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WorkFirst Monthly Teleconference Minutes
April 26, 2016
WELCOME AND OPENING REMARKS
· Linda welcomed everyone to the WebEx at 3:00 pm and introduced Kimberly Metcalf whom joined on the call.
PROGRAM UPDATES
Performance:
January
· The WorkFirst workload is up from 2,633 in Feb to 2,577 in March 2.1% – which is under the goal cited in the contract (3,671 to 3,021). 
· The WorkFirst billing in March was $1.6 million  

· Fewer TANF-only customers (those not in ESD JS) were served, down from 282 in Feb to 266 in March 
WorkFirst Target Measures:

· WorkFirst targets measures were set by a combination of historical and projected data to take to program through this fiscal year 
· Broken out by region and drill down to office location

· Targets will be re-set and staffing levels reviewed with the new program year.
· A combination of reviewing the current referral levels and negotiating an appropriate threshold based on historical information and projections by OFM; as over-all caseload numbers are dropping. 

· Targets are a stretch to meet end of year contract expectations, we anticipate meeting the contractual threshold for PY15-16. 
· Keep focused on continuing to develop and mentor partnership relationships, supporting CSO initiatives, participating in the LPA’s and sharing best practices.
INTERNAL CONTROLS

Vendor Update:
· End of program year closeout for 2015; we are nearing the 4th quarter and provided a reminder to run the Outstanding Voucher report; to send out reminder letters to vendors with outstanding vouchers and/or de-obligate the amounts from the system if the vouchers are not returned.  This will assist with the close out process at the end of the fiscal year. The process to run these reports and letters are in the Internal Controls Manual with Step by step details.  
· If you have any additional questions or require assistance with this process to contact the group email box at ESD GP WorkFirst Program or call Linda 360-902-9779 or Kimberly 360-902-9606 for guidance.

· Link:  http://www.wa.gov/esd/workfirst/InternalControlsManual.pdf
· Page 116

· Next month central office will be conducting random office reviews to assist in managing the reports. 
· The WorkFirst Internal controls Manual was updated and published this morning; page 52 of the vendor listing for Ross Stores, Inc. was updated.  Be sure to use the “Hacienda Drive” (address), vendor in JAS/JFS when creating vouchers.   

Batch Reviews
· Vendor batch audits are in process. Once you receive your report results, if you have any questions or concerns, please contact us.
· Currently processing Sept 2015 batches, upon receipt of Findings or Exceptions; make the necessary corrections and submit the updated documentation for review.
WIT (WorkSource Integrated Technology):
IMPORTANT DATES & INFORMATION
· SKIES & Go2WorkSource.com Black Out Dates (Systems Go Down):
· Thursday, April 28th after 5:00 pm
· Friday, April 29th and Monday May 2nd - All Day 
· Go Live Date WorkSourceWA.com (WIT/ETO):
· Tuesday, May 3rd (Read Only) SKIES 
· All WorkFirst Participants will be required to:
· Create a SAW account unless they have one
· Create a profile in WorkSourceWA.com
· Note current WorkFirst participants in SKIES will migrate into the new ETO case management system
· Getting Ready for WorkSourceWA.com Q&A document:
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ETO WorkFirst Program Overview:
· Required Documentation: 
· Walk-through review process to include Seeker Services, Notes and Touchpoints for WorkFirst including:
· Orientation 
· One-on-One Case Management Meeting 
· WorkFirst program Desk Aid will be available post go-live
· Note:  Enter ETO and review all records on your caseload and begin editing and/or updating records as needed.  BACKDATING is expected to occur the first few days of go live only.  Backdating is to be limited to the timeframe of launch. Policy expectation is within 7-days to enter services for the date of ACTUAL service (recent review showed backdating has been miss use of backdating, including entering weekends and holidays).
· Note:  in ETO under Program Management Forms, TouchPoint for WorkFirst will be an optional function to use (which has two tabs, “Registration” and “Employment 1”).  The reason to why this is optional, prior to last November the content for both tabs were not captured in the Job Match profile registration, nor in the ETO environment, therefore this form was created for WorkFirst.  Pending an incredible amount of updates in the solution as a whole, this information is now captured throughout the site.  Post go-live, phase II updates will remove this form all-together in the near future.  
· Four items on the form which are not captured in the ETO solution with the exception of using the form are (which could be manually capture in a ETO NOTE):

· Driver’s license including type, CDL, and special endorsements

· Most recent employer

· Are you seeking the same type of work

· Reason for leaving last job
· Note: New tools/features in WorkSouceWA.com for Participants to access include: 
· Budget Calculator

· Career Interest Assessment

IN CLOSING:

· Program administration will be providing training and coaching through using the resource tools available to you including SKYPE and web cameras.  These tools are imperative with remedying CATS issues and when we launch WIT.  If you have questions or concerns, please contact us. 
QUESTIONS AND FEEDBACK:
Q&A from Chat:
· Are notes required in eJAS and the WIT?
· Yes, notes are required in both eJAS and WIT, to provide an on-going over-arching review of what activities you have provided with the customer (WF Participant), in order for all programs to have the ability to review the historical servicing the customer has received; should they be co-enrolled and with WIOA expectations. 
· WIT NOTES:  For example:  all necessary documentation pertaining to Supportive Services, co-enrollments, workshops, activities, resources, recommendations, assistance with asset development, assessments, guidance in the job match solution, etc. 
· eJAS NOTES:  Should include an my include a copy and paste of the note from WIT into eJAS along with CASE MANGAGEMENT details you share with your CSO Case Manager and Partners – necessary outcomes per the IRP expectations and one-on-one meetings, orientation, etc. 
· Are you able to input multiple services at once in the ETO case management solution?

· No.  A future phase of updates to the WIT ETO solution are planned which will include the ability to input multiple services at once.  For now, at the time of go-live, you will need to input multiple services independently.  
· Are we able to impersonate a Customer to view what documents they upload in their profile?  

· Yes, there is the ability to impersonate a customer in the MONSTER Job Match solution, however we are not able to access this environment during the WebEx today, the USER GUIDES provide this information and once the system goes live, you will be able to access these details.  In future WebEx’s we can cover this information. Also, your local Trainers will be able to assist you as well. 
· How do we influence the amount of caseload referrals to us and are we expected to do this?

·  As a WSS4 Career Coach, responsibilities include business outreach which is partner relationships with the local CSO’s, LPA, partner programs with providing seamless delivery of the Career Scope program.  This includes working with all referrals, providing recommendations at the end of 12 weeks with next step evaluations and assessment determinations, hand-offs; case staffing’s, jointly working together in activities and transitioning Participants from other programs back into a JS with ESD.  
· What does non-federal mean?
· In the WIT ETO environment there are Basic Services which are TouchPoints which are federally recognized activities which we provide as services to customers.  Non-Federal services are internal local area services which are performance tractable, for example WorkFirst Orientation.  
· No Services in SKIES reports, what will happen to this report, will it be migrated into the WIT ETO solution?

· No.  The No Services in SKIES report will be eliminated.  There is no replacement report in the new WIT ETO solution.  The expectation is for services to be entered at the time they are provided to a customer. 
CLOSING REMARKS:
· With the launch of WorkSourceWA.com, be patient and understanding the primary focus in the WIT/ETO solution is for Participant services, TouchPoints and notes; and manages program expectations and performance outcomes in eJAS and CATS.  

· Embrace the new technology, be open, have fun; this is a new era and exciting time ahead. 

· Have a wonderful upcoming weekend enjoy the wonderful weather.  
If you have any questions please call.  The next scheduled WebEx is Thursday, May 26th, 2016[image: image4.png]
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Questions about document can be directed to Jan Oswold at joswold@esd.wa.gov or by calling (360) 407-
4458. 


 
WorkSourceWA.com –  Get ready for our launch on May 3, 2016  
Important readiness Q&A plus information on a launch Web session scheduled for 4/29/16 
 


When will SKIES 
and 
Go2WorkSource 
be shut down? 
 


Starting Friday, April 29, 2016, both SKIES and Go2WorkSource will be unavailable. On May 3, 
2016, SKIES will return, available in read-only mode. Go2WorkSource.com will be 
decommissioned.  SSMS and RFS will also be decommissioned. InsideSKIES will change to 
InsideWIT 


What if a 
customer asks to 
retrieve their 
resume from Go2 
after it is shut 
down? 
 
How long will 
SKIES be 
available after it 
is restored in 
read-only mode? 


The only way customers or staff will be able to retrieve resumes on Go2WorkSource after April 
28, 2016, will be to submit a request by email for a database query. Technical staff in Olympia 
will handle the queries, and it could take them up to three weeks to respond. Also, the resume 
would require reformatting. 
 
 
 
SKIES will be restored in read-only mode on May 3, 2016, and be available to staff for 90 days. 
Users can open SKIES and reference historical data that might not have been migrated to the 
new customer management system. 
 
 


 
What records can 
I expect to see 
from SKIES in 
customer 
management at 
go-live? 
 
What records can 
I expect to see 
from 
Go2WorkSource 
in customer 
management at 
go-live? 
 
 
 
 
 
What can I do to 
be ready for the 
launch on May 3, 
2016? 


 
Records for job seekers and employers will be moved from SKIES to customer management only 
if there is activity on the record within the last 10 calendar quarters starting Oct. 1, 2013.  
Available records should include all data for seekers from the beginning of their experience 
within SKIES, including case notes. 
 
 
 
The only job seekers in Go2WorkSource being moved to the new system are seekers also in 
SKIES.  If job seekers used only self-service in Go2WorkSource.com and did not receive any 
other WorkSource services, their records will not be available in the new website. 
 
Employers can expect to see in the new website their accounts in job match and any open or 
closed job orders on or after Jan. 31, 2016. Historical employer data can be viewed in SKIES for 
90 days past go-live. Employers will need to use the same email address they used in 
Go2WorkSource to match up their new WorkSourceWA.com account.  
(Note: Any job order migrated into the new system will have new Monster ID numbers which are 
very different than the WS, WA and WX numbers in Go2WorkSource.) 
 
 
To be ready for the WorkSourceWA.com launch:  


1. Take time between April 26 and April 28, 2016, to review materials available on the 
Trainers Corner on InsideWIT. Log into the WorkSourceWA.com customer management 
(ETO) and practice using Quick Search to find a customer. 


 
2. Talk to your supervisor or manager about plans to serve customers during the SKIES and 


Go2WorkSource shutdown between April 29 and May 3.   
 


3. Confirm that you know how to contact the trainer for your area, as he or she will be your 
first line of support for questions about navigating the new customer management and 
job match system. 


 
4. Finally, know that all new systems will experience start-up challenges. We anticipate that 


you’ll have questions and problems. Watch your email, alerts on InsideWIT and sign up 
on the Staff Development Calendar to attend the Launch kick-off Web session on 
April 29. 


 



mailto:joswold@esd.wa.gov

http://www.wa.gov/esd/1stop/technical_assistance/staff_development.htm
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Job Seeker Processes 
• Job Seeker - Create a Secure Access Washington an account in WorkSourceWA.com 
• Job Seeker forgot User Name 
• Job Seeker forgot Password 


 


Basic Job Seeker Log in Screen 
 


 


• Above is the initial access page for both Employers and Job Seekers. 
• To get to the Job Seeker log in page, click on the ‘Job Seeker’ in the upper right-hand corner or in the blue area 


below and to the left of the big picture. 
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Create a Job Seeker account 
 


 


• If the Job Seeker does not understand what the ‘Secure Access Washington (SAW)’ account is, there is a link 
on the Welcome to WorkSourceWA.com screen that helps to explain what SAW is about.  
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• If the Job Seeker does not have an account, they will access the Sign In screen, and click the ‘Sign up’ button 
under the ‘Need an account? Start here.’ section on the right-side of the screen. 
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• The Job Seeker will enter the appropriate information on the User setup screen. 


• The Job Seeker needs to be aware of the required fields indicated by the “*”. 
• The Job Seeker needs to click on the checkbox next to “I’m not a robot” for security purposes. 
• The Job Seeker will click on the “Next” button. 
• The System will send the Job Seeker the Account Activation Notification message to the email address 


supplied. 
• Notice the ‘Password Requirements’ box below the Password.  As each requirement is met as the Job Seeker 


enters their new password, the “X” will change to “ ”. 
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• After clicking the ‘Next’ Button, the following screen will display to inform the user the account has been 
created and an email with the activation code has been sent: 
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Activate a Job Seeker Account: 
 


• The Job Seeker will need to access their email account and find the NoReply@esd.wa.gov message.  Open the 
message and click the ‘Activate my account’ link in the message. 
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• The system will automatically activate the account, and display the log in screen with the successful activation 
message (in green). 
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If the Job Seeker tries to activate the account more than once, the System will return the message that the 
account has already been activated.  This message is changing - This account has already been activated. Please 
sign in below 


 


 


  







11 
 


Job Seeker Log In 
 


 


• To log into their account, the Job Seeker will enter their Username and Password, and then click on the ‘Sign 
in’ button under the ‘Have an account? Sign in’ section on the left-side of the screen. 
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• If the Job Seeker enters an incorrect Username and/or Password, the system will display the message “You’ve 
entered an invalid username or password. Please try again.” 
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Forgot Job Seeker Username 
 


 


• If the Job Seeker has forgotten their username, from the Sign In screen, click on the ‘Forgot username’ link. 
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• The Job Seeker will enter their email address and click on the “Submit” button. 


 


 


• The System will send back a message that an email with the associated username(s) has been sent to the 
email address provided 


• The Job Seeker can link directly back to the Sign In screen by clicking on the ‘return to login’ link, or the Job 
Seeker can re-access the Sign In screen themselves. 
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• The Job Seeker will log into the email account for the provide email address and access the WorkSource email. 
• Displayed is the email that is sent to the email address provided by the Job Seeker. 
• In this example, there are 2 usernames for the provided email address.  The Job Seeker will return to the Sign 


In screen and enter the appropriate username. 
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Forgot Job Seeker Password 
 


 


• If the Job Seeker has forgotten their password, from the Sign In screen, click on the ‘Forgot password’ link. 
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• The Job Seeker will enter their email address and username associated with the account. 
• The Job Seeker will click on the “Enter” button. 


 


 


• The System will send back a message that an email with a temporary password has been sent to the email 
address provided 


• The Job Seeker can link directly back to the Sign In screen by clicking on the ‘click here to login’ link, or the Job 
Seeker can re-access the Sign In screen themselves. 
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• The Job Seeker will log into the email account for the provided email address and access the WorkSource 
email. 


• Displayed is the email that is sent to the email address provided by the Job Seeker. 
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• The Job Seeker will then enter their username and the temporary password provide in the forgot-password 
email. 


• The Job Seeker will click on the “Sign in” button. 
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• The System will automatically take the user to the ‘Change Password’ screen when it recognizes the 
temporary password. 


• The Job Seeker will enter the temporary password, enter their new password and re-enter their new 
password to verify the change. 


• The Job Seeker will click on the “Submit” button 
• Notice the ‘Password Requirements’ box on the right.  As each requirement is meet as the Job Seeker enters 


their new password, the “X” will change to “ ”. 
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Change Job Seeker Email Address 
 


 


• If the Job Seeker wants to change their Email Address, while they are logged into the Job Match application, 
click on the blue silhouette dropdown in the upper right-hand corner. 


   


 


• Then click on the ‘Profile’ link in the dropdown. 
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• The Job Seeker’s profile information will be displayed. 
• Click on the ‘Change email address’ link under the Email address information in the Account Details section.  
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• Change the email address. 
• All fields need to be filled in including the ‘Question answer’ field. 
• Click on the ‘Submit’ button. 
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• The System will display a message that the confirmation emails have been sent. 
• The System will send two emails: 1) to the old email address; and 2) to the new email address, which will 


contain the confirmation link. 


 


 


• This is the email sent to the old email address informing the user that the email address has been changed. 
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• This is the confirmation email sent to the new email address. 
• To confirm the change, the Job Seeker needs to click on the ‘Confirm account update’ link. 
• If the Job Seeker did not request the email address change, do NOT click on the ‘Confirm account update’ link. 


 


 


• When the Job Seeker clicks on the ‘Confirm account update’ link, the System will display the account updated 
message. 
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Change Job Seeker Password 
 


 


• If the Job Seeker wants to change their password, while they are logged into the Job Match application, click 
on the blue silhouette dropdown in the upper right-hand corner. 


   


 


• Then click on the ‘Profile’ link in the dropdown. 
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• The Job Seeker’s profile information will be displayed. 
• Click on the ‘Change Password’ link under the Email address information in the Account Details section 
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• The Job Seeker will enter their current password, enter their new password and re-enter their new password 
to verify the change. 


• The Job Seeker will click on the “Submit” button 
• Notice the ‘Password Requirements’ box below the ‘New password’ field.  As each requirement is meet as the 


Job Seeker enters their new password, the “X” will change to “ ”. 
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• The system will display a message when the password was successfully updated. 
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Create an Employer account 
 


 


• If the Employer does not understand what the ‘Secure Access Washington (SAW)’ account is, there is a link on 
the Welcome to WorkSourceWA.com screen that helps to explain what SAW is about. 
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• If the Employer does not have an account, they will access the Employers: welcome to WorkSourceWA.com 
screen, and click the ‘Sign up’ button in the “Need an employer account?  Start here.” box on the right side of 
the screen. 
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• The Employer will enter the appropriate information on the User setup screen. 
• The Employer needs to enter information into all fields on the screen, every field is required. 
• The Employer needs to click on the checkbox next to “I’m not a robot” for security purposes. 
• The Employer will click on the “Save and Continue” button. 
• The System will send the Employer the Account Activation Notification message to the email address 


supplied. 
• Notice the ‘Password Requirements’ box below the Password.  As each requirement is met as the Job Seeker 


enters their new password, the “X” will change to “ ”. 
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• After clicking the ‘Save and Continue’ Button, the following screen will display to inform the user the account 
has been created and an email with the activation code has been sent: 
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Activate an Employer Account 
 


 


 
 


• When the Employer creates an account by entering the appropriate information and clicking the “Save and 
continue” button, the System will send an email to the entered email address. (See Create an Account) 


• The Employer will click on the link supplied in the email: ‘Activate my account’ link to have the account 
activated. 
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• The system will automatically activate the account, and display the log in screen with the successful activation 
message (in green). 
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• If the Employer tries to activate the account more than once, the System will return the message that the 
account has already been activated. 
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Employer Log In 
 


 


• To log into their account, the Employer will enter their Username and Password, and then click on the ‘Sign in’ 
button. 
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• If the Employer enters an incorrect Username and/or Password, the system will display the message “You’ve 
entered an invalid username or password. Please try again.” 
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Forgot Employer Username 
 


 


• If the Employer has forgotten their username, from the Sign In screen, click on the ‘Forgot username’ link. 


 


 


• The Employer will enter their email address and click on the “Submit” button. 
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• The System will send back a message that an email with the associated username(s) has been sent to the 
email address provided 


• The Employer can link directly back to the Sign In screen by clicking on the ‘return to login’ link, or the 
Employer can re-access the Sign In screen themselves. 


 


 


• The Employer will log into the email account for the provide email address and access the WorkSource email. 
• Displayed is the email that is sent to the email address provided by the Employer. 


 


  







41 
 


Forgot Employer Password 
 


 


• If the Employer has forgotten their password, from the Sign In screen, click on the ‘Forgot password’ link. 
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• The Employer will enter their email address and username associated with the account. 
• The Employer will click on the “Enter” button. 


 


 


• The System will send back a message that an email with a temporary password has been sent to the email 
address provided 


• The Employer can link directly back to the Sign In screen by clicking on the ‘click here to login’ link, or the 
Employer can re-access the Sign In screen themselves. 
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• The Employer will log into the email account for the provided email address and access the WorkSource 
email. 


• Displayed is the email that is sent to the email address provided by the Employer. 







44 
 


 


• The Employer will enter their username and the temporary password provide in the forgot-password email. 
• The Employer will click on the “Employer sign in” button. 
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• The System will automatically take the Employer to the ‘Change password’ screen when it recognizes the 
temporary password. 


• The Employer will enter the temporary password, enter their new password and re-enter their new password 
to verify the change. 


• The Employer will click on the “Submit” button 
• Notice the ‘Password Requirements’ box below the ‘New password’ field.  As each requirement is meet as the 


Employer enters their new password, the “X” will change to “ ”. 
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Change Employer Email Address 
 


 


• Log into the Employer Job Match and access the Employer’s Dashboard. 
• Click on the ‘Your account’ dropdown. 
• Select ‘Account settings’. 
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• In the Account profile section, click on the ‘Edit’ button. 
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• The Employer’s profile information will be displayed. 
• Click on the Identity Provider - IDP link in the second sentence of the Account profile description paragraph (in 


blue).  
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• Change the email address. 
• All fields need to be filled in including the ‘Question answer’ field. 
• Click on the ‘Submit’ button. 
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• The System will display a message that the confirmation emails have been sent. 
• The System will send two emails: 1) to the old email address; and 2) to the new email address, which will 


contain the confirmation link. 


 


 


• This is the email sent to the old email address informing the Employer that the email address has been changed. 
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• This is the confirmation email sent to the new email address. 
• To confirm the change, the Employer needs to click on the ‘Confirm account update’ link. 
• If the Employer did not request the email address change, do NOT click on the ‘Confirm account update’ link. 


 


 


• When the Employer clicks on the ‘Confirm account update’ link, the System will display the account updated 
message. 
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Change Employer Password 


 


• Log into the Employer Job Match and access the Employer’s Dashboard. 
• Click on the ‘Your account’ dropdown. 
• Select ‘Account settings’. 
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• In the Account profile section, click on the ‘Edit’ button. 
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• The Employer’s profile information will be displayed. 
• Click on the ‘here’ link in the last sentence of the Account profile description paragraph (in blue). 
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• The Employer will enter their current password, enter their new password and re-enter their new password to 
verify the change. 


• The Employer will click on the “Submit” button 
• Notice the ‘Password Requirements’ box below the ‘New password’ field.  As each requirement is meet as the 


Employer enters their new password, the “X” will change to “ ”. 
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• The System will display a message when the password was successfully updated. 
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