
 

Completing an 
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1. Locate and open the Job 
Seeker record. 
 

The Assessment 
 

2. Click on the Assessment speed 

button .  
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NOTE: Once you click on the 
Assessment button, a pop-up box may 
appear, asking you to assign a Primary 
Employment Counselor.  
 
 

3. If you are going to be the 
Primary Counselor working 
with this individual, click 
“YES” on the popup. This 
example already has a 
primary counselor so the 
popup is bypassed. 

4. Some of the information on the 
Assessment comes from the 
customer’s record. 
(Employment History) 

5. Read through the Assessment 
questions on the 
Employment tab and answer 
appropriately. This is where a 
“picture” of the customer 
begins being built.  
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6. Once all pertinent questions 
have been answered click the 
Education tab 
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7. The School information comes 
over from the customers 
record 

8. Read through the Assessment 
questions on the Education 
tab and answer appropriately 

9. Employment Skills is a List of 
Values (LOV) To access the 
list double click in the field. 

10. Double click on a skill to move 
to the right side of the LOV 
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11. Financial Aid button-Links to 
the FAFSA site for the 
customer to apply for a PELL 
Grant and/or student loans. 

12. The License/Certificate field is 
a List of Values field (LOV). 
Double-click to being up the 
(LOV) 

13. Choose the 
License/Certificate  the 
customer possesses 

14. Click Ok button 
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NOTICE: All fields were not 
completed. Not all fields apply to every 
customer. 

 
 
 
 
 
 
 
 
 

15. Once all pertinent questions 
have been answered click the 
Support System  tab 
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16. Read through the Assessment 
questions on the Support 
System tab and answer 
appropriately 
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17. What keeps you from 
owning? This relates to 
transportation. Clicking on 
the button provides options as 
to why the customer does not 
have transportation.  

18. Once all pertinent questions 
have been answered click the 
Financial Needs  tab 
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19. Enter Assessment Month & 
Year 

20. Double-click in Resource 
Type field 

21. Choose Resource Type 
22. Click OK button 

Repeat Step 20-22 for each Resource 
Type. 

23. Enter a Description for 
Resource Type 

24. Enter Amount of Resource 
Type 
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25. Toolbox calculates Total 
Monthly Resources 

26. Double-click in Expenditure 
Type field 

27. Choose Expenditure Type 
28. Click OK button 

 
Repeat Step 26-28 for each 
Expenditure Type. 
 

29. Enter a Description for 
Resource Type 

30. Enter Amount of Resource 
Type 
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31. Toolbox calculates Total 
Monthly Expenditures 

32. Toolbox provides the 
Assessment Month Net 
Difference 

33. Click Save button  
 
 

Remember: Not every field is needed 
for every customer. The assessment 
helps identify some of the barriers the 
customer has when it comes to 
employment. Completing the 
assessment provides a countable 9002 
Seeker service 
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34. Completing the Assessment 
provides a countable 9002 
Seeker service 
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