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The Workshop Roster was developed as a tool for a case manager to locate a potential 
workshop in their area or an area within a customer’s accessibility. To access the report, open 
Workshop Reports by clicking on the plus sign (+) on the ASSET Menu Tree.  Next, click on 
Workshop Roster and the page will look like this. 

 
  
The Workshop report defaults to the Case Manager logged into ASSET.  Next, select the criteria 
of Workshop Type, Availability and Site office to locate Workshop information for the criteria 
chosen. Click on the Search button and the page displayed will look like this one. 
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The Search Results provides information about the Workshops by Office Site, Location, Start 
Date/Time,  Total Seats, Seats Available, Availability, and whether the status of the workshop.   
Included on the report are; PIN, Name (customer name), Program/Program Area, and the 
Registration or Begin Date. 
 
The Field Descriptions are: 

FIELD REQUIRED DESCRIPTION 
 Office Site N/A Office Number and  Site Name 
 Location N/A Address of Workshop 
 Start Date/Time  Date and Time of Workshop 
 Total Seats  Number of Attendees 

 Seats Available  Number of Seats Available for 
scheduling 

 Availability  

Options include: 
 All 
 Open 
 Full 

 

 Active  Status of Workshop 
Active/Inactive 

 
By clicking on the Office Site (underlined and highlighted in blue), the page returned is the 
Workshop Roster.  It will look like the one below when customers are scheduled. 
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Click on the PIN highlighted and underlined in blue takes staff to the Workshop Details page.  
RES Staff can update the customer’s information on this page.  For example, if the customer 
doesn’t attend the workshop they can remove the workshop or update it. 
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Once a participant has been system exited the individual will drop off the Roster listing. 
 
 
Return to Index-Click Here 
 
 
 
 
 
 
 


