Services Provided Individual Report — by Provider

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page

My Reports
Summary Reports
Detailed Reports

Custom Reports

Ad-Hoc Query Wizard

Federal Reports

Live Data

Then click on Detailed Reports

B Quick Search
B My Staff Workspace

My Staff Dashboard
My Staff Resources
My Staff Account

Directory of Services

B Services for Workforce
Staff

Manage Individuals
Manage Employers
Manage Résumés
Manage Job Orders
Manage Labor Exchange
Manage Activities

Manage Providers

MeJors

My Reports
Select this option to display specific reports that you have previously
saved.

Detailed Reports
Select this option to view reports outlining specific information in the
system by a variety of parameters and filters.

Ad-Hoc Query Wizard
Select this option to create your own queries and output from the
database.

Live Data

Select this option to view live data.

Please select from the Reports options listed below.

Summary Reports
Select this option te view executive summary reports and dashboards
summarizing key information.

Custom Reports
Select this option to view reports developed for specific states.

Federal Reports
Select this option to run specific federal reports.

Scroll down the Detailed Reports page until you see Services Reports and Click on Services Provided

Individuals

Services Reports

Services Provided Employer

Display Service Provided Employer Reports

Services Provided Individuals —

Display Services Provided Individuals Reports




Click on by Provider under the Service section

Local:
TAdvanced
« List + Registered Users Past Due
Service:
TAgdvanced
» List + by Access Location

by Activity Completion Status

by Education Level

+ by County

+ by Enrollment Characteristics

» by Ethnicity + by Gender

* by Grant + by Individual

« by M5FW Status + by Office

= by Provider + by Race

* by Region/LWIA * by Service Assistance Type

by Service Status
by Staff Assigned
by Staff Reported

+ by Services
+ by Staff Edit
» by Work Status

= by Zip Code
T Basic
- by Age « by Disability Status

by Disabled Veteran Status

by Potential Eligibility for Veteran Benefits

by Weteran Campaign Status

» by Discharge Status
» by Selective Service
+ by Veteran Status

Select SNAP E&T from the drop down list under Program

Selection Criteria
Program

U ——

Program: SMAP Employment and T

Customer Group:

SNAPEand T



You may select the region from the list, (Note: if your agency operates in more than 1 region you will
need to select all the appropriate regions.) For the purpose of this tutorial we will not select a region.

Region/LWDEB ® o] O
Status: Active Inactive All

Region/L\WDE:

(Press Ctl to select Central Region ~

wltisle items) East Jackson County v
lefferson/Franklin Consartium

Office Status: ® pctive O Inactive O an

Office Location: MNone Selected

You may choose to pull this report by the staff member who is assigned to the case or by the staff that
created the case. For the purpose of this tutorial we will not enter staff information.

—

Staff Position Status: ®
Active Inactive All

Pasition: None Selected
Staff
LVER [WWS)
DVOP (VESS)
Status: ® active O Inactive O Al
Search By: ® LastName O FirstName O UserName
Staff: Mone Selected

Add Remaove
Staff Crested: —
staff position Status: ® O O
Active  Inactive Al
Position: None Selected
Staff
LVER (WWS)
DVOP (VESS)
Search Status: ® Active O Inactive O Al
Search By: ® LastName O FirstName (O UserName
staff: [None Selected
Staff Selected:
Add Remove



Scroll down to the Date parameters and enter the appropriate dates, for this tutorial we will select the
last quarter of this calendar year. Click Run Report

Note: you can filter by create date, actual begin date, last edit date or actual end date.

DateFter: T —

Date Range: 4th Qtr This Calendar Year ﬂ _
From: 10/01/2018 (MM/DD/YYYY)

To: 121312018 (MM/DD/YYYY)

Reset Dates

The date ranga selection of “Todzy” will retrieve real time data,

Otherwise, dztz may be up 10 24 hours behing.

Run Report

The Services Provided Individual — Provider report appears, use the arrow keys to go through the list to
find your agency.

Services Provided Individuals Reports - by Provider

Staff Email h I:"t')":l
14 4 |1—Df3@>u ¢ 0% <] - &
Services Provided Individuals - Provider
- Program: SNAP Employment and Training
- Veteran Information From: Both
- Date Field: Create Date
- Start Date: 10/1/2018
- End Date: 12/31/2018
Provider Distinct Users Total Services % of Total
Hillyard Technical Center 1 1 0.03%
Metropolitan Community College 3 123 372%
Rolla Technical Institute / Center 1 1 0.03 %
Columbia Caollege. Jefferson City 1 1 0.03 %
East Central College 1 1 0.03 %
Jefierson College T 3z 0.97 %
Metro Business College, Jefferson City 1 11 0.33%
Mineral Area College. Park Hills 10 7 112 %
Missouri Welding Insfitute. Inc. 4 4 0.12%
Moberly Area Community College. Moberly 3 4 012%
Ozarks Technical Community College 14 69 208%
State Fair Community College. Sedalia ] 0.18%
Three Rivers College, Poplar Bluff 1 0.03 %
The Daruby School. St. Louis 4 4 0.12 %
C1 Truck Driver Training-Strafford 4 4 012%




Click on the link with your agency’s name

M 4z of3 b M @ [loo% [~ - &

-
-

Provider

J. Larae' Academy OF Beauty Art, Lic

Tdda, Lle Dibfa Truck Dynasty Driving Academy

COMNVERSION LWIA 01

CONVERSION LWIA 02

COMNVERSION LWIA 04
CONVERSION LWIA 06

CONVERSION LWIA 07

CONVERSION LWIA 09

CONVERSION LWIA 10

CONVERSION LWIA 11
CONVERSION LWIA 13

CONVERSION LWIA 14

CONVERSION LWIA 15

Conversion Provider

Ceniral Region Workforce Investment Board
MERS GOODWILL INDUSTRIES

ity of Springfield
Communi
MNortheast Community Acfion Corporation

Action Partnership of St Joseph

RESCARE

Delta Area Economic Opportunity Corporation

South Central Missouri Community Action
Agency

Economic Security Corporation of the Southwest
Area

West Central Missouri Community Acfion Agency

4k

Distinct Users

-
-

Total Services

20
a4
0
15
40

170
59
29
74
18

322

250
154

14

20

10

44

12

-
-

% of Total
0.03 %
0.21%
0.60 %
254 %
0.81%
0.45 %
121%
5.14%
178%
0.35 %
224%
0.54 %
0.21%
973 %
013 %

16.62 %
465 %
0.09 %
0.42%
0.03 %
1.51%
0.30 %

1.33%

0.36 %




The report for your agency will appear.

Staff Email Search

M4 of1 I 0l & [100% ﬂuﬂ;"ﬁc‘ﬁ

Services Provided Individuals - List Report

- Program: SNAP Employment and Training
- Veteran Information From: Both
- Date Field: Create Date
- Start Date: 10/1/2018
- End Date: 1213112018

Office of City, State, Completion Actual Projected | Actual End | Pro
UserName State ID | Region [ LWIA Office Responsibility FirstName | Last Name Country Service Status Provider | Staff Created | Create Date | Begin Date | Begin Date Date En
215243 13026298 Northeast Region | FSD Partner Northeast HANNIBAL JOB CENTER, PARIS, MO US 510 - SkilUP TANF Successful Northeast 121212018 12122018 12122018 121212018 12112
Completion Community
Action
Corporatien
215243 13026298 Northeast Region | FSD Partner Northeast HANNIBAL JOB CENTER, PARIS, MO US 213 - Comprehensive Successful Northeast 121212018 12122018 12122018 121212018 12112
Assessment Completion Community
Action
Corporation
215243 13026298 Northeast Region | FSD Partner Northeast HANNIBAL JOB CENTER, PARIS, MO US 205 - Develop Service Successful Northeast 121212018 12122018 12122018 121212018 12112
Sirategies (IEPASS/EDP} Completion Community
Action
Corporation
215248 13026298 Northeast Region | FSD Partner Northeast HANMIBAL JOB CENTER, PARIS, MO US 101 - Orientation Successful Northeast 12122018 120122018 120122018 1211212018 12112
Completion Community
Action
Corporation
215248 13026298 Northeast Region | FSD Partner Northeast HANNIBAL JOB CENTER, PARIS, MO US 107 - Provision Of Labor | Successful Northeast 121212018 120122018 120122018 121122018 12112
Market Research Completion Community
To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon
Staff Email Search
o =
4 4 of1 P Pl 4 |100% v H &
Click on Excel
o £ *
1 4 of1 I Pkl <4 |100% v H - &
XML file with report data
C5V (comma delimited)
: PDF
MHTML (web archive) o
Excel —
Word
ry e e Y e
Select Open to view the spreadsheet or Save to save the spreadsheet
Do you want to open or save List.xlsx from app-jobs.mo.gov? Open Save |¥ Cancel




View Case Load by Case Manager

Click on Manage Case Assignment in the left navigation bar

] Services for Workforce

Manage Individuals
Manage Employers
Manage Résumés
Manage Job Orders
Manage Labor Exchange
Manage Activities
Manage Providers
Manage Case Assignment
Manage Funds

Manage Follow-Up

Then Click on Individual Case Assignment

Please select from the Manage Case Assignment options listed below.

Individual Case Assignment Employer Case Assignment

Select this option to manage individual case assignments. Select this option to manage employer case assignments.

Then Click on View Case Load

MGJO Please select from the Individual Case Assignment options listed below.

Manage Groups Staff Group Assignment

Select this option to create, edit, or delete groups. Select this option to assign staff members to case management groups.
Individual Assignment Individual Case Un-Assign

Select this option to assign individual(s) to a primary case manager or to a case Select this option to remove one staff member's assigned cases.

management group.

Temporary Assignment Case Re-assignment
Select this option to temporarily assign one staff member's cases to another staff Select this optien to re-assign ene staff member's cases to another staff member.
member.

roup Re-asignment View Case Load —
Select this option to move cases from one group to another. Select this option Yo view the case load for a staff member or group.

Case Assignment History
View Case Assignment History.



Select your agency from the Group Name list and select the appropriate region from the list, then click
Filter. Note: if your agency works in multiple regions, you will need to run the report for each region.

[=I Hide Filter Criteria

Filter Criteria

Select a Group Name: ﬂ _
Cases Displayed: ® All © Only Active

Display: ® All O Yours

Show only closed never enrolled ® No, show all O Yes, only closed never enrolled

applications:

Show Staff As: ® All © Active O Inactive

* LWIA Region: None Selected v _

A list of staff will appear under the Filter Criteria section, then you will click on the staff name

Closed Cases Follow-up Cases  Total Current Cases Completed Follow- Temporary Apps Closed Never Active Staff
up Cases Assignments Enrolled

e 2 o o 2 o o ] Yes
s Q o o] 0 ] 0 4] Yes

2 o o 2 ] 0 o] Yes
sa 1 o 0 1 0 o 0 Yes

A Results View will appear with the participants that have been assigned to that case manager.

Results View: Summary | Detailed
To sort on any column, click a column title.

Case Manager Program Exit Date 4th Quarter Followup Date State ID




