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Course Objective

Course Objective:

This training will prepare Customer Management Staff to successfully manage Mass
Scheduling. Staff should leave the training with a basic understanding of Mass Scheduling
features, creating and editing an event, viewing and scheduling an appointment and recording
services for a seeker. All features that will be reviewed during the class are documented in this
workbook for future reference.
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Navigating Mass Scheduling Features

Site and Program
For the WorkSource solution, the site name is WorkSource and is found at the top center-left of
screen. The top center-right indicates an office location.

E TO i S Oft W a re WorkSource: WorkSource Affiliate Downtown Seattle
ToDolist  Messages My Favorites My Dashboard  Reporting Dashboard
Enter Search Term(s) | | Search |

The office location shown at the top center-right is the active office location. All mass
scheduling features will be recorded to the active office location. A clickable link means
the user account has access to more than one office location. To change to a different office
location, click the office location link and select the desired office location from the dropdown
list.
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Navigation Methods

The primary method of accessing mass scheduling features is via the Quick Search quick tab.

E T O S O ft W a re WorkSource: WorkSource Affiliate Downtown Seattle
Quick Search  ToDolList = Messages ﬁyévon‘tes My Dashboard Reporting Dashboard
[EnterSearch Term(s) within in | WorkSource Affiliate Downtown Seattle v | | Search |

In the within drop box, one or more of the following options will be available depending on the
services provided by an Office. These options are under the “Collections” category in the within
dropdown. All mass scheduling related tasks in the system use a function called “Collections,”
which is a term representing a group of seekers for which a specific set of actions will be taken.

REA Event Shows a list of past and future REA events that have been added for
the Office, into which seekers have been/will be scheduled.

REA Follow-Up Shows a list of groups of seekers that have been designated to receive
an REA Follow-Up service.

UIRO/REA-Lite Event Shows a list of past and future UIRO/REA-Lite events that have been
added for the Office, into which seekers have been/will be scheduled.

Queue: REA-English Shows a list of seekers that were added into the office for potential

scheduling in an REA event where their primary language is anything
other than Spanish

Note: This item is for viewing only. No user actions will need to be taken
on this item.

Queue: REA-Spanish Shows a list of seekers that were imported into the office for potential
scheduling in an REA event where their primary language is Spanish

Note: Only offices that regularly provide events in Spanish will utilize this
list. This item is for viewing only. No user actions will need to be taken

on this item.
Queue: UIRO/REA-Lite — Shows a list of seekers that were added into the office for potential
English scheduling in an UIRO/REA-Lite event where their primary language

is anything other than Spanish

Note: This item is for viewing only. No user actions will need to be taken

on this item.
Queue: Queue: UIRO/REA- | Shows a list of seekers that were added into the office for potential
Lite — Spanish scheduling in an UIRO/REA-Lite event where their primary language
is Spanish

Note: Only offices that regularly provide events in Spanish will utilize this
list. This item is for viewing only. No user actions will need to be taken
on this item.
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To see any of these items, set the within dropdown to the desired event or list. Set the in
dropdown to the Office name (it will default to the Office currently active.) ‘Enter Search
Term(s)’ can be left blank - or - to narrow search results, enter a specific search term, e.g.
“Orientation”, in the Enter Search Terms(s) field and click “Search.” After searching for an item,
the resulting list will contain the event’s name, and active member count (i.e. how many seekers
are in the event.)

Quick Search To Do List Messages My Favorites Iy Dashboard Reporting Dashboard

|Enter Search Term(s) |wi‘lhin in |WDrkSuurDe Affiliate Auburn v‘ Search |
Quick Search Results
Matching REA Event Collections for: Show All Collections
Dlnclude Disabled
. . Active Member
Take Action =~ Name Subject Type
Count
1 S 2016-01-18 REA Orientation Participant 12
2 S Om 2016-01-21 REA Orientation Participant 10
3 SOm 2016-01-22 REA Orientation Participant 5
4 S OW 2016-01-26 REA Orientation Participant 8
5 SO 2016-01-28 REA Orientation Participant 9
6 S 2016-01-28 REA Orientation Participant 7

The search results will show 50 items per page. If there are more than 50 items, use the arrow
options to navigate between pages of results.

833 S 2016-01-26 REA Orientation
84 F @ 2016-01-28 REA Orientation

85 F @ 2016-01-29 REA Orientation

4 4 1 | M Page size: 50 85 items in 2 pages

Action Links

Each event will contain one or more of the following options, depending on user level.
4 Use the pencil icon to edit the details of the event or list.

2 Use this icon to disable the event. This does not delete the event. It simply hides it from
view in the search results.

O Use this icon to completely delete the event. Only users with a system administrator level
have access to delete an events.

All events have a Dashboard, providing a view of the seekers in the event and links to take
other actions on the event, such as recording services. Access this by clicking on the Name of
the event in the search results.
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Manage Events

Event Creation

All upcoming events (REA/UIRO) will be added directly into the system by office users. Added
events will appear in the Quick Search depending on the event item searched for (REA Event,
UIRO/REA-Lite Event.) These events will then be filled automatically.

When can | create an event?

An automated system process will run every Monday to fill events that have an event date within
7-11 days from that Monday. In order for an event to be included in this process it must be
created by Friday at 5:00pm Pacific Standard Time. For example, if today is Friday February
12", and | have an event taking place on Tuesday February 16", | must add that event into the
system by the end of the day today so that on Monday the event is filled. If | waited past 5:00pm
today and entered the event, it would not be filled (the system will ignore it.)

How far in advance can | create an event?
Events can be created as far in advance as desired (i.e. you can create events for the next 2
months, 6 months, etc..)

What information do | need to have to create an event?

The date, start and end time, and maximum number of attendees is required for all events.
The maximum number of attendees is used by the system process to know how many seekers
can be placed in the event.

i » Participants
Addlng a New Event » Participant History
1. Select Collections from the Navigation Bar on the right side of

the screen. Then select “Create Collection.”
* Collections

Create Collection

» TouchPoints

» Reports

From the ‘Select a Collection Type’ Create a Collection
dropdown box select the type of event
to be created. |

|—- Select a Collection Type -- X| hd

Daily Office Traffic
Event

Payment Batch
REA Event

UIRO/REA-Lite Event

The following events types should be used.

REA Event Available to all offices. Offices that provide RESEA services should
use this event type for RESEA events.

UIRO/REA-Lite | Available to some offices that provide this type of service.

Event

Do not use the collection type “Events.” This type is not related to the Mass Scheduling
process.
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2. Select the record “000 Select This for New Events 000” and then select Continue. This
selection is a dummy placeholder seeker required to create an “empty” event. (If you do
not see “000 Select This for New Events 000 at the top of the list, sort the list by clicking
on Name, and it will be at or close to the top.)

|UIRO/REA-Lite Event |+
Participants ',
[]include Dismi d Participant:
LR 2 3456782910 ./F M Pagesize:| 50 ~|  Page 1of 51, rows 1to 50 of 2521
‘ ] | Name | DOB Case No.
I/
/ i | il | T
1 000 Select This for New Events 000, . 439661

3. Give the event a name. While any name is allowed, the recommended naming
convention for the event to support sorting events by date in search results and reports
is “YYYY-MM-DD” + [Any other text]. Examples:

a. 2015-10-09 REA Orientation — Morning
b. 2015-10-09 REA Orientation — Afternoon
c. 2015-11-12 UIRO Orientation Session

d. 2015-11-15 UIRO Orientation — Spanish

&R All

000 Select This for REA Event name: * [2015-01-21 REA Orier X |
New Events 000, .

&R Add |

| Event Information | Exemptions | Reschedules | Attendance & System Data

4. Fillin the details of the event on the Event Information tab, including the required items:
date, time, and maximum number of attendees.

Date * |\mm'ddlyyyy :]
Time * -
Start Time: - HH - V][ MM -- v|[aM V]
End Time: [-- HH - v|[-- MM -- v|[AM V|

Maximum Number of Attendees

Fill Order (vs other event taking place in the same scheduling window) * |Fil in Dato Order (Default) V|

Ser-wnainy | aniugiage # Englizh

Spanizh
Cioar Sabpction
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A fill order option allows the user to select a priority order for up to 9 events per type in a
given scheduling window (e.g. 9 English REA events, 9 Spanish rea events, 9 UIRO
English, 9 UIRO Spanish). There will be a default value of “Fill in Date Order (Default)”.
Offices do not have to set a different priority for every event. Example: If there are 5 events
in the scheduling window, and user wants the Friday event to be picked first (e.g. before a
Tuesday event), they would select “1st” for that Friday event, and leave the priority as the
default value for the rest of the events - the remaining will be filled in date order of the event.

If two events are given the same priority, they will be filled in date order of the event.

Note: Offices that provide events in either English or Spanish will see an option to select
English or Spanish when creating an event. The default setting is English. Offices that do
not regularly provide a session in Spanish will not see this question. Their events will default
to English.

5. ‘Use Alternate Event Location’ to select a different location for the event from the default
location. The default location is the Office in which the event is being created. To choose
a different location:
a. Select ‘Choose From a List of Offices’ and select another Office as the event
location.

Use Alternate Event Location (alternate will appear on notification letters. If not selected, the default address for your Office will be used)
@® Choose From a List of Offices

(O Manually Enter an Alternate Location
Clear Selection

Choose Alternate Office (office name and address will appear on notification letters) *  |\worksource Affiliate Jefferson County ~ | View Entity

b. OR Select ‘Manually Enter an Alternate Location’ and then complete a set of
fields for the alternate location name, address, and phone.
Use Alternate Event Location (alternate will appear on notification letters. If not selected, the default address for your Office will be used)

(O Choose From a List of Offices

® Manually Enter an Alternate Location
Clear Selection

Alternate Location: Name of Location * |Career Center Seattle

Alternate Location: Address 1 * 1223 Main Street

Alternate Location: Address 2 |

Alternate Location: City * |Seattle

Alternate Location: State *

Alternate Location: Zip Code * |93105 ‘

Alternate Location: Phone Number * |205.445_7737

March 2016

Mass Scheduling Staff Level User Guide — Customer Management Page 10



WORKSource

State of
Washington

015-01-21 REA Drientation's Dashboard

6. Click Save to create
event. User is
redirected to the Q Q Q Q Q

n Queus Upcamang Filled Evants  Waekly Services Mo Shows

Dashboard of the
event created.

Event Informatian
-~

® | tvent Infarmation |4 Generate Letters

REA Event Name:  2015-01-21 REA Orientation -
ou hiave o recent TotchPoents.
Number of members: 1
£ Q@ o+ e
Scheduled Seekers EE- | Generated Reschedule Latters P
"\ Scheduled Seekers
Name
DO0 Select This for New Events 000, .
Event Services EEL-]

[_’j Event Services

¥au have o recent TouchPaints,
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Viewing Created Events

Once an event is created, view the event using the Quick Search as outlined in Navigation
Methods. Note that the member count will show a 1, representing the dummy placeholder
seeker that was selected when the event was created.

Quick Search Results
=

Matching REA Event Collections for: Show All Collections

[ —

Take Action | Name Subject Type REbe Megz:

1 SO 2012-02-16 REA Orientation Participant 1

This placeholder does not need to be removed from the event. The system automatically
accounts for this dummy placeholder seeker when calculating an events capacity (i.e. if the
event’s capacity is 10, the system knows that it can add a total of 10 seekers to the event, even
though the dummy placeholder seeker is in the event.)
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Edits to an Event

After an event has been created, edits can be made to change the date, time, location, or
capacity. Edits must be done within a specific timeframe to take effect in automated scheduling
and notification letter generation.

If the event to be edited has a date within a 7-11 day window from the following Monday, edits
to the event must be done before Friday at 5:00pm Pacific Standard Time before the
following Monday.

Example: Change the date of an event

If today is Friday February 12, and | have an event taking place on Tuesday February 16t that |
need to change to Wednesday February 17™, | must change the event date by the end of the day
today so that on Monday February 15 the edited event is filled.

Example: Change the capacity of an event

If today is Thursday February 111, and | have an event taking place on Tuesday February 16%,
with a capacity of 20 seekers, and | would like to reduce the capacity to 15 seekers, | must
change the capacity before the end of the day on Friday February 12, so that my change will
take affect before the automated scheduling process on Monday February 15t

Editing an Event

Use the Quick Search, setting the ‘within’ option to the type of event to be edited and click
Search. The screen will show a list of events that have been created for the Office, as covered
in Navigation Methods. Select the pencil icon for one of the listed events

Quick Search To Do List Messages My Favorites My Dashboard

|Enter Search Term(s) | within v in | WorkSource Afiiliate Downtown Seattle v || Search

Quick Search Results

=
=

Matching REA Event Collections for: Show All Collections
[1nclude Disabled

Active Member

Take Action = Name Subject Type Count
1 S 2015-01-21 REA Orientation Participant 1
2 %] 2016-01-11 Orientation Participant 24
3 S 2016-01-13 Orientation Participant 24

—_— il

On the Event Information tab, change -
000 Select This for o REA Event name: * |2015-01-21 REA Oriantal

any of the date, time or maximum  Mew vt 06,
number of attendees and Save. :
Office  WorkSource Affiliate Downtown Seattle
Date * [3/52016 =]
Time *
Start Time: |02 v |u|3 v| [PM v
End Time: [p3 (oo | [PM
Maximum Number of 15
Attendees * i
Sesslon Language @ English
) Spanish
Clear Selection
March 2016
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View Upcoming Events
While Quick Search can be used to search for events, it does not show all the details needed to
view reschedule, such as the date, time, type, and event language.

To Do List Messages My Favorites My Dashboard

Enter Search Term(s) ‘ v WorkSource Affiliate Downtown Seattle v || Search |

Matching REA Event Collections for: Show All Collections
[_|include Disabled

8

Active Member

Take Action = Name Subject Type Count
1 £ 2015-01-21 REA Orientation Participant 1
2 0O 2016-01-11 Orientation Participant 24
3 40 2016-01-13 Orientation Participant 24

Upcoming Events View

A secondary event listing was created that will just show the events taking place after today’s
date, along with all of the event details, including how many slots in the event have been taken.
It includes both REA Events and UIRO/REA-Lite Events (whereas the Quick Search results only
show one or the other based on the item selected in the ‘Within’ option.)

TO access the Upcomlng Events ETOT Softwa re WorkSource: WorkSource Affiliate Downtown Seattle
VleW, Select the My Dashboard Quick Search ~ ToDolist ~ Messages My Favorites

T h I t U . E t Enter Search Term(s) ‘ v WorkSource Affiliate Downtown Seattle v/
Participants Search
@ B + Q Q Q Q
Home Record Services Communicate Search By Job Search By Veterans List MSFW List
(Individuals or  via E[gfEngage 0} Service Code
Groups)
REA-UIRO
In Queue Upcoming Filled Events  Weekly Services No Shows
Events
A second window or tab will == ' i —
. ) . & Document » View - | 5 | 34| @ 1 HERImY S0 Rofosh All = | [7p Track % 7 | 8
open displaying upcoming Upcoming Events taking place today or after) n
eve nts . WorkSource Affiliate Downtown Seattle
0 Event Type Event Name Date Day Time Capaclly  Slots Taken Slots Avallable
405 LIRCHEEALite 20460429 Ovientation 162216 Fridey 00 D0AM - A0-H0AR 15 12 3
541 RLA 2016-01-22 Dnentation 122016 Frigay 09:00AM - 10:00AM 15 25 10
406 LIRCREA Lite 2016-01-25 Ovimntation 112516 Monday 00:D0AM - 10-00AK 15 12 3
542 REA 2016-01-25 Oviantation 102516 Monday 00.00AM - 10:00AK 15 FT o
5044 UIROREA Lt 20160113-REA 1026016 Tuesday OB:00AM - 10:00AM 2 0 5
5063 URDREAL e 2016-01-26 REA Onentation - Moming 1726116 Tussday 08 00AM - 10-00ARM 2
407 UIROREA-Lile 2016-01-27 Drientation 12718 Wednesday  09.00AM - 10.004M 15 12 3
543 RFA 2016-01-27 Orientation 12716 Wednesday  DEDOAN - 10T0AM 15 b2 -8
408 UIROREA-Lile 2016-01-28 Orientation 129018 Friday 09 00AM - 10:00AM 15 12 3
544 REA 2016-01-29 Dnentation 12018 Friday 09.00AM - 10.00AM 5 24 9
409 UIROREA Lie 2016-02 01 Dnentation 2116 WMonday O9:00AM - 10:00AM 12 [ 2
545 REA 2016-02-01 Ovientation 2115 Monday 00.00AM - 10.00AK 12 [ 12
410 UIROMREA Lite 2016-02-03 Onentation 20316 ‘Weanesday 09:00AM - 10:00AK 12 0 12 v
< >
/=] Upcoming Events
Refreen Date: January 21, 2016 {4043 A GRIT 05:00
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Disabling/Enabling Events

Over time, the list of events added to the system will get longer and longer, such that multiple
pages of events will exist. Finding the event will require either searching for it specifically by
name, or paging through the events until the desired one is found.

To avoid this, use the @ option to hide the event from the list. It is advised to use this once an
event has passed and no further information needs to be added to it (i.e. services have already
been recorded.) This does not delete any of the information for the event.

To see events that have been disabled, select the “Include Disabled” option. Disabled events
will appear with a check mark (¥) icon. Click the check mark to re-enable the event, in which
case it will appear again in search results.

To hide disabled events uncheck the “Include Disabled” option.

Quick Search Results

Matchingﬁvent Collections for: Show All Collections
Include Disabled

Take Action = MName

51 & « T 2015-10-26 REA Orientation

52 &« 2015-10-27 REA Orientation

Deleting an Event

Deleting an event (¥ icon) will only be permitted by a Program Manager. It will completely
remove the event including all seekers that were added to the event and all associated
information, including any services recorded for the event. This should be an extremely rare
event. This might be needed if a user has access to multiple offices and creates an event
inadvertently in the wrong office.
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Click a particular event or list name to be navigated to that event/list's dashboard, from which
other actions can be taken. The REA Event and UIRO/REA-Lite events have the same
dashboard design. The REA Follow-Up dashboard is slightly different.

Each dashboard has the following sections:

Information section: has the same action link options
available that were in the search results. The pencil
icon in this section will allow editing of the event’s

details.

Seekers section: contains a list of all seekers that are
in the event/list. Click one to navigate to the individual

dashboard of that seeker.

Event Information -

.. Event Information

>
REA Event Name: 2015-10-02 Crientation
Number of members: 24

£ Qm

Scheduled Seekers

. Scheduled Seekers
»

]

Name
ALI, AMINA
AMLEKAR, PRADYUMNA
AMEDUALEM, AGEGNEHU "ABBY"
BAHRIE, ABERASH
BOWES, CHARLES
BRICENO, ZULEIDA

Ut 1ncc

Services and Letters section: sections that have a New option. These sections are used to
record event services for seekers and to cue the system to generate an appointment letter for

one or more seekers.

Event Services H-Q

I /‘} Event Services

Audi
) . Date Last CElE e
Take Action TouchPoint Creation
Updated [E— By

@ + Basic 1/11/2016 1/11/2016 Eric
Service Local

Office

User

March 2016
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Manage Appointments

Viewing a Seeker’s Past and Future Appointments

Once a seeker has been added to an event or an REA Follow Up list, the event/list information
will appear on the Participant Dashboard. This can be used to find out a seeker’s currently
scheduled appointments. For example, if a seeker calls to reschedule an appointment, navigate
to their dashboard to see the events they have been added to. Select the event name to
navigate directly from there to the event to do a reschedule (See Rescheduling a Seeker’s First
Appointment.)

Participant Dashboard
Using the Quick Search, search for seeker and access seeker’s dashboard. Set the within
option to Participant and enter the seeker’s first name, last name, or partial/full SSN.

E TO b S O ft W a re WorkSource: WorkSource Affiliate Auburn Welcome TamiC
To Do List Messages My Favontes My Dashboard Reporting Dashboard

Enter Search Term(s) | WorkSource Affiliate Auburn v @

Quick Search Results

In the Quick Search Results, click the name of a seeker, and then click the Dashboard link.

Quick Search Results

Matches for: Show All Participants

1. @
2. @
3. @

* o AANDITAL LAWN /
5. 0 AAR]

6. O AAR]

View / Edit
7. & AARY  View / Record TouchPoint

8 @ AARS Program History
O MORE

Q. 0 AAS

10. & AASL.

11. & |

March 2016
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On the seeker’s dashboard, locate the REA-UIRO Events dashboard part. If the part is empty,
that means that the seeker has not been added to any events. Otherwise, one row of
information will appear for each event or REA Follow-Up list the seeker is associated with. The
following elements appear for each event:

o Office — the office that created the event.

e Event Type —the type of event (REA, UIRO/REA-Lite, REA Follow-Up.)

e Event Name — the name of the event, as entered by the user that created the event.

o Date - the date of the event.

e Time — the time of the event.

e Resch. — shows the date of a reschedule for that event, if the seeker was rescheduled.

o Time — shows the time of the reschedule for that event, if the seeker was rescheduled.

e Exemption — shows a flag if the seeker was exempted from that event.

¢ No Show — shows a flag if the seeker was automatically marked as a No Show for that

particular event.

To navigate to a particular event in the list, click the Event Name

w REA-UIRO Events - Quick View

REA-UIRO Appointments Letter History

1/1
Office  Event Type Event Na Date Time Resch. Time Exemption No Show
Auburn  REA 2016-01-19 REA 1/19/16  08:30AM - N/A N/A N/A N/A

Orientation 11:30AM

This dashboard part also provides a view of the appointment letters that have been generated
for this seeker. Click on the Letter History tab. This tab shows the following information:

o Office — the office that created the letter.

o Event Type —the type of event (REA, UIRO/REA-Lite, REA Follow-Up.)

o Event Name — the name of the event, as entered by the user that created the event.

e Letter Batch — the system ID attached to the letter that was generated.

o Date Generated — the date the letter was generated.

e Generated By — the system user that generated the letter.

l REA-UIRO Appointments J Letter History
1/1
Office Event Type Event Name Letter Batch Date Generated Generated By
Auburn  REA 2016-01-19 REA Orientation 16 2112116 Solutions, Inc., Social

Note: Letters cannot be opened from this screen. Opening letters will always be done from the
Event’s dashboard, rather than the seeker dashboard.
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Rescheduling a Seeker’s First Appointment
Navigate to the seeker’s dashboard.

On the seeker’s dashboard, locate the REA-UIRO Events dashboard part. Find the event for

which the seeker needs a reschedule and select the Event Name.

w’ REA-UIRO Events - Quick View

REA-UIRO Appointments

Letter History

1/1
Office  Event Type Event Name Date Time Resch. Time Exemption No Show
Auburn  REA 2016-01-19 REA 1/19/16  08:30AM - N/A N/A N/A N/A
Qrientation 11:30AM

User is directed to the event’s
dashboard. Select the pencil icon
to edit the event information within
the Event Information dashboard

2014-01-06 Orientation's Dashboard

REA-UIRO
part.
Q Q Q Q Q
In Queue Upcoming Filled Events  Weekly Services No Shows
Events

Select the seeker to be
rescheduled from the list on the
left and select the Reschedules
tab.

March 2016

Event Information

___ Event Information
-’
REA Event Name: 2014-01-06 QOrientation

Number of members: 16

Fom

Editing Collection: 2014-01-08 Orientation

o All

REA Event nameNg |2014-01-08 Orientation

Event Information | Exemptions

First Name: BUBAKARR

Last Name:

Q DOB: 2/1/1970

Reason for Reschedule

-0

Reschedules | Attendance & System Data

Reschedule Date |mnvddlyyyy

| =
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Enter a ‘Reason for Reschedule’, ‘Reschedule Date’, Reason for Reschedule
and ‘Reschedule Time'. Save.

Note: It is possible to reschedule multiple seekers at
the same time. To do this, fill out the Reschedules tab
for each seeker then Save.

Reschedule Date |mmvdd/yyyy |E

Reschedule Time
Start Time: [-- HH -- v|[-- MM -- v|[aM V|

End Time: [-- HH -- V|[-- MM -- V| [AM V|

Use Alternate Event Location for Reschedule
O Choose From a List of Offices

(O Manually Enter an Alternate Location
Clear Selection

Generate appointment letter for rescheduled appointment
To generate an appointment letter with the reschedule information for the seeker(s) locate the
Generate Letters dashboard part (from Event dashboard) and select New.

2014-01-06 Orientation's Dashbeard

REA-UIRO

Q Q Q Q Q

In Queue Upcoming Filled Events = Weekly Services No Shows
Events

Event Information -2 Generate Letters =@
(5.} A
Event Information : ‘Generate Letters
&4
REA Event Name: 2014-01-06 Orientation You have no recent TouchPoints
Number of members: 16
S Om + New

Select the seeker(s) being rescheduled. Select Generate Letter and then Save. Select each
seeker individually and select Generate Letter. DO NOT click Generate Letter from the All tab
unless all seekers are being rescheduled and letters need to be generated for all of them.

Generate Letters far 2014-01-06 orientation on (TN @

& Al GegfNe Letters for CASEY G.
for
0. @ Tikank
SEY O

WH O | [Lttar

K O Generate Letter
T J Generate Letter
- Clear Salection
L AR O
Moo First Hame ©
145
INA @
W O Last Name /.
T o
W WD O

DOB - 5/37/1900
VA O
Participant Primary Language
FH O
Enplish
N O
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User is redirected to the event’s dashboard. Find the Generated Reschedule Letters
dashboard part. If the part is minimized select the + icon to maximize it. Click the blue link next
to the rescheduled seeker to open the notification letter.

Generated Reschedule Letters

\' Generated Reschedule Letters

Reschedules For Initial Appointments

1/1

7Balcn 843 (Created: 1/21/16 by Solutions, Inc., Social)
Name Reschedule Day Time Letter
. BUBAKARR 1/18M16 Monday 02:00PM - 03:00PM English

A separate tab or new window will open and load a letter. Select the Printer icon to print. Your
browser may prompt you to Open or Save the document. Select Save to save the file on your
computer.

+ Document » View » 5| 34 - M

Navigation Map

= Jj Letter - Initial Appointment Rescl

FE|Reschedule Letie

21-Jan-2016

11812 £ GIBSON RD
EVERETT, Washingtcn, 98204

Dear Mr./Ms.

The Employment Security Department has scheduled you to attend a MANDATORY

M orientaticn to Re-employment Services" at your local WorkScurce center. Federal and
stats laws regquire you to attend or you could lose your unemployment benefits. You
must attend even if we haven't yet issued a decision about your eligibility.

Here is your appeintment information.

DATE: 1/29/16 TIME: 04:00EM DURATION: 1 hour (=)
WorkSource Affiliate Auburn

2707 "I" Street N.E., F.O. Box 547

Auburn, Wa, 98002

Note: If appointment needs to be rescheduled again, prior to date of event, change the
reschedule date, and regenerate a letter.

March 2016
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Manage Exemptions
Access the seeker’s dashboard.

On the seeker’s dashboard, locate the REA-UIRO Events dashboard part. Find the event for
which the seeker needs an exemption and select the Event Name

w REA-UIRO Events - Quick View

REA-UIRC Appeintments \ Letter History
1/1
Office Event Type Event Nam, Date Time Resch. Time Exemption No Show
Aubumm  REA 2016-01-19 REA 1/19/16  08:30AM - N/A N/A N/A N/A
Orientation 11:30AM

User is directed to the event’s dashboard. [rrrEmrrpE—————
Select the pencil icon to edit the event

information within the Event Information

dashboard part. REA-UIRO
In Queue Upcoming Filled Events  Weekly Services No Shows
Events
Event Information 4@

. Event Information
»

REA Event Name: 2014-01-06 Orientati
Number of members: 16
FOm
Sl AN Select the seeker to be exempted from the

‘ list on the left. Select the Exemptions tab.

Q REA Event iypne: = . .
= =] Enter a reason in Add Exemption Reason
] T Event Information || Exemptions | Reschedules | Attendance & System Data and any EXem ptlon Reason NOteS and
— = First Name: MARK then Save.
o o |
_N T Last Name:
| o
L L DOB: 11/4/1970

o Add Exemption Reason:
— — O Commissioner Approved Training
[ i ( Partially Unemployed

v (%] O Returned to Work
| T (O Shared Work
() standby
* e O Full Referral Union
(C similar Service Within 12 Months
Exemption Reason Notes
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Manage Follow-Up Appointments
On Saturdays, an automated process will add lists of seekers that are required to attend a
follow-up REA appointment. This process identifies seekers that are tagged by an external
system with a follow-up flag and that have had a service with “Follow Up in 3 Weeks” or “Follow
Up in 4 Weeks” recorded for an earlier appointment. Two types of lists are generated depending

on when and what kind of service was delivered. Both types will appear when using the Quick
Search within REA Follow-Up

New | QuickSearch = ToDoList Messages  MyFavortes My Dashboard  Reporting Dashboard  Manage Apps(New)

Enter Search Term(s) "/ [REA Follow-Up v |in | Affiliate Auburn s || Search |

Quick Search Results
=]

Matching REA Follow-Up Collections for: Show All Collections
| JInclude Disabled

Active Member
Count

Take Action = Name Subject Type

1 S Qm 2015-12-29 Follow-Up List (1st After Orientation) Participant 12

2 S Om 2015-12-29 Follow-Up List (2nd) Participant 3
These lists will always be generated with the following haming convention:

1. YYYY-MM-DD Follow-Up List (1% After Orientation)
2. YYYY-MM-DD Follow-Up List (2"

The date (YYYY-MM-DD) will be the Saturday on which the list was generated.

The active member count in the list shows how many seekers were identified to receive a

follow-up appointment. Once the list has been generated, specific appointment dates and times
for the follow-up appointments can be set.

Once all the seekers in the list have had their appointments and any services have been
recorded, use the @ option to hide the list. This does not delete any of the information for the
list. It simply hides it from view. You can always re-enable the list by using the Include Disabled

checkbox from the Quick Search Results screen. Click the checkmark icon to re-enable the list (
¥ icon.)

|EnterSearch Term(s) |wi|hin REA Follow-Up v |in | WorkSource Affiliate Auburn || Search |

Quick Search Results

Match#g REA Follow-Up Collections for: Show All Collections
Include Disabled

Take Action = MName

51 &« [l 2015-10-06 Follow-Up List (1st After Orientation)
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Setting Follow-Up Appointments

Follow-Up Appointments are set by editing the automatically generated Follow-Up Lists. Search
within REA Follow-Up and select the Name of the list from the Quick Search Results. User is
directed to the dashboard for the chosen list. Select the pencil icon to access the list.

The list of seekers on the list includes everyone that was tagged as needing a follow-up
appointment. Select a specific seeker and then fill out the date, time, and responsible staff for
the appointment.

Editing Collection: 2015-09-05 Follow-Up List (1st After Orientation)

&

Follow-Up Information | Exemptions | Reschedules | Attendance & System Data

Office  workSource Affiliate Auburn

B o = = =) n = =

Qo000 0|0 |0|0| 0|00 |0O

First ANDREW
Name

@

Last
Name

= a|> |

L Add

DOB  10/6/1989

Date [9/572015 2]
Time =
5tart:|cg vHoo vllAM v|
End: [10 v][00 v[[am v]

Responsible Staff -

Fast Method: If all of the seekers on the list will be attending on the same day, use the All tab
to auto-fill the date for all seekers. Select the All tab and put in a date. Then click any specific
seeker. This will automatically populate that date to all seekers in the list. Additionally, to see
each seeker one hour apart, set the time on the all tab. Then click an individual seeker’s tab and
make a slight modification to the time.

Example:

The list has 5 seekers. | plan to see them all on the same day at 9am, 10am, 11am, 12pm, and
3pm. On the all tab, | set the date and 9:00am for the time. Once | click any of the 5 seekers,
the date and 9am will populate to all 5 seekers. | then click the second seeker and change the
time from 9am to 10am. | click the third seeker and change the time to 11am. This is faster than
setting the full date and time for each seeker individually. However, | must be careful to edit
each of the times so that | don’t accidentally set the same appointment time for two
seekers.
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Not all seekers need to have appointments set at once. Set appointments for only some seekers
and Save, and then come back in later to create additional appointments.

Once saved, user is redirected to the list's dashboard. The View Appointment Information and
Letters dashboard part will display a list of the seekers that were added to the list, along with the
appointment information that has been set for them.

g Upcoming  Filed Events ieekly Sevices o Sh
zzzzzzz
Collction Tnformation 40 | [Gencrate Letters
“ me retiow-us Inormation [ somrate sassers
= “
RER Fotlow-Up Name: 2015-05-05 Fellow-U it (15 A Osenttion) | oo
Number of members: 13
) + e
Designated For Follow-Up =@ Wiew Appointment Information and Letters
a
,, Designated For Follow-lin v View Appaintment Information and Letters
Nara
Jonew
oren
ouas
D Follow-Up Appaintments
o
o e
o
RAH Name Exempt Language Phone Appt. Date: Day Time.
e
e - o Saurday 030020 - 100N
o6 - asis Saturtay 0500 - 10004
= o Sstrtay 08:00AM - 1000
= == oRew - asits Saturday 06,0020 - 10004
o s = asits Saturday 08,002 - 10004
[4 - sas oy e —
ves = asits Satuday 08:00AM - 1000
You have o recent TouchPont. ! - _ s — e 1300
+ e @ Yes - o515 Saturday 0-00AM - 10:004M
= ves - asits Saurdzy 05:00AM - 10,20
ver = omits Saundsy 00,0020 - 1000
worew ves - asis Saturtay 0500 - 10004
Jowas vas = o Sartay 08:00AM - 1020

Generating Letters for Follow-Up Appointments
Once appointments have been set, generate a single letter or set of letters for the seeker(s) that
have been scheduled.

From the Follow-Up List dashboard, select New in the Generate Letters dashboard part.

2015-09-05 Follow-Up List (1st After Orientation)'s Dashboard

REA-UIRO
In Queus Upcoming Filled Events  Weekly Services  No Shows

Events

Collection Information =@ Generate Letters
'S )
' REA Follow-Up ' ; ,1 Generate Letters
‘,\ Information J

REA Follow- 2015-03-035
Up Name: Follow-Up List [1st

You have no recent TouchPoints.

After Orientstion) + New
Number of 13
members:

s o View Appointment Information and Letters
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Select the specific seekers to generate an appointment letter and for each, select Generate
Letter. Then Save. Nothing needs to be selected for the other seekers in the column on the left.

Note: If all seekers have been scheduled, to generate letters for all the seekers, use the All
tab. Select the All tab, then Generate Letter. This will create a letter for all the seekers in the list
on the left.

Generate Letters for 2015-09-05 Follow-Up List (1st After Orientation) on FesVrNl3

Letter
Generate Letter

O Generate Letter
Clear Selection

First Name ANDREW
Last Name

DOB 3/4/1047
= Participant Primary Language

English

Once saved, user is redirected to the dashboard for the list. On the View Appointment
Information and Letters dashboard part, select the Appointment Letters tab. Find the batch of
letters just created and select the link to open the appointment letters for the groyg of clients
selected.

Follow-Up Appointments | Appointment Letters
1/1
VBak:h 871 (Created By: Central Office Staff, Ginger on 1/21/18)
Name Language Phone Appt. Date Day Time Letter  Reschedule Day Time Letter
English 206-854-1456 9/5M5 Saturday 09:00AM - 10:00AM English
English 360-631-2284  9I5M5 Saturday  0:00AM - 10:00AM English
English 253.226-2284  9I5M5 Saturday  08:00AM - 10:00AM English
English 253.952.7269  9/5/15 Saturday  09:00AM - 10:00AM English
English 206-201-2080  9/5/15 Saturday  09:00AM - 10:00AM English
English 253.830-4008  9/5M5 Saturday  08:00AM - 10:00AM English
English 253.797-5800  9/5/15 Saturday  09:00AM - 10:00AM English
English 253.228-4851  9/5/15 Saturday  09:00AM - 10:00AM English
English 206-708-5339 9/5M5 Saturday 09:00AM - 10:00AM English
English 2067794181 9I5M5 Saturday  08:00AM - 10:00AM English
English 206-354-7136 9/5M5 Saturday 09:00AM - 10:00AM English
425-238-37687 9/515 Saturday 09:00AM - 10:00AM English
English 253.820-4727  9I5M5 Saturday  08:00AM - 10:00AM English
Print All Letters In Batch

Note: Select Print All Letters In Batch to open all the letters in a single PDF document. Or
select individual letters through the link in the Letter column.
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The letter opens in a new tab or window. Select the print icon to open or save the letter to your
PC for printing.

~# Document ~ View - _] ‘3_1 :ﬁ ' ”

March 2016

1/21/18

SHADD
ST

PORT HADLOCK, Washington, 986339

SHADD

Thank you for attending the Re-employment Assistance (RER) Orientation. I
with the in-person orientation, you have been scheduled for a mandatory R
phone appointment.

Si prefiere participar en una sesidn en espafiol, por favor llamé (360) 37
WE WILL CALL YOU AT 360-385-2421 on:

DATE: 1/2/16 TIME: 09:00AM DURATION: 1 hour (s)

Mass Scheduling Staff Level User Guide — Customer Management
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Rescheduling a Seeker’s Follow-Up Appointment

Rescheduling a Follow-Up Appointment is very similar to rescheduling an initial appointment.
The main difference is the user will be accessing the REA Follow-Up lists to do the reschedule
instead of a specific event.

Access the seeker’s dashboard. On the REA-UIRO Events dashboard part, determine which list
has the follow-up appointment based on the original appointment date that needs to be
rescheduled. Click the Event Name to navigate to the list that has the appointment.

v REA-UIRO Events - Quick View

1/1

Office
Auburn

Event Type
REA Follow-Up
Auburn

REA Follow-Up

Auburmn REA

REA-UIRO Appointments

Event Name Date Time Resch.
2015-10-21 Follow- 10/21/15 03:00PM - N/A
Up List (2nd) 03:45PM
2015-09-29 Follow- 9/29/15  03:00PM - N/A
Up List (1st After 03:45PM
Orientation)

2015-09-08 REA 9/8/15  08:30AM - N/A
Orientation 11.30AM

Letter History

Time Exemption
N/A N/A
N/A N/A
N/A N/A

No Show
N/A

N/A

N/A

User is directed to the dashboard for the list. Select the pencil icon in the Collection Information
dashboard part to open the list details.

2015-12-12 Follow-Up List (1st After Orientation)'s Dashboard

REA-UIRO
In Queue Upcoming

Events

Collection Information

s
- REA Follow-Up

" Information

REA Follow- 2015-12-12
Up Name:

Number of
members:

Filled Events

-0

March 2016

Q Q Q

Weekly Services No Shows

Generate Letters

’1 ,1 Generate Letters

You have no recent TouchPoints.

View Appointment Information and Letters
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Select the seeker and then the Reschedules tab. Enter a Reason for Reschedule, Reschedule
Date, and Reschedule Time. Save.

REA Follow-Up nameN

Editing Collection: 2015-12-1". Fol.w-Up List (1st After Orientation)

Last Name:

DOB: 12/10/1955

Y 9 First Name: DOUGLAS

G O Reason for Reschedule

Follow-Up Information || Exemptions || Reschedules | Attendance & System Data

Reschedule Date  |mm/ddlyyyy B

Reschedule Time

Start Time: [— HH — V][ MM — Vv|[aM V|

End Time: [ HH - ¥|[-- MM -- ¥|[aM V|

User is redirected to the dashboard for the list. See that in the View Appointment Information
and Letters Dashboard part, the rescheduled seeker now shows a reschedule date and time.

View Appointment Information and Letters B
w’ View Appointment Information and Letters
Follow-Up Appeintments Appointment Letters
1/1
Name Exempt Language Phone Appt. Date  Day Time Rescheduled To Day
English 360-628-9970 12/12115 Saturday 09:00AM - 10:00AM
360-379-8087 121215 Saturday 09:00AM - 10:00AM
English 360-731-1304 121215 Saturday 09:00AM - 10:00AM
English 360-301-3934 121215 Saturday 09:00AM - 10:00AM  2/3/16 Wednesday 06:00AM - 07-00AM

English

March 2016

360-732-4679

121215

Saturday

09:00AM -

10:00AM
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Generating a Letter for a Reschedule to a Follow-Up Appointment

Once a rescheduled date and time for a follow-up appointment has been set, generate a new
notification letter. From the Follow-Up list dashboard, select New in the Generate Letters
dashboard part.

2015-09-05 Follow-Up List (1st After Orientation)'s Dashboard

REA-UIRO
In Queus Upcoming Filled Events  Weekly Services  No Shows
Events
Collection Information  +1-/Q  Generate Lattars
~
' REA Follow-Up ',1 Generate Letters

" Information

REA Follow- 2015-03-05

Up Name:  Follow-Up List (1st
After Orientation) + e

Number of 13

members:

You have no recent TouchPoints.

=

# 0

View Appointment Information and Letters

Select the Seeker being rescheduled . Select Generate Letters for 2015-12-12 Follow-Up List (1st After Orientation) on
Generate Letter Save & Al |Generate Letters for BOLLING, DOUGLAS E.

Identifier:

Letter |

Generate Letter

® Generate Letter

Clear Selection

First Name DOUGLAS

Last Name

Q|o|0o|o|(o|0o|0|O0|O|O|O|O|O

DOB  12/10/1955

Participant Primary Language

+
>
g

English

User is redirected to the dashboard for the list. On the View Appointment Information and
Letters dashboard part, select the Appointment Letters tab. Find the batch of letters created for
the list and select the link in the Reschedule column to open the appointment letters for the
rescheduled seeker.

View Appointment Information and Letters E A

w View Appointment Information and Letters

Follow-Up Appointments ] Appointment Letters

1/1

-EEICh 923 (Created By: Solutions, Inc., Social on 1/21/16)

Name Language Phone Appt. Date Day Time Letter Reschedule Day Time Letter
English 360-628-9970 12/12/15 Saturday 09:00AM - 10:00AM  English
360-379-9087 12112115 Saturday 09:00AM - 10:00AM  English
English 360-731-1304  12/12/15 Saturday 09:00AM - 10:00AM  English
DOUGLAS English 360-301-3934 12112115 Saturday 09:00AM - 10:00AM  Rescheduled 2/3/16 Wednesday 06:00AM - 07:00AM  English
English 360-732-4679 12112115 Saturday 09:00AM - 10:00AM  English
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The letter opens in a new tab or window. Select the print icon to open or save the letter to your
PC for printing.

“# Document ~ View - H g iG] v r1

1721718

DOUGLAS

PORT HADLOCK, Washington, 98339

DOUGLAS ,

Thank you for attending the Re-empleoyment Assistance (REA) Crientation. In conjunction
with the in-perscn orientation, you have been scheduled for a mandatory REL follow-up
phone appointment.

5i prefiere participar en una sesidn en espaficl, per fawvor llamé (360) 379-5036
WE WILL CRLL YOU AT 360-301-3934 on:
DATE: 2/3/1¢ TIME: 0&:002M DURATICH: 1 hour(s)

You must be available at the time listed above and for the whole duration listed
above, because we will call you within this time frame for your sppointment.
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Recording Services Delivered to Seekers

Recording services for events or follow-up appointments can either be done directly on a single
seeker’s dashboard or on the event or list’'s dashboard to record services for multiple seekers at
one time

Record Services for an Event — multiple seekers
Set the Quick Search ‘within’ to the desired type of event or list and select Search. ‘Enter
Search Term(s)’ can be left blank, or partial criteria entered to narrow search.

Mew Quick Search To Do List Mezsages My Favorites My Dashboard Reporting Dashboard Manage Apps(NEW]

| Enter Search Tem(s) | within in | WorkSource Affiliste Jefferson Courty w | [ Search
Quick Search Results

Matching REA Event Collections for: Show All Collections
[_] Include Disabled

Take Action | Mame

1 # @M | 2015-12-09 Orientation
2 # @M | 2015-12-11 Orientation
3 # @M 2015-12-14 Orientation
4 S @Mn | 2015-12-16 Orientation

From the search results, select the name of the

event or list. User is directed to the dashboard for Follow-Up Services + =@
the chosen event. In the Event Services or

Follow-Up Services dashboard part (depending l_- ,1 Follow-Up Services

on the type of service being recorded), select =

New.

You have no recent
TouchPoints.

+ New
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On the next screen, select the red x icon | =T
(_“ ) to remove aclient from the list. ;

This represents a person that was G | Identifien:|
scheduled to attend the event but did o
not attend (and S0 a service should not o This is being completed by: "Social Sclutions, Inc.” on behalf of
be recorded for that person.) 5
Fill out the basic service page, at a : e
minimum entering the Activity Date and o WorkSource Affiiate Jefferson County
Service Code. Save. The Activity Date °
is used by the system to automatically o woA
mark whether a client is a No Show for o
a particular event. o
© Program
Select ALL to populate responses for all Choose an Active Enrollment
seekers in theriisl'?. Select arr)1 individual
name to change the response for any Other Program
guestions with a one-head icon. [~ Select - v
(Reference recording a multiple
participant touchpoint in the End User Contract (values coming in data migration)

Staff guide for more details.)

Service Code

[ select - v

Provider and Course
| --Select-- ~
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Recording a Service on an individual Seeker’s Dashboard
A service may be recorded directly on the seeker’s record (rather than within the event record.)
Access a participant’s dashboard. Locate the Basic Career Services dashboard part. Select

New.

E )

Basic Career Services

I f% Basic Career Services
L

There are no recent TouchPoints for this participant.

+ New

Complete the Basic Service screen elements for the seeker, as noted above in this lesson,
entering the Service Code and Activity Date.

March 2016

Mass Scheduling Staff Level User Guide — Customer Management Page 34



WORKSource

State of
Washington

Reviewing Weekly Events with Services Recorded

Each Saturday, the system will review all of the events and appointments that were set to take
place the week prior (i.e. If today is Saturday February 13™, the system will review events and
lists where the event date or appointment date is between Sunday February 7" and Saturday
February 13".) If the system finds that a service related to the event was not recorded
within that timeframe, the seeker will be marked as a No Show and sent to the
unemployment claimant system as such.

All services must be recorded for a given week before 5:00pm PST on a given Friday if the
service is to be seen by the system when determining No Shows.

To assist with making sure that services are recorded appropriately for seekers that did attend
their scheduled event or appointment, use the Weekly Services view.

Select the My Dashboard tab. Then select the Weekly Services link.
ETO ' S o ft W a re WorkSource: WorkSource Affiliate Downtown Seattle Welcome Anita Lo

Quick Search  ToDolist  Messages My Favorites My Dashboard

| Enter Search Term(s) | within | Participant v |in | WorkSource Affiliate Downtown Seattle v | | Search |

Edit Dashboard § A

Participants Search

L b ») Q Q Q

Home Record Services Communicate Search By Job earch By Veterans List MSFW List
(Individuals or via ETO Engage D Service Code
Groups)
REA-UIRO

Q Q Q Q Q

In Queue Upcoming Filled Events ~ Weekly Services No Shows
Events
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A new screen will open either as a new window or separate tab in your browser. A ‘Prompts’
box will appear with options for entering dates for ‘Week Start (Sunday):’ and ‘Week End
(Saturday):’ This date range defines a period of time to see events and the services recorded for
clients that were supposed to attend events within that timeframe.

Click “Week Start” to highlight it. Use the Calendar Icon to select a Sunday. Repeat for the
“Week End.” Then select Run Query.
Prompts x
Reply to prompts before running the query

v Week Start (Sunday): 1/10/2016 12:00200 AM

v Week End (Saturday): 1/16/2016 12:00:00 AM

Week Start (Sunday):

1/10/2016 12:00:00 AM |E

(7)) More Information

Select or type the values you want to return to reports for each prompt displayed here.

oo

View the list of clients that were supposed to attend an event within the date range and what
services they received in that timeframe. In the matching services column, a 0 means that no
service was recorded matching the type of event. A 1 or higher means that 1 or more services
were recorded.

' Document + View - | [ 15 | 4% [0% .| [_|n

Services Recorded Matching Event Registrants From: 1/10/16 to 1/16/16

This report shows events taking place in a given week and whether the scheduled seekers have a service recorded matching the event type. A
service must have an Activity Date on the Basic Service Touchpoint within the same week as the event/appointment and the Service Code must
match the type of the Event (i.e. Follow-Ups should get a Follow-Up type Service) to be considered a matching service. A matching service
means the seeker will not be marked as a No Show.

From: 1/10116 Sunday
To: 1/16/16 Saturday

CollectionlD ClientEventlD ClientiD EventName Event Type Date Of Event/Appt. Resched. Day Event/Appt. Time Name SSN (Lastd4) [[EI0I0 R
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Note: It is technically possible to use a wider than one-week date range. A warning will display
as this date range may not give the results expected.

=1
L=

4 Document - View - [ 15| 33 | @ [100% . [ ]n+

. ervices Recorded Matching Event Registrants From: 12/1/15 to 1/16/16

This report shows events taking place in a given week and whether the scheduled seekers have a service recorded matching the event type. A
service must have an Activity Date on the Basic Service Touchpoint within the same week as the event/appointment and the Service Code must
match the type of the Event (i.e. Follow-Ups should get a Follow-Up type Service) to be considered a matching service. A matching service

means the seeker will not be marked as a No Show.
Warning: The selected date range is greater or less than one week. Please Refresh and select a Sunday through Saturday one-week date range.

From: 121116 Tuesday Warning: The selected start date for the report is not set to a Sunday. Please Refresh and select a Sunday through Saturday one-week date range

To: 1/16/16 Saturday

March 2016

Mass Scheduling Staff Level User Guide — Customer Management Page 37



WORKSource

State of
Washington

Reviewing the No Show List
After the No Show list has been generated on a given Saturday, an appointment for a seeker
that did not attend will be automatically marked as a No Show. This mark will appear within the

event or list on the Attendance and System Data tab. This information is always view only and
cannot be changed.

To view all the seekers that were marked as no show, select use the No Shows option on the
My Dashboard screen.

E TO ™ S oftw are WorkSource WorkSource Affiliate Downtown Seattle Welcome Anitalo

ToDolist Messages My Favorites My Dashboard

Enter Search Term(s) ‘ Participant v WorkSource Affiliate Downtown Seattle v m

Edit Dashboard § A

Participants Search
@ B ») Q Q Q Q
Home Record Services Communicate Search By Job Search By Veterans List MSFW List
(Individuals or via ETO Engage jin] Service Code

Groups)

REA-UIRO

In Queue Upcoming Filled Events  Weekly Services No Shows

Events

A new screen will open either as a new window or separate tab in your browser. A ‘Prompts’
box will appear with options for entering dates for ‘Events From:” and ‘Events To:’. Any date
range may be used. However, it is recommended to set the ‘Events To:’ date to a Sunday to see

the No Shows marked before that date (since the most recent No Shows will always have been
marked on a Saturday.)

Prompts x

Reply to prompts before running the query.

v Events From' €/30/2015 12:00:00 AM

v Events To: 11/6/2015 12:00:00 AM

Events From:

6/30/2015 12.00.00 AM \@

(%) More Information

Select or type the values you want to retumn to reports for each prompt displayed here. |
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Sample without any results (i.e. no shows tagged)
L Document « View ~ % B 9 [100% |- [ n
No Show Report

Walla Walla Community College - Clarkston

CollectionID Client EventID ClientID Event Type Name SSN (Last 4) Date Of Event/Appt. Not Attended
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Review and Print List of Scheduled Seekers for Events

A list of events and seekers registered for those events can be exported to MS Excel.

Attendance can be recorded in MS Excel or on a printed attendance sheet customized for your
office.

Exporting Scheduled Seekers

From My Dashboard, select Filled Events.

ETO™software WorkSource: WorkSource Affiliate Downtown Seatile Welcome Anita Lo

ToDolist Messages My Favorites My Dashooard
Enter Search Term(s) . Participant ~ |in [ WorkSource Afiliate Downtown Seattle v | [ Search
Edit Dashboard J| o

Participants Search

a B -
Home Record Services Communicate
(Individuals or  via ETO Engage

Groups)

arch By Job Search By Veterans List MSFW List
0 Service Code

REA-UIRO

Q

In Queue Upcoming Filled Events ~ Weekly Services  No Shows
Events

A new screen will open either as a new window or separate tab in your browser. A ‘Prompts’

box will appear with options for entering dates for ‘Events From:” and ‘Events To:’.
Prompts X
Reply to prompts before running the query.

v Events From: 10/8/2015 12:00:00 AM

v Events To: 10/14/2015 12:00:00 AM

Events From:

10/8/2015 12:00:00 AM |@

(?) More Information

Select or type the values you want to retum to reports for each prompt displayed here.

Run Query ][ Cancel 1

Enter prompts and select Run Query.
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A new tab or window will open with a list of events. Select ‘Document’, then ‘Save to My
Computer as’ ‘Excel’. When prompted to Open or Save, select Open. MS Excel will open with a
table of events and seekers registered for those events.

=) https://liveofficepreview.etosoftware.us/OpenDocument/opendoc/openDocument,jsp - Internet Explorer

¥ Document|+| View | 15 | 33 @9 -r #1+ M M

Close
Save as cheduled Participants
Save to my computer as 3 Excel
Save report to my computer as » Excel 2007 wntown Seattle
PDF
csv itlD ClientlD Event Name Event Type

CSV (with options)._. 461657  2015-10-02 Orientation REA

CSV (all reports) 750120  2015-10-02 Orientation ~ REA
1,061 4,076 462040  2015-10-05 Orientation ~ REA
4 NRA1 A Fnn TRIGR1 AR AN NE Niriantatinn PEA

Note: If appointment is marked as a no show, the seeker cannot be rescheduled from that
event. Seeker must be manually added to an upcoming event by 5pm on a Friday before the
event fills.

Search for the event and access the event’s dashboard. In the Event Information part, click the
pencil to edit. Click the + plus sign to add a seeker to the event. Search for and then select a
name, and Save.

i All

000 Select This for
Mew Bvents 000, .

i Add
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Review Current Scheduling Queues

Each weekend, several imports from other systems populate sets of seekers that can be
scheduled into an event. On Mondays, an automated process fills in available events (i.e. those
in a 7-11 day window with capacity available.) It is possible that not all seekers were able to be
scheduled because of lack of capacity in the scheduled events. For example, an office may
have 50 seekers added to their “queue” on the weekend. The automated scheduling process
might find space for 40 seekers in events within a 7 to 11 day window from that Monday. That
will leave 10 seekers in the “queue”. These seekers will have first priority to be scheduled the
following weekend.

To see how many seekers are currently in your office’s queue, conduct a Quick Search for the
Queue.

Set the Quick Search ‘within’ option to one of the following:

Queue: REA-English Shows a list of seekers that were added into the office for
potential scheduling in an REA event where their primary
language is anything other than Spanish

Note: This item is for viewing only. No user actions will need to be
taken on this item.

Queue: REA-Spanish Shows a list of seekers that were imported into the office for
potential scheduling in an REA event where their primary
language is Spanish

Note: Only offices that regularly provide events in Spanish will
utilize this list. This item is for viewing only. No user actions will
need to be taken on this item.

Queue: UIRO/REA-Lite — | Shows a list of seekers that were added into the office for
English potential scheduling in an UIRO/REA-Lite event where their
primary language is anything other than Spanish

Note: This item is for viewing only. No user actions will need to be
taken on this item.

Queue: Queue: Shows a list of seekers that were added into the office for
UIRO/REA-Lite — potential scheduling in an UIRO/REA-Lite event where their
Spanish primary language is Spanish

Note: Only offices that regularly provide events in Spanish will
utilize this list. This item is for viewing only. No user actions will
need to be taken on this item.
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E TO b S 0 ftW a r e WorkSource: WorkSource Affiliate Auburn Welcome Sociz
New Quick Search To Do List Messages My Favorites Reporting Dashboard Manage AppsNEW)
Enlr Seorch Term(s) Search |
Quick Search Results
=]

Matching Queue: REA-English Collections for: Show All Collections
D Include Disabled

. . Active Member
Take Action = MName Subject Type T
1 LSO 2016-03-03 Queue: REA-English (Monroe) Participant 39

The Active Member Count represents the number of seekers that are currently in the (i.e. not
yet scheduled.)

Scheduling Queues cannot be manually edited. The edit feature (pencil) allows users to view
the details in the Scheduling Queues. Users should not attempt to add seekers to the queue.
Adding a seeker to the queue will not result in that seeker being scheduled.

View the In Queue Report

This option will show all Queues in one screen. From the My Dashboard screen, select the In
Queue option. Users with access to multiple offices will see figures for each office they have
access to.

E TO b SOftW a re WorkSource: WorkSource Affiliate Downtown Seattle Welcome Anitalo
ToDolList = Messages My Favorites My Dashboard

Enter Search Term(s) ‘ Participant v WorkSource Affiliate Downtown Seattle v m

Edit Dashboard §§ A

Participants Search
n
@ B ») Q Q Q
Home Record Services Communicate Search By Job Search By Veterans List MSFW List
(Indigduals or via ETO Engage jin] Service Code

roups)

REA-UIRO

In Queue Upcoming Filled Events  Weekly Services No Shows
Events
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@ https://liveofficepreview.etosoftware.us/OpenDocument/opendoc/openDocument.jsp - O bt
4 Document » View - | [ 75 44 | @ [100% . 1 ]n Edit | © RefreshAll + -X
Participants Currently In Queue - Not Yet Scheduled -

This report shows data as of 2/12/16

WorkSource Affiliate Auburn

Queue Type In Queue
REA-English a9
UIRO/REA-Lite - English a6
Total 75
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Hands On Activity — Mass Scheduling

Create an event. Set the date of the event to be within 7-11 of the Monday following the
current date.
a. Search for the event created in step 1. Note there are no seekers assigned to the event.

Edit your event (prior to being filled)

a. Change the time of the event and Save.

b. Note: If the event to be edited has a date within a 7-11 day window from the following
Monday you must edit the event prior to 5pm the Friday before the following Monday.

View Upcoming Events by using the Upcoming Events link in My Dashboard.
a. Event created in step 1 should be listed along with other events already created.

Hide an event that has passed.

Normally, over the weekend the events are filled. Use an event created the previous week
for the purpose of the remaining exercises and assume the initial letters have now been
generated.

5.

6.

Search for an event created in previous weeks.
a. Initial letters would now be generated ... for the purpose of practice, use an event
created in previous weeks and assume the initial letters had been generated.

View a seeker’s past and future appointment. Your seeker calls and has forgotten the
date and time of his appointment.
(Note: Normally, you would know the name of a seeker that you are working with. For the
purpose of the following exercises you will need to identify a seeker that has been placed in
an event. Search for the event (use either the one you created and was filled over the
weekend, or use a previously created event.) From the list of search results, click on the
name of the event. Seekers placed in the event will be on the left of the dashboard in the
part titled “Scheduled Seekers.” Identify the one you want to work with and click on the
seeker’s name.)
a. From the seeker’s dashboard, locate and view the seeker’s past and future
appointments.

Reschedule a seeker’s first appointment. You seeker is ill and cannot make his

appointment and asks to have it rescheduled.

a. Go to seeker’s dashboard, find the event, then edit event to change the date and time
of the appointment for your seeker.

b. Generate a letter for the rescheduled appointment.

c. Print the new letter for your seeker.
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8. Exempt a seeker from an event. A different seeker calls and you determine the seeker is
eligible to be exempted from the event.
(You may need to identify another seeker, see note in step 6.)
a. Create an exemption for your seeker.

9. Setup a Follow-up appointment for your seeker.
a. Find a follow list, then edit to set the date and time of the appointment for your seeker.
b. Generate a letter for the follow-up appointment.
c. Print the letter for your seeker.

10. Reschedule an appointment for your seeker.
a. Find afollow list, then edit to change the date and time of the appointment for your
seeker.
b. Generate a letter for the rescheduled follow-up appointment.
c. Print the letter for your seeker.

11. Record Services. Select an event in the past, and record services delivered for all
participants in the event.
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