ASSET CASE MANAGEMENT FUNCTION
3-7 MANAGE SERVICES

The Manage Services function is used to track customer services and activities while
participating in one or more of the Programs in ASSET. This function is important to federal
reporting, making the accuracy and completeness of the information documented here critical
for program evaluation and outcomes. To improve and protect the integrity of the information
about services, the ASSET designs include several internal and page edits that require workers
to enter data correctly.

Clicking on the Manage Services option on the Menu Tree launches the function. The first page
is the familiar Search page, where the worker may choose a Previously Searched for Customer
from the list, or do a Search or Advanced Search. This is the page flow for the Manage
Services function:
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Using the Services Function to Report New Services:

There are two ways in which a worker can enter services for a customer. If entering a single
service for an individual, search for the customer the service is being reported for and click on
that person’s PIN (underlined link).

= ASSET
= Case Management

+. Manage Customers

i... Manage Employment
anage Assessments
anage Employability Flan
anage Programs

- Manage Customer Motes
L. Manage Alerts
Stalf Requests

.. Job Matching
System Feports

Staff Information
Stat Search

- W1 Job Center Directory
Exit ASSET

o ASSET
- =} Case Management
M ariage Custarners
- Mariage Employrent
Manage Assessments
W sriage Employabilty Plan
.. Manage Programs
EE e
- Manage Exits
Manage Followups
M ariage Customer Notes
- Manage Alerts
Staff Requests
Job Matching
- System Reports
HELP [ASSET System Marwal]
~ Staff Information
Staff Search
Wl Job Center Directory
-~ Exit ASSET

~ HELP [ASSET System Manual)

The page returned |

Field
Operator.

Criteria;

Exact Match

»
Add Service to Multiple Customers

[ Previausly Searched For Customers:

Last Name
Flash
EASTWOOD
Dell
Collins
Clampett
Katz
Young
Clampett
Dal

Callins
Page 1

Eist Hame
John
CLINT
Barbie
Tom
Jed
Nina
Melisza
Ellie:
Barbie
Thomas

$‘

=

e

o—

BIN
01401 /1590 5367
08/08/1988 2868
0140 /1985 3276
02/2711573 3345
0911811935 5799
06/ /1986 am

0140 1560 55820
051011336 5600
08/2311979 103
02/2211973 3945

ooks like this:

ASSET - Service Summary for Tom Collins (3345)

Program Information - WA Title 1

Program Name

Participation Date

Title 1 12/16/2008
SRR 12/18/2008
NEG 12/15/2008
Program Arca Begin Date
Dislocated 12/15/2008 WIERTACC\ASSETADMINISTRATOR
Service Name Statf 1o
IEF Development WIEXTACCAASSETADMINISTRATOR
Iritisl Assessment WIEXTACCVASSETADMINISTRATOR
Prevacationl Services WIEXTACCWASSETADMINISTRATOR
Add Service

Program Information - WIA Title 3

SteffID
Wila Title 3 WIEXTACCABARTEDUAT
Service Name Fun Office: Steff D |

Add Service

History - Clased Programs and Services

Clicking on the Add Service to Multiple Customer’s button returns the Search for the Multiple
Customer’s page. Using this functionality a Case Manager can a Add Service to Multiple
Customers records using the same program and fund source. The page returned looks like the
one in this example.
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m EN AssET - search for Multiple Customers

t ASSET
T o Case Management * Case Manager st Staff, Case Manager =

- Manage Customers ProgramdProgram Arss WA Titls 1 A 5
* Manage Employment T
- Manage Assessments
- Manage Employability Flan
- Manage Programs ez e
= Clear &1l Add Service to Selected Customers|
L. Manage Esits —I —I
] PWorkshop et services cannot be added to muliple
. Manags Folowups el
- Manage Customer Motes
i Manage Alerts @) 5 earch Results
Staff Requests PIN =] MName Intake Date Reg or Begin Date

e dob Metching O FIE BOOR, BETTY 07413¢2008 /202008
M System Repoits
A hn— O St reSETEST 1142802008 11/28/2008

- Stalt Infarmation o 022 DwaRF, DOPPY 03012003 0210572007
Stalf Search = 5721 GOODE, JOHN 01/06/2009 01/05/2003
\E'V"J:;SC;: RerDrectof] = 5634 WUNDERLUND, NATALIE 120242008 01/05/2008

i

Case Manager’s who select the Program/Program Area of WIA Title | Youth will see additional
functionality for posting of multiple services. The page displayed looks like this.
'

o ASSET
e ey * Case Manager fsset SHall, Case Manager -

- Manage Custamers Frogiem/Frogram Area WA Title 1 Youth -

- Manage Emplogment “outh Age Range: @& 4 O 204
Manage Assessments

. Manage Emplayabilty Plan Gt List

= SelectiAl (50 ma
Manage Follow-ups Cleat Al Add Senvice to Selested Customes|
Manage Customer Notes Iwarkshop related services cannot be added to muliple

- Manage lerts e

Staff Requests [5) Search Fiestilts:

i ;:_bgjgl:';gewm PIN 8 Name Intake Date Fleg or BeginDate
HELP [ASSET System Maral r 4340 CRICKETT. JIMENY DR/n242008 0B/242008
Staff Infamation Inl 4420 KATZ. HINA 081542008 0B/10/2008

- Staff Search r

Next, click on the Get List button. The records returned are associated by the Youth Age Range
that's selected by the case manager. Select the records for posting a service to by clicking on
the checkbox located to the right of the PIN, or by clicking on the Select All button.

Then click on the Add Service to Selected Customers button. This returns the user to the
Manage Services function for completion of the service information (as seen in 3-7, page 5).
Once submitted, that service is recorded for each individual.

Note: The list for a case manager contains only those customers who have that worker listed as
the case manager for that Program Area in Manage Programs.

Each of the Programs in which the customer is currently registered has its own section on the
page. Since services may be reported only for Programs for which the customer is registered,
the Summary Page presents these active Programs by section. For WIA Title 1, the Summary
Page also lists all the Program Areas currently open for this customer. The page looks like this
if more than one Program Area is open.
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A new service is reported by clicking on the Add Service button under the appropriate Program.

When a new service is added, there are two intermediate pages presented. The first one is
where the worker designates the Service Type Category. Once that is selected, the second
intermediate page is where the worker designates the Service that is being reported. These two

intermediate pages are:

Service Eligibility 1 — This page changes dynamically, depending if more than one WIA
Title 1 Program Area is open. For TAA, Title 3 Wagner-Peyser, and when only one Title 1
Program Area is open, the page has just one field for entry. If there are two or more
Program Areas open, the worker must also select which Program Area the service is being

reported.

SO

e ASSET

..... =] Casze Management

----- Manage Customers

----- M anage Employment

----- M anage Aszessments

..... M anage Emplovability Plan
----- M anage Programs

... R £

----- I anage Exits

----- I anage Follow-ups

----- i anage Customer Mates

----- M anage Alerts

----- Staff Requests

----- Jaob Matching

..... [ Spstern Reports

----- HELF [5SET Systern Manual)
----- Staff Infarmation

----- Staff Search

----- Wil Job Center Directory [
----- Exit A55ET J

Program Mame

Title 1 11/06/2008

SPS Test 1 11/06/2008
Program Area

Adult 11/06/2008
Service Name

Customer Specific Labor b arket

Info on Azsezsment Services

Initial Azzeszment

Participation Date

Begin Date

Area Fund

End D ate Stalf 1D

WIEKTACCAWASSETCASEMANAGER

OpenDate Cloge Date Office Staff (D

AD SPS

AD SPS

11/415/2008 11/15/2008 0810 WIEXTACCMVASSETCASEMAR

11/4159/2008 11/13/2008 0810 WIEXTACCMASSETCASEMAR
AD WT1BA 1140642008 11/06/2008 0810 WIEKTACCMASSETCASEMAR

Add Ser
Program Information - TAA/NAFTA
Registration Date Staff 1D
TAA 03/28/2007 W EXTACCAWASSETCASEMAN
Service Name Fund  Open Cloze Office Staff (D
Date Date
Planned Gap in Service Téudh, 0o wDNBARTED

Entrepreneurial Training

«

OTHMW 0810 WIEXTACCAWASSETCASEMAR vI
L3

Workers must select the appropriate Service Category from the dropdown menu. The Service

Categories are:

e Core Self or Informational Services

e Core Services Staff Assisted

e Intensive Services

o Needs Related Payments
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e Partner Program Participation
e Support Services
e Training Services

e All Services

3
for Nina Katz [632)

= ASSET Program Information - WIA Title 1

Case Management Program Area: Adult -I
Manage Customers

Manage S5M Walidation S ey : j'

Manage Employment

[Care Self or Infarmational
Manage Agzessments Core Services Staff Assisted
. Intensive

Manage Employability Plan Needs Rielsted Payments

Manage Fiograms Partner Program Participation
4 Support Services

Training Services

Manage Exits All Services

Manage Follow-ups

Select a Service Category and this screen displays:

J File Edit View Faworites Tools Help

m E lity For Sally Frogg [181)

Program Information - Wagner Peyser

[l Caze Management

[t Cust . n
anage Lusiamers Service Categorny: I Intensive - |

M anage &Ssszessments

b anage Emplopability Plan

Manage Programs Service Mame Service Description

Aszessment - Comprehensive & Specialized Azzessment - Comprehensive & Specialized

Manage Program Esits Eazic Skills or Literacy Activities Basic Skills or Literacy Activities

b anage Follow-ups
Manage Custorner Motes Bonding Bonding

----- Jab katching Career Guidance Career Guidance
----- HELP [ASS5SET Spstem banual)

----- Staff Infarmation ) )
..... el Job Center Directary Established ITA Established 1TA,

Caze Management Casze Management

----- Exit &5SSET GED Training - Stand Alone GED Training - Stand Alone

Group Counseling Group Counszeling

|IEP Development |IEP Development

Individual Counzeling/Career Planning Individual CoungelingsCareer Planning

Internships Internships

Out of Area Job Search Assistance Out of ArgaJob Search Assistance

Frevocational Services Frevocational Services

Belocation Assistance Relocation Assistance

Staff-arranged Supportive Services Staff-amanged Supportive Services

&) [ | | trusted sites

In the example above, the Intensive Service Category was selected. All the Services under this
category are listed. To select the service to be reported, click on the name of the Service link
(underlined). For example, if IEP Development is the service to be reported, click once on this
link.
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Note: If it is determined that the service to be reported is not in the list
of the Service Category selected, use the browser’s Back Button.
However, the worker is returned to the Service Summary page and must
again click on the Add Service button.

The design of the Service Eligibility listing includes the name of the Service and a description.
Workers should pay close attention to these definitions, as they have been expanded or
re-defined to improve the quality of service reporting.

When the desired service is selected, clicking on the Service’s underlined link opens the
Service Detail page for that service. The Service Detail page consists of two parts — the upper
portion is the same for all programs and services and the lower part dynamically changes based
on what is entered in the top portion. The upper portion of the page is displayed on the next
page. Note that the name of the Service is displayed at the top with the customer name and
PIN as well as under the Service Information section.

m ASSET - Assisted Job Search Detail for Barnabas Colling [3463)

= ASSET I

-

Save

----- =) Cage Management -

----- 4 anage Customers E vt Hiziuny I

----- I anage Employment

""" Manage .&ssessmelr?ts Program Name: Wil Title 1

----- tanage Employahility Plan Frogram Area; Adult

----- tanage Programs Service Information ]

Service Mame: Azsisted Job Search & Placement

----- Manage Exits Service Categony: Core Services Staff dasizted

----- M anage Follow-ups o s B

lllll Manage Customer Nates Open: [One of the following is required)

----- Manage Alerts Plarned Service Date: [ [mmn/dddyyppy]  SetAs Today |
----- Staff Requests
_____ Job Matching Actual Service Date: I [mddAyywy]  SetAs Today
""" [ System Feparts ¥  Close: [One of the following is required)
----- HELF [5SET Systern Manual)
..... Stalf Infarmation Flarned Service Date: I [mddAyywy]  SetAs Today
""" staf Search _ Actual Service Date: I [mmdddAypey]  SetAs Today |
----- Wl Job Center Directony [
..... Exit 255ET _I *  Funding Source: | =l

—

The service dates entered are very important! The user needs to be aware that only
Actual Service Dates (Open and Close) are used in program performance. Any
service that has only a Planned Open and Planned Close are never counted as a
service that was actually provided. Planned Open dates are just what it implies —a
planned service. Until an Actual Open Date is entered, that service is regarded as
never having started.
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A Note about System Edits on the date fields: The Open and Close Dates may be

either Planned or Actual. Workers may use a future date in the Planned Service open
date or the Planned Service close date, and may backdate a planned service up to 15
days prior to the system date (today’s date), but never before the Program registration
date.

The Actual Service Open date also may be backdated up to 15 days, but never before
the Program Registration date. Workers are never allowed to enter a future date in the
Actual Service Open date field because the Actual Service Open date should be the date
the service actually began or the activity was started. Workers cannot know what the
Actual Service Close date is unless that day is today or in the past, therefore no future
dates are allowed for Actual Close date. Workers may know that a service is planned to
close in the future, but cannot know for sure that it actually occurs until that day arrives.
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Service Detail Page — Upper Portion

The upper portion of the Service Detail page always displays in the same way. There are two
required fields in this portion of the page. The fields on the page include the Open and Close
Dates, for both Planned and Actual.

I@_.] htkp:ffeducation, dwd. state, wi,usfasset/default . aspx

N

= ASSET

< [F]- Case Management

----- M anage Customers

..... Manage Emplayment

----- Manage Aszzessments

..... M anage Emplopability Plan
..... M anage Programs

----- h anage Program Exitz

----- M anage Fallow-ups

----- M anage Customer Motes
.. Staff Requests

- Job Matching

- [&- Systern Reports

- HELP [ASSET Swstem Manual)
- Staff Infarmation

- Staff Search

v WAL Ik Canter Directam

Field Definitions:

Program Name:
Service Information

Service Mame:

Service Categony:

*  Dpen: [Dne of the following i% required)

Planned Service D ate: [mmAdd ] Set As Todap

Actual Service Date: I [romddd ] Set As Today I

*  Close: [One of the following iz required]

Flanned Service Date: I [mmAdd ] Set As Today I
Actual Service [ ate: I [mmAddAupey] St Az Todap I

The Service Detail page input fields are defined as follows:

FIELD REQUIRED DESCRIPTION

* Open - Planned Yes The date the activity/service is planned to start.
Service Date

* Oper_l — Actual Yes The date the activity/service is actually started.
Service Date

¢ CIOS? — Planned Yes The date the activity/service is planned to end.
Service Date

¢ g;ze Actual Service Yes The date the activity/service is actually finished.

ASSET Users’ Guide
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Funding Source is another required field. Workers should ensure that they select the correct
fund soukce designated for each Program Area from the dropdown menu.

wt ASSET
= Case Management

i Manage Customers
i Manage Employment

Service Categony: Training S ervices |
*  Dpen: [One of the following is required)

Flanned Service Date: [rm/dd ] SetAs Todsy |

Actual Service Date: 0770172008 [mm/dddypy] _Setés Today

Close: [One of the following is required)

i+ Manage Assessments Planined Service Date: 07/31/2003  [mm/dddyy] _ Setés Today

- Manage Employability Plan

H Actual Servics Date: [m/dd ] Setds Today |
[ = *  Funding Source: [Special Response Grant =l

- Manage Fallow-ups Girant Identifier: DrwDWwIADD0ESAA =]

Manage Customer Nates

Auslifving Employer Select Employer |
Manage dlerts
Staff Requests *  Contract ID: 10-0007 Select Contract 1D

Jab Matching
. [51- Systern Peports Dld Contract ID
HELF [ASSET System Manual)
Staff Informtion * b Titls [welders. Cutters, Soldersrs. and Brazers _
- Staft Search
il Job Center Directary Ocoupational Category: I =1
Esit ASSET *  O*Net Code ST 2121 00 | [s#4-HHH ] Find O°NET
Select MAICS Link to NAICS
*  NAICS Code: 339333 Unclassified
*  Training Schedule Type: @ Full Time ¢ Pat Time

Provider Name: I

Provider Tewt: [

P B 1=

A Grant Identifier and Qualifying Employer field appears if the Funding Source is; WIA Title IB
Dislocated Worker, Special Response, or National Emergency Grant, or Statewide Set Aside.
Or, if the Funding Source chosen is Special Programs. They are designated (*) as required
fields and are entered by Central Office staff.

The Select Workshop button is used to schedule a customer to attend a specific workshop.
Click on the Select Wgorkshop button.

=
ASSET - Group Counse ling Detail for CLINT EASTWOOD [2868)
Wi Tide 3
Group Counsel ling
Intensive
*  Open: (One of the following is requirs
Follow-ups
S - Planned Service Date [rrmsddd ] SetAs Today
Actual Service Date: [yl SetAs Today
Staft Requests
Job Matching *  Close: [One of the following is required)
- System Reports L
Planned Service Date
- HELP [ASSET System Manuall
Staft Informa Actual Service Date:
Staft Ssarch S e
il Jab Center Directary EEERS s
Exit ASSET Contract 1D Select Contract 1D |
Femove Contract 1D
0Old Contrast 1D
\workshop:
Provider Mame: I
— =
&1 Done { Fif it = W Local intranet

The page displayed looks like this:
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There are 5 WIA Title 3 services that can be used to schedule the customer to attend specific
Workshops. The services are: Group Counseling, Keytrain Workshop, Workkeys-Locating
Information Assessment , Workkeys-Math Assessment, and Workkeys-Reading Assessment.
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The Field Descriptions are:

FIELD REQUIRED FIELD DESCRIPTION
Identifies the source of funding that
¢ Funding Source Yes pays for the specific service being

provided.

e Grant Identifier

Yes for Dislocated Worker
and Special Program’s

This field has a cross-edit with the
Funding Sources. Here's how it
works.

If Special Response Grant is the
Funding Source, only SRR and STW
grants are available in the Grant
Identifier field.

If National Emergency Grant (NEG)
is the chosen Funding Source, only
NEG grants are available in the
Grant Identifier field.

If Special Programs is the chosen
fund source then a pre-entered Grant
ID is available. This field requires a
response in order to save the page.
Only area’s with an approved grant
ID will be able to complete the
service.

¢ Qualifying
Employer

Yes for Dislocated Worker

The name of the Employer that the
participant was dislocated from.

e Contract ID
(Select Contract ID)

Yes

Tab with pop-up window that lists
available Contract number given for
approved grants for a WDA.

e Old Contract ID

No

Display-only field. Former Contract
ID

e Select Workshop

No

Identifies workshops and used for
customer scheduling. Once Saved
the Remove Workshop button is
available and can be used to
cancel/delete from workshop.

e Provider Name

No

The name of the agency that is
providing the service.

ASSET Users’ Guide
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FIELD

REQUIRED

FIELD DESCRIPTION

Information related to the service

e Provider Text No provider.
e Remove Contract No Tab that will remove Contract ID
ID information when entered in error.
e Job Title Yes Name of the job or occupation the
(Training Services Only) customer is receiving training under.
Occupational .
* Cat egpory Yes Select the Occupational Category
that corresponds to the Job Title.
(Training Services Only)
The O*NET code is system
e O'NET Code generateq once the occupational
N _ Yes category is selected. A worker can
(Training Services Only) click the Link to O’NET to access
additional codes if preferred.
The NAICS code is system
generated when a worker clicks on
e NAICS Yes/No the Link to NAICS . A response is
required when the service type
selected is a Training Service.
e Training Yes Select whether the training is either
Schedule Type part or full time training.
. The name of the agency that is
* Provider Name No providing the service.
e Provider Text No Information related to the service

provider.

ASSET Users’ Guide
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3-7 MANAGE SERVICES

Service Detail Page — Middle Section
The middle section of the Service Detail page also displays for every service, but contains fields
that may only be relevant to specific services.

= Users’ Guide

ASSET CASE MANAGEMENT FUNCTION

ASSET Users’ Guide

1 ]
= *  Conbract 1D Select Contract [D | d
m 0ld Contract 10
= ASSET
----- = Case Management Job Title: I
----- Manage Customers
..... M anage Employment Decupational Categang: I ;I
----- Manage Azzezaments
----- 4 anage Emplovability Plan 0*Met Code: I [HH-HHHY.HH] Find O*MET |
----- 4 anage Programs
oc 5 Provider Mame: I Add Sc_reen
----- Manage Exits shot with
----- Manage Follow-ups Provvider Text I NAICS.
----- Manage Customer Motes Failed to Attend 'WPRS |—
----- Manage Alerts Orientation D ate: [mm/dd/yyy] _ SetAs Today |
----- Staff Requests ‘Weekly Participation Hours: I
----- Job Matching
..... - System Reports Location of Service Provision: I
----- HELP [ASSET Spstern Manual] d
..... Staff Information Comments: <l
----- Staff Search
----- | Job Center Directory | | Caution: 500 character fimit
..... Esit ASSET < Completion Code: [ =l |
= N ] s I S - I
. LOCANON O SEMYICE FIOvISIoN: | d
B
Comments: J
= ASSET
O Case Management Caution: 500 character lmit
- Manage Customers Completion Code; | ;I
. Manage Employment
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FIELD REQUIRED FIELD DESCRIPTION
\'j\‘;‘l;'gg tOorQ:t;?thilon o The date the individual failed to attend his/her
) WPRS Orientation.
Date:
Weekly Participation No Text field — an estimate of the time commitment
Hours the customer should expect for that activity.
Text field — Gives the Case Manager a place to
Location of Service NoO put an address, room number or other
Provision information that will assist in directing the
customer to the right location.
Comments No Text field — Provides the customer with additional
information or instructions.
Referred to FCJL Job Yes Radio button — Identifies if the employer is listed
(Vets Only) on the Federal Contractor Job Listing
Referred to Federal vy Radio button — Identifies if the customer was
es ,
Job referred to a Federal job.
Completion Code Yes Dropdown — Status of a Service at completion.

ASSET Users’ Guide
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Service Detail — Lower Portion

The lower portion of the Service Detail page will vary in structure and data fields depending
upon the information entered in the upper portion of the page or the type of service being
reported. The lower portion of the Service Detail may include the following fields:

Job Order Number field

is presented if the
. - Job Order Mumber: I Add Job Order Murnber |
Service is Job Referral o At /PR
or Job Development. e | [mmédd/pye] _ Setis Today
Eglf;e]n:ed to FCIL Job WETS Cves Mo
Befered o Faderal ok i~ fraly |

Note: Multiple referrals may be reported by entering the order number and clicking on
Add Job Order Number for each referral. Once saved, multiple services are recorded.

When the service being reported is training-related, the following questions are presented.

Ed

m ITA Establizhed

This field asks whether
or not an ITA is being
established for that
service.

“ves O Mo O Mg Rezponze

> ¥ |ITA Number: I 'I

%A Program 1D: Select an T4 Fragram 1D

----- Manage Emploprment [T& Program M ame:
----- Manage &ssessmel | T Program Provider:
----- Manage Emp I Té Program Location:
""" Mana Coumea: I Add Course |
The fields for the ITA
information entered * ITA Program Outcome: | =l
here are linked to the « ITA Employment
ITA Details page in Outcome: I -

Manage Employability
Plan ITA’'s. Workers
must first establish the
ITA Plan before
reporting the Training
service.

[T& Dutcome Comment;

RI IO

ual] caution 1000 character limit
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If the ITA Established response is yes, the page refreshes and the other fields related to the ITA
appear.

Select an ITA Program ID from the list of Eligible Training Providers by clicking on the Select an
ITA Program ID button. This information is organized by WDA. Once selected, the ITA
Program ID, Name, Provider and Location automatically display.

Workers have the option of listing the course or courses that are being covered by the ITA. This
is a text field that is entered for each course. Clicking on the Add Course button displays the
course and opens the field for addition of another course.

The ITA Program Outcome and ITA Employment Outcome fields are required. There are
options in the dropdowns to indicate that the person is pending these outcomes if not yet
completed with the training. When the Training service is completed, the worker should
remember to change the status on this page from Pending to reflect the appropriate outcome.

The fields on the ITA part are defined as follows:

FIELD NAME REQUIRED DESCRIPTION

The worker must select the ITA number from the
dropdown. The numbers available are those
already established on the Manage
Employability Plan — ITA Tracking Overview tab.

e |TA Number Yes

This dropdown is a list of all approved Training
Programs on the Eligible Training Provider List.
The list is sorted by the WDA (the first two
numbers of the course). The WDA number is
the one that approved the specific course as
eligible for ITAs. The same course may be

e |TA Program ID Yes listed more than once (under each WDA that
approved it). Because customers may opt to
attend Training Programs outside of the WDA in
which they live, workers may have to search this
listing for the appropriate course number under
that target site WDA. For out-of-state providers,
users may need to contact DET for assistance.
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FIELD NAME

REQUIRED

DESCRIPTION

ITA Name

ITA Provider

ITA Location

N/A

These fields fill automatically based on the ITA
Program selected.

Course

No

The worker may list the specific courses within
the Training Program that this customer will
take. It may be important if the ITA covers only
a portion of the courses offered under a
comprehensive Training Program. Customers
can be given a printed copy to clearly show the
specific courses to be paid via the ITA.

e |TA Program Outcome

Yes

The worker must enter the appropriate
response.

e Pending means the customer has not
yet started or currently is in the training
program

e Not Completed — Failed means the
customer could not complete the level of
work in the training and received a failing
grade

e Not Completed — Dropped Out means
the customer did not complete the entire
course

e Completed means the customer finished
the Training Program or the goals of the
Employability Plan for the training.

e |TA Withdrawn

Only the Completed outcomes will be used for
evaluation of the Training Program.
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FIELD NAME

REQUIRED

DESCRIPTION

e |ITA Employment
Outcome

Yes

The worker must complete the appropriate
response:

¢ Pending means the customer has not
yet started or currently is in the training
program

e Employment — Training Related means
that the participant has obtained a job
related to the training program

e Employment — Not Training Related
means the participant has obtained a job
but in an occupation not related to the
employment

e No Employment means that the
participant has not found employment.

The responses in this field will be used to
evaluate Training Programs for future eligibility
as an Eligible Training Provider. Workers
should change this response if the customer
later obtains work that is training related.

e |TA Outcome
Comments

No

Text field for narrative comments regarding the
outcomes shown.

e By Block

Yes

The By Block is common to all ASSET pages
and includes Case Manager, Staff Type, Office
Code and WDA. These items are needed for
informational and management purposes.

The By Block portion of the Service Details page is the same as elsewhere in ASSET. Except
for a few specific services, workers who have correctly set their Staff Type and Office Code on
the Staff Information page will rarely need to enter data in any of the fields on By Block portion

of the page.
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Using Manage Services to update or modify a reported service:
The Manage Service function allows workers to update or modify a reported service only if the
Program is still active.

Note: Workers will not be allowed to exit a customer from a Program if there are open
services for that Program. Additionally, a customer’s Program Area should not be
ended if there are open services for that Program Area. Placing an End Date in Manage
Programs will prevent you from closing the services. The correct order for closing out
a case is Close Services, End Program/Program Area, and finally Exit Program.

To return to the Service Detail page for an existing service (either to modify it or to close the
service), the worker needs to click on the Service link on the Service Summary page. In this
example, three different services were reported under WIA Title 3. If the worker wanted to end
Case Management services for the customer below, a single click on the Case Management
service link opens the detail page for that existing service.

V4

[«-» - 0RAQLASIE-SE =

m ASSET - Service Summary for Tr ady Frogg [81]

= ASSET
..... =] Case Management

J File Edit View Favaorites Tools  Help

Program Information - WA Title
Registration D ate Staff ID

..... Manage Custamers WA Title 2 024112003

----- I anage Aszessments
----- I anage Emplavability Plan

Service Mame Open Date Cloze Date Office Staff 1D
---- Manage Pragrams Careet Guidarice 0242542003 02/25/2003 0910 SCHMILY
B4 anage S ervices Caze Managemen 02/25/2003 0810 SCHMILY
----- M anage Program Exits Job Development 02/25/2003 02/25/2003 0510 SCHMILY
----- M anage Follow-ups

..... Manage Customer Motes Add Service |
----- Jaob Matching

----- HELF [455ET Systerm Manual)
----- Staff Infarmation
----- Wl Job Center Directory

Lo ACCLT
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The upper portion of the Service Detail page for the existing Case Management service looks

like this:

----- =] Caze Management
i Manage Customers
----- M anage Azsezsments
----- M anage Emplopability Plan

- Manage Frograms

[ anage Services

HE Y ] o

Note that the
Actual Service
Close Date is
blank.

"Wl Job Center Directory
L Exit &55ET

Program Name: Wwild, Title 1
Program Area; Adult

Service Information

Service Mame: Caze Management

Service Categony: Intenzsive

* Dpen: [Dne of the following is required]

[04/04/2002  [mm/dd ] SetAs Today

|E|4.-"1 g/2003 [rorn dd ] SetAs Tl:lda_l,J

¥ Close: [One of the Following is required)

Nlanned Semice Date: IEIB;’2?.:"2IJDS [mm/dddppy]  SetAs Today

Flanned Service Date:

Actual Service Date:

Actual Service Date:

|| [mm/ddAppy]  Set Az Today |
|

¥ Ol L= Tooila Tl 90 Ad b

To close this service, the worker must enter the Actual Service Date in the Close section and
click on the SAVE button.

If the worker wished to only change information about the service, such as changing a Funding
Source or adding a Provider Name, simply make the change(s) and click on SAVE, and the
service is updated.

If the service is to be kept open longer, meaning the Planned Service Close Date is to be
extended, just make that change to the date and click on the Save button.

Note: There is a system edit that prevents workers from creating a Planned
Service Close Date that is more than four years beyond the Actual Service Open
Date. In very rare circumstances a service that is kept open continuously for
more than four years will require special reporting by ending the first service and
opening a new service starting on the same day as the first service ended.

Using Manage Services to view historical services:

While a customer is in a current period of registration, all reported services are displayed for that
Program episode. When a customer is exited from a Program, all the services reported for that
Program are moved to a historical point of reference at the bottom of the page. Here's an
example of an Exited WIA Title 1 customer, whose services during that period of Program
Registration were moved to history.
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m ASS5ET - Service Summary for Sally Frogg [181]

= A55ET P Inf i W P
lllll = Case Management rogram Information - 'wagner Peyser -
; e Registration Date Staff 1D
..... anage Customers \wWagner Peyser 0244/2003
----- Manage Assessments

----- I anage Emplovability Plan

Service Name Open D ate
----- tanage Programs

Cloze D ate Office Staff 1D

oA anage S B
----- 4 anage Program Exits wl
----- Manage Follow-ups

----- M anage Customer Motes
----- Job katching

----- HELF [455ET Systerm Manual)

History - Closed Programs and Services

; Frogram Services

""" Staff Infolmatmn. WA Title 1 Service Name Open Date Close Date  Office Staff 1D

----- "l Job Center Directory Registration Career Development 02/25/2003 02/25/2003 0210 SCHMILY
) " 02/M10/2003

----- Exit 855ET D ate:

Design Framework: Asseszment 02,/26,/2003 02/26/2003 0810 SCHMILY

Exit Date:  02/25/2003

ASSET provides some additional information regarding the Program Registration and Exit, and

lists all the services provided during that time period for that Program. Workers may view the
services that were reported, but cannot make changes to this information.

To view the services listed in the History - Closed Programs and Services section, the worker

needs to click on the Service Name link as indicated above. This will open the Service Details
page.

Return to index — Click here
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