MISSOURI

Completing an
Assessment



1. Locate and open the Job
Seeker record.

The Assessment

2. Click on the Assessment speed

button v )

| £ Toolbox 2 (Test) Powered by Oracle11g - Seeker EI@
File Edit Mavigation Options Ultility MO Utility Window Help
+ q.
PORBRASOMEIVABS VM R BECHS P > m
*@Seeker Screen - | AM A EXAMPLE |lI(#5--3144) | EDWARD GREEMNSLIT (573)522-3017
Find Seeker Seeker Info lDes.lu-b Trtle] Edu/Cert l Work Histﬂ-ryl Referrals l Care Enroll ] Other l Scratch Padl SV Referrall Adv. Query
[ Name and Address Information Mailing Address: Street Address:
i AM & [ExampLE 1 123 MAIN |
Phone Numbers | |
Home:| Celt| [JEFFERSON CITY Imc [ss101 | B
Wurk:| {Jther:| Bad Address]  Homeless| Email |
r— Personal Information — Seeker Status
Date of Birth:| 12/01/1995 Agﬂ; [+ Searchable Status Date Last Update Workkeys ID:
M [ Deceased Emp Exchangeactive | 09/25/14] 09/25/114
Gender:| I [ Share resume Case Management:{Inactive Next Appt: Time:
— “eteran Information Ul Ben Year Beg Dt Inactive | | Next Tazk:
Vet Status:|N - None ~ | Transiion: - Dislocated Date: [ EB
Actual Enroliments Possible Enrollments
[ Recently Separated Served From|_ServedTo |  ||Job Contacts]
[ Served in Campaign | “| (lpp ID{3123838529
[ Print on Summary (Resume) | | . DCN:
[ Service Ended by Disabilility | "1\ ITrainee ID#
[ Spouse of Deployed Guard/Reserve or spouse deployment | [—_Services Provided
ended within the past year Date Type of Service Employment Counselor .
Branch:| > |'{| |07/11114]IobsMoGov Self Job search Counselor Web -
Have you attended a TAP workshop Show Me HerulT 0711114 |Job Referral Counselor Web
in the past 36 months? g - . 07/03/14|Job Referral Counselor Web
Status Verified | 07/02114 | JobsMoGov Self Job search Counselor Web -
Source: [Counselor Web [ Partial Seeker
|— Restch:ted ||_ 55N Discrepancy @ Wigh Info [‘j? Save | 3 Cancel
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NOTE: Once you click on the
Assessme nt 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.

P

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Assessi

5

File Edit Mavigation Options Utility MO Utility

POBBRLAOM Ef RGN GRS 4 »
@MS essment - | AM A EXAMPLE IlI(&H-H-3144) | EDWARD GREENSLIT (573)522-3017
Employment ‘ Education l Support System l Financial Needs l Basic Skills Tests l
Assessment Date: |08/25/14 | Last Update Date: — Job Seeking Skills
— Employment History Do you have a resume?, j |
| Employer I 'rty | St | = add Which methods worked best for yuu?l
= [elete Describe your typical interview |
#Ii Do you need help preparing for interviews? |
Job Title:| Counter Worker . .
Start Date.|D1.l'D1.-'1 3 EndDate:] I—lmntnszl_ [
Per:| | Salary:| ﬂ Hrs. Wk-il_ Were you able to get to work on time? | =l
Job Description:|Serve customers in eating places that specialize in fast Did you work most scheduled work hours?| ﬂl

service and inexpensive carry-out food.

A ek m e ek Emmm b ol

+

Currently Working: «|  When are you able to work: B3
||

- ebmm—m -

Looking for wcrrk:|

Type of work: |
Longest Worked Employer: Why Left]
Applied and Not Hired: | ||

Describe your working relationship with yvour co-workers/supervisor

What type of jobs have you liked in the past and what are you interested in?

Describe what you liked most about your last job

Describe what you liked least about your last job

Can't Look/Accept Job: |

Quit or Fired Reason:

LM vs. Potential Earnings:

| LM

.;E} Print ks, Azsessment

‘ 3 Cancel |

@ Save
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6. Once all pertinent questions
have been answered click the
Education tab

| £:| Toolbox 2 (Test) Po Oracle1lg - Assessment

File Edit Mavigation

POBBR

(A Assessment - | AM A EXAMPLE lll(#ese-3144) |

s Utility MO Utility Window Help

Employment l Education

Assessment Date: LastUpdate Date:| |

— Employment History
| Employer = Add
Donalds

| cry | st]

Jefferson City

Job Trtle:|t‘.u:| unter Worker

Start Date:|01/01/13

Per:|

End Date: Manths: l_
| salary] @] Hmowk]

Job Description:|Serve customers in eating places that specialize in fast
service and inexpensive carry-out food.

ﬂ = [Delete
l_' i

r— Current Employment

Currently Working:| Parttime - When are you able to work: @

Looking for work: |\,’35 j |

Type of work: |Production, construction, food service

Longest Worked Employer:|q Why Leﬂ:|5ti|| employed

Applied and Not Hired: [ves v ||applied to several jobs

E=8) o =>4
yOoMmiPVEPSVIFEE BRCKSR « »r @

EDWARD GREEMSLIT (573)522-3017
l Support System l Financial Needs l Basic Skills Tests l

r— Job Seeking Skills
Do you have a res.urne?|Nu

Which methods worked best for you? |in person contacts

- |wants to create a resume

Describe your typical interview |ner'.f|:|u5

Do you need help preparing for interviews? |yes

— Job Keeping Skils

Ives ||

Did you work most scheduled work huurs?|\..'gg ﬂ|

Were you able to get to work on time?

Describe your working relationship with your co-workers/supervisor

|guud

What type of jobs hawve you liked in the past and what are you interested in?
|cunstrudiur| jobs and anything else outside

Describe what you liked most about your last job

|1h& work

Describe what you liked least about your last job

|n15.r BUPETVISOr

Can't LookiAccept Job: Mo ~||

Quit or Fired Reason: =

LI v=. Potential Earnings:
| LMl

| 3 Cancel ‘

g_/}j? Save

Free Format (FF)

Record: 1M1 =0SC=
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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 appropriate ly

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

10.Double click on a skill to move
to the right side of the LOV

r

| £:| Toolbox 2 (Test) Powered by Oracle11g - Assessment
File Edit Mavigation Options Utility MO Utility Window Hel

PORBRAAOAIDAE S

@ﬁsse&s ment - | AM A EXAMPLE lIl(#H-58-3144) | ED

BECKSE « »

(573)522-3017

-

[E=Non =>4

Employment Education I Support System l Financial Needs l Basic Skils Tests l
AptitudesAbility Tests
Assessment Date: [08/29/14] LastUpdate Date:[ | | Employment Skis = | R .
— Education History 9 ~ || TestType
Highest grade completed?|00 |  Currently in Schoal: - | Test Date I
Would you like to obtain your high school diploma or GED? bt "-é;‘“; s .
Do you have a learning disability? | j | + Pelete
] Active Learning - |
What did you like about school? | I 10 du Compn ration Solving
Coordination
What did you dislike about schu-ul?| I e himienancs i
Del Equipment Selection =
Are there any training programs you started but didn't complete? - plsn «
Judgment and Decision Making
Training Program Reason for Leaving |Exit Date B b ol Resourcd <
|| g Prog || g Jl | o Add | Ded :I:mgemtUEEam.;?;uumm r ncial Aid ‘
. I athematics
| | [ ﬁ = Delete | [T Licel |rovong =l =
Are you interested in more training or skill enhancement? - Cancel H' Add
Describe] = Delete
B ioh School : [ Type LicenselCertificate [ Date | st |
C'rty:lJ&ff&rsun Chy State:|MO | ﬂl |
o ] I
Degree:|High School Diplo... v | Completion Date: . = Additionsl | = Add | = [elete |
|

.{fj? Save

| ¢ Cancel |

Record: 11 =0SC=
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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

-

| £ Toolbox 2 (Test) Powered by Oracle11g - Assessment
File Edit Mavigation Options Utility MO Utility Window Help

(= [@][=]

PORBALSFOMITARSVIFREEG BECKSE « » W

%Assessment—lAMAEﬁ‘xMF’LE -3 144) |

Employment Education

Assessment Date: LastUpdate Date:| |

EDWARD GREEMNSLIT (573)522-3017
‘ Support System ] Financial Needs l ElasicSkillsTes.ts]

— Education History

. lcritic

Employment Skils |

al Thinking

Highest grade completed?|High School... =

Certificates/Licenses

Would you like to obtain your high school diplon] Fnd
1 ini

= Delete

Do you have a learning disability? |No b4 r [

License/Cert

CFS - Certified Food Scientist
Clsco

CNE

CPA

CPR

What did you like about school? |Sci&nce, g
Certified Medical Administrative Assistant

What did you dislike about sch and| -
Are there any training progra 13 bul |
Certified Medical Assistant

| Training Program I Reaszon for Leavi |4

Are you interested in more training or skill enhabeerr

Desc:ribe|wuuld like training to become a Nurse

School|High School
City: |Jeffer5u:|n Chty

State: MO
Maju-r:|

Degree:|High School Diplo... v | Completion Date: -

Aptitude/Ability Tests

Test Type |

Test Date:

Resu rls:|

+ Al |— Dielete |

: |Pending

rtificates

Y| 2015 Amt|

B Financial Aid |

ng Completion Certificates

| = Add
ﬁ = [elete

License/Certificate | pate | st |
]
= Additionsl | = Add |— Delete |

=035C*

Record: 11

@ Save

| 3 Cancel |
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NOTICE: All fields were not
completed. Not all fields apply to every
customer.

15.0nce all pertinent questions
have been answered click the
Support System tab

re

| £ Toolbox 2 (Test) Powered by Oracle11 ent

File Edit MNavigation Options Utility Window Help

PORE RSO H

'@Mse&smenl—l AWM A EXAMPLE 1N

44) |

Employment Education

Assessment Date: Last Update Date:| |

=N o =~
LRSS VIHFEG BECKSE « »

EDWARD GREENSLIT (573)522-3017
l Support System l Financial Needs l Basic Skills Tesml

[ Employment Skils |

Aptitude/Abilty Tests

— Educstion History |Critical Thinking Test Type | :
Highest grade completed?|High School.. | Currentlyin Schook [No || [Mathematics TEzilzE i
Would you like to obtain your high school diploma or GED? - |science Resutts:| :
Do you have a learning disabilty? [g || = Add | — DEEE = Add | = Delete |
\What did you like about school?  |Science, Math, & Hostory — Education lssues
What did you dislike about school?[English and schedule LERESL:

Describe: |
ini i ¥4
Are there any training programs you started but didn’t complete?|ho - Pell grant status: |Pending ﬂ Yr:| 015 An1t:|
Training Program Reason for Leaving |Exit Date o
|| 479 I| qu | O e Ao | Describe: | EJ Financial Aid |
| | [ ﬂ == Delete | [— Licenses and Certificates
Training Completion Certificates |

Are you interested in more training or skill enhancement? ze + Add
Describe|wuuld like training to become a Nurse | | = Delete

B iah School i || T:.rn: || License/Certificate || Date | st |

C'rty:|Jeff&rsun Chy State:|MO Oelet .. TIICFR 06/14 MO
— EIElE
wopr] | T

Degree:|High School Diplo... = || Completion Date: :  Additional ‘ o Mo |— Delete |

| 3 Cancel ‘

@ Save

Certificate or License obtained by customer (LOWV)

Record: 212 ... |List of Valu... =QS8C=
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16.Read through the Assessment
questions on the Support
System tab and answer
appropriately

7

| £ Toolbox 2 (Test) Powered by Oracle1lg - Assessment

File Edit Navigation Options Utility MO Utility |

rposmasonivel 16 FaaBEESEKS® « » m

=R (EeR (==

@MS&SS ment - | AW A EXAMPLE li#FH-#5-3144) GREEMSLIT (573)522-3017
Employment l Education Suppaort System Financial Meeds | Basic Skils Tests l
Assessment Date: Last Update Date: I:I r— Transportation

— Childcare

What is your transpu-rtatiu-n?|

What is your backup plan if provider is not availiable?

Seeker Pregnant: - Due Date: \What is your backup plan if primaryl
transport is unavailable?
Household include children: e — Drivers License What keeps
Need child care supportive services State] Class:|Operators | Status:| you from
to participate in employment/Training activity: :l' — Endorsements owning?
| air Brakes [ Hazardous Material [ School Bus
Tezr et

Describe: [ Double/Triple Trailer | Passenger [ Tank Vehicle

Applied for Childcare? ~|  Chidcare provider?| ||\~ Adational Support Contacts
Name Number Relationship Type

— Additional Support
Any additional supports you need to be |

successful in employment/participation? ‘.‘:} Print ‘ + A | = [elete |
— Housing Household Members
Homeless in the last year: > | First | wi. | Last | Bithday |age|Gender| Remation  |Dep|
Describe:| | |_| | ﬂl x
Current Situation: | j | |_| | | ﬂl ﬂl_l
Expect any changes in 50 days: - | |_| | _| ﬂl ﬂ’_
Describe: | = Add ‘ = [elete
@ Save | 3 Cancel |

Are there children in the household? ™Yes™ or "MNao”

Recaord: 11 =05C=

DWD Technical Training March 2015

Page 8



r

| £ Toolbox 2 (Test) Powered by Oracle 11g - Assessment E@
File Edit Mavigation Options Utility MO Utility Windg 18

POCRBRIAOMHEDAE $HAE EBECKSE « » @M

'@FSS essment- | AM A EXAMPLE |II##-55-3144) | DWARD GREEMSLIT (573)522-3017
Employment ] Education Support System l Financial Needs l Basic Skills Tests l
Assessment Date: Last Update Date:| | Transportation
_ Chidcare What iswurtranspurtatiu-n?|cﬂr I 17
Seeker Pregnant: - Due Date: Wihat is your backup plan if prirnarylbus
transport is unavailable?
Household include children: |Yes ﬂ e e [(— Wt ps
Need child care supportive services | ™ Never Leamed I License Suspended you 4 m
17.What keeps you from to partcipate in cmploymentTraining actvity: |7 ] | T Health Problem(s) I Need License Plate owming?
owning? This relates to De=zcribe: |Meed help paying for child care P :“a!"lose SEETEE (T P Need car repairs e
. . . | nsurance Other —
transportation. _CIICklng_ on Applied for Childcare?|l; |  Childcare provider?[ug | { [ Problem Making Payme... Comments
the button prowdes Opt 1ons as What is your backup plan if provider is not availiable?|Do not hay] | o E‘ Type
to why the customer does not _ - a
have transportation. r— Additional Support ' .
p. . Any additional supports you need to be |N|:|t at this time M J
18.0nce a" pertlnent queSt_lonS successful in employment/participation? elete ‘
have been answered click the ——
A A ousing Household Members
Financial Needs tab Homeless in the last year: |Ho - | First | Mi.l Last | Birthday |Age G-enderl Relation |Dep|
Describe:| [l am |4 [Example v 080112012 2 |male = |chid ~llv
Current Situation: |Living with Other <] [ sty P |sue 0910111995 19 |Fe... v|[Notrelated v I
Expect any changes in S0 days:|No hd | I_l | _| ﬂ| ﬂ
Describe: | == Add | = [elete

@ Save ‘ 3 Cancel |

Is the household member a dependent of the customer? "Yes™ or "No”
Recaord: 2/2 ... |List of Valu... =05C=
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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

| £ Toolbox 2 (T

Resource Types
File Edit Mavi

Find| %
Lol -
3 Resource

Alimony

Dividends
Eamed Income
Food Stamps
In-Kind

Interest

Disability Insurance Payments

Monthly Houseromrres

[E=8(EEE <=
FEHE BEHECKSE « » @
IGREEMNSLIT (573)522-3017
SkiltsTests]
= ]
- Copy | o Add ‘ = Delete |
Assessment Month Net Difference
(Total Resources minus Expenditures}:ljl

Monthty Household Expenditure:

% ResouroeT}rpe/ Description Expenditure Type | Description | Amount |
| | | -
| | ) | | |
| | | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | | -
Total Monthly Resources: Total Monthly Expenditures:
= Add | = Delete % [ Financial Education = Add | = Delete |
& Pririt .{3’? Save | 3 Cancel |
Assessment Date (MMAYYYY)
Record: 11 =03C=
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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

| £ Toolbox 2 (Test) Powered by Oracle11g - Assessment

File Edit Mavigation Options Utility MO Utility Window Help
POBBRLAOKIVEESVE M

'@ﬁss essment - | AM A EXAMPLE II(#HH-3144) | EDWARD GREEM

l Support System Financial Needs lEasic:Skil

Assessment Date: LastUpdate Date:| |

Assessment Month & Year

Employment l Education

= & sl

| Find|%

Expense Types ﬁ

! Resource

=)

Education Expenses
+ |Food

Health/Accidental Insurance Premium |

Home Insurance
IMedical Expenses (medical, dental, prescriptions)

082014 . Comment: . |Other Expense: -
I 26 KT _I
— oo 28
= = — 289
r— Monthly Household Resources \Munthry Househy’ _ecalTE -
Resource Type I Description I Amount | | pend'rturM Description
Earned Income |r.1acD-unald5 | 574.00 =
|Food Stamps |Food Stamps | s325.00 {
| | |
|
| I 29

— =1,

Total Monthly Resources] 1,798 Total Monthly Expenditures:
== fdd | = [elete | %% I Financial Education == fdd | = [elete |
.:l‘:} Print {E) Save | 3 Cancel |
Identify the financial resource type from the LOV.
Record: 3/3 ... |ListofValu... =05C=
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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

o

|£:| Toolbox 2 (Test) Powered by Oracle 11g - Assessment

File Edit MNavigation Options Utility MO Utility Window Help

PoRBQLAOMI VERSVIFRE BRCKSE « »

’@Mse&s ment - | AM A EXAMPLE [I(#H-5-3144) | EDWARD GREEMSLIT (573)522-3017
Employment l Education ] Support System Financial Needs ‘ElasicSkiIlsTesBl

Assessment Date: LastUpdate Date:| |

Aszsessment Month & Year

[o]-E s

*| Comment: N Copy | & Add | = Delete |
I Assessment Month Net Difference
" 32 (Total Resources minus Expenditu res.}:
— Monthhy Household Resources r— Konthly Household Expenditure
Resource Type I Description I Amount | Expenditure Type | Description | Amount |
Earned Income MacDonalds | =o7400 ~||||cas |Fuel | =100.00 -
|Food Stamps |Food Stamps | 532500 |Food | | =320.00
| |Telephone (home & cell| | =250.00
| |car Repair & Maintenan | | ss0.00
[ |childcare [ | ss00.00
| |utilities (heat, electricity | I |
|
|
|

Total Monthly Resources; 1,280
+ Acdd ‘ = [ielete |

a5

+ Acldd

‘ = [elete

iﬁlil-} (EJ Save | 3 Cancel ‘

Record: 11

=03C=
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34.Completing the Assessment
provides a countable 9002
Seeker service

[ ]

| £+ Toolbox 2 (Test) Powered by Oracle11g - Seeker

File Edit Mavigation Options Utility MO Utility Window Help

POCRBRLAOAEIVADSVIFREG BEHECKSE « » @

EDWARD GREEMSLIT (573)522-3017

'@Seeker Screen - 1AM A EXAMPLE l#EE—#-3144)

(=]

Find Seeker Seeker Info ‘ Des Job Title l Edu/Cert l Work History l Referrals l Care Enroll l Other l Scratch Pad l Sy Referral l Adv. Query
[ EEEULELLEEE VIR Mailing Address: Street Address:
|t An |a[ExamPLE W 123 MAIN |
Phone Numbers | |
Home:| Cel| [JEFFERSON CTY Imc [s5101 | B
'h'l.l'nrk:| Other:| Bad Address| Homeless|  Email|
r— Personal Information — Seeker Status
Date of Birth:| 12/01/1995  Age: 18 | ¥ Searchable Status _ Date Last Updste Workkevs ID:
o [ Deceased Emp Exchange:|Active [ 09/29/14] 09/29/14
Gender: I [V Share resume Case Management|active Next Appt: i
— “eteran Information Ul Ben ear Beg Dt Inactive | | Next Task|D9/25/14
et Status:H - None - | Transition: = Dislocated Date: [ EB
Actual Enroliments Possible Enrolments
[ Recently Separated Served From|_Served To | Job Contacts:|
[ served in Campaign | “| [lspp 03123538529
[ Print on Summary (Resume) | | . DCN;
[ Service Ended by Disablility | “1 | [Traines ID#
[ Spouse of Deployed Guard/Reserve or spouse deployment | —_Services Provided
ended within the past vear | Date Type of Service Employment Counselor o
Bran I#U 2/29/14 |Assessment EDVWARD GREENSLIT I
Have you attended a TAP workshop Showd e 0711114 |JobsMoGov Self Job search Counselor Web
in the past 36 months? g - : 07/11/14[Job Referral Counselor Web
Status Verified | 07/03/14]Job Referral Counselor Web -
Source: |Counselor Web [ Partial Seeker
- Restr|icted ||_ 55N Discrepancy @ Web Info @ Save | 3 Cancel

Query Returned no Rows!
Record: 1M1

=05C=
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