notes about organizations:

e Once an organization is created, some of its information cannot be updated. This
includes the organization name, organization type, FEIN, and address.
o Only Program Analysts can update this information.
o Ifanorganization 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.

o The Employer and Service Provider types can be added as additional types to that
organization, but none of the types can be removed.
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o Ifan organization type was added in error, contact SCSEP Help for assistance.

o 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.

o 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.

o 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.
o Forexample, 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

o However, these two organizations are not considered duplicates:
= Target, 123 Main Street, Rockville, MD
= Target, 123 Main Street, Bethesda, MD

10.1 Search for an Organization

To search for an organization:

1. Select Admin Console from the main navigation bar.

2. Click Manage Organizations and Contacts.

3. Enterthe information into the fields. Note: The entire Organization Name does not need to
be entered. A minimum of one character can be entered. The results will display all
organizations containing that character in the selected city and state.

4. Click Search. A list of results populates with organizations that match the search criteria.

10.2 Add an Organization

To add an organization:

Select Admin Console from the main navigation bar.

Click Manage Organizations and Contacts.

Conduct a search to determine if the organization is already in the system.

If the organization is not found in the search results, click Add to create a new organization.
Enter the name of the organization to be created.

aprowbd-=
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6. Click anywhere on the screen to display further data entry fields.
Enter the information of the organization and of the primary contact.
8. 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. Toaddthem, select the grantee and sub-grantee, and click Search. Additional fields
will appear.
b. Click Add New.
c. Selectthe Agency Type to which to designate and/or add additional details.

N

Agency Type Organization Continued Availability
Available
oo ] x
Not Available
-— Please select a value -—

Host Agency

Employer

" Service Provider

d. Enterthe information as necessary. If the organization is only designated as a host
agency, employer, or service provider, no other fields in the Additional Details
section need to be entered.

e. If further designations or details are necessary, click Add New and select an Agency

Type.
f. Toremove an agency type before the record is saved, click the red X.

Agency Type Organization Continued Availability
Available

Host Agency - x
Not Available
Available

Employer - x
Not Available

g. Note: Once the record is saved, the designated type cannot be removed. Contact
SCSEP Help for assistance in updating the type.

9. Once allinformation has been entered, click Add to create the organization.

10.3 Edit an Organization

To edit an organization:

Select Admin Console from the main navigation bar.

Click Manage Organizations and Contacts.

Conduct a search to find the organization.

Click on the Agency ID of the organization requiring an edit.
Edit the necessary information.

Click Save to save the changes.

o0k 6N
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10.4 Add Additional Contacts

To add additional contacts to an organization:

Select Admin Console from the main navigation bar.

Click Manage Organizations and Contacts.

Conduct a search to find the organization.

Click on the Agency ID of the organization requiring additional contacts.
Click Add under Additional Contact Information.

aprpobd=

Additional Contact Information

vAdd Contact

Salutation

Contact First Name * Contact Last Name *
Title* Is Primary POC?
Yes @ Mo
Primary Contact Number Primary Extension
Cell?
Alternate Contact Number Alternate Extension
Cell?
Fax Number E-mail

6. Enterthe information into the fields.
7. Click Save. The additional contact is added to the organization.

11. Manage Eligibility Task Assighment

The Manage Eligibility Task Assignment screen 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.

When a grantee is selected from the Grantee dropdown list, the Supervisor and New Assignee
dropdown lists appear.

Grantee

National Older Workers Association (NOWA) -

Supervisor * New Assignee *

CLOSE

e The Supervisor dropdown list is where the user selects the role they want to reassign tasks
from.

o The New Assignee dropdown list is where the user selects the role they want to reassign
tasks to.
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Both lists include roles of Supervisor and above associated with the grantee. If you select the same
person in both lists, the following message appears:

"The new supervisor cannot be the same as the previous."

12. 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.

1. Click Extracts in the Admin Console. The Extracts Files screen is displayed.
2. Enterthe information into the fields. The Grantee, Sub-Grantee and Extract Type fields are
required.
3. Click Export. A confirmation window appears: “Are you sure you want to leave?”
a. Click OK to proceed with the export.
b. Click Cancel to cancel the export.

4. The Download [extract type chosen] Extract screen will appear.
Click Refresh to see the latest status of the export.
6. The Download [extract type chosen] Extract screen will appear with a linked extract file.

o

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

7. Select the linked file name. The file is downloaded in .CSV format.

13. Nationwide QPR Report

The Nationwide QPR Reports screen allows all users to generate the Nationwide Quarterly Progress
Report (QPR).

On the Nationwide QPR Reports screen, the following dropdown lists appear:

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, including the End of Year period (all 4 quarters). This field defaults to
the current quarter.

Follow these steps:
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1. Select Admin Console from the main navigation bar.
2. Click Nationwide QPR Report.
3. Enterthe information into the required fields.

Generate Nationwide QPR

Instructions >

Year* Quarter *

2024 v 10/1/2024 - 12/31/2024 -
CANCEL EXPORT

4. Click Export. The Nationwide QPR Report Generation Status screen will appear with the
following message: "Once your Nationwide QPR Report is complete, you will receive an
email link to download. Please click 'confirm' to return to the Admin Console."

Nationwide QPR 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

5. Click Confirm to return to the Admin Console. When the QPR is generated, you will receive
an email with a link to retrieve the QPR.

Your Nationwide QPR Report is ready

K
admin@cmp.dol.gov on behalf of United States Dej ©9 9>
To Ol 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.

6. Selectthe linkin the email. The sign-in screen will appear, and you must sign in to the
application again.
7. The Report Confirmation screen will appear.
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Report Confirmation

SCSEP Internal Performance Status Report

Name Size Generated By Generated Date Download

SCSEP Performance Status Report: 08-11-2023 03:14:27 14.616 KB T 8/11/2023 3:14 PM EDT -]

8. Click the download icon. The QPR will be downloaded, and you can open the downloaded
file.

If the QPR has been frozen for a report period, you will not be able to select the frozen report period
and generate the Nationwide QPR for that report period.

Please refer to the "Generate Internal QPR Reports" section of this document for notes about
specific QPR measures.

14. Freeze QPR Report

The Freeze QPR functionality is only available to users at the Program Analyst level.

1. Select Admin Console from the main navigation bar.
2. Click Freeze QPR Report.
3. Enterthe information into the required fields.

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

b. Quarter (Required): Displays the start and end date of each quarter available for the
selected program year, including the End of Year period (all 4 quarters). This field
defaults to NULL.

c. Note: You can only select a reporting period that has already concluded. The Freeze
QPR Report button will be grayed out for reporting periods where the QPRs for that
reporting period have not already been generated from the Freeze QPR Report
screen.

4. Click Generate. This will initiate the process that generates the Nationwide QPR and the
internal QPR for every grantee and sub-grantee combination for this reporting period.

5. Aconfirmation windows appears: "Begin QPR Generation? QPR Generation begins at 12:00
AM (EST). You will receive an email upon completion.”

6. Click Yes to confirm and return to the Admin Console.

While the QPRs are generating, you will not be able to generate ad-hoc internal or Nationwide QPRs
from the Admin Console. These cards will be grayed out during this process.

Upon completion of the QPR generation process, you will receive an email.
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The QPR is Generated Successfully

PY2023 Q3 QPR is generated. Please go to Freeze QPR to view the generated QPR reports.

Thank you.

Note: Please do not reply. This message has been sent by a notification only system.

admin@cmppreprod.dol.gov on behalf of United States Department of Lab | @ ‘ © Reply ‘ ) Reply Al ‘ —> Forward )L o )
To @ Campbell, Katherine L - ETA CTR Tue 10/29/2024 7:31 AM

Once you receive this email:

Return to the Freeze QPR Reports screen from the Admin Console.
A message is displayed at the top of the screen: "Freeze QPR - Selected year and quarter
QPR report has been generated. Click here to view the QPR report."

@ Freeze QPR- Selected year and quarter QPR report has been generated. Click here to view the QPR report

Freeze QPR Report

Click on the link in the message. You can view any grantee and sub-grantee Internal QPR or
Nationwide QPR for the generated reporting period, which is automatically populated in the
Year and Quarter fields.

View Generated QPR
Please select the Grantee (Optional: Sub-Grantee) you wish to view.

Year Quarter
2023 v 7/172023-6/30/2024 v

Selected QPR

Internal Q| Nationwide

Grantee * Sub-Grantee

GO BACK

If Nationwide is chosen as the Selected QPR, no Grantee or Sub-Grantee fields will
display.

View Generated QPR

Year Quarter

2023 - 71/2023

Selected QPR

GO BACK VIEW GENERATED REPORT
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5. Click View Generated Report. A message is displayed at the top of the screen: "Freeze
QPR - QPR is ready for download. Click here to download the report."

& Freeze QPR - QPR is ready for download. Click here to download the report.

View Generated QPR

6. Click onthe linkin the message to download the report.
Return to the Freeze QPR screen from the Admin Console.
8. Select the same Year and Quarter fields. The Freeze QPR Report button is now enabled.

N

Freeze QPR Report
Please select the program year and quarter to generate the QPR

Year* Quarter*

2022 v | 10172022 - 1203172022 -

QPR™
© iniemal
Nationwide

CANCEL GENERATE | FREEZE QPR REPORT

9. Click Freeze QPR Report. A confirmation message appears: "This will freeze the QPR. Are
you sure?"
a. Click Yes to confirm.
b. Click No to cancel.

10. Click Yes. The QPR freezing process will begin, and you will return to the Admin Console.

When the QPRs have been frozen and are ready for download, you will receive an email.

The QPR is Frozen Successfully

admin@cmppreprod.dol.gov on behalf of United States Department of Labor IT Platform <noreply@dol.gov>
To @ Campbell, Katherine L - ETA CTR

Hello,
PY2023 Q3 QPR is now frozen. Please go to Freeze QPR to view the Freezed QPR reports.
Thank you.

Note: Please do not reply. This message has been sent by a notification only system.
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Once you receive this email:

1. Gotothe View Frozen QPR screen from the Admin Console.

2. A message is displayed at the top of the screen: "Please select a reporting quarter and
grantee and sub-grantee in order to view the frozen QPR."

3. Youcan only select a Year and Quarter to view a QPR that has already been frozen. Report
periods that have not been generated and frozen will not appear in the dropdown list.

In this case, a message will appear indicating that the frozen QPR is not available for that
year or report period: "Frozen QPR is not available for the PY2024."

Instructions >

Note

Frozen QPR is not available for the PY2024

Year* Quarter*

2024 - -P T -

‘ CANCEL ‘

4. Selectthe Year and Quarter for which the QPRs were generated and frozen.

5. Selectthe type of QPR. For an Internal QPR, you must also select the Grantee (required)
and Sub-Grantee (optional).

6. Click View Report. The Report Confirmation screen will appear.

Report Confirmation

Frozen QPR Report

Name Size Generated By Generated Date Download

Frozen Nationwide SCSEP Performance Status Report: - Reporting Period .
07/01/2023 - 06/30/2024 15.028 KB Katherine Campbell 11/20/2024 8:22 AM EST B

7. Click the download icon to download the recently frozen QPR for that reporting period and
selected Nationwide or grantee/sub-grantee QPR.

14.1 Unfreeze QPR Report

Once the QPR has been frozen, no additional data collected in the GPMS will be reflected in any
QPR for this reporting period.

If there is an error that must be corrected, Program Analysts can also unfreeze the QPR.

1. Select Admin Console from the main navigation bar.

2. Click Freeze QPR Report.

3. Ifyou select areport period for Year and Quarter that has been frozen, the Unfreeze QPR
Report button will appear and the Generate button will be grayed out.

Page 86 of 119




OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

Year * Quarter *

2023 - 71112023 - 6/30/2024

CANCEL

UNFREEZE QPR REPORT

4. Clicking Unfreeze QPR Report displays a confirmation window:

"This will unfreeze the QPR.

Are you sure?"
a. Click No to cancel the request.
b. Click Yes to proceed with unfreezing the QPR.
5. Click Yes.

You will receive an email when the QPR has been unfrozen.

The QPR is Unfrozen Successfully

admin@cmppreprod.dol.gov on behalf of United States Department of Labor IT Platform <noreply@dol.gov>
To @ Campbell, Katherine L - ETA CTR

Hello,
PY2023 Q3 QPR is now Unfrozen. Please go to Freeze QPR to view the Unfreezed QPR reports.
Thank you.

Note: Please do not reply. This message has been sent by a notification only system.

Now the QPR for the previously frozen report period will once again dynamically reflect real-time
changes in the data collection system.

Reports

All reports related to SCSEP can be accessed in this section. Access to reports is dependent on
user role (a full list by user role is presented below). The Reports screen contains two tabs:

e User Organizations

e Equitable Distribution

£53 (=)

ADMIN CONSOLE MY T

= EQUITABLE DISTRIBUTION

= Reports

NOTE

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 Grantes.

USER ORGANIZATION FILTERS

Nationwide Grantee * sub-Grantee *

SEARCH

Yes .

One

Page 87 of 119



OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

1. User Organization

To access reports:

Select Yes under Nationwide for nationwide reports.

Select No under Nationwide to run individual grantee reports.

Select a grantee.

Select one or more sub-grantees. If no sub-grantee is selected, the reports will generate
data for all sub-grantees within the selected grantee.

5. Click Search.

USER ORGANIZATION FILTERS

Nationwide Grantee * Sub-Grantee

Pobd-=

Yes

O nNo

New Mexico - SCSEP - New Mexico o

| SEARCH

Depending on your user role, you will see reports categorized under Participants, Actions, and
Employers.

Report Access by User Role

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:
a. Asabove, for Case Manager for Participants.
3. Sub-Grantee Admin:
a. Asabove, 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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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

These reports will be described in the following sections. Remember that not all reports are
available to every user.

To select a report, click on the report name. To return to the list of reports on the first screen of an
individual report, click on the link that says Back.

Participant Current/Exit Detail

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

1.1 Participant Current/Exit Detail

= Reports = qumanosBuon
€ Back Participant Current/Exit Detail
Active Filters for Enroliments @ Active Filters for Assignments * Initial Assignment Date From Initial Assignment Date To
] L]
Exit Date From Exit Date To
L] &

To run this report:

1. Select Reports from the main navigation bar.
2. Onthe User Organizations tab, set up the user organization filters and click Search.
3. Select Participant Current/Exit Detail from the Participants category.
4. Thisreport can be filtered by the following:
a. Active Filters for Enrollments: There are two choices: Show Currently Active
Enrollments Only or Show Exited Enrollments Only. This is a required field.
b. Active Filters for Assignment: There are two choices: Show Current/Latest
Assignments Only or Show All Assignments.
c. Initial Assighment Date From: Optional field to narrow your search.
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e. Exit Date From: Optional field to narrow your search.
f. Exit Date To: Optional field to narrow your search.

5. Click Reset to clear all filter values.

Choose the 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.

vResults Summary

Number of Current Participants:
Average Time in Program:

Average Time in [District of Columbial
20,08 Day
Number of Participants with More Than One Displayed Enroliment:
29

Average Number of Enroliments Per Participant:

Average Days in Displayed Enrollments:
520,51

Average Number of Displayed Assignments Per Enroliments:

Average Days in Current Assignments:
49

Average Days in Displayed Assignments.

vResults Details
Contact Number

Case 1D Participant Name

E 990 Alfred P

Number of Exited Participants:
Percentage Exiting for Employment:

Percentage Exiting for Other Reason:

Percent Excluded at Exit:

Number of Participants Ever on Leave of Absence:
Av:u.\ge Number of Leaves of Absence Per Enrollment

Average Days Ever on Leave of Absence:

Initial Assignment Date Exit Date

7. Average Time in Subgrantee is displayed in the Results Summary when the sub-grantee is
filtered. The Average Time shown on the screen may vary depending on selection criteria;
the export file will provide Average Time information for both grantee and sub-grantee.

8. Click Export to export the Results Summary section of the report. Note that the report does

not include duplicate assighments.

~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 Mare Than One Displayed Enrollment:
29

Average Number of Enrollments Per Participant:
1.05

Average Days in Displayed Enrollments:

52051

Average Number of Displayed Assignments Per Enrollments:

Average Days in Current Assignments:
435

Average Days in Displayed Assignments:
495

Number of Exited Participants:

314

Percentage Exiting for Employment:
21.08%

Percentage Exiting for Other Reason:
T

Percent Excluded at Exit:

214%

Number of Participants Ever on Leave of Absence:

Average Number of Leaves of Absence Per Enroliment:

Average Days Ever on Leave of Absence:
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9. Click Refresh until a file name appears next to Export File on the screen.

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

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

Microsoft Excel Worksheet.

Al

fr Number of Current Participants

1 |Number of Current Participants

2 288
3

0~ oW s

620

B

|average Time in Program

c

Average Time in Grantee

"620.08

Number of Participants with More T Average Number of Enrollments

29

D E

.05

Results Details section: The individual participant’s report can be viewed/exported in this section.

1. Toview an individual participant’s report, click 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 scr

oll down).

vResults Details

Case ID

Participant Name

E 10365478 Torey Clark

Contact Number

5053604322

Initial Assignment Date

4/1/2022

2. Click Export.

w

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

4. Click on the file name or right-click on the file name to download a copy of the file to your
default file location.
5. The exported file is downloaded. You can access the file with any program that can read a

Microsoft Excel Worksheet.

Once you have generated the report, you can either exit the Reports screen entirely or generate
more reports by clicking Close. Clicking Close on this screen (or any other report screen) will return
you to the initial Reports screen.

1.2 Approved Breaks in Service (Future Report)

To run this report:

1. Select Reports from the main navigation bar.
2. Onthe User Organizations tab, set up the user organization filters and click Search.
3. Select Approved Breaks in Service from the Participants category.
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& Back Approved Breaks in Service

Break Date Range Case Manager
Grant New Mexico (Program Year: Beginning End
2021 Grant #: " -
AD362452160A35) 01/01/1990 = =
EXPORT
Start Expected Actual Case Reason For Days Documentation
Name Phone county Date End Date End Date ExitDate Grant Name Manager Break Break Provided

4. Thisreport can be filtered by the following:

a. Grant: This field is prefilled based on the combination of grantee and sub-grantee
that you selected in the User Organization Filters screen.

b. Break Date Range: Select a beginning date (required) and ending date (optional) to
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 clicking the
calendar icon and selecting the date.

c. Case Manager: This field displays the Case Managers associated with the
grantee/sub-grantee combination that you chose.

5. The bottom of the screen shows those participants who fall into your selected filter ranges.
The results can be sorted by columns.

Name Phone Coun Start Expected Actual Exit Grant Name Case Reason For ans Documentation Break
R4 Date End Date End Date Date Manager Break Break Provided Active

SCSEP-

7 fkemo1 )

1976 aappozazaz COPEMAY ooi61/2022  os/10/2022 072172022 AD362452160A35 <O Family/health 91 v

Retest- County fkemo1

001

SCSEP-

1976 apgozazzz OPEMA ggio53022  o8/14r2022  08r29/2022 AD36245216035 <M Family/health 24 v

Retest- County fkem01

001

SCSEP-

1976 aappozz222 COPEMAY g5i61/2022 051072022 0772172022 AD362452160A35 <m0 Family/health 91 v

Retest- County fkemo1

002

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

7. When a file name appears on the Report Confirmation screen, click the download icon to
save a copy of the file to your default file location.

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 B
| CLOSE

Page 92 of 119




OCIO

OFFICE OF THE CHIEF INFORMATION OFFICER

8. The exported file is downloaded. You can access the file with any program that canread a
Microsoft Excel Worksheet.

A
1
2
3
4
5
6
7
8
9

10

B C D E F G H | J K L
GRANTEE_SUB_GRATLAST_NAMIFIRST_NAME PARTICIPAHOME_PHONE_BREAK_START_DATE BREAK_EXPECTED_END_DATE BREAK_END_DATE BREAK_REASON DAYS_ON_APPROVED_BREAK APPLICATI
690 NM0O1  Retest-001 SCSEP-1976 10003884 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 1/1/2022
690 NM001  Retest-001 SCSEP-1976 10003884 2222222222 8/5/2022 8/14/2022 8/29/2022 Family/health 24 1/1/2022
690 NM001  Retest-002 SCSEP-1976 10003885 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 Hunnnnny
690 NM0OO1  Retest-002 SCSEP-1976 10003885 2222222222 8/4/2022 8/14/2022 8/29/2022 Family/health 25 HiHHHHIH
690 NMO01  Retest-003 SCSEP-1976 10003887 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 1/1/2022
690 NMO01  Retest-003 SCSEP-1976 10003887 2222222222 8/5/2022 8/14/2022 8/29/2022 Family/health ZEl 1/1/2022
690 NM001  Retest-004 SCSEP-1976 10003893 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 HuHHuIY
690 NM0O1  Retest-004 SCSEP-1976 10003893 2222222222 8/4/2022 8/14/2022 Family/health 120 Hunnun
690 NMO01  Retest-006 SCSEP-1976 10004228 2222222222 5/1/2022 5/10/2022 7/31/2022 Family/health 91 1/1/2022

1.4 Waiver of Durational Limit Report

The Waiver of Durational Limit report is generated based on the combination of grantee and sub-
grantee that you selected. In cases of multiple enrollments, the report displays the latest
enrollment. 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.

NOTE

Waiver of Durational Limit Report

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

Results Summary

Durational Limit for all 4 Total Participants 396 days 0
Active Participants: From Durational Limit with

at Least One Waiver
Updated This Program Year:

Total Participants 396 days 0
From Durational Limit:

Participants within 30 days 0
of Durational Limit with at

Participants within 30 days 0 Least One Waiver Updated
of Durational Limit: This Program Year:

To run this report:

Pobd=

Select Reports from the main navigation bar.

On the User Organizations tab, set up the user organization filters and click Search.
Select Waiver of Durational Limit Report from the Participants category.

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

a.
b.

Click Refresh until a file name appears next to Export File.

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

The exported file is downloaded. You can access the file with any program that can
read a Microsoft Excel Worksheet.
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5. Click on any of the numbers in the Results Summary to generate a Participant Table based
on that particular metric.

NOTE

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

Results Summary

Durational Limit for all Active Participants:

6. Participants for your selected grantee and sub-grantee combination that fit the metric will
be displayed in the Participant Table. You can sort the table by clicking on a column name
(e.g., Participant).

|Participant Table: Durational Limit for all Active Participantsl

Sub Grantee Days Left Participant ID Home Phone Number County of Residence Application Date Enrollment Date
SCSEP - New Mexico 317 Aldridge, Ronald 9553501 (907) 203-0020 San Juan County 10/08/2020 10/16/2020

= SCSEP - New Mexico 288 Anderson, Caitlin 9925190 (505) 507-2741 Bernalillo County 07/02/2021 09/17/2021

= SCSEP - New Mexico 71 Benavidez-Sullivan, D'Anna 10004820 (575) 740-1158 Dona Ana County 09/28/2022 11/14/2022

= SCSEP - New Mexico 967 Beyuka, Mickey 10015556 (505) 785-9497 McKinley County 11/03/2022 07/28/2023

a. Click Export.
Click Refresh until a file name appears next to Export File on the screen.
Click on the file name or right-click on the file name to download a copy of the file to
your default file location.

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

7. Click the icon to the left of a row to generate a Participant Details report.

Participant Details Waiver Factors
Case Assigned To Race, American Indian or Alaskan Severe Disability Limited English Proficiency
Smith, Mary Native
Participant did not self-identify = - -«
Age “ 0 o Frail Low Literacy Skills
70 Race, Asian
Participant did not self-identify s .
Date of Birth “ 3 ° Old Enough, Not Receiving SS Title Il 75 or Older
12/26/1952 Race, Black, African American No
Participant did not self-identify
Gender _ 4 Severly Ltd Emp Prospects Formerly Incarcerated
Male Race, Native Hawaiian/Pacific Islander
Participant did not self-identify
Address ; 5 ’
508 Becker Ave. Belen New Mexico 87002 ~ Race. White
Yes
Email
sirs8ddy@gmail.com Ethnicity: Hispanic, Latino, or Spanish
Origin?
Disability No
No
Has Enroliments In Other Grantees
Veteran Status .
None
No
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a. Click Export.

b. Click Refresh until a file name appears next to Export File on the screen.
Click on the file name or right-click on the file name to download a copy of the file to
your default file location.

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

1.6 Participant Hours Report

€ Back Participant Hours Report
Program Year * Participant Last Name
Quarter Status

Only show assignments with blank or 0 Total Hours
Current Quarter YTD

RESET

To run this report:

Select Reports from the main navigation bar.

On the User Organizations tab, set up the user organization filters and click Search.
Select Participant Hours Report from the Participants category.

This report can be filtered by the following:

a. Program Year (required): You can select individual years from 2021 to the current
year.

b. Status:

i. SelectActive in the Status field to view hours for currently active
participants.

ii. Select Exited to view hours for currently exited participants.

iii. Toview all participants and their associated paid hours for previous
quarters, leave the Status field unselected. Note: Exit dates shown may be
later than the report period selected.

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

d. Quarter: Select 1-4 for the first through fourth quarter of a program year.

e. Current Quarter or YTD: If Current Quarter is selected, the Program Year and
Quarter will default to the current quarter. If YTD is selected, Program Year will
default to the current year and the Quarter field will be disabled.

f. Only show assignments with blank or 0 Total Hours: If this box is checked, results
will only include assignments that have zero or blank total hours for the program
year/quarter selected.

Pobd=

5. Clicking Reset will clear the values for the filters.
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6. Choose the desired filters and click Search.

Grantee Summary Details

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

Total Number of Active Enrollments Number of Enroliments with Paid In-Person CSA Number of Enroliments 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

7. Ifthe search returns a total participant count greater than 1000, results will be limited and a
warning message will be displayed under the Grantee Summary Details table: "Warning:
The total participants count on this report is greater than 1000. Please include additional
filter criteria to limit the result."

8. The screen will display aggregate results for the grantee/sub-grantee(s) you have chosen
and display them under Grantee Summary Details, the Grantee Summary Hours Table,
and in the Case Summary Table.

Grantee Summary Hours Table

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 0 105 0 54 0 78

Q2 0 415 0 148 0 302

Q3 0 617 0 4 0 92

Q4 0 0 0 0 0 0

EXPORT

9. The Grantee Summary Hours Table will show totals by quarter for various categories: Total
PRA Activities Hours, Total Paid In-Person CSA Hours, etc.
a. Click Export.
b. Click Refresh until a file name appears next to Export File on the screen.

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 _

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

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

10. The Case Summary Table shows information by individual participant.

a. If multiple sub-grantees were selected in the initial report filter, the sub-grantee
name will be shown in the table for each case.
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b. Allcolumns can be clicked to sort by that column in ascending/descending order.
c. Toview only participants with a last name that starts with a single letter, click that
letter in the alphabet row above the columns.

Case Summary Table

lIl s ¢ P § F - H ! ! K t " N °

Participant Id Caseld Sub-Grantee Name 1 _participant Name
= 10002860 10860370 CAD19 AAA, County of Los Angeles Gpo, Pamela
= 10006490 10871241 CAD19 AAA, County of Los Angeles Gfirule, Yolanda
= 9567404 10842258 CAD19 AAA, County of Los Angeles Ggrcia, Ramon

11. Click Export.

12. To view an individual participant’s report, click 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).

CA020 San Bernardino Cty Dept of Aging &
E 9506540 an bernardino ty Dept of Aging Gonzalez, Jose (909) 969-1629 8/15/2022

Adult Sves

| Participant Assignment Details (Name: Gonzalez, Jose) |

Assignment: 9948767

Host Agency Name Type Assignment Date
Department of Aging and Adult Services - Rancho Host Agency 8/15/2022
Cucamonga Address Assignment Start Date

a. Click Export.
b. Click Refresh until a file name appears next to Export File.

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...
( Last Refresh: 12/3/2024 11:55 AM EST ) -REFRESH

c. Click onthe 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 Participant Hours Participant Summary

I Export File Gonzalez, Jose - 2022 - Assignment Hours Report Summary I

CLOSE

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

2. Actions

These reports are available at the Grantee Admin or Program Analyst levels only.

2.1 Participant Actions Report

& Back Participant Actions Report

INTRODUCTION

v

List of all Participant with active Enrollments in SCSEP. For each Enroliment, 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 Initial Assignment Date From Initial Assignment Date To

Recertification Safety Consultation = =

To run this report:

Select Reports from the main navigation bar.

On the User Organizations tab, set up the user organization filters and click Search.

Select Participant Actions Report from the Actions category.

This report can be filtered by the following:

a. Show Results: Choose none or any combination of four for IEP, Recertification,

Physical or Waiver and Safety Consultation.
Initial Assignment Date From: Optional field to narrow your search.
Initial Assighment Date To: Optional field to narrow your search.

PoObd=

There are no required filters for this report.
5. Clicking Reset will clear the values for the filters.

6. Choose filters and click Search. The screen will show aggregate results based on the filters
you selected.
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=

7. Click Export.

8. When a file name appears on the Report Confirmation screen, click the download icon to
save a copy of the file to your default file location.

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 -]

9. 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, replicating the
report as seen on the screen.

A A B (5
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 Past 153

8 Number of Physicals or Waivers S0

9 Number of Physicals or Waivers "55

10 Number of Safety Consultations S0
11 Number of safety consultation p'l.55

I Summary IDetaiIs ®

10. The bottom of the screen shows individual participants. These can be sorted by column:

Detail Section

A B C D E F G H I J K L M N o P Q R S T u v w X Y
. Home Case Initial Due Date . .
Parti t C f IEP Date of R rtificat
Participant | o oPAM prone Email ounty of -\ cigned  Assignment ate o of Next ecertification
ID Residence Status Last IEP Status
Number to Date IEP
Gonzales, (575)312- — DonaAna  Smith, Past
Ofelia 9936461 6494 Myophelia70@gmail.com County Mary 06/16/2017 Due 02/10/2022 08/10/2022 Past due
a. Participant
b. Initial Assignment Date
c. Date of Last IEP
d. Date of Next IEP
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e. Date of Recertification (In the Participant Actions Report, the pending recertification
is blank in the Date of Recertification column until the Supervisor approves it.)

Date of Next Recertification

Date of Last Physical or Waiver

Date of Next Physical or Waiver

Assignment Date

j. Date of Safety Consultation

k. HostAgency

> @

2.2 Most in Need/Waiver Factor Actions Report

€ Back

Filters

INTRODUCTION v

List of all participants 1) with active enroliments 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.

Program Year Participant Detail Selection *

Leaving this blank will select both the current and previous years

Most In Need/Waiver Factor Actions Report

Show Current Participants With Pending Waiver Factor

Show All Current Participants

To run this report:

Pobd=

Select Reports from the main navigation bar.
On the User Organizations tab, set up the user organization filters and click Search.
Select Most in Need/Waiver Factor Actions from the Actions category.
This report can be filtered by the following:
a. Program Year: Select one of the two program years available (current year and
previous year). Leaving this blank will select both the current and previous year.
b. Participant Detail Selection: You can select either to show Current Participants
With Pending Waiver Factors or All Current Participants. This is a required field.

Clicking Reset will clear the values for the filters.

Choose filters and click Search. The screen will show aggregate results based on the filters
you selected.

The screen will display aggregate results for the grantee/sub-grantee you have chosen and
display them under Results Summary.

Click Export.

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

. 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 Factor Participant Details Report

| Export File MINWFA_Report_7/17/2023 9:25 AM EDT l

11. 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, replicating the
report as seen on the screen.

12. Toview an individual participant’s report, click the icon next to Participant. 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).

Atkinson, Donald PID: 9565919

2024 WAIVER FACTORS

Severe Disability Limited English Proficiency
Yes - 10/03/2024 Yes - 10/03/2024

Frail Low Literacy Skills

Yes - 10/03/2024 No - 10/03/2024

0ld Enough, Not Receiving SS Title Il 75 or Older

No - 10/03/2024 Yes as of (12/03/2024)
Severely Limited Employment Prospects in Area of Persistent Unemployment Formerly Incarcerated

No - 10/03/2024

2.3 Follow-Up Reports

€ Back Follow-Up Reports

Introduction hd

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

Overdue Follow-U|
Follow-Up Category * . :
Expired Follow-Up

‘

Successful Follow-Up

Negative Follow-Up

O Reset | Search

To run this report:

Select Reports from the main navigation bar.

On the User Organizations tab, set up the user organization filters and click Search.

Select Follow-Up Reports from the Actions category.

This report has three required filters. Each of these must be selected, in turn, to allow you to
select from the next filter, and then to generate a report:

Pobd=
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a. 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 to make the next filter selection.

b. Follow-Up Category: Filter your results on Follow-Up 1, Follow-Up 2, Follow-Up 3 or
all three follow-ups (7, 2, 3, and All). You must select a choice to move on to the
next filter selection.

c. 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. More than one status, or even all statuses, can be selected.

Clicking Reset will clear the values for the filters.

6. Once you have chosen your desired filters, click Search.

7.

8.

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

Follow Up Report (2020)

Follow Up Results Details

Follow-

Case Follw-up1 Follow:
Participant  Particlpant  Participant  Participant  Participant Participant Email Asstgned Participant  Up1 Completed  Up 1
articipant Emai ssigned . ompletec p
FirstName LastName 1D Case D Phone 8 Exit Date Scheduled ity f
To Date Date Status

05) 495- fkgradol = =
Juana Locaspine 9627306 10795608 02499 A 031772021 7

The Follow Up Results Details section shows more information than can fit within the width
of a typical display. To view the remaining details, scroll to the right using the bar at the
bottom of the screen.

On the right side of this screen, you will see an arrow that expands or contracts the
information shown below the title bar. The Export button is visible if there is information
that can be exported.

Below is an example where all the information has been contracted:
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€ Back Follow-Up Reports

Introduction hd

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

Summary

Follow Up Report (2020)

Below is an example where the filters you selected are expanded, but the Summary and
Follow Up Report sections are contracted:

|

Program Year * Follow-Up Status*

2020 - Pending Follow-Up
@ overdue Follow-Up

Follow-Up Category * Expired Follow-Up
All ¥ @ sSuccessful Follow-Up

Negative Follow-Up ©OReset | Search

EXPORT

Summary

Follow Up Report (2020)

Click Export.

. Click Refresh until a file name appears next to Export File on the screen.
12.

Click on the file name or right-click on the file name to download a copy of the file to your
default file location.
The exported file is downloaded. You can access the file with any program that canread a
Microsoft Excel Worksheet.
a. The file has two tabs, Summary and Details, corresponding to what you see on the
report screen.
b. The Details tab has some additional columns (Grantee Code, Sub Grantee Code)
not seen in the Follow Up Results Details table in your browser window.
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2.4 Assignment by Host Agency Report

€ Back Assignment by Host Agency Report

Filters v

Display Active Host Agencies Only Assignment Active From Assignment Active Through 3 show Report Summary

Display Active Assignments Only = = Show Organization Summary

Show Mast Recent Assignment Only

To run this report:

Select Reports from the main navigation bar.
On the User Organizations tab, set up the user organization filters and click Search.
Select Assignment by Host Agency Report from the Actions category.
There are no required filters for this report. However, you may choose to select multiple
sub-grantees. You can filter by:
a. Display Active Host Agencies Only
Display Active Assignments Only
Assignment Active From (date range)
Assignment Active Through (date range)
Show Report Summary
Show Organization Summary
Show Most Recent Assignment Only

Pobd=

™ +to o0 o

5. Clicking Reset will clear the values for the filters.

Choose filters and click Search.

7. Ifyou select Show Report Summary as one of your filters, then those results will be
displayed in the top half of the screen.

8. Ifyou select Show Organization Summary as one of your filters, then those results will be
displayed in the middle of the screen.

Organization Summary

o

Name D FEIN Address Type Nurr.lher of Active Nun'llber of Inactive
Participants Participants
= University of New Mexico- 10125374 705 Gurley Ave., New Mexico, Not For 0 ’
Gallup Workforce Connection Gallup, 87301 Profit
— P X X Mexico, San
= santaFe Senior Programs 10005495 0 Box 909, New Mexico, Santa . oment 1 0

Fe, 87504

Chihuahuan Desert Nature 100 E. Hadley Ave.,, New Not For
Park 10236164 850386047 Mexico, Las Cruces, 88001 Profit

a. Clicking one of the icons to the left of a host agency's name will display Detail Level
Elements at the bottom of the screen.

b. 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.
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Detail Level Elements

Home Case
- Participant County of ) Active Participant's Assignment Assignment
Participant P Phone ) Y Assigned X P 8 g
1D Residence Assignment  Job Code Start Date End Date
Number To
Beyuka (505) McKinle! Smith gr?t:n;)::ry
Y ! 9864307 862- v ! N . 8/10/2015 10/1/2015
Christine 2479 County Mary Service
Occupations
Farming,
Rogers (505) McKinle Smith Fishin gand
. BErs. 9978256 713- Y ! N & 9/23/2019 6/14/2020
Timothy County Mary Forestry
8271 .
QOccupations

9. If selected, the Report Summary, Organization Summary, and Detail Level Elements
sections of the report can be exported by clicking Export.

EXPORT
Report Summary v

Number of Host Agencies Number of Active Host Agencies
213 28

Average Number of Participants Average Length of Assignment
3 563

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

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

12. 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.

Grantee Name Subgrantee Name Host Agency Agreement Date Host Agency Monitoring Visit Date
AARP Foundation Programs AARP Foundation SCSEP Atlanta, GA

AARP Foundation Programs AARP Foundation SCSEP Broward Dade, FL 8/23/2022 10/19/2023
AARP Foundation Programs AARP Foundation SCSEP Broward Dade, FL

AARP Foundation Programs AARP Foundation SCSEP Bethlehem, PA 8/28/2017 4/20/2023
AARP Foundation Programs AARP Foundation SCSEP Broward Dade, FL 7/13/2023 6/21/2023
AARP Foundation Programs AARP Foundation SCSEP Broward Dade, FL 7/13/2023 6/21/2023
AARP Foundation Programs AARP Foundation SCSEP Broward Dade, FL

AARP Foundation Programs AARP Foundation SCSEP Atlanta, GA 8/2/2010 4/22/2022
AARP Foundation Programs AARP Foundation SCSEP Austin, TX 8/22/2022 1/24/2023

3. Employers

These reports are available at the Grantee Admin or Program Analyst levels only.
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3.1 Customer Satisfaction Survey (Future Report)

& Back Customer Satisfaction Survey

Customer 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

3.2 County Reports

€ Back County Reports
Report Type Report Range
Report Date From Date To

- ] &

O CLEAR ‘ SEARCH

Name Report Type Program Year 1 Quarter
Enrollment County Summary Report 10/1/2022 Enrollment County Summary Report 2022 2 B
County Detail Report 10/1/2022 County Detail Report 2022 2 =]
Enroliment County Summary Report 9/22/2022 Enrollment County Summary Report 2022 =]

This report is available at the Program Analyst level only.

Select Reports from the main navigation bar.
On the User Organizations tab, set up the user organization filters and click Search.
Select County Reports from the Employers category.
This report can be filtered by the following
a. Report: Enrollment County Summary Report or County Detail Report.
b. Report Range: Enter a beginning and end date range.

Pobd=

5. Click Clear to clear all values for the filters.
6. Thisreport has no required fields. If you do not select any filters, the bottom part of the
screen will display all available county reports.

Name Report Type Program Year 1 Quarter

Enrollment County Summary Report 10/1/2022 Enrollment 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 B
County Detail Report 9/22/2022 County Detail Report 2022 =]
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7. Choose the desired filters and click Search. The screen will display the available reports for
the filters you select.

8. To export an available county report, click 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.
A B G D E F G H [ J K L M N (o} P Q

1 [FIPS STATE_NACOUNTY_I'AARP Fou'Alabama' 'Alaska’ 'American 'Arizona’ 'Arkansas''Asociacio 'Associate 'California 'Center fo 'Colorado' 'Connectic 'Delaware 'District of}
2 001 Alabama Autauga County

3 'oo3 Alabama Baldwin County

4 "oos Alabama Barbour County 1

5 009 Alabama Blount County 2

6 011 Alabama Bullock County 4

7 13 Alabama Butler County 4

8 015 Alabama Calhoun County 7 16

9 'o17 Alabama Chambers County 2

10 o190 Alabama Cherokee County 6

r

4. Equitable Distribution Report

Th Equitable Distribution (ED) report highlights a grantee’s performance by comparing the
authorized positions allotted to them in a given county and the number of enrollees in SCSEP within
the county. Itis one of the tools available to grantees to track their enrollments within the program.

8 = aill m
) SCSEP ~
ADMIN CONSOLE MY TASKS REPORTS GRANTEES v

= Reports & USER ORGANIZATIONS 3= EQUITABLE DISTRIBUTION
HOME DEFINITIONS

NOTES

v

AUTHORIZED POSITIONS BY STATE ~ AUTHORIZED POSITIONS BY GRANTEE ~ MODIFIED POSITIONS BY STATE  MODIFIED POSITIONS BY GRANTEE  DOWNLOAD AUTHORIZED POSITIONS

DOWNLOAD MODIFIED POSITIONS

Program Year * Quarter * State*

The report can be accessed via the navigational path: Reports > Equitable Distribution > Reports.
The following options are available in the ED report:

e Authorized Positions By State

e Authorized Positions By Grantee
e Modified Positions By State

e Modified Positions By Grantee

e Download Authorized Positions
e Download Modified Positions
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4.1 Authorized Positions by State

Filters b
Program Year * Quarter* State *
2023 - 2 - | New Jersey v|

1. Click Authorized Positions by State.
2. Select the required filters.
3. Click Search.

4.2 Authorized Positions by Grantee

Filters v
Program Year * Quarter * Grantee *
2023 - 2 = | Associates for Training & Development - |

1. Click Authorized Positions by Grantee.
2. Select the required filters.
3. Click Search.

4.3 Modified Positions by State

Program Year * Quarter * State *

2023 v |2 * | Newjersey -|

1. Click Modified Positions by State.
2. Selectthe required filters.
3. Click Search.

4.4 Modified Positions by Grantee

Program Year * Quarter * Grantee *

2023 - 2 - | Associates for Training & Development -

1. Click Modified Positions by Grantee.
2. Select the required filters.
3. Click Search.
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4.5 Download Authorized Positions

Program Year * Quarter*

2023 - 2 -

1. Click Download Authorized Positions.
2. Selectthe required filters.
3. Click the Download Generated File icon.

4.6 Download Modified Positions

Program Year * Quarter *

2023 > 2 -

x]

Download Generated File

1. Click Modified Authorized Positions.
2. Selectthe required filters.
3. Click the Download Generated File icon.

My Tasks

The My Tasks screen allows you to view and manage tasks and notifications generated at various
stages of the case management process.

The screen is divided into two sections: a Case Tasks section on the left with a blue border, and a
Notifications section on the right with a yellow border. Depending on the user role, both sections
may have options to sort between case-level and grantee-level.

=] wlll
MY TASKS REPORTS

= All Tasks and Notifications for Edcasemgr Denk

= All Tasks ! Past Due @ Due Soon i Upcoming 4 Escalated 4 SORT [& 1=
+ Show Filters Reassessment and/or IEP Due Date Reminder: 10868792 ©
© Due Date: 7/2/202 x
2 Particip
Participant Due
Participant Name ‘P3Nt | caseid  case status Task Type Escalated? Status  Description
[ Date Reassessment and/or IEP Due Date Reminder: 10868773 ©
& Due Date: 7/2/2023 x
& Participant: (Case ID: 10868773)
t
> 6 08 Active Reassessment - 0. !

Reassessment and/or [EP Due Date Reminder: 10868794 ©
3
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1. Tasks

The Case Tasks section displays tasks generated at various stages of the case management
process.

Five filter buttons appear in this section:

e All Tasks: All tasks assigned to the user

o Past Due: Tasks that are past their assigned due date

e Due Soon: Tasks that are two days or less from their due date

o Upcoming: Tasks that are seven days or less from their due date
o Escalated: Tasks that have been escalated from another user

[# Case Tasks

! Past Due @ Due Soon It Upcoming 4 Escalated

B Hide Filters

Filters

Participant Name Case |ID Case Status

ici 7
Participant 1D Task Type Due Date From Due Date To Escalated?
No

Grantee Sub-Grantee

Below the filter buttons is the Show Filters button. When clicked, the label on the button changes
to Hide Filters and additional filter options appear:

o Participant Name: Allows you to search by participant name

e Case ID: Allows you to search by case ID

e Case Status: Allows you to filter results based on one or multiple status categories

o Participant ID: Allows you to search by participant ID

o Task Type: Allows you to filter results based on one or multiple task types

o Due Date From: Allows you to identify tasks with a due date on or after the entered date

o Due Date To: Allows you to identify tasks with a due date on or before the entered date

o Escalated: Selecting Yes displays tasks that have been escalated. Selecting No excludes
tasks that have been escalated.

e Grantee: Allows you to filter results based on the grantee that owns the case

e Sub-Grantee: Allows you to filter results based on the sub-grantee that owns the case. If no
grantee is selected, this dropdown list is not accessible.

Below the additional filters are two buttons labeled Reset and Search.

e Reset clears all filter values entered.
e Search applies the entered filters to the criteria of the search.
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Tasks are displayed in a table format with the following default columns:

Participant Name: The first and last name of the participant appear as hyperlinked text.
After clicking it, you will be redirected to the task screen for additional information.
Participant ID

CaseID

Case Status

Task Type

Escalated: If the task has been escalated to the user, the word Yes appears. Otherwise, a
dash appears.

Due Date: Appears in the following format: MM/DD/YYYY

Status: A red exclamation mark icon (!) appears in the column when the task is past due.
The status of the task appears when you hover over the icon.

Description

Almost all columns on the table can be sorted 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.

To add or remove columns from the table, click Show Columns below the table. Participant Name
is the only column that cannot be removed from the table.

Scsep-699 Test-027 ga 1st escalation 10006606 10870235 Active Reassessment - 7/12/2023

Scsep-699 Test-026 ga initial task 10006605 10870234 Active Reassessment - 7/12/2023

Scsep-699 Test-022 sga 3rd
escalation

SCsep-699 Test-020 sga 1st escalation 10006599 10870228 Active Reassessment - 7/12/2023

Scsep-699 Test-015 sup 3rd
escalation

Scsep-699 Test-008 cm 3rd escalation 10006587 10870216 Active Reassessment - 771212023

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 |IEP 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

10006601 10870230 Active Reassessment - 7/12/2023

Reassessment and/or IEP Due Date
Reminder: You are required to do 2
assessments within a 12 month
period; your last assessment was 10
menth ago. You ... Show More

Reassessment and/or IEP 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

10006594 10870223 Active Reassessment = 711242023

Reassessment and/or IEP Due Date
Reminder: You are required to do 2
assessments within a 12 month
period; your last assessment was 13
manths ago. Yo... Show More

1-100f495 > »
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2. Notifications

The Notifications section displays notifications generated at various stages of the case
management process. Grantee Admin users and Program Analysts can toggle the Case
Notifications and Grantee Notifications headers in their Notifications section to sort between these

two notification types.

Click the toggle button in the upper-right corner of the screen to expand or compress the
Notifications section:

¥ Notifications (33) @

SORT |t |IF

Reassessment and/or IEP Due Date Reminder: 10868792 @
1 Due Date: 7/2/2023 X
& Participant: (Case ID: 10868792)

Reassessment and/or IEP Due Date Reminder: 10868773 @
) Due Date: 7/2/2023 X
2 Participant: (Case ID: 10868773)

Case 10870189 has been assigned to you @
& Due Date: 7/4/2023 X
S, Participant: Test Re-enroll-1 (Case ID: 10870189)

Reassessment and/or |IEP Due Date Reminder: 10868794 @
) Due Date: 7/10/2023 X
8 Participant: (Case ID: 108687%4)

Case 10870231 has been assigned to you @

B Due Date: 7/11/2023

& Participant: Scsep-639 Test-023 ga initial notification (Case ID:
10870231)

« < 1-50f33> »

¥ Notifications (33) ©
<+ Show Filters
SORT |t IF
Reassessment and/or IEP Due Date Reminder: 10868792 @

1 Due Date: 7/2/2023
& Participant: (Case ID: 10868792)

x

Reassessment and/or IEP Due Date Reminder: 10868773 ©
1 Due Date: 7/2/2023
& Participant: (Case ID: 10868773)

Case 10870189 has been assigned to you @
£ Due Date: 7/4/2023

& Participant: Test Re-enroll.1 (Case ID: 10870189)
Reassessment and/or IEP Due Date Reminder: 10868794 0
1 Due Date: /10,

& Participant:

Case 10870231 h,
) Due Date: 7/11
& Participant:

een assigned to you &
3 x
98 Test-023 ga initial notification (Case 1D: 10870231}

« ¢ 1-50f33> »
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Click on a notification title to display the notification screen, which contains additional information.

You can also click the information icon (o) that appears beside each notification title to view
additional details on the notification:

Reassessment and/or IEP Due Date Reminder: 10867182 @

O Due bate: 11/12/2024 Reassessment and/or IEP Due Date
& Participant: Shauna Williams (Cas ey pRsgvispen required to do 2
assessments within a 12 month period;
your last assessment was 6 month ago.
You only have 1 months before this
notification is escalated again

Reassessment and/or IEP Due Dat
&3 Due Date: 11/12/2024
& Participant: Shauna Williams (Cas¢g

The Show Filters button becomes visible once you expand the Notifications section. When Show
Filters is clicked, the label on the button changes to Hide Filters and additional filter options
appear:

o Notification Type: Allows you to filter results based on one or multiple notification types

e Due Date From: Allows you to identify notifications with a due date on or after the date
entered

o Due Date To: Allows you to identify notifications with a due date on or before the date
entered

o Escalated: Selecting Yes displays notifications that have been escalated. Selecting No
excludes notifications that have been escalated.

Filters

Notification Type Due Date From Due Date To Escalated?

Yes No

&k

Calart 0 MAFifieatinn Tima 1 S A A A A - A A A
Select a Notification Iype v mmysaasyyyy B mm/aasing

RESET

Notifications are listed below the filters in the following format:

e [Name of Notification]: [Case ID]

Due Date: [M/D/YYYY]
Participant: [Participant Name] (Case ID: [Case ID])
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Filters

Notification Type Due Date From Due Date To

-3
;14

Reassessment -

) Due Date: 7/2/2023

Reassessment and/or IEP Due Date Reminder: 10868752 @
& Participant: (Case ID: 10868792)

Reassessment and/or IEP Due Date Reminder: 10868773 @
£ Due Date: 7/2/2023
& Participant: (Case ID: 10868773)

An X appears on the right of each notification. Clicking the X displays the following message:
"Are you sure you would like to dismiss this notification? This action cannot be undone."

e Click Yes to remove the notification from the list.
e Click No to dismiss the message.

You can click a notification in this list to view the participant summary and take appropriate action.
Once that action is taken, the notification will no longer be displayed.

Grantees

The Grantees screen displays a summary of grantees, sub-grantees, and related actions for
grantees. Only Program Analysts can add grantees, sub-grantees and grant numbers. Grantee
Admins can utilize search functionality but cannot edit information.

55 GRANTEES

== GRANTEES itz SUB-GRANTEES

The Grantees screen has two sections:

e Grantees
e Sub-Grantees

1. Grantees

You can search for a grantee by entering their name in the search box and clicking Search.

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.
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Click on the Grantee Name in the grid to view the grantee's summary and sub-grantees as well as

their related actions:

€ Back

D Grantee Name t
99000221 District of Columbia

99000161 I Swap Test #1 I
99000165 Swap Test #3

% GRANTEES

City
Baltimore test
Baltimore test

Baltimore test

State

Wyoming

Wyoming

Wyoming

+ show Filters

Is Active?

Yes

Yes

Yes

Program Analysts can add a grantee by clicking Add Grantee. The system requires a three-digit

numeric code for grantees.

 Back

Granteg Name

FH GRANTEES

Grantee Code must be a unique value
[ELMIRGLIX? containing Numbers only with maximum
size of 3 characters.,

Date First Active Date Last Active

1.1 Summary

The Summary tab displays a summary of the selected grantee, administrator information, read-only

information, and durational limit policies.
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Example Grantee

Summary [ SRt Related Actions

Grantee Summary

Grantee Name
Example Grantee
Active

Ves

Region

Administrator Info

Username
lyneh@betpartners.com

twardbcttest@gmail com

Read Only Info

Username Name

I Durational Limit Policies I

Policy ID Extension Option

Grantee Code
10800

Date First Active

Name
Leila Lynch

twiard napeacm

Work Phone

National Grantee
No

Date Last Active

Work Phone Fax Number

Fax Number

No users are Available

Effective Date

There are no Durational Limit Policies.

1.2 Sub-Grantees

On the Sub-Grantees tab, a Grantee Admin or Program Analyst can view sub-grantees linked to a
grantee. Grantee summary information is displayed in addition to a search bar labeled Search Sub-

Grantees.

Details of the sub-grantees for the selected grantee are displayed.

Swap Test #1

EVInERS | Sub-Grantees Related Actions

Swap Test #1 Sub-Grantees

Grantee Summary

Grantee Name Swap Test #1

Grantee Code 330

National Grantee No

Search Sub-Grantees

Show Inactive Sub-Grantees
Sub-Grantee Name T sub-Grantee Code

Swap Sub #1 581

City Baltimore test
Region

Date First Active 07/01/2020

O Reset | Search

Effective Date

8/17/2021

End Date

8/17/2022

State Maryland
Active Yes

Date Last Active

State County of Residence Status

Big Horn County Active

Maryland

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. Filter the search results by selecting the Show

Inactive Sub-Grantees checkbox.

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

Related actions that can be taken by the Grantee Admin and Program Analyst are displayed:

Swap Test #1

sSummary Sub-GranteesI Related Actions |

Manage Grants

Manage Grantes's Grants and Sub-Grantees access to them

1 — Manage Authorized Positions
— Wiew and Allocate Authorized Positions to Sub-Grantees

Manage Grants
Grantees and sub-grantees can manage their grant information and activity here, such as adding a
new grant or editing an existing grant.

A grantee summary is displayed at the top of the screen.

1. Tofilter a grant by program year, select a Program Year.
2. Select a Grant Number in the grid to view details:

Grant Filters

Program Year

Grants

Grant Number

3. Toadd a new sub-grantee to the selected grant, click Add Sub-Grantees.

Grantee Summary

Grantee Name Grantee Code National Grantee
Example Grantee 10800 No

Active Date First Active Date Last Active
Yes 06/30/2014

Region

ADD SUB-GRANTEES

Search Sub-Grantees

l\' : rs Cod ] OReset | Search

4. Click Create New Sub-Grantee.
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Add Sub-Grantees

Grantee Effective Date

CANCEL

Enter the required information into the fields on the screen. The system requires a
maximum of ten alphanumeric characters in the Sub-Grantee Code field.

Grantee Acronym * Sub-Grantee Code *
GRNT 5G123

Date Last Active

]

6. You can search for a sub-grantee by entering its name in the search box.

Selected Sub-Grantees

Sub-Grantee Code

7. Click Submit to save the chosen option or click Cancel to discard the selection.
8. Toremove a sub-grantee, click on the checkbox next to the sub-grantee name.

Grant Access Grid
Sub-Grantee Sub-Grantee Code State
Swiap Sub 1 551 Maryland
Swap Sub £2 552 Maryland
Swap Sub £2 552 Maryland

9. Select Remove From Grant from the dropdown list, and then click Submit.

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.
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2. Sub-Grantees

You can manage sub-grantee information and activity on the Sub-Grantees screen. Managing your
grant includes functions such as editing an existing sub-grantee and adding a new sub-grantee. A
summary of the sub-grantees and their related actions are found in this section.

To search for a sub-grantee, enter the sub-grantee's name in the search box and click Search.

To view the sub-grantee summary, click on the sub-grantee name in the grid:

% SUB-GRANTEES

Fileers
City I5 Active?

Yaz MNo

[v] Sub-Grantee Mame T

The Sub-Grantee Summary and Administrator Info sections will appear:

DC Subgrantee

Sub-Grantee Summary
Sub-Grantee Name DC Subgrantse City Baldmore test State Maryland

Sub-Grantee Code DCO07 Region

Active Yes

Date First Active 04/08/2027 Date Last Active

Administrator Info

Thare iz no active administrator for this organization
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