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Glossary - Program Management

Active
A term used to define a Job Seeker’s status in an Office Location (identified as a “program” in the system.) An “active” Job Seeker within a date range is someone who has an Office Location (program) start date before or within the selected date range and either no end date in the Office Location or an end date between the date ranges selected.
Add Participants to Office Location (program) – also known as enroll, or make active.
To bring a Job Seeker (participant) that exists in Program Management into the selected Office Location (program), and enter an Office Location (program) start date. When a Job Seeker registers in Labor Exchange, the seeker will automatically be enrolled in an Office Location (program). A manual add is done only in special circumstance.
Attribute 
Characteristics of Employers (Entities) that are not expected to change as a result of service (e.g., address, phone number, benefits provided, Special Hiring Features, Public Transportation Available, Affirmative Action plan, etc.). Program Management comes with Standard Attributes; additional Attributes are created with the Attribute Wizard. Attributes are to Employers (Entities) what Demographics are to Job Seekers (Participants). Attributes appear on the Add New Entity and View/Edit Entity screens. 
Collection 
A Collection is a grouping tool that can be built to group subjects (Job Seekers or Employers) together. For example, Collections can be used to record data on a re-occurring scheduled class, or a group that meets on a regular basis. 
Certified ETO Administrator 
An ETO software Administrator who has successfully completed the certification exam. 
Custom Report 
A query that is saved and shared on the Manage Queries screen so that it appears on the Custom Reports page, accessed below Reports on the Navigation Bar. 
Dashboard 
A Dashboard provides a comprehensive view of recent activity or services. Dashboards are available for users (My Dashboard), Job Seekers, Employers, TouchPoints and Collections. The user is able to view, edit, or record data from the dashboard. The dashboard can be customized by the Administrator or user to meet specific needs. Administrators have the ability to apply Dashboard Templates to provide uniformity for staff. 


Demographics 
Characteristics of participants that are not expected to change as a result of service (e.g., Name, Date of Birth, Race,). Job Seekers enter their demographics during the registration process via Labor Exchange: the data is then updated in real time into Program Management and recorded via TouchPoints.
Dismiss 
Term used when a Job Seeker is no longer active in an Office Location (program). When a Job Seeker is dismissed, the function requires a dismissal date. The dismissal date serves as the Job Seeker’s “Program End Date” on the Program History page (where program refers to Office Location). Once a Job Seeker is dismissed, recording data for the Job Seeker will cease until the Job Seeker is re-enrolled in the program. 
Enroll – refer to Add Participants to Office Location
Entities 
A subject (typically third party) that impacts Job Seekers (e.g., Employers or Education Providers.) 
Efforts to Outcomes (ETO®) software
Software solution developed and distributed by Social Solutions Global (SSG), the leading provider of outcomes management software for human services. SSG’s mission is to help people transform lives. Efforts are the intentional actions of the agency to support the participant within the design or logic model of the program. Outcomes are the participant-based measure that shows significant change in the situation or behavior in correlation to the efforts. The Program Management portion of the ESD solution is powered by ETO® software.

ETO – see Efforts to Outcomes

ETO Results
An incredibly robust tool used to create custom reports utilizing Web Intelligence. 

ETO Engage
ETO Engage equips users with two-way communication tools to provide reminders to Job Seekers or Employers, deliver messages, schedule appointments, collect feedback, and initiate action.

Feeder Table 
Drop-down menu choices found throughout features in Program Management. The names of feeder tables are hardcoded (e.g., “Reason for Dismissal”), however options are populated by the Administrator (e.g., “Hard Exit”.)




Links (aka Action Links)
The “Links” section located within the Job Seeker’s dashboard is used to navigate to other parts of the system. 
Log In 
Term used to describe the process a user initiates when accessing the Program Management system. From the login page, users will provide a username and password to access the system. 
Log Off 
Term used to describe the user-initiated process for exiting the Program Management system. The link to log off the system is located in the upper right corner of Program Management. For security purposes, users should be trained to log off of the system after work in the system is complete or at any time the user’s device in which the software is running will be left unattended by the user. All users should log off of the Program Management system before closing their browser to ensure data integrity.
Manage
Refers to the features in Program Management used by Administrators to make additions and modifications to Program Management, (e.g., Manage Staff Accounts). The majority of these features are found under the “Site Administration” component of the Navigation Bar. 
Navigation Bar
The Navigation Bar (green panel located along the right-side of the Program Management screen) is a comprehensive menu that can be utilized to navigate the system. Administrators can customize the content of this bar by adding or removing features based on business need. The Navigation Bar can be hidden or made visible by the user. 
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Location where services are provided. A Job Seeker must be active in an Office Location (program) to record data/services for the Job Seeker. The Start Date, (the date a Job Seeker becomes active in the Office Location) and End Date (the date a Job Seeker is dismissed from an Office Location) is recorded for all Job Seekers.
Outcome
The “O” in ETO, outcomes can be tracked to measure and increase or decrease in attitude, performance, knowledge, etc. Assessments that include weighted elements that are completed more than once allow for comparative analysis, and outcome tracking.
Output 
TouchPoint elements that are tracking neither an increase nor decrease, and are used for counting.
Participant 
Member of the target population; a recipient of service.
Program 
Office Location. A Job Seeker must be active in an Office Location (program) to record data/services for the Job Seeker. The Start Date, (the date a Job Seeker becomes active in the Office Location) and End Date (the date a Job Seeker is dismissed from an Office Location) is recorded for all Job Seekers.
Program Group 
A component used to group Office Locations based business requirements. 
Program History
Refers to the start date and end date history of a Job Seeker in an Office Location. 
Program Start Date 
Date a Job Seeker is made active (enrolled) into an Office Location.  
Program End Date 
Date a Job Seeker is dismissed, or exits, from an Office Location. 
Projected End Date
Date used to project when a Job Seeker will be dismissed, or exits, from an Office Location.
Query
A request for information from Program Management that can only be completed by a user who has been assigned a Department Head role or above. Queries appear in a grid that can easily be copied and pasted into Excel. Queries can be built and saved, and shared to be accessible to lower user roles.
Quick Search Menu
One of the Quick Tabs, located across the top of Program Management that is used to search and navigate to a Job Seeker’s or Employer’s record for viewing or recording data.
Quick Tabs
The green tabs located along the top of the Program Management screen that serve as a means for quick navigation of the system.
Reason for Dismissal 
Drop-down menu field that is required to be completed when a Job Seeker is dismissed from an Office Location (program.) This component is populated from a feeder table and is customizable by Administrators.
Reports- Insights
A mini-graph that displays on a dashboard, an Insight provides at-a-glance information about TouchPoint outcomes (an element that is either numeric or a weighted list.)  


Reports- ETO Results Reports
Web-intelligence reporting tools used to visualize and report on outcomes and other measures. These reports display in a typical reporting format that can be downloaded to other formats (e.g., Excel, PDF, and Word).

Reports- Standard Reports
A “pre-written” report included with Program Management. Administrators have the ability to make these reports accessible to users. 
TouchPoints
A TouchPoint is an electronic form for collecting data in Program Management. Data entered by Job Seekers and Employers in Labor Exchange is integrated in real time into Program Management via TouchPoint forms. Staff will also use TouchPoints to capture data details for a variety of reasons, e.g., to record case notes, goal plans and progress, attendance, pre and post exams, as well as other types of information. All TouchPoint data is reportable.
User Account 
A unique login that is associated with a “User Role” and grants a user access to specific features and Office Locations in Program Management. User Account credentials include a username and password. 
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