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Introduction  

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

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

 

 

Next, scroll towards the bottom of the screen under “Individual Employment Plan/Service Strategy.” Here select “Edit” on 
the IEP with the status of OPEN. If there is no OPEN status IEP, you will select “Create Individual Employment Plan/Service 
Strategy”.  

 

OR 

 

The next screen will take you to the “Plan” tab.  
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Plan 
Here you will enter the plan start date, the region, and the office location. Please refer to program and local provider 
policy guidelines for specific information that is required. 

 

 

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

Goals 
Enter the goals you and the participant have discussed and defined. There are options for short term, intermediate, and 
long term. Please refer to program and local provider policy guidelines for specific information that is required. 

 

Click Add New Goal 
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1. LWBD/Region and Office will be pre-populated  
2. Program Affiliation: Select the program in which these goals and objectives are being tied to 
3. Type of Goal: employment, training, or schooling  
4. Term of Goal: long, intermediate, or short  
5. Description of Goal: What will client be doing?  
6. Date Established: Today  
 

 

7. Estimated Completion Date:  
a. short term should be 6 months or less  
b. long term should be 12 months or more 

*Both can be adjusted later if more time is needed  
8. Completion Status: Open  
9. Reason Closed: None Selected  
10. Add your Goal Details (Comments) per the program guidelines and local provider policy  
11. Click SAVE 
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Objectives 
 
On the objectives tab, enter the objectives for each goal that have been established. Think of the objectives as the steps 
that are necessary for the participants to reach their goals. Please refer to program and local provider policy guidelines 
for specific information that is required for the goal and objective setting. 
 

 
Much like the “Goal” screen, enter the following information, including the details of the objective. These can be 1-2 
sentences, short and concise.   
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After saving, you will return to the previous screen. 

Repeat these steps by selecting “Add New Objective” until all the necessary objectives for your participant are entered. 
 

 

After finishing the objectives, the final screen will be “Services”.  

Services 
On this tab, services will automatically appear as they are entered in the programs tab.  

Finally, select “Finish” to save and complete the IEP.  

 


