= Users’ Guide

ASSET CASE MANAGEMENT FUNCTION
3-8 MANAGE EXITS

The Manage Exit function is launched from the ASSET Menu Tree. Clicking on this option
opens the ASSET Customer Search screen. The search is performed by entering the Search or
Advanced Search criteria for the customer. Following is an example of the Customer Search
screen for Manage EXxits.

m | ASSET - Customer Search

e ASSET
15 = Caze Management

- Manage Customers

- Manage Emplayment

M anage Assessments % o
- Manage Employability Plan Criteri: _ e

- Manage Programs

Field: Last Hame (02

Operatar: Exact Match £

. Manage Customer Notes () Previously Searched For Customers:

- Manage &lerts : _ %
. Staff Rrequests Last Mame First Mame Ml 55K Validation LDoe PIM
£ Flash John il Mot Processed 014011930 B3E7
-+ Job Matching FLASH JOHN J Mot Processed 0228M98 M
- [ System Reparts Daerr Lee Pending W 032PMOTE 7209
i HELP [ASSET System Manual) Gallk. Holly Pending 0711841977 7274
- Staff Information Emerson Ashley Mot Processed 114091977 1275
. Staff Search Simpson B artholomew Mot Processed 0140141936 5178
Wl Job Center Directory Johnzon Mick Mot Processed 093/02/1381 7210
o Exit ASSET Smlth Tom Pending 054051977 1043
Pusting Taols calvin jon Mot Processed 02/02/1992 382
H R g K Funkel Kal Mot Processed 01/26/1943 1276
L [F- Adrinistration Tools Page 1

10 row(z] found.

M avigation Mode: Search [+

When a worker clicks on the PIN, ASSET automatically retrieves the customer’s Episode Exit
Summary. The summary returned displays the Current — Open Programs, the Planned Exited
Program Episodes, and the Historical Exited Program information as shown in the following
example.
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m ASSET - Episode Exit Summary for John Flash [5367

e ASSET Current - Open Programs

Program Mame Registration Date
e Ease Management WA Title 1 05/07/2003
z;Manage Customeys Wi Tide 3 05/07/2009
- Manage Employment 2 rowfs) found
- Manage Assessments
- Manage Employability Plan
M anage Programs
. Manage Services Planned - Exited Program Epizsodes
Episode ID Program(z] Within Episode First Participation Date Exit Date
- Manage Follow-ups 0 raw(s] found.

- Manage Customer Notes o - =
J Historical - Exited Program Episodes

Epizade 1D Program(z] Within Epizade First Participation Date Exit Date
2831 il Title 3 03/16/2008
1 row(s] found.

- Manage Alerts
Staff Requests

- Job Matching

Swpstern Repoarts

i HELP [&55ET Systemn Manual]
Staff Information

i Staff Search

i Wl Job Center Directory

i Exit BSSET

Paosting Tools

Ly [#- &drmninistration Tools

Planned Exits

A Planned Exit can be created when there is an Open Program with a Registration Date present
in ASSET and the Add Planned Exit Episode button is available on the Episode Exit
Summary.

The Planned Exit is created by clicking on the Add Planned Episode Exit button. This
launches the Planned Exit Details screen. The Planned Exit Details screen is a simple data
entry screen where the worker can enter pre-exit information, as shown in the following
example.
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SO
i [F]- Case Management
- Manage Customers
- Manage Employment
- Manage Aszessments
- Manage Employability Plan Planned Episode Exit Information
z:Manage Plograins Program(s] Within Episode: WIA Title 1, WIA Title 3
Planned Exit Date: 0770272009 Check for updated Anticipated Exit Date
Age at Exit: 19
- Manage Customer Notes Education Status at Exit is only intended for Title 1 ¥outh participation reporting only.
- Manage &lerts Education Status at Exit:
Staff Requests Houry ' age at Exit: $/18.72
i Job Matching )
- - System Repoits Employed at Exit:
i HELP [&SSET System Manual) Excluzion Reazorn: [+]
Staff Information
- Staff Search * Retired: O vres @ No © Mo Respanse
LW Job Center Directory
o EstASSET Fiecalled by Layoff Emplaoyer: Oves ONe ® Mo Response
- Pasting Tools
L [+ Adminiztration Tools
Created: 41272011 12:00:00 AM By
Last Updated: By
Ewent History
The Field Descriptions are:
FIELD REQUIRED DEFINITION
Program(s i i
09 (. ) System-generated from saved Program Registration.
within Episode NA " . o .
Displays the applicable programs within the episode.
Date of Planned NA System-calculated using the latest service date of a
Exit service with an actual open service date.
Check for I ,
uodated Clicking this button checks the ASSET system for an
paat . Button updated (i.e. more recent) latest service date in order to
Anticipated Exit :
Date recalculate the Date of Planned Exit.

Displays the age of the participant at Planned Exit (uses
Age at Exit NA the system-calculated from D.O.B. field on the Manage
Customer screen.
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FIELD

REQUIRED

DEFINITION

Education
Status at Exit

No

Dropdown field in which users can select the appropriate
response that identifies the participant education status
at the time of the Title 1 planned exit. If a system-
planned exit is generated (soft planned exit), the
education status will be the response that is currently on
the Manage Customer screen. A response is required
for all youth participants.

Education status at Exit is intended only for Title 1 Youth
participation reporting only; this field is enabled only for
Title 1 Youth participants.

Hourly Wage at
Exit

No

Text field in which users can enter the wages the
participant is earning at the time of the planned exit.

Employed at
Exit

No

Check Box that, when clicked, indicates the participant is
employed at the time of the planned exit.

Exclusion
Reason

No

Dropdown field that, for WIA Title 1 and TAA Program
Exists, should be completed if the customer is being
exited for a reason other than completion of program
participation. The dropdown menu options include:

e Institutionalized

Health/Medical

Deceased

Family Care

Reservists Called to Active Duty

Retired

Yes

Radio buttons with which the user can select Yes or No
to indicate whether the participant is retired on the date
of planned exit. Used as an Exit Reason but does not
count as a WIA exclusion for performance.
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FIELD REQUIRED DEFINITION
Radio buttons with which the user can select Yes or No
to indicate whether the participant was recalled by a
Recalled by . )
Layoff No* layoff employer at the time of the planned exit.
Employer

*This field is required only when the individual is enrolled
in a TAA program.

After completing or updating the information, the worker should click on the Save button. The
exit information is now recorded in ASSET. Once saved, the Episode Exit Summary screen will
display showing the Planned Exit information in the Planned — Exited Program Episodes
section. The Planned Exit can be updated at anytime by simply clicking on the PIN under the
Episode ID. Staff should review the Planned Exited Program Episode screen periodically to
ensure that the data is correct.

= ASSET

i [2]- Case Management
i i Manage Customers

- Manage Employment

- Manage Assessments

- Manage Employability Plan
- Manage Programs

- Manage Services

i - Manage Follow-ups

i i Manage Customer Notes
. Manage Alerts

Staff Requests

- Job Matching

f [ Spstem Reports

i HELP [A5SET Spstern Manual)

Staff Information

- Staff Search

i W Job Center Directony

i Exit BSSET

-[#- Posting Toolz

L. - [#]- &dministration T ools

ASSET - Episode Exit Summary for John Flash (5367

Current - Open Programs

Pragram Mame
sl Title 1
dlés Title 3

Reqistration Date

2 row(z] found.

Planned - Exited Program Episodes
Episade 1D Program(s) Within Episade
2405 Wl Title 1, WA Title 3

1 row(s] found.

Hizstorical - Exited Program Epizodes

Epizode 1D Program[s] Within Episade
2831 il Title 3
1 rowz] found.

05/07/2009
05/07/2009
First Participation Date Exit Date
07/02/2003
First Participation D ate Exit Date
09/16/2008
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Event History will track the fields changed, the date the changes occurred, and the staff who
made the changes. The tracked changes will populate the automated exit screen in ASSET.

The Planned Exit Details screen is no longer available for updates once the system-automated
exit occurs. The Planned Exit Details screen is replaced by the Exit Details Summary screen.

The Automated Exit is generated via the system exit batch processing (90-day) exit. This is the
design logic:

PROGRAM CONDITIONS

WIA Title 1, Title 3, TAA, or any | A system exit is generated when:
Job Center Partner Program
e A participant has not received a service funded by
U.S. DOL Programs or funded by a partner program
for 90 consecutive calendar days. The Exit Date is
the last day of service.
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When on the Episode Exit Summary screen, clicking on the customer PIN located under the
Historical Exited Program Episodes, Episode ID column launches the ASSET Exit Details
screen. An example of this screen is shown below.

= ASSET

- [~ Case Management

- Manage Customers
.. Wanage Employment
- Manage Aszessments

- M anage Employability Plan
- Manage Programs

- Manage Custorner Motes
- Manage Alerts

- Staff Requests

- Job Matching

- [ System Reports

- HELP [A55ET System Manual)

- Staff Information

- Staff Search

- Wl Job Center Directory

- Exit AS5ET

- [#-- Posting Tools
o [ Adminiztration Tools

ASSET - Exit Details for John Flash [5367

Episode Exit Information
Program(z] ‘Within E pizode: WA Title 3
¥ Exit Date: 09/16/2008 | [mmdddAypew] | Set As Today

Age at Exit: 18
Education Status at Exit iz only intended for Title 1 Youth participation reporting only.

Education Status at Exit:

Hourly ' age at Exit: k3
Employed at Exit: [F
E xclusion Reazon: =
Retired:
Retirement status has been reported on the Follow Up Status. to update thiz information. go to Follow Up Status.
Recalled by Layoff Employer: Orres O No @ No Fesponse

Created: 1/28/72009 2:38:09 PM By Exit Processing

Last Updated: By:

Ewent History

The information on this screen is auto-populated from the Planned Exit or from Exit Processing
(batch). After completed or updating the information, the worker should click on the Save
button. Event History will track who made the changes, what fields were changed and the date

changes occurred.

FIELD REQUIRED DEFINITION
\Ij)vri?hgi;]am(S) NA System-generated from saved Program Registration.
Episode Displays the applicable programs within the episode.
Exit Date Yes Te_xt field that is auto—populateq once the system-generated
exit has occurred. The format is mm/dd/yyyy.
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Set As When clicked, this button will re-set the Exit Date to today’s
Button

Today date.
Display-only field showing the age of the participant at the

Age at Exit NA time of exit (system-calculated from D.O.B. from the
Manage Customer screen).
Dropdown field in which users can select the appropriate
response that identifies the participant education status at
the time of the Title 1 exit. If a system exit is generated, the

_ education status will be the response that is currently on

Education the Manage Customer screen. A response is required for

Status at No all youth participants.

Exit
Education status at Exit is intended only for Title 1 Youth
participation reporting only; this field is enabled only for
Title 1 Youth participants.

Hourly No Text field in which users can enter the wages the

Wage at Exit participant is earning at the time of the exit.

Employed at N Check Box that, when clicked, indicates the participant is

. 0 . .

Exit employed at the time of the exit.
Dropdown field that, for WIA Title 1 and TAA Program
Exists, should be completed if the customer is being exited
for a reason other than completion of program participation.
The dropdown menu options include:

¢ Institutionalized
Exclusion No
Reason ¢ Health/Medical

e Deceased
o Family Care

o Reservists Called to Active Duty
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Retired

Yes

Radio buttons with which the user can select Yes or No to
indicate whether the participant is retired on the date of exit.
Used as an Exit Reason but does not count as a WIA
exclusion for performance. If the retirement status has
been reported on Manage Follow-Ups, this field will not be
available for selection (grayed out); users must update the
information on Manage Follow-Ups.

Recalled by
Layoff
Employer

No*

Radio buttons with which the user can select Yes or No to
indicate whether the participant was recalled by a layoff
employer at the time of exit.

*This field is required only when the individual is enrolled in
a TAA program.

The Manage Customer base record will remain in ASSET along with all the history of what has
been recorded for that individual. If a customer uses the Touchscreen JobNet, JobNet 3.0 or
Job Center of Wisconsin (JCW), ASSET will automatically create a new Title 3 Wagner-Peyser
registration in Manage Programs with a registration date of that day. This new episode of
Wagener-Peyser participation establishes the person as a “new registrant” for Federal
Reporting purposes (the Manage Customer Intake Date will remain as the first time this

customer was known to ASSET).

A Title 3 worker may create a new Title 3 episode manually by going to Manage Programs and
clicking on the Add Program/Program area button and completing the Title 3 Registration with
the current program begin date (the date this new episode begins).

Return to Index — Click here
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