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Services Provided Individual Report — by Provider
1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

e —

My Reports

Summary Reports

Detailed Reports

Custom Reports

Ad-Hoc Query Wizard

Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:

» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view executive summary reperts and dashboards summarizing key information.

—)

¥ Detailed Reports
Qutline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reperts
outlining specific information in the system by a variety of parameters and filters.

» Custom Reports
Create, edit and shars custom reports with your team, department or even other states. Select this option to view reports developed for specific states.

¥ Federal Reports
Federally mandated reports for EEQ, WIOA performance measures, and more.

¥ Live Data
Live updating data visualizations for Registrations, Job Orders. Resumes Ul Certifications and Claims. Automatic refresh settings and full screen display options make these reports perfect for large displays.

3. Scroll down under “Detailed Reports” until you see “Services Reports” and Click on the arrow next to it to expand:

* Detailed Reports
Outline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Inc
outlining specific information in the system by a variety of parameters and filters.

—

} Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services.

» Case Management - Program Specific
Reports groupad by a specific federal or local program containing detailed information unique to that program.

» Case Management Reports
View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who ar
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration information, job referrals and mo

}» Financial Reports
The Financial Reports group includes reports for managing Individual Fund Tracking (IFT).

} Individual Reports
The Individual Reports group provides data en registered or enrolled individuals, mainly from information provided by individuals to the system.

» Provider Reports
Reports displaying information about provider institutions, their programs, and contacts.

b Services Reports
View reports providing data on staff-provided services to either individuals or employers.

» Staff Efficiency & Tracking Reports
Track services associated with events, system measures, messaging, and survey results.



4. Click the arrow next to “Services Provided Individual” Report to expand:

¥ Services Reports
View reports providing data on staff-provided services to either individuals or employers.

P Services Provided Employer
View reports displaying information on the services provided by staff to employers.

‘ ¥ Services Provided Individual
View reports displaying information, by program, on the services provided by staff to individuals.

5. Click on “by Provider” under the “Service” section:

* Services Provided Individual
View reports displaying information, by program, on the services provided by staff to individuals.

* Service
List
by Activity Completion Status
by County
by Disabled Veteran Status
by Education Level
by Ethnicity
by Grant
by MSFW Status
by Potential Eligibility for Veteran Benefits
by Race

by Selective Service
by Services

by Staff Assigned
by Staff Reported
by Veteran SBE

by Work Status

by Access Location

by Age

by Disability Status

by Discharge Status

by Enrollment Characteristics

by Gender

by Individual

by Office

by Provider —

by Region/LWIA

by Service Assistance Type

by Services with Rapid Response Event
by Staff Edit

by Veteran Campaign Status

by Veteran Status
by Zip Code

6. Select “SNAP Employment and Training” from the list under “Program” and “SNAP E&T” under the

“Customer Group”:

Program:

Apprenticeship (APR)

Tl Aol i E.

SNAP Employment and Training

Title | - Workforce Development (WIOA)

Customer Group: None Selected

SNAPEand T




7. You may select the region from the list, (Note: if your agency operates in more than 1 region you will need to
select all the appropriate regions.) For the purpose of this tutorial we will not select a region:

Region/LWDEB ® O Q
Status: Active Inactive All

Region/L\WDE:

(Press Crl 1o select Central Region ~
East Jackson County (V]
lefferson/Franklin Consortium

multiple items)

Office Status: ® pctive O Inactive O an

Office Location:

8. You may choose to pull this report by the staff member who is assigned to the case or by the staff that created
the case. For the purpose of this tutorial we will not enter staff information:

Staff Assigned:
Staff Position Status: ® @] @]
Active Inactive All
Pasition: None Selected
Staff
LVER [WWS)
DVOP (VESS)
Status: ® active O Inactive O Al
Search By: ® LastName O FirstName O UserName
Staff: Mone Selected

Add Remove

siaf Created: —
® o) o)

staff Position Status: -
Active Inactive All

Position: None Selected
Staff
LVER (WWS)
DVOP (VESS)
Search Status: ® Active O Inactive O Al
Search By: ® LastName O FirstName (O UserName
staff: [None Selected

Staff Selected:
Add Remove



9. Scroll down to the “Date parameters” and enter the appropriate dates. For this tutorial we will select the third

quarter of this calendar year. Click “Run Report”
<+ Note: you can filter by create date, actual begin date, last edit date or actual end date.

Date Filter: Create Date A '

Date Range: 3rd Qtr This Calendar Year ~ _

From: 07/01/2022 B | (MM/DD/YYYY)

To: 09/30/2022 5 | (MM/DD/YYYY)

Reset Dates

Run Report



10. The Services Provided Individual — Provider report appears
++» Use the arrow keys to go through the list to find your agency:

Staff Email Search

14 <

1 of 27 [+

Serviceg Provided Individuals - Provider

@

Program: SMAP Employment and Training
LA Record Sat Location: Activity Recard

Seate Repion: State Region 1
‘feteran Information From: Both
Date Figld: Create Date
Start Dsbe: 712022
End Date: 913002022

Provider
“ew Horizons Computer Learning Center, St Louis
Three Rivers Colizge (@ Kennett

Metropolitan Sommunity Collegs, Workforce Develop

Morthwest Technical School

Apeee Cdl Institute, Lo

160 Driving Acsdenty

Midwest Technical Instiute

Med=Tvedical Education Development & Swppor, Ll

Morthwest Missouri Stste Unieersity, Centinuing Ed

University Of Central Missour-Continuing Ed

ik Lincoln Techries Senter

New Reflections Technical Institute:

Salins Sounty Carssr Center

Appled Technokogy Senicss

Texas County Technical Collegs

Cspe Girsrdesu Caneer & Technology Canter

Medesrts, Llc

Southemn Missown Tuck Driving School
Clernent Truck Driving AcadenTy
Senaissance Besuty Academy

J. Larss Academy OFf Beauty Ar, Lic

St Training'special School District Of St Louis

Hansas City School OF Phisbotommy

Gresn Hils RPC
BO0NELICK REGIONAL PLANMING COMMISSION

Provider

Total Rows: 104

Distinct Users

Distinct Users
1,473

&
-

Total Services

Total Services
5481

% of Total
0.02%
0.02%
0.35%
0.02%
0.04%
0.20%
0.02%
0.02%
0.02%
0.02%
0.02%
0.02%
0.02%
0.04%
0.04%
0.04%
0.38%
0.24%
0.04%
0.05%
0.02%
0.05%
0.02%
0.02%
0.45%
0.02%

% of Total
100%




11. Click on the link with your agency’s name:

ak

ak

1k

ak

Total Rows: 104

Provider Distinct Wsers Total Services % of Total
Life: Liniforms 1 1 0.02%
QwikTrip Corporation 5 12 0.22%
Columbis College-Kansas City 1 1 0.02%
Concorde Caresr College 3 3 0.05%
East Centrs| College 8 2 0.15%
VICHITA TECHMICAL IMSTITUTE (MEH SCHOOLS INC) 1 1 0.02%
Gamm, Inc. 2 2 0.04%
MersGoodwil VAOA 5 30 0.55%
MERSE GOODMLL INDUSTRIES a7 306 5.58%
Central Missowri Community Action - SkIlUP an 107 1.85%
City of Springfield 3 15 0.27%
Missown Walley Community Action Apency - SkillUP 13 g0 1.09%
Commumnity Action Partnershig of 3t Joseph - SkillF 33 153 2.78%
Czark Action Ing. 6 16 0.20%
Dtz Ares Economic Opportunity Corporation - SkilllIP 20 pral 221%
South Central Missouri Community Action Agency 3 16 0.29%
FAMILY AND WORKFORCE CENTERS OF AMERICA MWNA - StllUP el 3 1.70%
horthwest-Trenbon 1 T 0.13%
Mortheast MO-Faris (MEMO) 4 15 0.27%
HIC & \ficinity z 2 0.04%
Viest Central Workforee Development Board ] 7 0.13%
St. Lowis Ciby'SLATE 3 15 0.27%
MO Departrrent of Higher Education & Workforce Developrment 1 1 0.02%
Hannibal-Lagrange University 1 1 0.02%
Southern MO Works Project - SkillLP — 205 a2 168.82%
Bell Brown Medical Institute, Columbia 1 1 0.02%
Adair Sty Arrbulancs District - Acsdermy 1 1 0.02%
Parkway Beauty Academy-| Beawty Colegs) 1 1 0.02%
Viest Central Missouri Comrmunity Action Agency - SkillP 16 a5 1.55%
Provider Distinct Wsers Total Services % of Total
1.473 G481 100%




12. The report for your agency will appear:

of27 >

pd|

Services Provided Individuals - List Report
Provider: Southem MO Works Fraject - SkilUP

Program: SNAP Employment and Training
LWIA Record Sat Location: Activity Record

(=

Souith Gentral Regian

Scuth Central Reggon

South Central Region

FSO Partrer South Central

FSO Partrer South Canta

FSO Parirer South Cantral

FSO Partner South Centra

FSO Parirer South Genta

FED Parirer South Ceniral

Fadesiing, MO US

Faening, MO US

Faeniing. MO US

[WRE;

121 - Sikillp
Educatien

Sorrpiction

Successtd

Corrpiction

Successfd
Carrpietion

Suport Services - | Southern MO
osner Works Prejess
suie

-

v e
sllup
Over Services | Southern MO
Warks Preje
sillp

13. To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon:

1< <

14. Click on Excel:

1< <

of

of 27

>

>

©

ol

g

100%

-

100%

-

15. Click on the document on the taskbar to open/save the spreadsheet:

List (8).xlsx

<4

PowerPoint

PDF

7iaz022

o7az022

anaz022

SHAP Employment ana Training
Actual  Projected
Office of Complation Creste | Begin  Begin  Actusl  Projected
UserName State 1D Case Number Region | LWIA Office Responsibility FirstName LastName  City, State, Country NAICS ONET Status Program Provider  StsfiCrested  Date Date. Dste  EndDate End Date
Southesst Repor FSO Partrer Scathess FS0 Partner Southees: CARUTHERSVILLE, MO Ofice servic orare = 7
Soutbersst Reggar FS0 Parirer Southe: FSD Pariner Southees: EASTPRAIRIE. MO US Sucre: Ofer Services 2022 [orzmeze |onerez |oren:
Cargition
Southenst Regr FS0 Partver Scuthess FS0 Parinar Southes: SASTPRAIRIE. MO US Ofice Sarvices rar
Soulheast Regor FSD Pariner Scutheas FSD Pariner Soulheas EASTFRAIREE. MO US Ep—" Ofice Senvces | Sautm MO nzran [oranzz |orarmez oz
Carktion Warks Prjecs
skl
Soulheast Regor FS0 Partner Scutheas FSD Pariner Soulheas EASTRRAIREE. MO US E— Ofice Senvices - rzrzoa [oranzz |orarmez oz
Comgklion
Southasst Regor FSO Partner Scnthos FSO Parinar Southess EASTERAIRIE, MO US Sucoesstl [LS—— 22002 [orrem |orerme (o
Carpition
Southenst Rego FSO Partner Scntheet FE0 Pariner Southees CASTPRAIRIE MOUS | 154 - Carcer Guidunce E— Ofice Services omzs2022 [omzszoze | azszz

OBzeRnzZ |0GRANZ2 |DERSZIZZ | 06ZS7OZ2
oraTzoze ovorz2 |oTOTZe2
omner022 cavaNz2 |0MN22022 |0AN2IZNZ2



View Case Load by Case Manager
1. Click on “Manage Case Assignment” in the left navigation bar:

B Services for Workforce

Staff

Manage Individuals
Manage Employers
Manage Résumés
Manage Job Orders
Manage Labor Exchange
Manage Activities
Manage Providers
Manage Case Assignment
Manage Funds

Manage Follow-Up

2. Click on “Individual Case Assignment”:

MOJO Please select from the Manage Case Assignment options listed below.
hyes B. S !

Individual Case Assignment Employer Case Assignment
Select this option to manage individual case assignments. Select this option to manage employer case assignments.

3. Click on “View Case Load”:

MOJO Please select from the Individual Case Assignment options listed below.
E. S ®

Manage Groups Staff Group Assignment

Select this option to create, edit, or delete groups. Select this option to assign staff members to case management groups.
Individual Assignment Individual Case Un-Assign

Select this option to assign individual(s) to a primary case manager or to a case Select this optien to remove one staff member's assigned cases.

management group.

Temporary Assignment Case Re-assignment
Select this option to temporarily assign one staff member's cases to another staff Select this option to re-assign one staff member's cases to another staff member.
member.

Group Re-assignment View Case Load _
Select this option to move cases from ene group to another. Select this option o view the case load for a staff member or group.

Case Assignment History
View Case Assignment History.



4. Select your agency from the “Group Name” drop list and select the appropriate region from the “LWIA Region”
drop list. Click Filter.

+» Note: if your agency works in multiple regions, you will need to run the report for each region.

Hide Filter Criteria

Filter Criteria

Select a Group Name: ﬂ _
Cases Displayed: ® Al O Only Active
Display: ® Al O Yours
Show only closed never enrolled ® No, show all O Yes, only closed never enrolled
applications:
Show Staff As: ® All O Active O Inactive
"LWIA Region: None Selected

Y (—

5. Alist of staff will appear under the Filter Criteria section, then you will click on the staff name

Active Cases Closed Cases Follow-up Cases  Total Current Cases Completed Follow- Temporary Apps Closed Never Active Staff
up Cases Assignments Enrolled

e 2 a 0 2 0 o 0 Yes
s 0 0 0 o] 0 o 0 Yes

2 o o 2 Q o Q Yes
isa 1 o 0 1 Q o 0 Yes

6. A Results View will appear with the participants that have been assigned to that case manager.

‘ Results View: Summary | Detailed
To sort en any column, click a column title. Current Sort: Name ascending

SNAP Employment and Training

SNAP Employment and Training

SNAPEand T

SNAPEand T

10



Active Cases Report
This report can be used to pull the active and exited cases in the case manager’s case load.

1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

b

My Reports

Summary Reports
Detailed Reports
Custom Reports
Ad-Hoc Query Wizard
Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:

» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view exacutive summary reports and dashboards summarizing key information

¥ Detailed Reports
Outline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to visw reperts
outlining specific information in the system by a variety of parameters and filters.

¥ Custom Reporis
Create, edit and share custom reports with your team, department or even other states. Select this option to view reports developed for specific states.

¥ Federal Reports
Federally mandated reports for EEQ, WIOA performance measures, and more.

} Live Data
Live updating data visualizations for Registrations, Job Orders, Resumes Ul Ceriifications and Claims. Automatic refresh settings and full screen display options make these reports perfect for large displays.

3. Click on the arrow next to “Case Management Reports” to expand:

* Detailed Reports
Qutline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports
outlining specific information in the system by a variety of parameters and filters.

} Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services.

» Case Management - Program Specific
Reports grouped by a specific federal or local program containing detailed information unique to that program.

‘ ¥ Case Management Reports

View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are scon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration information, job referrals and more

} Financial Reports
The Financial Reports group includes reports for managing Individual Fund Tracking (IFT).

¥ Individual Reports
The Individual Reports group provides data on registered or enrolled individuals, mainly from information provided by individuals to the system.

11



4. Click on the arrow next to “Case Load” to expand:

¥ Case Management Reports

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed geals, or individuals

currently enrolled without case assignment.

) | * Case Load

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or

individuals currently enrolled without case assignment.

» Documentation

Case note and document management reports where staff can retrieve a case note in the system, multiple case notes sharing a common keyword, or documentation provided by program enrollees.

} Predictive

Reports to assist staff in predicting the reporting results and outcomes of data that parallels WIOA quarterly and annual reports

} Staff Referrals

View reports on the services, follow-up activities, or training referrals made by staff. Track referrals by referral type, provider, or staff.

» Training

Reports displaying WIOA program training statistics by grant, office, provider, region/LWIA, and by staff assigned.

4. Click on “Active Cases”:

Case Load:

TAdvanced

+ Active Cases {{EEG_—

+ Application

+ Case Closure Employment

+ Case Closure Reportable Performance Indicators
+  Co-Enrollment Summary

+ Days since Last Active Service

+ Enrollment Summary By LWIA
+ Exited Cases

+  Hourly Wage Before and After Enroliment
+ Obtained Employment

+ Projected Begin Dates

+ Quarterly Follow Up Status

+  Summary

+ Veteran Data Discrepancies

5. Choose the appropriate parameters:

Active Enrollment

Assigned Case Load

Case Closure Information

Case Summary By Application Date
Credentials

Eligibility Enroliments

Exit Reason Summary

Expiring Work Authorization

Measurable Skill Gains

Participants Co-enrolled in Partner Programs
Projected End Dates

Soon to Exit Cases

Targeted Measurable Skill Gain

+* Report Type can be by LWIA/Office Location or by LWIA/Office Location/Assigned Case Manager

Report Type

Report Type: LWIA/Office Location
LWIA/Office Location/Assigned Case Manager

@

% Select “SNAP Employment and Training” for the Program and “SNAP E and T” for the Customer Group:

Program: | SNAP Employment and Training v |
Customer Group: None Selected -
SNAPE and T

12



+*» Region must be selected. Office Location selection is optional. If you want to select multiple regions, press CTR
when selecting:

Region/LWDB Status: @ Active O Inactive O All

Region/LWDB: Central Region

East Jackson County

Jefferson/Franklin Consortium

i Clea D0 N Fioiods

Office Status: @ Active O Inactive o All

Office Location: FAMILY SUPPORT DIVISION -
FORT LEOMARD WOOD VET CENTER

FRDC - Fulton Reception & Diagnostic Center

FSD Partner Central -

+*» The “Case Manager Group” will need to be selected if you want to see the case manager’s active cases; the
group will be the name of your agency. The “Assigned Case Manager” can be selected if you want a single case
manager or leave “none selected” to see all case managers in that group:

Group Status: @ Active Q Inactive O All

Case Manager Group: None Selected -

Case Manager Status: (@ Active (O Inactive O All

Assigned Case | None Selected hd | Select Me
Manager:

K/

% Finally, select the desired date range and Click Run Report:

Date Range: Current Federal Fiscal Year « |
From: | 10/01/2022 = | (MM/DD/YYYY)
To: | 09/30/2023 i | (MM/DD/YYYY)

Reset Dates

Run Report

L

13



6. Your report results will display based on filter criteria selected:

Staff Email Search

S Jun > PO

8. @

Active Cases Report

Program: SNAP Empleyment and Training
Customer Group: SNAPE and T
Report Type: LWIA/Ofiice Location/Assigned Case Manager
LWlA/Region: Central Region
Office: FSD Partner Central
Date Range: 107172022 - 9/30/2023
Report Run Time: 10/3/2022 3:54:51 PM

i

-

v

v

-

Office/Location Assigned Staff Active Closed Exit Cases

Cases Cases
FSD Partner Central 1 0
FSD Partner Central 1 o
FSD Partner Central 5] 0
FSD Partner Central 45 5
Office/Location Assigned Staff Active Closed Exit Cases

Cases Cases
Total: 53 1] 5

Total Rows: 4

14



Days since Last Active Service

This report can be used to identify participants that are no longer participating or engaged in the SkillUP program and
need to be exited in MoJobs.

1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

My Reparts

Summary Reports
Detailed Reports
Custom Reports
Ad-Hoc Query Wizard
Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:
» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view executive summary reports and dashboards summarizing key information

Outline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, GRM. Employer, Financial, Individual, provider and more. Select this option to view reports
outlining specific information in the system by a variety of parameters and filters.

¥ Custom Reporis
Create. edit and share custom reperts with your team, department or even other states. Select this option te view reports developed for specific states.

¥ Federal Reports
Federally mandated reports for EEQ, WIOA performance measures, and more.

¥ Live Data
Live updating data visualizations for Registrations, Job Orders, Resumes Ul Certifications and Claims. Automatic refresh settings and full screen display options make these reports perfect for large displays.

3. Click on the arrow next to “Case Management Reports” to expand:

~* Detailed Reports
Qutline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports
outlining specific information in the system by a variety of parameters and filters.

¥ Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services

¥ Case Management - Program Specific
Reports grouped by a specific federal or local program containing detailed infermation unique to that program

‘ » Case Management Reports

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration informaticn, job referrals and more

¥ Financial Reports
The Financial Reports group includes reports for managing Individual Fund Tracking (IFT}).

¥ Individual Reports
The Individual Reports group provides data on registered or enrolled individuals, mainly from information provided by individuals to the system

4. Click on the arrow next to “Case Load” to expand:

¥ Case Management Reports
View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment

) ( » Cose Load

View reports providing a snapshot of various case management indicators prior to federal reperting. Identify key indicators. such as individuals who are soon-to-be soft exited, youth missing listed goals, or
individuals currently enrolled without case assignment

» Documentation
Case note and document management reports where staff can retrieve a case note in the system, multiple case notes sharing a common keyword, or documentation provided by program enrollees

}» Predictive
Reports to assist staff in predicting the reporting results and outcomes of data that parallels WIOA quarterly and annual reports

¥ Staff Referrals
View reports on the services, follow-up activities, or training referrals made by staff. Track referrals by referral type. provider, or staff.

» Training
Reports displaying WIOA program training statistics by grant, office, provider. region/LWIA, and by staff assigned.



5. Click on “Days since Last Active Service”

* Case Management Reports

View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals

currently enrolled without case assignment.

¥ Case Load

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or

individuals currently enrolled without case assignment.

¥ Case Load
Active Cases
Application
Assigned Case Load
Case Closure Information
Case Summary By Application Date

Co-Enrollment Summary,
Credentials Required

Eligibility Enrollments
Enrollment Summary By LWIA

Exited Cases

Hourly Wage Before and After Enreliment
Measurable Skill Gains

Obtained Employment

Projected Begin Dates

Quarterly Follow Up Status

Staff Assisted Summary

Summary

Veteran Data Discrepancies

6. Select the appropriate parameters for the report:

@

#* Program is SNAP Employment and Training

Active Enrollment
Assessment of Educational Functioning Levels

Case Closure Employment

Case Closure Reportable Performance Indicators

Co-Enrollment Customer Groups

Credentials

Days since Last Active Service —

Enrollment in Homeless Veterans Reintegration Program

Exit Reason Summary
Expiring Work Authcrization

Individual Disability
Measurable Skill Gains Required

Participants Co-enrolled in Partner Programs
Projected End Dates

Scon to Exit Cases

Staff Caseload by Program and Status

Targeted Measurable Skill Gain ‘

Program

Program:

SNAP Employment and Training

+* Region and Office Location; you may select multiple regions by holding CTRL while selecting the regions:

State Region: State Region 1 -

@ Active O Inactive O All

Region/LWDB

Status:

Region/LWDB: Central Region

[Press Ctrl to select multiple East Jackson County

items) Jefferson/Franklin Consortium
Kansas City & Vicinity

Office Status: ® Active O Inactive O All

Office Location:
[Press Ctri to select multiple P AND P DISTRICT 11 - ROLLA
items) P AND P DISTRICT 11S - STEELVILLE

FSD Partner Ozark

MERS/GOODWILL - WASHINGTON COUNTY

Location

16



++» Case Manager Group and Assigned Case Manager; Staff may select, if desired:

Group Status: @ Active Inactive All

Case Manager | None Selected - |

Group:

Case Manager ® Active O Inactive All

Status:

Assigned Case | None Selected - | Select Me
Manager:

+»+ Select the date range and click “run report”:

Days From Expiration: None Selected

None Selected

30 or Less
Exf:ludecl from Soft 3110 60 Days
Exit: 61 to 90 Days

91 te 120 Days
Over 120 Days

Run Report

7. Your report results will display based on filter criteria selected:

Staff Email Search “

1< w2 > bl © 2. &

Days Since Last Active Service

Program: SNAP Employment and Training
Region/L'W14- Central Region East Jackson Gounty Jefferson/Franklin Consorlium Kansas GCity & Vicinity Morfheast Region Ozark Region Northwest Region South Gentral Region Southeast
Region, Southwest Region,St. Charles County,St. Louis City, St Louis County,VWest Central Region
Days since Last Active Service: 611o 90 Days
Report Run Time: 10/472022 9:38:17 AM

State ID | App ID Name Program Office of Assigned | Application | Participation |  Last Closure | No.of Days
Code Responsibility Staff Date Date Activity Date since Last
Date Activity
SHAP FSD Partner St. Louis City 031172021 |03(17/2021 08/04/2022 ]
SNAP MERS GOODWILL EXCEL 1122021 1171272021 08/04/2022 ]
CENTER - COLUMBIA
SHAP KEMNETT JOB GENTER 037222022 | 041182022 08/04/2022 ]
SNAP FSD Partner Ozark 08162020 | 08/18/2020 08/04/2022 61
SNAP FSD Partner Northwest 01/20/2022 | 01/20/2022 08/04/2022 61
SNAP KEMNETT JOB CENTER 06222022 | 06/22/2022 08/04/2022 61
SHAP FSD Partner Morthwest 02/23/2022 | 05/31/2022 08/04/2022 &1
SHAP FSD Pariner Central 06/03/2022 | 08/03/2022 08/03/2022 82
SHAP FSD Partner Southeast 08/032022 | 08/03/2022 08/03/2022 82
SHAP FSD Partner West Central 06/052022 | 06/09/2022 08/03/2022 62

8. To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon:

aze > ol ©

Q<




9. Click on Excel:

14 <

of 1 > Dl@

100% - o =)
Ward
g
Excel
PowerPoint

10. Click on the document on the taskbar to open/save the spreadsheet:

B5 DaysSincelastASer..xlsx _

Obtained Employment

This report is used by FSD to identify SNAP participants that have obtained employment while engaged in the SkillUP
program. Provider staff can use this report to identify the participants that have obtained employment through
assistance from their agency.

1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

B Reports

My Reports

Summary Reports

Detailed Reports

Custom Reports

Ad-Hoc Query Wizard

Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:
» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view executive summary reports and dashboards summarizing key information

—)

» Detailed Reports
Qutline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports
outlining specific information in the system by a variety of parameters and filters.

» Custom Reports
Create, edit and share custom reports with your team, departmeant or even other states. Select this option to view reports developad for specific states

» Federal Reports
Federally mandated reports for EEQ, WIOA performance measures, and more

» Live Data
Live updating data visualizations for Registrations, Job Orders, Resumes Ul Certifications and Claims. Automatic refresh settings and full screen display options make these reporis perfect for large displays
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3. Click on the arrow next to “Case Management Reports” to expand:

* Detailed Reports
Qutline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this eption to view reports
outlining specific information in the system by a variety of parameters and filters.

} Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services.

» Case Management - Program Specific
Reports grouped by a specific federal or local program containing detailed information unique to that program.

- ¥ Case Management Reports

View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are scon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration information, job referrals and more

} Financial Reports
The Financial Reports group includes reports for managing Individual Fund Tracking (IFT).

¥ Individual Reports
The Individual Reports group provides data on registered or enrolled individuals, mainly from information provided by individuals to the system.

4. Click on the arrow next to “Case Load” to expand:

¥ Case Management Reports
View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed geals, or individuals
currently enrolled without case assignment.

) | » Case Load

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or

individuals currently enrolled without case assignment.

» Documentation

Case note and document management reports where staff can retrieve a case note in the system, multiple case notes sharing a common keyword, or documentation provided by program enrollees.

} Predictive

Reports to assist staff in predicting the reporting results and outcomes of data that parallels WIOA quarterly and annual reports

} Staff Referrals

View reports on the services, follow-up activities, or training referrals made by staff. Track referrals by referral type, provider, or staff.

» Training

Reports displaying WIOA program training statistics by grant, office, provider, region/LWIA, and by staff assigned.

5. Click on “Obtained Employment”:

¥ Case Management Reports

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals

currently enrolled without case assignment

¥ Case Load

View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators. such as individuals who are soon-to-be soft exited, youth missing listed geals, or

individuals currently enrolled without case assignment.

¥ Case Load
Active Cases
Application
Assigned Case Load
Case Closure Information

Case Summary By Application Date

Co-Enrollment Summary
Credentials Required
Eligibility Enrollments
Enrollment Summary By LWIA

Exited Cases
Hourly Wage Before and After Enrollment

Measurable Skill Gains
Obtained Employment

Projected Begin Dates
Quarterly Follow Up Status

Staff Assisted Summary
Summary
Veteran Data Discrepancies

Active Enrollment

Assessment of Educational Functioning Levels
Case Closure Employment

Case Closure Reportable Performance Indicators
Co-Enrollment Customer Groups

Credentials
Days since Last Active Service

Enrollment in Homeless Veterans Reintegration Program

Exit Reason Summary

Expiring Work Authorization
Individual Disability
Measurable Skill Gains Required

Participants Co-enrolled in Partner Programs

Projected End Dates

Scon to Exit Cases

Staff Caseload by Program and Status
Targeted Measurable Skill Gain
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6. Select the parameters for the report:
+*» Program is SNAP Employment and Training

Program

Program: None Selected B
Title 11l - Wagner-Peyser (WP)

Apprenticeship (APR)
SNAP Employment and Training

+* Region and Office Location; you may select multiple regions by holding CTRL while selecting the regions:

Region/LWDB Status:

@ Active O Inactive O All
Region/LWDB: Central Region

East Jackson County

Jefferson/Franklin Consortium

72 e Do iolols

Office Status: @ Active O Inactive O All
Office Location: None Selected

ALGOA CORRECTIONAL CTR DIST 27
BOONVILLE CORRECTIOMNAL CTR DIST 6

DITAl ST 1D SCMTCD

R/

+» Staff can select the county and zip code, if desired:

Geographic

Outside the US: ® No O Yes

State:

Missouri v|

County/Parish: v
Adair County ~
Andrew County

Atchison County

A

city: | |
Zip Code: None Selected Jiilg

63005

63006 ”

63010

«» Staff can filter by the Create Date or the Job Start Date:

Filter By Date: Create Date

Job Start Date

+» Select the date parameters

Date Range: | Last 90 Days v |
From: | 07/07/2022 = | (MM/DD/YYYY)
To: | 10/04/2022 ﬁl(MMﬂDD;’\’WY)

Reset Dates



%+ Click Run Report

Run Report

7. Your report results will display based on filter criteria selected:

3.

8. To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon:

|

< 1 of27 L= © 100% - = =)

9. Click on Excel: \

|<] [

< 1 of 1 > P®© 100% v B. o
Word
g

Excel
PowerPoint

10. Click on the document on the taskbar to open/save the spreadsheet:

85 ObtainedEmploym...xlsx A _
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Exited Cases
Staff can use this report to identify cases that have exited within a certain timeframe.

1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

My Reports

Summary Reports
Detailed Reports
Custom Reports
Ad-Hoc Query Wizard
Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:

» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view executive summary reports and dashboards summarizing key information

¥ Detailed Reports
‘ Outline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports.
outlining specific information in the system by a variety of parameters and filters.

» Custom Reports
Create, edit and share custom reports with your team, department or even other states. Select this option to visw reports developed for specific states.

¥ Federal Reports
Federally mandated reports for EEO, WIOA performance measures, and more

¥ Live Data
Live updating data visualizations for Registrations, Job Orders, Resumes Ul Certifications and Claims. Automatic refresh settings and full screen display options make these reports perfect for large displays
H “ ” .
3. Click on the arrow next to “Case Management Reports” to expand:
¥ Detailed Reports
Outline spacific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports

outlining specific information in the system by a variety of parameaters and filters

» Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services.

» Case Management - Program Specific
Reports grouped by a specific federal or local program centaining detailed informatien unique to that program.

» Case Management Reports
View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration infermation, job referrals and more:

¥ Financial Reports
The Financial Reports group includas reports for managing Individual Fund Tracking {IFT).

¥ Individual Reports
The Individual Reports group provides data on registered or enrolled individuals, mainly from informaticn provided by individuals to the system.

4. Click on the arrow next to “Case Load” to expand:

¥ Case Management Reports
View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed geals, er individuals
currently enrclled without case assignment.

¥ Case Load
‘ View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or
individuals currently enrolled without case assignment

¥ Documentation
Case note and document management reperts where staff can retrieve a case note in the system, multiple case notes sharing a common keyword, or documentation provided by program enrclless

} Predictive
Reporis to assist staff in predicting the reporting results and outcomes of data that parallels WIOA quarterly and annual reports

} Staff Referrals
View reports on the services, follow-up activities, or training referrals made by staff. Track referrals by referral type, provider, or staff.

P Training
Reports displaying WIOA program training statistics by grant, office, provider, region/LWIA, and by staff assigned
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5. Click on “Exited Cases”:

* Case Management Reports

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals

currently enrolled without case assignment.

¥ Case Load

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or

individuals currently enrolled without case assignment.

¥ Case Load
Active Cases
Application
Assigned Case Load

Case Closure Information

Case Summary By Application Date

Ce-Enrollment Summary
Credentials Required
Eligibility Enrollments
Enrcllment Summary By LWIA
Exited Cases

Hourly Wage Before and After Enrcliment

Measurable Skill Gains
Obtained Employment

Projected Begin Dates
Quarterly Follow Up Status
Staff Assisted Summary
Summary

Veteran Data Discrepancies

Active Enrollment
Assessment of Educational Functiening Levels

Case Closure Employment

Case Closure Reportable Performance Indicators

Co-Enrollment Customer Groups

Credentials

Days since Last Active Service

Enrollment in Homeless Veterans Reintegration Pragram
Exit Reason Summary

Expiring Work Authorization
Individual Disability
Measurable Skill Gains Required

Participants Co-enrolled in Partner Programs
Projected End Dates

Soon to Exit Cases

Staff Caseload by Program and Status
Targeted Measurable Skill Gain

6. Select the appropriate parameters for the report:

R/

* Program is “SNAP Employment and Training” and Customer Group is “SNAP E and T”:

Program:

| SNAP Employment and Training v |

Customer Group: None Selected

SNAPE and T

** You can select Region and Office Location or leave None Selected to pull the entire state:

Location

Region/LWDB (O] O O
Status: Active Inactive All

RegionfLWDB: None Selected a -

Central Region
East Jackson County

v
Jefferson/Franklin Consortium

Office Status: ® Active O Inactive O Al

Office Location: None Selected
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+»+ Staff may select the Exit Reason or leave “None Selected” for all reasons

Exit Reason:

Closed
Soft Bt

MNone Selected

Closed due to employment

Closed due fo not meeting requirements

All Global Exclusions
All Bxit Reasons

+* Enter the date parameters:

Exit Date -

Filter By Date:

Date Range:

From:

To:

Last 90 Days

v“

07/07/2022

i ‘ (MM/DD/YYYY)

10/04/2022

B | (MM/DD/YYYY)

Reset Dates

%+ Click Run Report

Run Report

7. Your report results will display based on filter criteria selected:

Case Management Reports - Exited Cases Report

Prograrm: SNAP Emplayment and Training
Customer Group: SMAP Eand T
Filter By Date: Exit Date
Date Range: i2022 - 142022
Report Run Time: 1004/2022 10:24:38 AM

Last First
Name Name

Date of
Birth
1170172000

01011982

07131952

03/16/1988

State Program
App Lo] LwiA Office Name

St. Louis County ST. LOUIS COUNTY|SNAP Employment and
- NORTHWEST Training
CROSSING

5t. Louis City ST. LOUIS CITY -  |SNAP Employment and
'SLATE JOB Training
[CENTER

South Central POPLAR BLUFF 'SMAP Employment and

Region .JOB CENTER Training

Ozark Region 'SPRINGFIELD JOB |SMAP Employment and
CENTER Training

Case
Manager

Create
Date

10272022

10272022

0/02/2022

10272022

IEP Exit
Status Date

Open | 10/01/2022

Open | 10/01/2022

Open | C2/01/2022

Open | 10/01/2022

Employment Exit
Reason

8. To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon:

14 <

of27 >

g ©

100%

-

=R

o)

Exit Reason

Closed due to employment

Closed

Closed

Closed due to employmeant

Participation

Type
‘oluntary

ioluntary

‘ioluntary

ioluntary
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9. Click on Excel:

1<q <

of 1 > Dl@

100%

- B+ @

Word

Excel

PowerPaint

10. Click on the document on the taskbar to open/save the spreadsheet:

4——

ExitecCases (2).xlsx -
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Projected Begin Dates
This report can be used by provider staff to identify participants who have an upcoming training.

1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

My Reports

Summary Reports
Detailed Reports
Custom Reports
Ad-Hoc Query Wizard
Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:

» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view executive summary reports and dashboards summarizing key information

¥ Detailed Reports
‘ Outline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports.
outlining specific information in the system by a variety of parameters and filters.

» Custom Reports
Create, edit and share custom reports with your team, department or even other states. Select this option to visw reports developed for specific states.

¥ Federal Reports
Federally mandated reports for EEO, WIOA performance measures, and more

¥ Live Data
Live updating data visualizations for Registrations, Job Orders, Resumes Ul Certifications and Claims. Automatic refresh settings and full screen display options make these reports perfect for large displays
H “ ” .
3. Click on the arrow next to “Case Management Reports” to expand:
¥ Detailed Reports
Outline spacific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports

outlining specific information in the system by a variety of parameaters and filters

» Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services.

» Case Management - Program Specific
Reports grouped by a specific federal or local program centaining detailed informatien unique to that program.

» Case Management Reports
View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration infermation, job referrals and more:

¥ Financial Reports
The Financial Reports group includas reports for managing Individual Fund Tracking {IFT).

¥ Individual Reports
The Individual Reports group provides data on registered or enrolled individuals, mainly from informaticn provided by individuals to the system.

4. Click on the arrow next to “Case Load” to expand:

¥ Case Management Reports
View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed geals, er individuals
currently enrclled without case assignment.

¥ Case Load
‘ View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or
individuals currently enrolled without case assignment

¥ Documentation
Case note and document management reperts where staff can retrieve a case note in the system, multiple case notes sharing a common keyword, or documentation provided by program enrclless

} Predictive
Reporis to assist staff in predicting the reporting results and outcomes of data that parallels WIOA quarterly and annual reports

} Staff Referrals
View reports on the services, follow-up activities, or training referrals made by staff. Track referrals by referral type, provider, or staff.

P Training
Reports displaying WIOA program training statistics by grant, office, provider, region/LWIA, and by staff assigned
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5. Click on “Projected Begin Dates”:

* Case Management Reports

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals

currently enrolled without case assignment.

¥ Case Load

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or

individuals currently enrolled without case assignment.

¥ Case Load
Active Cases
Application
Assigned Case Load

Case Closure Information

Case Summary By Application Date

Ce-Enrollment Summary
Credentials Required
Eligibility Enrollments
Enrcllment Summary By LWIA
Exited Cases

Hourly Wage Before and After Enrcliment
Measurable Skill Gains
Obtained Employment

Projected Begin Dates
Quarterly Follow Up Status
Staff Assisted Summary
Summary

Veteran Data Discrepancies

6. Select the appropriate parameters:

®,

Active Enrollment
Assessment of Educational Functiening Levels

Case Closure Employment

Case Closure Reportable Performance Indicators

Co-Enrollment Customer Groups

Credentials

Days since Last Active Service

Enrollment in Homeless Veterans Reintegration Pragram
Exit Reason Summary

Expiring Work Authorization
Individual Disability
Measurable Skill Gains Required

Participants Co-enrolled in Partner Programs

Projected End Dates

Soon to Exit Cases

Staff Caseload by Program and Status

Targeted Measurable Skill Gain ‘

«* Program is “SNAP Employment and Training”, Group is “SNAP E and T":

Program: SNAP Employment and Training

Customer Group: None Selected

SNAP Eand T

+»+ Select the Region and Office Location or leave “None Selected” to pull the entire state:

Region/LWDB ® O O
Status: Active Inactive All
Region/LWDB:

Central Region
East Jackson County
Jefferson/Franklin Consortium

None Selected AT

Office Status: ® Active O Inactive O All

Office Location:

None Selected
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«»+ Staff may select the Provider for the upcoming training, if desired:

Provider Status: ® O O
Active Inactive All

Provider: 2468 - William Jewell College AT
(Press Ctrl to select multiple 3252 - William Woods University
itams) 2802 - Wireco World Group

3265 - Wireless Infrastructure Association/tirap

R/

«» Staff may select the Assigned Case Manager Group and Case Manager, if desired:

Group Status: ® Active O Inactive O All

Case Manager | Mone Selected v |

Group:

Case Manager ® Active O Inactive O All

Status:

Assigned Case | None Selected v | Select Me
Manager:

++ Select the Date parameter

Days Before 30 Days from Start -

Projected Start:

+* Click Run Report

Run Report
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7. Your report results will display based on filter criteria selected:

Case Management Reports - Projected Begin Dates

Program: SMAF Employment and Training

Customer Group: ENAPEand T

Days From Projected Start: 30

Report Run Time: 10042022 11:25:58 AM

Kansas City & Vicinity
Narne:| Username: | State ID:| App ID:| | Assigned Case Manager:|
Activity Code | Cust Grp Code | Participation | Office Provider of Service Projected Begin Actual Begin Last Edit | Staff Assigned
Type
141 ‘eluniary WAMESAS CITY - FEC JOB QuikTrip Corporation 10472022 142022 1rgrznzz
CENTER
Name: Username: State ID: App ID: Assigned Case Manager:
Activity Code | Cust Grp Code | Participation | Office Provider of Service Projected Begin Actual Begin Last Edit | Staff Assigned
Type
351 “oluntary FSD Partner Southeast Mineral Area College, Parde | 10V11/2022 aMaizizz
Hills
MName: Username: State 1D: App ID: Assigned Case Manager:
Activity Code | Cust Grp Code | Participation | Office Provider of Service Projected Begin Actual Begin Last Edit | Staff Assigned
Type
251 ‘oluntary FED Partner Southeast Mineral Area College, Park | 1071172022 goizizz
Hills

11. To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon:

14 <

of27  »

12. Click on Excel:

14 <

of 1 > >|©

B> ©

100% -

& .
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- v

Word

Ewcel

4

PowerPaoint

13. Click on the document on the taskbar to open/save the spreadsheet:

A —

BE ProjectedBeginDat...xlsx
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Projected End Dates
This report can be used by provider staff to identify participants who will be completing a training in the near future.

1. Click on “Reports” in the Left Navigation Bar; you will be directed to the Reports page:

My Reports

Summary Reports
Detailed Reports
Custom Reports
Ad-Hoc Query Wizard
Federal Reports

Live Data

2. Click on the arrow next to “Detailed Reports” to expand:

» Reports Menu

» Summary Reports
Dashboard, Executive, Master and Trending reports. Select this option to view executive summary reports and dashboards summarizing key information

¥ Detailed Reports
‘ Outline specific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports.
outlining specific information in the system by a variety of parameters and filters.

» Custom Reports
Create, edit and share custom reports with your team, department or even other states. Select this option to visw reports developed for specific states.

¥ Federal Reports
Federally mandated reports for EEO, WIOA performance measures, and more

¥ Live Data
Live updating data visualizations for Registrations, Job Orders, Resumes Ul Certifications and Claims. Automatic refresh settings and full screen display options make these reports perfect for large displays
H “ ” .
3. Click on the arrow next to “Case Management Reports” to expand:
¥ Detailed Reports
Outline spacific information in the system by a variety of parameters and filters. Areas include Attendance, Case Management, CRM, Employer, Financial, Individual, provider and more. Select this option to view reports

outlining specific information in the system by a variety of parameaters and filters

» Administrative Reports
Administrative reports for staff alerts, staff by privilege group, and staff services.

» Case Management - Program Specific
Reports grouped by a specific federal or local program centaining detailed informatien unique to that program.

» Case Management Reports
View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals
currently enrolled without case assignment.

» Employer Reports
The Employer Reports group provides data such as internal and external job order information, employer registration infermation, job referrals and more:

¥ Financial Reports
The Financial Reports group includas reports for managing Individual Fund Tracking {IFT).

¥ Individual Reports
The Individual Reports group provides data on registered or enrolled individuals, mainly from informaticn provided by individuals to the system.

4. Click on the arrow next to “Case Load” to expand:

¥ Case Management Reports
View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed geals, er individuals
currently enrclled without case assignment.

¥ Case Load
‘ View reports providing a snapshot of various case management indicaters prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or
individuals currently enrolled without case assignment

¥ Documentation
Case note and document management reperts where staff can retrieve a case note in the system, multiple case notes sharing a common keyword, or documentation provided by program enrclless

} Predictive
Reporis to assist staff in predicting the reporting results and outcomes of data that parallels WIOA quarterly and annual reports

} Staff Referrals
View reports on the services, follow-up activities, or training referrals made by staff. Track referrals by referral type, provider, or staff.

P Training
Reports displaying WIOA program training statistics by grant, office, provider, region/LWIA, and by staff assigned
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5. Click on “Projected End Dates”:

* Case Management Reports

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or individuals

currently enrolled without case assignment.

¥ Case Load

View reports providing a snapshot of various case management indicators prior to federal reporting. Identify key indicators, such as individuals who are soon-to-be soft exited, youth missing listed goals, or

individuals currently enrolled without case assignment.

¥ Case Load
Active Cases
Application
Assigned Case Load

Case Closure Information

Case Summary By Application Date

Ce-Enrollment Summary
Credentials Required
Eligibility Enrollments
Enrcllment Summary By LWIA
Exited Cases

Hourly Wage Before and After Enrcliment
Measurable Skill Gains
Obtained Employment

Projected Begin Dates
Quarterly Follow Up Status
Staff Assisted Summary

Summary
Veteran Data Discrepancies

6. Select the appropriate parameters:

®,

Active Enrollment
Assessment of Educational Functiening Levels

Case Closure Employment

Case Closure Reportable Performance Indicators

Co-Enrollment Customer Groups

Credentials
Days since Last Active Service

Enrollment in Homeless Veterans Reintegration Pragram
Exit Reason Summary

Expiring Work Autherization

Individual Disability

Measurable Skill Gains Required

Participants Co-enrolled in Partner Programs

Projected End Dates

Soon to Exit Cases

Staff Caseload by Program and Status

Targeted Measurable Skill Gain ‘

«* Program is “SNAP Employment and Training”, Group is “SNAP E and T":

Program: SNAP Employment and Training

Customer Group: None Selected

SNAP Eand T

+»+ Select the Region and Office Location or leave None Selected to pull the entire state

Region/LWDB ® @] @]
Status: Active Inactive All
Region/LWDB:

Central Region
East Jackson County
Jefferson/Franklin Consortium

Mone Selected N

Office Status: ® Active O Inactive O All

Office Location:

None Selected

Location
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«»+ Staff may select the Provider for the upcoming training, if desired:

Provider Status: ® @] O
Active Inactive All
Provider: 2468 - William Jewell College AT
(Press Curl to select multiple 3252 - William Woods University
items) 2802 - Wireco World Group
3265 - Wireless Infrastructure Association/tirap

@

«» Staff may select the Assigned Case Manager Group and Case Manager, if desired:

Group Status: ® Active O Inactive O All

Case Manager | Mone Selected -|

Group:

Case Manager ® Actve (O Inactive (O All

Status:

Assigned Case | None Selected w | Select Me
Manager:

+» Select the Date parameter:

Date

Days From 30 Days from Expiration v

Expiration:

+* Click Run Report:

Run Report



7. Your report results will display based on filter criteria selected:

Case Management Reports - Projected End Dates

Days From Espire: 30

Report Run Time: 10042022 11:44:34 AM

06 - 5t. Louis City

MName: | Username: State ID: App ID: | Assigned Case Manager:

Activity Code | Cust Grp Code |Office Provider of Service Actual Begin Projected End Last Edit | Last Edited By
300 17 ST. LOUIS CITY - SLATE JOB CEMNTER 1032022 11732022 107372022 '

MName: | Username: State ID: App ID: £ | Assigned Case Manager:

Activity Code | Cust Grp Code |Office Provider of Service Actual Begin Projected End Last Edit |Last Edited By
300 20 ST. LOUIS COUNTY - MORTHWEST CROSSING Mesas! Academy SMaiz0z2 1vizrz0z2 o/2Ti2022 .

Name: | Username: State ID: App ID: | Ascigned Case Manager:

Activity Code | Cust Grp Code |Office Provider of Service Actual Begin Projected End Last Edit | Last Edited By
314 20 ST. LOUIS COUNTY - MORTHWEST CROSSING Washington University In 5t. | G@2202022 11112022 8/5/2022

Louis

14. To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon:
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15. Click on Excel:
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16. Click on the document on the taskbar to open/save the spreadsheet:

BE ProjectedEndDates.xlsx A
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