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Introduction  

This document was created to help case managers navigate the Comprehensive Assessment 
Summary within the MoJobs system. This is NOT an instruction manual on how to complete or 
what to include in the assessment for a specific program. Please refer to program and local 
provider policy guidelines for specific information that is required for completing this 
assessment.   
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Where to go and how to get there 

Start by selecting “Plan” under the Case Management Profile Tab 

 

Next, scroll to the middle of the screen under “Objective Assessment Summary.” Here, select “Create Objective 
Assessment Summary”. 

 

The next screen will take you to the “General” tab. 
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General  
Enter the program, select the application ID, the region, the office location, and the assessment create date. As you scroll 
you will be able to edit contact information and add an alternative contact. At the bottom, enter an overall note 
explaining the participant’s situation overall. Please refer to program and local provider policy guidelines for specific 
information that is required. 
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After finishing this information, select “Next”. The next screen will take you to the “Expectation” tab.  

Expectation 
In this section, you will enter information relating to Program Expectations and Employment Expectations. 
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After finishing this information, select “Next”. The next screen will take you to the “Education” tab. 

Education 
In this section, enter information relating to Education History and Basic Skills/Education Factors. 

 

 

 

After finishing this information, select “Next”. The next screen will take you to the “Degree” tab.  
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Degree 
In this section, enter information relating to any “Degrees”, a participant may have.  

 

 

After finishing this information, select “Next”. The next screen will take you to the “Certificate” tab.  

Certificate 
In this section, enter information relating to any “Certificates”, a participant may have.  

 

 
 

After finishing this information, select “Next”. The next screen will take you to the “Employment” tab.  

Employment 
In this section, enter information relating to Occupational Transferable Skills and Employment History. If the participant’s 
Employment History was entered in a different area, for example within the Resume, those will show up here 
automatically.  
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After finishing this information, select “Next”. The next screen will take you to the “Household & Income” tab.  

Household & Income 
In this section, enter information relating to Household & Income. Please note: if your screen is showing the red 
messages below, you will not be able to enter any information here. If this is the case, just choose Next at the bottom of 
the screen.  

 
The next screen will take you to the “Work Readiness” tab.  

Work Readiness 
In this section, enter information relating to Work Readiness and Workplace Behavior. Please refer to program and local 
provider policy guidelines for specific information that is required. 
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After finishing this information, select “Next”. The next screen will take you to the “Barriers” tab.  
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Barriers 
In this section, enter information relating to Health & Behavioral Observations, Living Environment, Economic 
Factors/Financial Situation, Vocational/Occupational Factors, Other Assistance Received, Barriers to Employment, and 
Access Assessment. Please refer to program and local provider policy guidelines for specific information that is required. 
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After finishing all the information on this section, select “Next”. The next screen will take you to the “Criminal 
Background” tab.  

Criminal Background 
In this section, enter information relating to Criminal Background, Arrests, and Convictions. Please note if your screen is 
showing the red messages below, you will not be able to enter any information here. If this is the case, document the 
information in the individual’s paper file and choose Next at the bottom of the screen.  
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The next screen will take you to the “Tests” tab.  

Tests 
In this section, enter information relating to any Tests the participant took during or for the enrollment. These can 
include the WorkKeys, an Aptitude test, Career Interest or Readiness testing etc. 

 
Referrals 
In this section, enter any referrals that are necessary. Many times there will not be information to enter on this screen. 

 

After any referrals are entered you will complete the assessment by selecting “Finish”.  


