ETO Letters — How to Find and Print

For this sample, we’ll locate and print a letter for Test Smith.

1. Use Quick Search to locate the participant by name or social security number.

\
ETOl SOftwa re WorkSource: [ Administration v|[Go ]

T ToDolist Messages My Favorites My Dashboard
123456783 within in Search

Matches for: Clients.SSN

| 1. 60| suurhTEST ‘ 123-45-6789 |937554 | 000000 12/24/1953 Currently Enrolled
2. Click the button View TEST SMITH’s Dashboard to open the dashboard. View TEST SMITH's Dashboard

TTPS 8/5/2016 Page1of7



3. View the left sidebar to see in what Collections Test has participated. We want to follow up the REA dated 6/4/2016.
In the sidebar, you'll find that the participant was active in Auburn during this time period. Note: if the location is not listed, determine
the office by viewing the event under Basic Services section of the dashboard.

ETO = S O ftW a re WorkSource: [Ul Central Office

Quick Search To Do List Messages (Mew) My Favorites My Dashboard

within -
- . R
10HN Affiliate Labor Most Recent
DOE Morth Exchange _
Seattle - Wagner l: Most
Peyser
@ JOHN WorkSlourcE C!Z’P - 6/28/2007
DOE Affiliate  Claimant
Marth Placement Take Ac
Seattle Program
@&
Collection Memberships + =@
l’1 TEST'S Collection Membership
— L]
Collection Name
2016/05/26 REA Onentation 1:30 PM
2015-06-04 Follow-Up List (1st After Orientation) @
2016-05-09 Queus: REA-English {(Aubum)

®

®
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4. At the center top of the screen, find the WorkSource locations search box. Click the drop down arrow then scroll to find and select
Worksource Affiliate Auburn.

Workfirst Caresr Sarvices Interface
Workforce Central WDC
; .

| WorkSource Affilizte Suburn I
LT, I g P I'.h Fd (| SD

WerkZSource Afflizte Downtown Seattle
WerkSource Affilizte Jefferseon County
WorkSource Affilizte KCR 3K Family Service CTR
WorkZ3ource Affilizte Lakewood

WerkSource Affilizte Long Beach

WerkSource Affilizte Matzwa

WorkSource Affilizte Morth Seattle

WerkSource Afflizte Pullman

ETO TVI SOftwa re WorkSource: | Ul Central Office

Quick Search To Do List Messages (Mew) My Favortes My Dashboard

test smith Wl Participant w~ Il WorkSource w m

& You must be in the office that generated the letter or where the REA was scheduled.
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5. Change Quick Search from Participant to REA Follow-Up, then click Search.

Quick Search

Erntar Search Tarmis) within

E T o ™ S O f t W a r- e WorkSource: WorkSource Affiliate Auburn

Participant (VW VWorkSource Affiliate Auburn Search

Entities —
~Colleons- - — |
Ewent

Payment Batch
CQueue: REA-English

COueue: REA-Spanish
CQueve: JIRD/REA-Lite - English
ki -Lite - Spanish
REA Evant
REA Follow-Up
Participants Sl - TOUTS Mass Cal
e ™
A = *) Q Q Q Q V) B
Home Record Services Communicate Search By Job Veterans List MSFW List Qpt-0Out Lookup Mon-Disclosure In Que
(Individuals or wvia ETO Engage D Agreement
Groups)
My Caseload =@ My Most Recent (35) TouchPoints
a My Caseload [‘ j My Most Recent (35) TouchPoints
Take Action TouchPoint Dashboard
Mo records to display. _mi
play ® S+ 0 Mon-Disclosure Ui Ce1
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6. The matching REA Follow-Up lists display. Click on the list you wish to view.

ETO™software

Quick Search To Do List

WorkSource: WorkSource Affiliate Auburn

Messages My Favorites My Dashboard
Entar Search Termis)

within in
[+
=
Matching REA Follow-Up Caollections for: Show all Collections
[ | Include Disabled
. . Active Member
Take Action | Name Subject Type Count
1 #0 2016-07-23 Follow-Up List (1st After Orientation) Participant 85
2 0O Auburn 2016-07-23 Follow-Up List (2nd) Participant 45

7. Click the Follow-Up Letters icon

ETO™software

Quick Search

WorkSource: WorkSource Affiliate Auburn

Messages My Fawvorites My Dashboard

Enter Saarch Termis) within [FEA Fallow-Up v [El WorkSource Affiliate Aubumn W

Auburn 2016-07-23 Follow-Up List ( 2nd)'s Dashboard

REA-UTIRO

= =
Reschedules For Follow-Up

Initial Appts. Letters (New!)
(New!)
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8. The appointment letter list displays. The list isn’t in order.
Use the find feature on the left sidebar to locate the person you need.

Note the print and find icons at the top of the screen to print the list or locate text in the list.

Click the English Ii\nk (or Spanish when applicable) to open Test Smith’s letter.

P N
% Document v/’lew { 5|48 o I \ &2 Refresh All - | [7A
i Follow-Up Appointment Letters (Batches Generated) UseNJie Generate Letters option on the Appointment/Event Dashboard to crea
|;I::h | | Findhext |
Options All English Letters
[] Match whele word MName Language Exempted Phone Appt. Day Time Letter
|:_| M_atch taze 21016 ‘Wednesday = 09:00AM - 11:30AM Enalish
Sirection 3Mone dnesday =~ 09:00AM - 11:30AM Enalish
anone ‘WedNgsday | 09:00AM - 11:30AM English
3Mone ‘Wednes 09:00AM - 11:30AM Enalish
anone ‘Wednesday \09:00AM - 11:30AM English
81016 ‘Wednesday Enalish
anone ‘Wednesday English
81016 ‘Wednesday Enalish
anone ‘Wednesday English
21016 ‘Wednesday | 09:00AM - 11:30A Enalish
anons ‘Wednesday | 09:00AM - 11:30AM English
SMITH, TEST English 123-456-7891 81016 Wednesday | 09:00AM - 11:30AM Enalish
anone ‘Wednesday = 09:00AM - 11:30AM English
anone ‘Wednesday = 09:004M - 11:30AM Spanish
81016 ‘Wednesday = 09:00AM - 11:30AM Enalish
anons ‘Wednesday | 09:00AM - 11:30AM English
£
ﬁ e B ﬁ l Appointment Letters
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9. View or

Use Find to
search for

text within
the letter.

7] 5 | &8

N\ click the

' Document - View (| 15 8 | 0 - ([0 J- [ ([ _]n ) e | = Refresh All - | (2 Track 1,
Find N e — prlnt Icon tO
Find: .
fType your texiER 7/26/18 prlnt the
Options |

[] Match whole word etter

[ Match caze .

Direction Test Smith

O up 123 Avenue )

@ Douwn Somewhere. WA 50900

Dear Mr. Smith,

Thank vou for attending the Re-employment Assistance (RERA) Orientation. In conjuncticn
with the in-person crientation, you have been scheduled for a mandatory RER follow-up
phone appcintment.

3i prefiere participar en unz 3esidén en espaficl, por favor llamé 253 333-0102
WE WILL CALL YOU AT 123-456-7891 on:

DATE: 8/10/18 TIME: 0%:002M DURATION: 2.5 hour(s)

¥You must be availakle at the time listed above and for the whole duration listed
abowve, because we will call you within this time frame for your appointment.

If this phone number is not correct or you would like to attend in person, please call
WorkSource Affiliate Auburn st 253 533-0102 BEFORE YOUR SCHELDULED APPOINTMENT.

During your appointment, we will discuss your job search, review your acticn plan, and
provide additicnal jcb search assistance.

In preparation for ycour phone appointment, please submit your resume by the Sunday
prior to your appointment, ewven if you brought one to your Be—employment Orientation.
EMATL YOUR RESUME TC auburnworksource@esd.we.gov WITH YOUR WAME IN THE SUBJECT LINE,
OR FRY IT TO Z2538045341.

If you miss your appointment, Employment Security will send a gquestionnaire that you
must complete to explain why you did not attend. Employment Security will decide
whether you had good cause for missing the appointment, as well a3 review your
availability for work and yvour job-search activities. If we find you have not met
these requirements, you may have to repay some or all of any benefits you've received.

The Employment Security Department and the WorkSource system are equal-opportunity
employers and providers of programs and services. If you need special accommodetions,
including interpreter services, please call WorkScurce Affiliate Ruburn at 253
333-0102 BEFOQRE your scheduled appcintment.

If you have returned to full-time work or are no leonger claiming unemployment
benefits, please complete the information on the back and mail to the address given,
or contact WorkSource Affiliate Ruburn at 253 833-0102 BEFCRE vyour scheduled
appointment.
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