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Desk Aid for REA (Reemployment and 
Eligibility Assessments) 

 
Hint: Always return to the splash screen after each individual record is completed to avoid Toolbox record errors and lock-
ups. Figure 1  on the next slide is the Toolbox 2 splash screen. 
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Reschedule an REA 

 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on the Scheduler icon 
 

 

 

  

1 
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2. Select an REA appointment 
and click on the manila folder 
icon to open the record. 
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3. Click on the Employment 
Plan icon 

 
NOTE: If a Primary Counselor is 
not assigned a pop up will appear 
asking if staff want to be the 
Primary Counselor. Staff should 
click the Yes button. The Primary 
Counselor means nothing other 
than a name in the upper right-
hand corner of the screen next to 
the customer’s name.  The Primary 
Counselor can be changed at any 
time. 
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4. Click on Progress tab 
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5. Choose the REA tab 
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NOTE: Do not use the Tab or Arrow 
keys on this form. Use the Mouse and 
Cursor to navidate from field to field. 

 
 
 
 
 
 
 
 

6. Double click in the Outcome 
field 

7. Choose Rescheduled 
8. Click OK button 
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9. Add an Activity Note to 
explain why the appointment 
was rescheduled  
 

NOTE: If reschedule involves an 
REA Potential Disqualification or 
REA Potential Ineligibility, check 
the appropriate box one of those 
sections in this tab.. 
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10. Click Save Button 
11. Click Add Action button 
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12. Double click in Action field 
13. Choose Rescheduled 
14. Choose OK button 
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15. Double click in the Outcome 
field 

16. Choose No Outcome 
17. Click OK button 
18. Enter Date the appointment 

was rescheduled for 
19. Enter Time the appointment 

was rescheduled for 
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20. Click Save button 
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Enrolling in REA 

 
 
 
 
 
 
 
 
 
 
 
 
 

21. Click on the Scheduler icon 
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22. Select an REA appointment 
and click on the manila folder 
icon to open the record. 
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23. Click on the Employment 
Plan icon 

 
NOTE: If a Primary Counselor is 
not assigned a pop up will appear 
asking if staff want to be the 
Primary Counselor. Staff should 
click the Yes button.  
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24. Click the check box next to the 
REA-Reemployment and 
Eligibility Assessment 

25. Click Enroll Button 
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26. REA-Reemployment and 
Eligibility Assessments is 
now listed in the Actual 
Enrollments. 

27. Choose the Employment Plan 
tab 
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Adding the Employment Plan  

 

 

 

 

 
28.  Double Click in the Onet field 
29. Enter a job title to search by in 

the Job Title field.  Note: if 
the job seeker has already 
completed a profile and has 
selected Desired  Onets, these 
will  populate.  If you would 
like to select a title outside of 
these selections, click Cancel 
and you will see the Onet 
search field shown here. 

30. Click Search button 
31. Choose the Onet you wish to 

use 
32. Click the Select button 
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33. Enter the customer’s Goal 
34. Enter the Justification for the 

Goal  
35. Click Save button 
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Adding a Service 

 

 

 

 

 

36. Double Click in the Objective field 

37. Choose the drop down arrow to 
select an objective category 
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38. Choose the Objective you wish to 
use 

39. Click the Select button 
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40. Click the Save button 
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41. Service has been saved 
 
 
Follow steps 36-40 to add the 
remaining REA Services 
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42. All required services have 

been added (All REA 
Services are required)  
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Closing a Service 

 
 
 
 
 
 
 

43. Double click in the End 
Date field 

44. Choose OK button. 
Calendar defaults to 
current date 

45. Double click in the 
Outcome field  

46. Choose the outcome you 
wish to use 

47. Click the OK button 
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48. End Date and Outcome 
fields are now populated 

49. Click Save button 
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50. Pop up will appear after save 

51. Click OK button 

 

 

 

 

50 

51 



REA  Reemployment and Eligibility Assessment        Page 28 

 

 
 
 
 
 
 
 
 
 
 
 
 

52. Service is now closed 
 

Repeat Steps 43-51 to close the 
remaining REA Services 
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53. All services are now closed 

Enroll Participant into a 
Workshop 
 

54. Choose Utility menu 

55. Choose Workshops 
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56. Enter name of the workshop 
into the Workshop field 

57. Use the drop down arrow to 
locate the office where the 
participant will attend the 
workshop 

58. Click the Search button 
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59. Choose the Occurrence you 
wish to enroll the customer 
in 

 
60. Click the Attendees button 
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61. Click the Add button.  The 
seeker’s name should 
populate. 

62. Click the Save button 

NOTE: You must indicate that the 
individual is REA in the Comment 
section.  
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63. Click the Employment 
Plan icon 
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64. Choose Progress tab 
 

 

  

64 



REA  Reemployment and Eligibility Assessment        Page 35 

 

 
 
 
 
 
 
 
 
 
 
 

65. Double click in the 
Outcome field 

66. Choose the outcome you 
wish to use 

67. Click Ok button 
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68. Click Save button 
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69. Toolbox will display this 
popup after Save 

 
70. Click Yes button 
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71. Click Add Action button 
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72. Double click in Action 
field  

 
 

73. Choose the Action. For 
this example it will be 
Training 

74. Click Ok button 

75. Double click in Outcome 
field 

76. Choose the Outcome.  

77. Click the Ok button 
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78. Enter Date of the 
Workshop 

79. Enter Time of the 
Workshop  
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80. Enter an Activity Note. 
Since this customer is 
being required to attend a 
workshop the note should 
be something like 
“Participant was 
informed that the 
resume writing 
workshop is mandatory. 
Failure to attend could 
result in an issue with 
their unemployment” 
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81. Click Save button 
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Resulting the Workshop-The REA 
staff person probably will not be 
responsible for resulting a 
workshop, however just in case 
this desk aid will cover the topic 

 

 

82. Choose the Utility menu 

83. Choose Workshops 
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84. Enter name of the workshop 
into the Workshop field 

85. Use the drop down arrow to 
locate the office where the 
participant attended the 
workshop 

86. Click the Search button 
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87. Choose the Occurrence the 
customer was enrolled in 

 
88. Click the Attendees button 
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89. Double click in the R field 
90. Choose the appropriate result 

91. Click the OK button 
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92. Click the Save button 
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Ending the REA Training Activity 

 
 
 
 
 
 
 
 
 
 
 

93. Navigate to the customers 
record 

94. Click on the Employment 
Plan icon 

 

 

 

 

93 

94 



REA  Reemployment and Eligibility Assessment        Page 49 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

95. Click on Progress tab 
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96. Click the REA tab 

 

 

  

 

96 



REA  Reemployment and Eligibility Assessment        Page 51 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

97. Double click in the 
Outcome field 

98. Choose the outcome you 
wish to use 

99. Click Ok button 
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100. Click Save button 
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Close REA Enrollment 
 
 
 
 
 
 
 
 
 
 
 
 

101. Click Closures tab 
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102. Double click in the End 
field 

103. Calendar will populate 
with current date 

104. Click OK button 
105. Double click in Outcome 

field 
106. Choose outcome you wish 

to use 
107. Choose OK button 
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108. Click Save button 
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109. Popup displays after 
Save button is clicked 

110. Click Ok button 
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111. If the Plan has no open 
services this popup will 
display 

112. Click Ok button 
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This completes working with a 
REA customer 
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