ASSET SYSTEM REPORTS

5-1 CUSTOMER SUMMARY REPORT

The Customer Summary Report gives workers a summary of a specified customer record.
The report is intended to provide workers with a snapshot of all the ASSET information recorded
for that customer. Click on the print icon on the browser to print the report.

The report can be accessed by first clicking on the plus sign (+) under Systems Report on the

Menu Tree. Next click on the Customer Summary option, then select a customer from the list of
Previously Searched for Customers or find a new customer using the Search function.
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5-1 CUSTOMER SUMMARY REPORT

m Ead ASSET - Customer Summary for Dixie Chix [4366)
=4 ASSET :
.5 Case Management Customer Information
- Manage Custarmers
.. Manage 55N Yalidation Name: Chix, Dixie M. PIM: 4366 Office: 0810
- Manage Employment
- Manage Assessments
- Manage Employability Plan A
. Manage Progiams General Information
- Manaage Services
. Manage Esits Assessments
- Manage Follow-ups Aszessment Name Create Date  Created By Updated Updated By
- Manage Customer Mates Date
- Manage Alerts Comprehensive Assessment 08/03/2007 WIEXTACCAASSETCASEMAMNAGER 11/13/2007  Conversion
- Staff Requests
. Job Matching
<[] System Reparts
: Open Programs
Customer Motes
« Customer Employment History WA Title 1
- Welerans Reagistration D ate: 12/15/2006
- Case Managed Veterans Program Area Beqgin Date End Date Dffice
-~ Vouth Individual Service Strateqgy Adult 121842006 a0
Ineligible ¥'outh Participants Dislocated 1241842008 g0
- Exit Warning
. | Service Name Flanned Open Planned Close  Actual Open Date Actual Close Date
- Evited Date Date
- Case Managed DOC/CDP Case Management 12/18/2006 12/18/2007
- Case Load Resume Development 12418742008 1241842008 12/18/2008 12/18/2006
Emplayment Plan Eligibility 5 creening 1241842008 1241842008 12/18/2008 12/18/2006
= ITA Number: 04
Create Date: 07/12/2007
m Service Name Planned Open  Planned Cloze  Actual Open Actual Cloze
Date Date Date Date
o ASSET Occupational Clazsroom 07412/2007 08/29/2009 07 A12/2007
- [1]- Caze Management ITA Number: 03
----- Manage Customers Create Date: 12/18/2006
tanage 55N Yalidation
Manage Employment M Ll ere (02
""" g% Empioy Create Date: 12/18/2008
----- Manage Aszessments
_____ P ITA Humber- 01
za”age Emp'w abilty Plan Create Date: 12/15/2005
""" anage rog.rams Service Name Planned Open  Planned Close  Actual Open Actual Close
----- Manage Services Date Date Date Date
..... Manage Exits Occupational Classroom 1241872006 12118/2008
----- Manage Fallow-ups
----- b anage Customer Notes
----- tanage Alerts TAA
. Staff Fequests Registration Date: 12/18/2006 Reagistration Office: 0310
- Job Matching Service Name Plarned Open Planned Close Actual Dpen Date Actual Close Date
Date Date
Caze Management 12/18/2006 120842007
Occupational Classroom 12/418/2006 12A8/2008
_____ Customer Employment History Eligibility Screening 12/18/2008 1241842008 1241842008 1241872008
_____ - Customer Specific Labor Market infoimation. 12/418/2006 12418/2006 12/18/2008 12/418/2006
----- Casze Managed Veterans
----- “routh Individual Service Strategy
----- Ineligible Y'outh Participants WiA Tille_3 R R R B
. . Registration Date: 12/18/2006 Registration Office: 0310
Exit ‘W aming
Exited b Service Name Planned Open Flanned Close  Actual Open Date Actual Cloze Date
..... Case Managed DOC/CDP Date Date
Case Load Case Management 12418/2006 124842007
Info on Assessment Services 1218/2008 12A8/2006 12/18/2008 12A18/2006
----- Employment Plan
. Juob Developrent 12/18/2006 1241842008 12418742008 1241872008
----- Ul Participart Report
----- Supolemental Data Reoort
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5-1 CUSTOMER SUMMARY REPORT

- Waterans Exited Programs
- Case Managed Yeterans
- fouth Individual Service Strategy WIA Title 3 _ _ )

. . Registration Date: 07/31/2006 Registration Office: 0510
- Ineligible *¥'auth Participants

- Exit" aming Exit Date: 08/15/2006

- Baited Follow-Up Stat
ollow-Up atus
- Case Managed DOC/CDP Pragram Name Exit D ate

- Case Load Wik Title 3 02/15/2005
- Employment Plan

Once the customer is selected, the Customer Summary Report displays for that person. The
Customer Summary includes four sections:

1. Customer Information — Name, PIN and Office Number of the Customer Record

2. General Information — Includes information that would display on the following menu
functions:

e Manage Assessments - Comprehensive Assessment

¢ Manage Employability Plans — Youth Skill Attainment and Individual Training
Accounts

Open Programs — Includes information for each of the Programs — WIA Title 1, WIA

Exited Programs — Includes information for Title 3 and TAA and the list of services that
were provided under each program, each exited program and the services associated
with each.

The page is dynamically created for each person and what appears on the page depends on

what is recorded in ASSET. Below is a sample of Customer Summary page with only
Assessment and Youth Skill Attainments in the General Information section:
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o ASSET
..... - Casze Management
----- Job atching

..... =) System Reports

mer Summar,
i Customer Motes
----- Yeterans
----- Youth Individual Service Strategy
----- Soft Exit Warning
‘... Soft Exited
----- HELP [255ET Systern Manual)
----- Staff Infarmation
----- Wl Job Center Directory
----- Exit ASSET
----- [+ Adminiztration T oals
----- - 1 Ta Administration Tools

= Users’ Guide

ASSET SYSTEM REPORTS

CUSTOMER SUMMARY REPORT

Mame: Frogg. Eemit T.

ASSET - Customer Summary for Kermit Frogg [581)]

Customer Information

PIM: 581 Office: 0810

General Information

Skill Attainment  Occupational Skills

03/04/2003 Set, but attainment

Aszzessments
Agzezzment Mame Create Date  Created By Updated Date Jpdated By
Comprehenzive dssessment 03/03/2003 SCHMILY

Youth 5kill Atainment
Flan Type Goal Type Goal Date  Goal Status Create Date Created By
Skill Attainment  Basic Skillz 03/04/2003 Set, but attainment  03/04,/2003 SCHMILY

pending
03/04/2003 SCHMILY
pending

In the Open Programs section, each Program is displayed separately and the services reported
within that program also are shown. For WIA Title 1, the Registration Date is shown, followed
by the Program Area information, including the Office Number listed for that Program Area.
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ASSET SYSTEM REPORTS

5-1 CUSTOMER SUMMARY REPORT

w ASSET - Customer Summary for Tony Tiger [B62]

= ASSET a
5 Case Management Customer Information
: ----- I anage Customers
i Manags Assessments Mame: Tiger, Tony a. PIN: 862 Dffice: 0810
Program

Open Programs

----- tanage Program EX

TWIA Title 1
P rogram Registration Date: 05/25/2003

T0gram Area eqin Date nd [rate ICE
Area ] e Begin D EndD Offi
B LISIOMTIEN 3 LITTATY Adult 06/23/2003 0510
R Y b
. ‘ Service Name Flanned Open Flanned Close Actual Open  Actual Close
SGI’VICGS Date Date Date Date
— T — Initial Aszessment 06/25/2003  0B/25/2003
T SOl E A WA Caze Management 01/31/2004  06/28/2003
i Soft Exited : ITA- 01
H Create Date: 06/25/2003
ITA SerVICeS Service Name Planned Planned Actual Open  Actual Close
OpenDate  Cloze Date  Date Date
Skill Upgrading Retraining 06/25/2003 12/31/2003 0B/25/2003 0B/25/2003

**Note that ITA Services are listed separately. '

The last section of the Customer Summary is for Exited Programs and the services that were
provided during that episode of program participation. Here is an example of the Exited
Programs Section.
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5-1 CUSTOMER SUMMARY REPORT

= ASSET

< [F]- Caze Management
----- tdanage Customers

----- tanage Programs
----- tanage Services

----- Job Matching
----- =1 Systemn Reports

..... Cuztomer Summary

----- Custamer Motes

----- Weterans

----- v outh Individual Service Strate
----- Soft Exit waming

----- Soft Exited

----- HELP [455ET System Manual]

----- Staff Information

----- Wl Job Center Directaory

..... Exit ASSET _
TR _'|J

Exited Programs

WA Title 1
Regiztration Date: 03/10/2007

Service Mame

Exit Date: 05/16/2001

----- Manage Assessments Program Area Biegin Date End Date Difice
----- tdanage Employability Plan Adult 03/10/200 05A6/2001 ns10
Dislocated 0317200 056/2001 0s10

Flanned Open Flanned Close Actual Dpen  Actual Close

----- tdanage Program Exitz Date Date Date Date
----- tanage Follovw-ups Initial Aszessment 05A6/2001 0372000 03A7/2000 05462007
----- tanage Custorner Motes Initial Aszessment 05A6/2001  0RAEB/2001  03A8/2000 05462007

WIA Title 3
Regiztration Date: 03/10/2003

Exit Date: 06/05/2003

Follow-Up Status
Program Mame
WA, Title 3

Registration Office: 0510

Program Exit Date
0E/05,/2003

Note that the Exit Date is shown as well as the Registration Date. Follow-Up Status information
also displays under the Exit, if one exists.

There are no direct links to the person’s record in any of the ASSET functions, although this
person will be the first on your list of Previously Selected Customers should you wish to move to
another function.

Return to Index — Click Here
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5-2 CUSTOMER NOTES

The Customer Notes Report gives a case manager an opportunity to create a listing of
Customer Notes in a format where a worker can see all the narratives and print the notes in

their entirety.

To access the Customer Notes Report, open the Systems Reports by clicking on the plus sign

(+) on the Menu Tree. Next, click on the Customer Notes Report option.

Begin by selecting a

customer from the list of Previously Searched for Customers, or find a new customer using the
Search function. Once a customer is selected click on that individual’'s PIN. The following page

is then displayed:

J File Edit Wiew Favorites  Tools  Help |J S - o= - B 73 | o NE= -k | BN S =

_1&] x|

= ASSET
..... [+ Caze Management

----- Yauth Individual Service Strateqy
L Soft Exit “Warning

----- HELF [&55SET System Manual]

----- Staff Information

----- “w'l Job Center Directory

----- E=it ASSET

ASSET - Customer Hotez Report For Phineas Frogg [35])

Dizplay Case Motes:
% Date Range

| [ ddwppw]
| [rrn/dd ]

= Fromm:

=To

Subrmit |
Print Report I

@) Search Results:

0 rowy(s] found.

Frint Report I

This options box allows the worker to choose how the report is to be created. These are the

fields.

FIELD

DESCRIPTION

e Date Range

Click on this radio button if only specified
notes need to be retrieved. Enter the dates
(From and To) of the Customer Notes desired.
The date format must be correct.

e All

Click on this radio button if all the Customer
Notes associated with this customer are to be
retrieved.

Click on the Submit button and a page is returned with all the Customer Notes requested. The
Print Report button allows for the printing of all the selected notes.

Return to Index — Click Here
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ASSET SYSTEMS REPORT

CUSTOMER EMPLOYMENT HISTORY

The Customer Employment History Report is a system report that provides workers with the
ability to print a complete work history that reflects the information that was recorded under
Manage Employment in ASSET.

To access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu
Tree, then click on the Customer Employment History option. The page will look like this.

=4 ASSET

----- = Caze Management

- Manage Customers
Manage S5 Yalidation

- Manage Employrment

- Manage Assessments

. Manage Emplayability Plan

- Manage Programs

.. Manage Services

... Manage Exits

... Manage Follow-ups

- Manage Customer Notes

.. Manage Alerts
..... Staff Requests
----- Job Matching
..... [=- Svstem Reports
v Customer Sumrnary
- Customer Motes

-

ASSET - Customer Employment History Report for Hina Katz [632)

Display Customer Employment History:
& Al

 Date Range [By Create Date)

= Fraom: I [mmddApy]  Setie Today |
*Taor I [mmdddAypy]  SEfAs Today |

Submit |
Frint Report

Frint Report

[@) Search Results:

0 rowiz]) found

There are two options to choose from when selecting Employment History information. The
report can be for All the employment information currently on the Manage Employment page, or
for a Specified Date Range (By Create Date). If a Date Range is selected, a worker will need
to indicate the From and To dates.

ASSET Users’ Guide
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ASSET SYSTEMS REPORT
5-3 CUSTOMER EMPLOYMENT HISTORY

The report page for the customer above shows that the worker selected All as the date range
field by which to conduct the Employment History Search.

The example below reflects the Employment History if the Date Range option is chosen. In this
example the Date Ranges option was selected.

Return to Index-Click Here
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ASSET SYSTEMS REPORTS
5-4 VETERANS REPORT

This Veteran's Report gives the Veteran’s staff an opportunity to create a listing of all
customers who are veterans, based on the criteria selected at a specified point in time. There
are several options for the worker to choose to limit their search of the database.

To access the Veterans Report, open the Systems Reports by clicking on the plus sign (+) on
the Menu Tree, then click on the Veterans Report option. This opens a selection box where the
worker chooses how the report is to be created.

The Field Descriptions Are:

FIELD DESCRIPTION

This is used to select the sort order when displaying. The
options are to list in either Descending or Ascending order
by:

o Title 3 Registration Date
e Customer Name

e PIN

e O*NET Code

e Sort By:

For example, if an alpha list of customers is desired, select
Customer Name and Ascending.
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5-4 VETERANS REPORT

FIELD

DESCRIPTION

o Number of Days Since
Registration:

Each customer has an Intake Date. This allows workers to
choose the number of days (up to 365) back to include in the
listing. For example, to get all new intakes in the last five
days, put 5 in the field

e Job Center:

Select from the dropdown the Job Center for which the listing
is requested.

e Veteran Status:

Select from the dropdown the status of Veteran desired.
e Yes — less than 180 days active service

¢ Yes — more than 180 days active service

e Yes - All (combines both of the above)

Selecting a response grays out the Transitional Service
Member category in the Veteran Category field.

e Veteran Category:

Select from the category of veteran for the listing. The
options are:

e Campaign

e Transitional Service Member
e Disabled

e Special Disabled

o Military End Date Within
Past 3 Years

Click on this field if the Veteran military end date was within
the past 3 years.

o Registration Status

Select the Registration Status for the listing. The options are:
= New Registrants Only
= Re-Registrations Only
= Any

ASSET Users’ Guide
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5-4 VETERANS REPORT

Click on the Submit button to obtain a list of the veterans that meet the criteria selected by the
worker. Going to File > Print (Ctrl + P) or clicking on the Print icon will print the listing.

B
J File  Edit iew Favaorites Tools  Help |
|l¢«-»-QADQESI BDS5=E
m ASSET - Yeteranz Report
e ASSET -
.. 5 Caze Management Sort By: IIntake D ate ;".t’-‘n.scendmg ;I
----- tanage Custanners ¥ Mumber of Days Since Intake: |'|4 [enter a walue up to 365 days)

----- Manage Assessments —
? . * Job Center: I 0410-Forx Cities Workforce Development Center
----- tanage Emplopability Plan

..... M anage Programs Weteran Status: I.‘ﬁ”'YBS b I

----- Manage Services “Yeteran Categony: Ay -
----- tdanage Program Esits
----- tdanage Follow-ups

) Search Results:

----- tdanage Customer Motes
----- Job Matching Fin % Cuztomer Mame Intake Date Telephone 0*Met
5 System Reparts 138 Smith, John 03/25/2003  [3200997-3273 17302301
“Youth Individual S ervice Strategy 182 James, Rick 03/26/2003  [920)997-3272 51-9133.93
237 Meyers, Signa 03/26/2003  (B0O8) 438-5782

268 Langan, John 03/27/2003  [920) 555-5555 23-9011.00

berans
----- HELP [A5SET System Manual)
----- Staff Infarmation
----- Wil Job Center Directomy
----- Ewmit ASSET

Worker’s also have the option of clicking on the PIN for any individual shown on the list to go
directly to that person’s Customer Record.

Return to Index — Click Here
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5-5 CASE MANAGED VETERANS

The Case Managed Veteran’s Report provides Veteran Staff with a list of individuals that are
actively being case managed. A Case Managed Veteran is an individual who is enrolled in a

service that is beyond the Core Self/Informational level (needs to be at a Core Staff Assisted
level to count).

To access this report, open the System Reports by clicking on the plus sign (+) on the ASSET
Menu Tree. Next, click on the Case Managed Veteran function. It looks like this.

At the Search Field, a case manager may choose either Job Center or Case Manager as the
criteria for their report. If the Search Field criteria selected is Case Manager, a listing of case

managers is returned from which to select from. Next, click on the submit tab, the report
returned looks like the one below.
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ASSET SYSTEM REPORTS
5-5 CASE MANAGED VETERANS

When the Search Field selected is Job Center, a list of Job Centers is provided for you to
choose from. Select the appropriate Job Center and then click on the submit button to obtain
the report.
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5-5 CASE MANAGED VETERANS

The report returned contains the PIN, Name (Last Name, First) Service Begin Date and the
Case Manager (Name).

The columns on both reports are sortable. Click on the Highlighted column to change how the
data is sorted. Case Manager’s should note that once all activities are ended, the name of the
individual will be automatically removed from the Case Managed Veteran report.

Return to Index-Click Here
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5-6 YOUTH INDIVIDUAL SERVICE STRATEGY

Access the Youth Individual Service Strategy Report, by clicking on the plus sign (+) under
Systems Report, on the ASSET Menu Tree. Next, select a customer from the list of Previously
Searched For Customers or find a new customer using the Search function.

This online report is the print-ready version of the Individual Service Strategy for the WIA Youth
Program Area. ASSET pulls the required data from areas within ASSET to create the report.

The Field Area Descriptions Are:

FUNCTION DOCUMENT DATA ELEMENTS
Manage Comprehensive Employment/Career Goals
Assessments Assessment Job Titles/O*NET Codes
Goal Type, Goal, Contract ID, Goal
Set Date, Planned Date of Attainment
Manage

Employability Plans

Youth Skill Attainment

for all goals that have a Goal
Attainment Status of Set, Attainment
Pending.

Manage Services

Youth Services

Lists all Youth Services that are open,
meaning the service has a Planned
Service Close Date (but no Actual
Service Close Date).

ASSET Users’ Guide
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5-6 YOUTH INDIVIDUAL SERVICE STRATEGY

The report adds information such as the customer name and PIN, and creates a signature block
for the Youth, Case Manager and Parent signatures. At the top of the display is a Print Report
button. Click on this button and the report will print.

“ File Edit ‘iew Favorites Tools Help

o ASSET

..... =] Casze Management

----- M anage Customers

..... Manage Sszzessments
----- anage Employability Plan
----- 4 anage Programs

..... Manage Services

----- td anage Program E sits
----- M anage Follow-ups

----- Manage Customer Maotes
----- Jaob Matching

..... [=]- System Reports
't [ndividual Sers

Lo Weterans

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

----- Wl Job Center Directory

..... Fuit AS5FT

Print Repart |

Foar: Penelope Antelope
Azzet Pin: 163

Individual Service Strategy Date: 3/29/2003

Youth Individual Servigp/éﬂegy

FY

Career Goals
Primary Title:
Secondary Title:
Altermate Title:

Computer Qperations

O#Met Code: 43-3011.00
Computer systems network. support 0*Met Code: 15-1081.00
Ohet Code:

Skill Attainment Goals

Needs to develop a resume
wiriting skills as well as
interviewing skills, Meeds to
build confidence in the interview
zituation.

Contract ID

Work Readiness Skills A-200-03

Planned Date
of Attainment

03/23/2003 04/30/2003

Service Strategy

This is a view of a sample report page with all the components shown. If the Case Manager has
not completed all the information on the Comprehensive Assessment, Youth Skill Attainment

and Services, that section of the report has the basic structure presented, but has no data. The
actual printed copy of the report looks very similar.

ASSET Users’ Guide
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5-6 YOUTH INDIVIDUAL SERVICE STRATEGY

3 ASSET - Microsoft Internet Explorer &l =l
J File=  Edit “iew Faworites  Tools  Help |J Address I@ http:ffaspilobZz, diwd. stake awi.usfasset! j @GU i
Youth Individual Service Strategy |
Print Fepart |
For: Penelope Antelope
Aszet Pin: 163
|ndividual Service Strategy Date: 372972003

Career Goals

Primary Title: Computer Operations 0*Met Code: 43-93011.00
Secondary Title: Computer systems netwark, support 0*Met Code: 15-1081.00
Altemate Title: O=Met Code:

Skill Attainment Goals

Cantract 1D _— Planned D ate of
o ' Attainmment

Meeds to develop a resume wiiting zkills as
wel az interviewing skills. Meeds ta build “Work Feadiness Skills A-200403 03/29/2003 04,/30/2003
confidence in the inkerview situation.

Service Strategy
Activity 1 : On-the-Job Training

Planned Service Open D ate: 03/29/2003 |
Actual Service Open Date:

Planned Service Cloze Date: 09/01/2003

L miirme e =

Activity 2 : Work Readiness

Plantied Service Open Date:

Actual Service Open Date: 03/23/2003
Planned Service Cloze Date: 05/30/2003
Huars: 15

Provider:

Location:

Comnents:

Participant Signature: Drate:

Parent Signature: Drate:

Staff Signature; Drate:

Caze Manager: Lynn C Schmitt

Return to Index — Click Here
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ASSET SYSTEM REPORTS
S-7 INELIGIBLE YOUTH PARTICIPANTS

The Ineligible Youth Participants Report can be used by staff to identify individual’'s who may
not be eligible for youth services. The report listing identifies youth whose age at “First Youth
Service” is greater then 21. The individual is no longer eligible to participate or receive services
under the WIA Title 1 Youth Program.

To access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu
Tree. Next, click on “Ineligible Youth Participants” from the ASSET menu. The screen returned
will look like this:

The default for this report is set to the staff designated office/Job Center. To access the report,
select the appropriate Job Center from the Job Center drop-down field.

Next, click on the Submit button. If there are youth who no longer meet the age requirement a
report will then be generated for the Job Center selected.

The Search Results returned on this report include the following areas: PIN, Name, Date of
First Youth Service, Age at 1% Youth Service, and Case Manager.

When staff clicks on the PIN (hyperlink) the system will navigate to the Title | Program
Registration screen. The screen returned looks like the one on the next page.
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ASSET SYSTEM REPORTS

S-7 INELIGIBLE YOUTH PARTICIPANTS

Manage Employment
Manage Assessments
Manage Employability Plan
anage Programs
tanage Services

Flease be aware

Title 1 Youth: Age at First Youth Service is greater then 21. This individual is not eligible for the Title

1 Youth Program.

.. Customer Summary

. Customer Notes

. Customer Employment History

- Weterans

- Case Managed Yeterans

~ outh Individual Service Strategy

- Exit W aming

- Exited

+ Case Managed DOC/CDP
~ Case Load

- Emplayment Plan

- Ul Participant Repart

- Supplemental Data Report
- Customers withaut validated SSN
~ T4 Financial Plan

. HELP [4SSET System Manual)]
- Staff Information

- Staff Search

- Wl .Job Center Directary

*

E3

=

*

Manags Exits (Eztre]
Program
Manage Follow-ups Summary
Manage Customer Notes ESS—— . -
Wanage Alert >
 Manage Alerts Program Hame: WIA Title 1
. Staff Requests i
" Job batching *  Begstration Date 1272872005 [mm/dc/yy] St As Today
- System Repars Participation D ate: 010272007

Exit Date:

E ducation Status: | &btending Post High Schoal

Highest School Grade Completed: IAtlalnad High Schoal Diploma

Employment Status: | Employed

[Lll—ln;i;np\uymenl Eompensation Programs | Neither claimant nor exhaustes

Pre-Paticipation Eamings Flehesh Prior Quarter Dates |

st Qb prior §|4.644.00 Jul 01, 2006 - Sep 30, 2006
2nd Qtr prior: $|4.64400 Aypr 01, 2006 - Jun 30, 2008
3rd Qtr priar: $|4.64400 Jan 07, 2008 - Mar 31, 2006

|

General Program Summary:

Created:
Last Updated:

12/28/2006 3:31:37 PH
12/29/2006 12:49:51 PH

By: WIEXTADENAC
By WIEXTADENAC

Program.

Return to Index — Click Here

ASSET Users’ Guide

T B rstedskes

l» Notice the message displayed on the screen. It reads: Please be aware - Title 1 Youth: Age at
First Youth Service is greater then 21. This individual is not eligible for the Title 1 Youth
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ASSET CASE MANAGEMENT FUNCTION
5-8 EXIT WARNING REPORT

The Exit Warning Report allows WIA Title 1, TAA, and Title 3 workers to create and view a list of
all customers for whom an automatic exit will be created within the next 60 days due to a lack of
activity (i.e. no registration date or date of service within the last 90 days) for the episode. This
report provides the opportunity for staff to review the programs and services for these
individuals and make updates when appropriate to prevent the exit.

The report selects participants based on all the services reported for a customer, or based on
the Participation Date if no services exist for the customer. ASSET reads the latest date of all
services to find the most recent Planned Service Close Date or Actual Service Close Date.
Once that date is determined, ASSET calculates if that date is more than 30 days in the past. If
the person has no services, ASSET checks to see if the Participation Date is more than 30 days
in the past. In either event, that person could potentially be exited in the next 60 days and
ASSET then adds the name to the list. The Exit End Date, which displays on this report,
represents the most recent activity and is used by ASSET to calculate the Date Exit Will be
Created, that is, the date when 90 days will have passed after that most recent activity.

The Exit Warning Report is a "real time" report, populated with the most current system
information available each time a worker opens it.

To access the report, select “Exit Warning” in the Systems Reports left navigation menu. Users
can select to conduct a search based on Job Center or Case Manager by specifying one or the
other search criterion in the “Search Field.”
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ASSET CASE MANAGEMENT FUNCTION

5-8

The Field Definitions are:

EXIT WARNING REPORT

FIELD

DEFINITION

Search Field

Dropdown field from which the user selects Case Manager
or Job Center as a search criterion on which to base the
search.

Case Manager/Job Center

Dropdown field from which the user selects the specific
Case Manager or Job Center for which to conduct the
search. Note the field changes from Case Manager to Job
Center based on the selection above in the Search Field.

Program

Dropdown field in which the user selects the program for
which the listing is being requested.

Program Registration Staff
Type

For the Title 3 program, users select either DVOP or LVER
as the Program Registration Staff Type in this dropdown
field.

Note: This field displays only when “WIA Title 3" is
selected in the Program field above.

ASSET Users’ Guide, Chapter 5-8
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ASSET CASE MANAGEMENT FUNCTION
5-8 EXIT WARNING REPORT

Clicking on the Submit button generates a list of customers who meet the criteria determined by
the worker conducting the search. An example of the Exit Warning Report listing search results
based on a Case Manager search is shown below:

A worker has the option of clicking on the PIN to the left of the customer name for any individual
shown on the list. This takes the worker directly to that individual’s Service Summary screen in
ASSET, where the worker can create or extend a service.

Note: To print the list, go to File > Print (Ctrl + P) or click on the Print icon in the web browser.
Remember, however, that new hames might be added to the list each day. Names are
removed once a new service is reported or the Planned Service Close date is extended.

Return to Index — Click Here
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ASSET SYSTEM REPORTS
5-9 EXITED REPORT

This report provides WIA Title 1, TAA and Title 3 (includes DVOP and LVER for Veterans) staff
a list of all customers that were Exited in the Current Month, Last Month, or Two Months ago.

The exits are system-generated after ASSET determines that a participant has not received a
service funded by WIA or any partner programs for 90 consecutive calendar days.

The Exited Report is a "real time" report and is recreated with the most current participant

information available each time the worker opens it. To access the report, open the Systems
Reports by clicking on the plus sign (+) on the Menu Tree, then click on the Exited option.

This opens the selection box where the worker can choose to conduct their Search by Job
Center or Case Manager, for the listing. The “Exit Created in” field is the duration to conduct the
search for the Exit. The selection box looks like the one in the above example.

Clicking on the Submit button results in a list being returned that contains the customers that
met the criteria selected by the Case Manager as shown on the next page.

.A worker can click on the PIN (hyperlink) to access and view the Exit Details screen in ASSET.
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5-9 EXITED REPORT

The Field Definitions are:

FIELD

DESCRIPTION

e Search Field

Select from the dropdown the criteria to conduct the
Search. Choose either Job Center or Case Manager.

e Case Manager or Job Center:

Select from the dropdown the Case Manager name or
Job Center Office number for which the listing is
requested.

ASSET Users’ Guide
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ASSET SYSTEM REPORTS
5-9 EXITED REPORT

FIELD

DESCRIPTION

e Exit Created in

e Program:

Select Current Month, Last Month, or Two Months Ago;
each option gives the worker a different listing of exited
participants.

"Current month" produces a list of participants who
exited one month ago.

"Last Month" produces a list of participants who exited
two months ago.

"Two Months Ago" produces a list of participants who
exited three months ago.

Select the appropriate Program Area to you want to
conduct the search by.

Note: Going to File > Print (Ctrl + P) or clicking on the Print icon will print the listing.

Return to Index — Click Here
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ASSET SYSTEM REPORTS
5-10 CASE MANAGED DOC/CDP

Currently only inmates from Milwaukee, Racine, Kenosha and Waukesha, who initially
participate in an extensive Assessment and Evaluation process at DCI (Dodge Correctional
Institution) and who eventually begin a training program while incarcerated, will qualify for

services.

A registrant who is a DOC/CDP registrant is identified on the Title 3 Wagner Peyser Program
Registration page, as indicated below:

o ASSET

<o [7]-- Caze Management
Manage Custorners

M ahage Employment
Manage Asressments

M anage Employability Plan

Manage Services

M anage Program Exits

M anage Fallow-ups

Manage Cuztormer Motes
- Staff Requests

.. Job Matching

o [ Suztern Reports

. HELP [ASSET System Manual]
- Staff Infarmation

. Staff Search

- wil Job Center Diregter

- Ewit ASSET

Served b@EDP:

Save |

Ewent History |

Title 3

Title 3 Program Information:

Served By MSPW: Yoz * Mo
Served By Veterans: " Yes * Ng
Served by Older Worker, 7 Yes * g
Served by Refugees: " Ye: * Mg
L & Mg

itle 3:
% Title 3 Case

kanager

Change Staff |

I j’

Staff Type:

¥ Office Code; | 1825-Milwaukes DOC Project Holton

W DA 002-Milwaukee County

is is where the case manager staff records the status of their customer at registration.
Individuals who are provided services through the DOC/CDP Project will have a Yes response
to the radio button on this page.

To access this report, open the System Reports by clicking on the plus sign (+) on the ASSET
Menu Tree. Next click on the Case Managed DOC/CDP Report option.
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ASSET SYSTEM REPORTS
5-10 CASE MANAGED DOC/CDP

A page will display that looks like this:

From the drop down Job Center field, select the appropriate Job Center to display the desired
report. A report then appears that lists the Search Results. Included on this report is the
Customer PIN, the Customer Name, (last name, first name), the Service Begin Date, and the

Case Manager name.

Return to Index-Click Here
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ASSET SYSTEMS REPORT
5-11 CASE LOAD REPORT

The Case Load Report was developed as a Case Management tool for ASSET users. To
access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu
Tree. Next, click on Case Load and the page will look like this.

The case load report defaults to the Case Manager logged into ASSET. To obtain a report for
another case manager select the name from the drop down Case Manager field. Next, select
the Program/Program Area to see the number of individuals on the Case Load.

The Search Results provides information about the participants by the Program/Program Area
selected by the case manager. 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

The name of the Case Manager

e Case Manager N/A for this report.

e Program/Program N/A The Program Area from which the
Area individual is receiving services.
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ASSET SYSTEMS REPORT

CASE LOAD REPORT

By clicking on the PIN (underlined and highlighted in blue), the page returned is the Service
Summary Page. It will look like this:

= ASSET

----- = Caze Management

- Manage Custorners

----- M anage 55N Validation

----- i anage Employment

----- Manage Azzessments

----- t anage Employability Plan
----- I anage Programs

----- I anage Services

..... Manage Exits

----- I anage Fallow-ups

----- M anage Customer Motes
..... M anage Alerts

- Staff Requests

----- Job Matching

..... =) Systern Reports

----- Custorner Summary

----- Customer Motes

----- Custorner Ermployment Higtory
----- Weterans

----- Case Managed Veterans
----- Youth Individual Service Strategy
----- Ineligible *outh Farticipants
----- E it " arning

- Exited

----- Caze Managed DOC/CDP

ASSET - Service Summary for Little BoPeep [4072]

Registration Date

Program Information - WiA Title 1 0341342006

Program &rea Eegin Date End Date Staff ID

Adult 0341342006 CwDABARTED

Service Mame frea  Open Date Cloze Date Office  Staff [0
Assizted Job Search & Placement AD 06/30/2006 11/06/2007 0210 DwWDABARTED
Assisted Job Search & Placement AD 0341372008 11/06/2007 0310 DWDABARTED
Career Guidance AD 03413420068 0341342008 0210 DWDABARTED

Add Service |

FProgram Information - WiA Title 3

Registration Date Staff 1D
Wila Title 3 03/13/2006
Service Mame Open Date Cloze Date Office Staff 1D |

Add Service |

Click on the Service Name highlighted and underlined in blue. This action will take you to the
Service Summary page where a case manager can either update/change the service.
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= ASSET
----- - Case Management
b anage Customers
----- kanage S5M Validation
----- tanage Emplayment
----- Manage Assessments
----- tanage Employability Plan
----- Manage Programs
----- tManage Services
..... Manage Exits
b anage Follow-ups
----- kanage Customer Motes
..... Manage Alerts
taff Requests
----- Job Matching
..... =) System Reports

----- Customer Surmary

----- Customer Maotes

Customer Emplayment History

----- ‘Weterans

----- Caze Managed Yeterans

----- outh [ndividual Service Strategy
----- Ineligible v'outh Participants

----- E =it " arning

----- Exited

----- Case Managed DOC/CODP

----- Employment Plan

----- Ul Participant Report

----- Supplemental Data Report

----- Customers without validated S5H

=l

Users’ Guide

ASSET SYSTEMS REPORT

CASE LOAD REPORT

*

*

*

ASSET - Assisted Job Search & Placement Detail

ittle BoPeep (4072)

Save I

Ewent History I

il Title 1
Adult

Program Hame:
Program Area:
Service Information
Service Name: Assisted Job Search & Placement

Service Categony: Core Services Staff Assisted

Open: [One of the following iz required)

Planned Service D ate: Im [rmAdd Appy]  SetAs Today
Actual Service Date: Im [romdd Ap] Set bz Today
Close: [One of the following is required)
Planned Service D ate: IW [romdd Ap] Set bz Today
Actual Service Date: IW [rmmAdd Appy] Set Az Today
Funding Source: [l Title 1B Adult =1
Contract [D: 10-00071 Select Contract 1D |
0ld Contract [D:

Provider Mame: I

Provider T ext: I
Failed to Attend WPRS Orientation

Drate: I [mmAddAypy]  SetAs Today |

‘wieekly Participation Hours:

Location of Service Provision: I

[T 13 (@ trusted sites

Once a participant has been system exited the individual will drop off the Case Load listing.

Return to Index-Click Here
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ASSET SYSTEMS REPORT
5-12 EMPLOYMENT PLAN

The Employment Plan Report is located under the System Reports section of ASSET. To
access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu.
Next click on Employment plan and the page returned will look like this.

-

w Employment Flan
Frint Report

o ASSET Far Mina Katz
- 2 Caze Management Arsset PIN: B2
- Manage Customers Emplayment Plan Date: 4/28/2008

- Manage 55N Yalidation

- Manage Emplayment

- Manage Azsessments

- Manage Employability Plan
- Manage Programs

Case Manager[s]

P mber
[608) 783-5I

E13

Scott Bausch

- Manage Services
- Manage Exits

Goals
- Manage Folow-ups Long Term: Case Manager: Sherri L Durant
- Manage Customer Motes Shart Term: cna
- Manage Alerts Career Goal
.. Staff Requests
. Job Matching

Skills to Develop
- [=]- System Reports

- Custarner Surmary Sl e = = 1§ -
- Custamner Notes Learn ta use Job Met ‘Work Readiness 07/258/2004 03/15/2004 Lynin C 5 chmitt
. Custorner Emploprment History Read at the 10th grade level Basic Educational 031772004 0341742005 Diane L Bartels
- Veterans Complete educational activities Basic Educational 01./18/2005 01/18/2008 Diane L Bartels
- Case Managed Yeterans
- touth Individual Service Stategy Readiness Steps
- Ineligible *routh Participants
- Exit Warning
< Fited —
- E- Caze Management Services/Activities
- Manage Customers Service 1 : Adult Education and Literacy
. Manage Employment Program: WA Title 1 Dizlocated Worker
_ Manage Assessments Caze Manager: Diane L Bartels
. Planned Service Open D ate: 04412/2005
- Manage Employability Flan Actual Service Open Date: 041242005
- Manage Programs Planned Service Closs Date: 04/15/2006
- Manage Services Hoaurs:
- Manage Program Exitz Provider: Ernplavment and Training Associates
- Manage Follow-ups Laocation:
- M anage Cuztomer Motes Comments:

- Staff Requests
-.Job Matching
- =) System Reports

| participated in the development of this plan and agree to do the activities listed. | agree to notify the

- Cugtomer Surmmary — " ; . .o
appropriate case manager if | am unable to attend scheduled appointments or activities. | congent to
- Custormer Motes the dizclazure of thiz information to arganizations azsisting with my training and/or employment search.
- Cugtomer Employment Histe o
- Weterans F'fartlc:lpant D ate:
Signature:
- Cage Managed Yeteranz
- Wouth Individual Service St
. Soft Exit Wwarming | provided an explanation of the conditions and requirements for the activities listed and an opportunity
. ta anzwer participant questions,
- Saft Exited -
| | > Staff Signature: D ate:

The data captured on this report comes from specific areas within Manage Assessments
(Goals), Manage Employability Plan (Skills to Develop, Job Readiness Steps), and Manage
Services (Services/Activities).
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ASSET SYSTEMS REPORT
5-12 EMPLOYMENT PLAN

The ICON on the Manage Assessment page indicates that the responses will populate to the
Employment Plan. At least one Goal must be listed to create the Employment Plan.

Pulling the information from these three areas in ASSET dynamically creates the Employment
Plan. Worker’s can use this report to enter into a contract with their customer. The
Employment Plan can be printed and includes a block for signatures of both the customer and
the case manager. Each should retain a copy of the signed plan for reference.

The Employment Plan is intended to be for the customer, and as such should be updated as
needed. In most instances, an Employment Plan should be reviewed with the customer on a
regular basis, to determine the progress and to add or change the Goals, Skills to Develop,
and/or Job Readiness Steps as appropriate. The appearance of the Employment Plan will
change each time a change is made in ASSET to any of the areas that are drawn together to
create the Employment Plan.

From a monitoring and program operation standpoint, the printed and signed version of the
Employment Plan will be the one that is in effect for the customer.

Return to Index-Click Here
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5-13 Ul PARTICIPANT REPORT

The Ul Participant Report provides project staff (currently only for the DOL Demonstration Grant
sites in Oshkosh and Milwaukee) a listing of the individuals who have been referred by Ul to
ASSET. Itis important for all ASSET Users to note that individuals who have been referred to
ASSET by Ul automatically will have a Manage Customer record created by the Ul Benefit
system information provided on the initial Ul Claim.

The Ul Participant Report is created upon request. To access the report, open System Reports
by clicking on the plus sign (+) on the ASSET Menu Tree. Next, click on the Ul Participant
Report option. This opens an election box that looks like this.

SR e s e e

=
>
-

FrerogeT =

----- M anage Services

- Manage Program Exits

----- M anage Follow-ups

----- M anage Customer Motes
- Staff Hequests

----- Job Matching

..... =1~ System Reports

- Custormer Summary

----- Custormer Motes

----- Customer Employment Histe
- Weterans

----- Caze Managed “eterans
----- Youth Individual Service St
- Saft Exit "W arning

----- Soft Exited

----- Casze Managed DOC/CDP
- Casze Load

----- Emplovrment Plan

— HELP [ASSET Spstern Manual]
----- Staff Information

----- Staff Search

/| Jab Center Directary

|

----- Exit ASSET

enil

o ot ot et o e

ASSET - Ul Participant Report

Group:
* lob Center:

* i o Davz (90 max)

[©]) Search Results:

I Unaszsigned = I

| 0810-D ane County Job Center

30

Subrmit I

The Field Definitions are:

[ || @ Trusted sites

FIELD

DESCRIPTION

e Group:

e Al

e Unassigned

e Assigned

The following are the Group Items to select from:

e Job Center:

Select from the dropdown the Job Center for which the listing is
being requested.

o # of Days:

Select the number of days to conduct the search by.

ASSET Users’ Guide
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5-13 Ul PARTICIPANT REPORT

When a worker clicks on the Submit button the Search Results appear. Data captured on the
report is:

the PIN of the customer (Personal Identification Number),

the Customer Name (as it appears in their Ul benefits claim record),

the Profile percentile assigned by Ul (claimant’s likelihood of exhausting Ul benefits),

the Ul Referred Date (which is always a Saturday), and
the Ul Group information (all will start with “N” — staff must enter a Group Assignment
Code (once it has been determined). Codes include:

e A —Group “A” Assignment

o B - Group “B” Assignment

e S — Similar Service Exempt

e E - Employed

e N - No-Show

o =

i Manage Services

----- M anage Program Exits ASSET - Ul Participant Report

----- M anage Follow-ups

----- Cuztomer Employment Hizte

i Manage Customer Notes Group: I Unassigned = l
----- Staff Requests
_____ Jab Matching * lob Center: | 1530-Richland County Job Center LI
..... [=1- Systern Reports

..... Customer Summary ol btz lﬁ
----- Customner Motes

Submit |

(E 5earch Results:

----- Veterans

----- Cage Managed Yeterans FiM % Marne Prafile: Ul Referred Date Ul Group |
----- Youth Individual Service St

----- Soft Exit \Warming

----- Soft Exited

Note that the Ul Referral Date and Profile percent are display only.

Return to Index-Click Here

ASSET Users’ Guide 5-13 Page 2 07/01/07


http://dwd.wisconsin.gov/asset/manual/pdf/index.pdf

Users’ Guide

ASSET SYSTEM REPORTS
5-14 SUPPLEMENTAL DATA REPORT

The Supplemental Data Report is located under the System Reports section in ASSET. To
access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu.
Next, click on Supplemental Data Report. The page returned will look like this.

This report has the usual search functionality. Staff can sort the report by Customer Name, PIN,
Exit Date or After Exit quarter. The sort is available in either Ascending or Descending order.
The Job Center that should be used in the search is the Job Center listed on the Manage
Programs page. This report is available for WIA Title I, WIA Title 3, and TAA Programs.

When responses have been selected for all the fields, staff has two options to choose from.
The Submit button creates a report of individuals who need to have supplemental employment
data entered into the appropriate Follow-Up Status quarter screens in ASSET.

This report notifies staff when employment information has not been found through the Ul Wage
Record cross match. . The report selects those individuals that have a value of “Necessary” in
the Supplemental Data Status field and a value of “null” or “not verified” in the Supplemental
Data Verification Status field on any of their Follow-Up Status quarter tabs.

Return to Index — Click Here
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ASSET SYSTEMS REPORT
5-15 TAA FINANCIAL PLAN

The TAA Financial Plan is located under the Systems Report section of the ASSET Menu. To
access the plan, open System Reports by clicking on the (+) sign on the ASSET Menu Tree.
Next, click on TAA Financial Plan. The screen returned will look like this.

~
m TAA Financial Statement
& ASSET Far: JOHM FL&SH
. [1]- Case Management Azt PIN: 4
- Manage Customers Financial Statement Date: 11/25/2008
.. Manage Employrment
- Manage Assessme.r?ls Approximate date Unermployment Insurance (1) will exhaust: 01./08/2007
- Manage Employability Plan
.. Manage Programs Approximate date Basic Trade Readjustment Allowance [TRA) will exhaust: 07082007
... Manage Services . - .
. Approvimate date additional TRA will exhaust: 07/08/2007
- Manage Exits
M anage Fallow-ups
- Manage Customer Motes Financial resources available:
- Manage Alerts .
.. Staff Pequests Spousal or family support Yes
- Job Matching Perzonal resources, savings, etc. ez
- [F]- System Reports
. Customer Summary Pell Grant, scholarships or other educational financial aid: Yes
- Customer Motes
- Custamer Employment History E ducational financial aid deseription adfa
- Welerans
Case Managed Veterans Income from emplayment Yes
- "Vouth Individual Service Strategy
. . Income from other financial resources: Yes
- Ineligible Y'outh Participants
- Exit Warning Other financial rezources: dafa
.. Exited
.. Case Managed DOC/COP Comments: Ma Camments
- Case Load
.. Emplayrment Plan
- Ul Paticipant Report | understand that should | fall to complete the proposed taining without good cause, there is a potential overpayment of training funds and | may be
- Supplemental Data Feport responsible for repayment of those funds.
T4 Financial Plan v w

The data aptured on the report comes from specific areas of the TAA Financial tab located on
the TAA Program Registration screen in ASSET. The information from this tab in ASSET
dynamically creates the TAA Financial Plan.

The TAA Financial Plan can be printed and includes an area for signature and date for both the
Participant and Staff. Each should retain a copy of the signed plan for reference.

The TAA Financial Plan is intended to be for the participant, and as such should be updated as
needed. In most instances, a TAA Financial Plan should be reviewed with the customer on a
regular basis to determine the progress and to add or change information as appropriate. The
appearance of the TAA Financial Plan will change each time a change is made and saved in
ASSET to any of the areas that are used to create the TAA Financial Plan.

From a monitoring and program operation standpoint, the printed and signed version of the TAA
Financial Plan will be the one that is in effect for the customer.

Return to Index click here
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WORKSHOP ROSTER REPORT

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

= ASSET

- (= Case Management
Manage Customers

. Manage Erployment
Manage Assessments
Maniage Emplopabiity Plar

... Manage Programs
Manage Semvices

.. Manage Exits
Manage Folow-ups

- Manage Customer Notes
Manage Alerts

« Gtaff Requests

Job Matching

= System Reports
Custamer Summary
Customer Motes

... Customer Emplopment History
Watarans

- Case Managed Yeterans
“Youth Individual Service Stategy

- Ingligible v outh Participants
Exit Warning

- Exited
Case Managed DOC/COP
Case Load

... Emplopment Flan
Ul Participant Report

... Supplemental Data Report
T Financial Plan

* Warkshap Type:

Ayailabilin:
Site Office:

Workshop Postings
Office
05144 TC Watertown Campus
D514MATC Watertown Campus
05144 TC Watertown Campus
05144 TC Watertown Campus
051444 TC Watertown Campus
D514 M4 TC Watertown Campus
0514-MATC W atertown Campus
051414 TC Watertown Campus
D514MATC Watertown Campus
051444 TC Watertown Campus
Page 1[2][3]

Counseling 101 B
Open =

[ 0514 MATC \watertonn Campus

Location

1300°%. Main St W atertovn /] 53038
1300°%7, Main St v atertowr ] 53098
1300°%/, Main St v atertown ] H3098
1300 Main St \Watertown /1 G3038
1300°%. Main St W atertowr ] 53038
1300°%7, Main St v atertowr ] 53098
1300 Main St Watertown W1 63098
1300°%. Main St W atertovn /] 53038
1300°%7, Main St v atertowr ] 53098
1300°%7, Main St Y atertown ] H3098

I~ |

Start Date/Time

07/20/2011 12:00 P
01/01/2010 02:00 P
01/01/2010 01:00 P
01/01/2010 12:00 P
03/30/2003 12:25 P
08/25/2003 02:00 Pt
08/25/2008 02:00 PM
08/25/2003 02:00 P
08/25/2009 12:20 PM
08/25/2009 12:00 Pt

Total Seats

chosen. Click on the Search button and the paie displazed will look like this one.
u:‘) Eal ASSET - Workshop Roster Search

Search

Seals Available fwalabilty  Aclive
Open Ves
n Open Yes
n Open Yes
1 Open Ves
1 Open Yes
n Open Yes
10 Open Yes
] Open Ves
n Open Yes
10 Open Yes

22 rawls) found

ﬁfﬁ
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ASSET SYSTEMS REPORT

WORKSHOP ROSTER REPORT

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
o Office Site N/A Office Number and Site Name
e Location N/A Address of Workshop

e Start Date/Time

Date and Time of Workshop

e Total Seats

Number of Attendees

e Seats Available

Number of Seats Available for
scheduling

o Availability

Options include:
e Al
e Open
e Full

Active

Status of Workshop
Active/lnactive

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.

ASSET Users’ Guide
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ASSET SYSTEMS REPORT

WORKSHOP ROSTER REPORT

m I SSET - Workshop Roster
ot ASSET Workshap Information:
57 Cose Management Vel Er
Manage Customers e 12:25 P
-~ Manage Employment End Time: 1230 PM
Manage Assessments Site Difice: 0514 MATC Watertown Campus
Manage Employabilty Plsn Site Address: 1300 W, Main St Weatertonn '] 53038
- Hanage Programs Site Detals: Yerify that offises listed in *Site Offics’ are: in 30 miles distance of the case manager wha is schecuiing this workshop posting service Verify that
Manage Services offices listed in “Site Dffice” are in 30 miles200
Manage Esits Availabilit:
- Manage Follawups AL
FIES Seats Avaliable 1
Manags Customer otes MonES Seats Availabls 0
Manage Alerts Cantact Kemaragii, Neeraia
- Staff Reauests
JobMatohing @ Raster
= Spstem Reports
. Custormer Summay Present PN B Laome Fitst Mame M Residence City Phone Nurber BES
Customer Notes r 6262 ALLEN KRESTEN D BELOIT (608] 3681673 Yes
Custorner Emplayrert History [ E262 ALLEN KRESTEN D BELOIT (608) 266-1673 Yes
- Velerans - E253 KERTTULA JILL A BLUE MOUNDS (608) 437-7481 Yes
Case Mansged Veterans -
Vaulh Individual Service Stateay 8253 KERTTULA JLL 4 BLUE MOUNDS (B08] 437-7481 Yes
-~ Ineligible Youth Participants r 6257 ¥ [Confidential] RESAssethIK madison [Confidertial] No
Exit W/ arming | r £259 Komaragit AESAssethlIM rhadisorn Mo
Exted
o Managed DOCACDP r 6245 LEWELLYN DARYN L EDGERTOM (608] 8943916 Yes
Case Load r 6245 LEWELLYN DARYN L EDGERTON (508] 8343816 Yes
- Employmert Plan i 6247 SIEFKEN JEFFERY 5 EDGERTON (B0B] 5340046 Yes
E‘ FT“C‘W”“ ;eun:‘ - 6250 SULLIVAN RONNIE J LANCASTER (608 776-0372 Yes
upplemental Data Report
r 5250 SULLIVAN RONNIE J LAWCASTER (608) 7780372 Yes
- T4 Financial Plan
= 1 ol found =]

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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SUO

= ASSET
----- - Case Management
b anage Customers
----- kanage S5M Validation
----- tanage Emplayment
----- Manage Assessments
----- tanage Employability Plan
----- Manage Programs
----- tManage Services
..... Manage Exits
b anage Follow-ups
----- kanage Customer Motes
..... Manage Alerts
taff Requests
----- Job Matching
..... =) System Reports

----- Customer Surmary

----- Customer Maotes

Customer Emplayment History

----- ‘Weterans

----- Caze Managed Yeterans

----- outh [ndividual Service Strategy
----- Ineligible v'outh Participants

----- E =it " arning

----- Exited

----- Case Managed DOC/CODP

----- Employment Plan

----- Ul Participant Report

----- Supplemental Data Report

----- Customers without validated S5H

=l

*

*

*

ASSET - Assisted Job Search & Placement Detail

Program Hame:
Program Area:

Service Information
Service Name:

Service Categony:

Users’ Guide

ASSET SYSTEMS REPORT
WORKSHOP ROSTER REPORT

Save I

Ewent History I

il Title 1
Adult

Assisted Job Search & Placement
Core Services Staff Assisted

Open: [One of the following iz required)

Planned Service D ate:

Actual Service Date:

IDB.-"3D.-"2DUB [romdd A]
06/30/2006  [mmsdd ]

Close: [One of the following is required)

Flanned Service Date:
Actual Service Date:
Funding 5 ource:
Contract [0
0ld Contract [D:
Provider Mame:

Provider Text:

Failed to Attend WPRS Orientation

Drate:

‘wieekly Participation Hours:

Location of Service Provision:

IDB.-"3D.-"ZDD? [rornAdd Auyy]
110642007 [mmdddpypy]

ittle BoPeep (4072)

Set Az Today

Set bz Today

Set bz Today

Set Az Today

[l Title 1B Adult

10-00071

Select Contract 1D |

| [ dd ] SetAs Today |

—

[T 13 (@ trusted sites

Once a participant has been system exited the individual will drop off the Roster listing.

Return to Index-Click Here
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ASSET SYSTEM REPORTS
5-17 TAA WAIVER DEADLINE REPORT

The TAA Waiver Deadline Report was created as a tool for TAA staff to view a listing
of customer’s with a Waiver Deadline. To access the report, open Systems Report by
clicking on the plus sign (+) from the ASSET menu. Next, click on the TAA Waiver
Deadline Report. The page returned looks like this.

To obtain data for the report begin by selecting either 30 or 60 days from the Due Days
drop down field to begin your Search. Next select the Job Center and Case Manager as
additional criteria (filter) for the appropriate area and staff and click the Submit button.

If there are Waiver's due the page displayed looks like this.

The Search Results returned has the following columns and information
e PIN=Customer ID

Name= Name of Customer,

Address= Residence of Customer,

Petition Number=Taken from Program Registration

Waiver Deadline-Due Date

Application Date= TAA Application Date

ASSET System Reports 5-17-11/20/2009
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ASSET SYSTEM REPORTS
5-17 TAA WAIVER DEADLINE REPORT

The report data is calculated for each of the Due Days with the following requirements:
-Displays TAA participants with petition #s that is => 70000 and meets the following
conditions:

Current requirements:

1.) Do not have an actual start date of a Training Service

2.) Do no have a “Training Waiver Review Service.”

3.) Current date is within 30 days of waiver deadline (Certification date plus 26 weeks Or
Most Recent Date of Separation plus 26 weeks which is the later).

Previous Requirements:
-Displays TAA participant with Petition numbers that are < than 70000 and meet the
following conditions:

1.) Do not have an actual start date

2.) Do not have a “Training Waiver Review” service

3.) Current Date is within 30 days of waiver deadline (Certification date plus 8 weeks
Or Most Recent Date of Separation plus 16 weeks, whichever is the latter.

To verify the Waiver Deadline Date, click on the PIN. This will re-direct staff to the
General Program Summary page for TAA in ASSET. The date you will need to verify is
located on the TAA tab, and will be either the Date of Determination or Most Recent
Qualifying Separation Date.

Return to Index
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ASSET Users’ Guide

ASSET SYSTEM REPORTS

LITERACY/NUMERACY WARNING REPORT_

The Literacy/Numeracy Warning Report can be accessed by clicking on the (+) sign
under System Reports, on the ASSET Menu tree. Click on the plus sign and the menu
expands. Next, click on the menu item called Literacy/Numeracy Warning Report. The

page updates and will look like the one in the example below.

Staff can conduct searches by WDA, Job Center, or Case Manager, by selecting the
time frame of 1, 2, 3, or 6 months, which is prior to the applicable anniversary of the
Date of First Youth Service, or the Planned Exit Date, whichever is first. Select the
appropriate criteria, and then click on the Submit button.

Individuals that appear on the list are those included in the measure, and who don't have
Pre-Tests for both Reading and Mathematics and/or they do not have a Post-Test in the
applicable Post-Test Year that has an increase in at least one EFL in either Reading or
Mathematics.

The Search Results include:

PIN

Customer Name

Youth Service
Anniversary/Planned
Exit Date

Job Center

Case Manager

5-18 Page 1, August 13, 2010
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ASSET SYSTEM REPORTS

5-18 LITERACY/NUMERACY WARNING REPORT_

ASSET Participant ID Located on Manage Area where services Staff who are case
Identifier Exits are provided managing the
participant

Workers have the option of clicking on the PIN (highlighted and underlined in blue) for
any individual shown on the list to go directly to that person’s Assessment Summary
page in ASSET. It looks like this:

Staff should click on the Test Category Link, located under the Test Scores-
Literacy/Numeracy to access the participant Youth Test Score page to make updates.

ievisany =
ASSET - Youth Test Scores for HOLDEN. KIMBERLY [1075554)]

- =1 Gustem Reports
« Customer Summary

- Customer Notes Save Delete |
Customer Employment History Event History |

eterans
Case Managed Veterans

Youth Individual Service Strategy General Program Information
Ingligible Vouth Patticipants Date of First Youth Service: 0270172010
~ Exit W arning
. Evited Gonoral Youth Test Scare Information
... Case Managed DOC/COR D T Ertneam [eee =]
Case Load
Emplapment Plan Pre-Test Post-Test ‘ Post-Test ‘ Post-Test Year | Post-Test | Post-Test
Ul Participant Repart Overview Year One Year Two Three Year Four Year Five
Supplemental Data Report
TaA Financial Plan ¥ Functional Area i1
- Workshop Raster ¥ pssessment Toal [TagE7-8, 910 =
*  Functional Area: IREading -
Staff Information ¥ Bemm Iss2_me
Staff Search *  Date Administered: IDS/‘I 142009 [mm/ddApum] Setds Today
:\QHJ:‘SSF::@ Direstery ¥ Grade Equivalent: [E6 s
- [ Posting Tools Educational Functioning Level High iate Basic E. i ESL
< ] dadmministration T ools L
- M Funchinnal Area #2

Staff should periodically run this report as it updates daily.

Return to Index
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ASSET SYSTEMS REPORT
5-19 TAA WORK AUTHORIZATION EXPIRED

The TAA Work Authorization Expired report provides TAA staff the ability to view a list of
customers who are not U.S. citizens, have an open TAA service and who are either no
longer eligible to work or will become ineligible to work within a selected timeframe.

The report is accessed under the System Reports left navigation menu in ASSET. Click on
the plus (+) sign next to System Reports. Then click on TAA Work Authorization Expired.

M anage &lerts
- Staff Requests ASSET - TAA Applicants with Work Authorization Expired Report
... Jab Matching
. E- System Reparts ‘whork Autharization: 30 Days
... Customer Summary Office Code: 0000-Central Office - GEF 1
... Customer Nates Case Manager. Thompson, Andrea
.. Cugtarner Employment Histary

- Weterans

... Caze Managedeterans

-~ “Youth Individual Service Strategy
- Ineligible *outh Participants

... Enit W arning

- Exited

... Case Managed DOC/CDP

.. Casze Load

.. Employment Plan |
. Ul Participant Feport

.. Supplemental Data Report

- TAA W aiver Deadline Report |
.. Literacy/Mumeracy Warning Feport

- Workshop Roster

.. HELP [ASSET Sypstem Manual)

- Staff Infomation

- Staff Search

.. Wil Job Center Directary

- Ext ASSET

.. @] Posting Tools

o [ Admirigtration Toolz

To generate a report with data first select the work authorization status, either 30, 60 or 90 days
until expiration, expiration past due, or no expiration date. Next, select the Office Code and
Case Manager as additional search criteria and click the Submit button.
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5-19 TAA WORK AUTHORIZATION EXPIRED

FIELD DEFINITIONS

FIELD FIELD DEFINTIONS

The work authorization status:
¢ 30 Days (until the expiration date)
¢ 60 Days (until the expiration date)
e Work Authorization

e 90 Days (until the expiration date)

e Past Due (date has already expired)

e No Date
e Office Code The TAA program office code.
e Case Manager The TAA program case manager.

ASSET Users’ Guide 5-19 Page 2 04/06/2011
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ASSET SYSTEMS REPORT
5-19 TAA WORK AUTHORIZATION EXPIRED

If there are customers who meet the search criteria selected (i.e. whose work authorization has
already expired or will expire within the selected time frame based on the office code and case
manager selected), a list of those customers will display.

Manage Alerts
- Staff Requests ASSET - TAA Applicants with Work Authorization Expired Beport
.. Job Matching
. 5 Systemn Feports ‘Wwiork Authorization: 60 Days
..... Customer Summary Office Code: 0000-Central Office - GEF 1
..... Cuztomer Mates Case Manager. Thompson, Andrea
----- Customer Employment History
..... ‘Yeterans [@ Search Results:
----- Caze Managed Veterans PIN MHame % Address Phone ‘“Work Auth Expr Days
----- “Youth Individual Service Strategy Number Date Due
Insligible Youth Participants Fard Gallik, Holly 1674 Egleston Street, Madizon, W1, 53711 05/15/2011 38
TR Kunkel, K.arl 1508 Waverly Place, Oregon, W, 53575 04,/30/2011 23
----- Exit W arning Page 1
""" Exited 2 row(z]) found.
----- Case Managed DOC/CDP
----- Casze Load

----- Employrment Flan ‘

----- Ul Participant FReport

----- Supplemental Data Repart

----- T Financial Plan

..... T: withorizatio Js]li=])

----- Tas W aiver Deadline Fepart ‘
Literacy/Mumeracy “aming Repart

..... Workshop Roster

.. HELP [ASSET Systern Manual]

- Staff Information

- Staff Search

- WlJob Center Directory

- Exit 855ET

[ Posting Tools

oo [ Administration Tooks

The Search Results include the following columns and information:

PIN = Customer ID

Name = Customer Name

Address = Customer’s Address of Residence

Phone Number = Customer’s Phone Number, if provided

Work Authorization Expiration Date = Date on which the Work Authorization expired or
will expire, if applicable

e Days Due = Number of Days remaining until the work authorization expires, if applicable

ASSET Users’ Guide 5-19 Page 3 04/06/2011
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ASSET SYSTEMS REPORT
5-19 TAA WORK AUTHORIZATION EXPIRED

In order for a customer to display on the report, the customer must:

¢ Have an open episode (i.e. have no exit date).
e Have a TAA registration.
e Not be a U.S. Citizen and (one of the following):
0 Not legally authorized to work
0 Legally authorized to work, but has an expired work authorization date or a work
authorization date that will expire in the amount of time specified in the search
criteria (30, 60 or 90 days).

If an Office Code is specified as a search criterion, the selection must match the TAA program
office code. If a Case Manager is specified as a search criterion, the selection must match the
TAA program case manager.

“Past Due” should selected as the work authorization status when conducting a search if case
managers wish to find those customers whose work authorization expiration date has already
passed. Case managers can select “No Date” to include any customers for whom no work
authorization expiration date has been specified.

To verify the Work Authorization Expiration status, click on the PIN for the desired customer in

the search results list. This will access the General Program Summary page for TAA in ASSET.
The Work Authorization Expiration Date is located at the bottom of the TAA tab.

Return to Index — Click here
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