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Overview of
Ul Worker Profile Program

Worker Profile Reemployment Services is a federal mandate to provide
reemployment services to Unemployment Insurance Claimants who are
likely to exhaust benefits before they find a job.

The Division of Employment Security (DES) identifies these claimants
through a statistical model based on criteria such as education, the
growth or decline of an industry, length of time worked in an occupation,
and a few others.

It is the duty of Career Center staff to serve the WPRS claimant. They are
to receive a profile orientation, assessment, and reemployment services
appropriate to the claimants needs. An employment plan is developed
with a Career Center staff member that will guide the claimant during the
reemployment process.

If the claimant refuses to participate, their benefits will be held for one
week. DES makes all determinations for the release of benefits.

Notification of Ul Profiled claimants

Profiled claimants are notified through a letter sent by DES requiring them
to report for WPRS.

The letter informs the Ul Profile customer of the date and place to report.
They have one week to report to a career center. Failure to participate
during that week will result in a denial of benefits. If the Ul Profile
customer has an approved reason (a job interview) for not participating,
benefits will be sent to them.

The Ul Profile customer must be able and available for employment at all
times to receive the Ul benefits.
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Ul Profile Customer Service
Process

NOTE: If a customer has a Ul
Profile and RJS under Possible
Enroliments (as in illustration above
right), both should be completed. Ul
Profile is a federal program and RJS
is a state initiative.
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The Ul profiling link will not be available if someone listed on the Weekly Profile List
does the weekly certification early* in the fourth week of the claim, or does not file a
claim during the fourth week.
i. If one of these two things happens, the profile letter will not be sent to the Ul
Claimant.
*Early=claiming early in the fourth week of claim, before the profile list has
been sent or before the letter is sent.
Depending on when the claimant does the weekly certification during the next 4
weeks, the profile letter may or may not be sent.
The link can be displayed up to 7 weeks after appearing on the Weekly Profile List.
Ul Claimants who do their weekly certifications and receive the Worker Profile Letter,
must report to complete their appointment or their benefits will be held.

o If the Ul Profile customer also has an RJS Possible Enrollment, BOTH enrollments
should be completed. See NOTE in margin.(See RJS desk aid on WorkSmart site:
.\RJS\Required Job Services_desk aid_UPDATE 2014.pdf)
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NOTE: The Ul Profile customer
should remain engaged in value-
added reemployments services until
reemployed or benefits are
exhausted.

The Ul Profile Customer should have a WIA Adult Core and a WIA Dislocated Worker
Core enrollment. If their record in Toolbox does not show these enrollments, the Ul Profile
customer should complete the Welcome/Membership screens, complete with verification
of date of birth by a Career Center Staff. For Welcome Screens desk aid, refer to the
following on WorkSmart:
https://worksmart.ded.mo.gov/includes/secure_file.cfm?ID=2625&menulD=6

The Ul Profile Customer with a WIA Adult Core enrollment should review and update their
jobs.mo.gov account as needed. The customer should enter the proper information to
attain a “Complete” on their jobs.mo.gov profile. This will facilitate better matches when job
searching.

If not previously done, the Ul Profile customer should take the Career Ready 101 Initial
Assessment.

Complete the Toolbox Assessment, Ul Profile Enroliment, Ul Profile Employment Plan
Objectives and Services. One Intensive Profile Service is to be entered and remain
open. Based on an individual service plan, the claimant may be referred to reemployment
services tailored to the individual's needs. Note there is NO time frame associated with these
services.

The Ul Profile customer should be informed about accessing reemployment services.
The continuing reemployment services may be done in the Career Center OR on
jobs.mo.gov (job search, Optimal Resume, or Career Ready 101 lessons). These services
should match the selections in the Employment Plan which have been agreed on by the Ul
Profile customer and Career Center staff.

The DWD PO-84 form is to be used for Ul Profile customers when:
a. There is question regarding the “able and available” status of the claimant

b. There is no customer follow through on reemployment services that were scheduled
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https://worksmart.ded.mo.gov/includes/secure_file.cfm?ID=2625&menuID=6

Toolbox Assessment:
Employment Tab

The job seeker's Employment
History, pre-populated from their
jobs.mo.gov account, will display
here. New records may be added
and will display on the seeker
screen.

In the Job Seeking Skills field,
the Resume question is required
and will need to be addressed.

In the Job Keeping Field, all
applicable fields may be
addressed.

When information is complete,
Click Save.
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Toolbox Assessment:
Education Tab

As they inquire of the Ul Profile customer,
Career Center staff should complete as
much information as possible on the
Education Tab:

The School/Degree field pre-populates
from the Seeker Screen. New records may
be added here and will display on the
Seeker Screen. Questions about learning
disability, school likes and dislikes may
help the customer but are optional for
completion.

The Training Program, Employment
Skills, Aptitude/Ability Tests,
Licenses/Certificates fields are required
to be completed by staff with the job
seeker.

The Educational Issues field must be
completed if applicable.
A. Double click in the Employment

Skills section.

B. Select the applicable skills from the
list in the Skills popup box. Multiple
selections may be made by clicking
on a skill then hold the Ctrl key and
make other selections.

C. Once selections are complete, click
OK.
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Eile Edit Mavgation Options Uilty MO Uiy Window Help
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Toolbox Assessment:

Basic Skills Tests Tab

In Career Centers that give
basic skills tests, the
information on this page
should be completed with the
test results for the Ul Profile
customer.
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“It's All About You” 1S AL ABOUT
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their education, experience, and
interests.

NOTE: The expectation is that
Career Center staff use the “It's All
About You” resources with the Ul
Profile customer.
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CAREER BUCKET
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Ul-Profiling Enrollment File Edit Navigation Options Uity MOUllty Window Help
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1.

Exempting a Ul Customer

The Exempt button will appear on
the right of the Referral Systems
Programs box after clicking in the
check box

Reasons to Exempt:

Profiled claimant has 1 or O
required employer contacts on
Toolbox Seeker Info page (A)

Claimant is currently enrolled in
and participating in Trade, WIA,
or Director Approved training

Connected to a Union Hall

Have a scheduled call back date
to previous job within 8 weeks of
layoff (up to 16 weeks with
Director approval)

Claimant previously received
Profile services within twelve
months of present profile
selection.
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Ul-Profiling Employment Plan
]
Efl

Select the Employment Plan tab on the
Employment Plan page.

Start Date: default is current date

O*Net: if customer has a Complete profile in
jobs.mo.gov, the O*Net should pre-populate
based on the customer’s selection of a Desired
New Job Title.

If not, double click in the O*Net box. The
Desired O*Net popup box will appear. Select
the appropriate choice. Click OK.

File Edit Mavigalion Oplions Utility MO Wility Window Help
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Goal: the customer’s reemployment goal
should be entered by Staff.

Justification: the justification for pursuing the
Goal is to be entered by Staff. The justification
is based on the customer’s experience,
education, and current LMI data.

File Edit Navigation Options Utility MO Utility Window Help
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Employment Plan
Objectives and Services

Career Center staff are to give an
Orientation of Career Center
reemployment services to the Ul
Profile customer. This may be done
one on one or in a group setting.
Once the Orientation is completed:

NOTE: ALL Services must be
closed in the Closures Tab. See
page 26 for detailed steps.

1. Double click in the Objective
box. The Services popup box
appears.

2. Inthe Services popup box,
the Objective category,
select Orientation.
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3. Profile Orientation will
appear in the
Services/Activities list and
the Service Definition will
populate in that section. Click
on Select at the bottom of the
Services box.

4. Double click in End Date. The
calendar Date List of Values
popup appears, with the
current date highlighted in
blue. Click OK.
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5. Double click in the Outcome
section. The Outcomes popup will
appear. Select the appropriate
outcome, then click OK.

Click Save to record the Objective,
Service and Outcome.

6. The Forms popup will appear.
Click OK.

M:_Eum has mutiple years of expenence in several aspe

| and manuisciuring work
Eﬂmmn | Start Dated 02127114
Profie Orientation | Hours: T

ke - - Did Mol Complete

Exempt
Senvice in Error

k_f: Participate in the Orientation io Career Center Services

’ . - =)
rt:-uz-:mi:' mb .
s

o
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Aoy .,.M’ild:' Sipias

e
.-‘./

Closures are parmanent. Are you sure that you want to
confinue?
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7. The Profile Orientation now is
displayed in the Employment Plan
tree, right hand side of screen.

8. Double click the next Objective
box.
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9. The Services popup box will
appear. Click the drop down arrow
on the Objective box. Select Job
Search Assistance.

10. Job Search Assistance will
appear in the Services/Activities
list and the Service Definition will
populate in that section.

Click Select at the bottom of the
page.

ObjectVe: .spject an Objectives
Service Basic Education

.u—. Orientation

Objective: job Search Assistance -
Services | Aclivities
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geographic anea
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11. Job Search Assistance will
populate in the Objective and
Service boxes on the Employment
Plan tab. Enter Task 1 describing
what the Ul Profile customer did to
complete this objective.

12. Double click in End Date. The
calendar Date List of Values
popup appears, with the current
date highlighted in blue. Click OK.

jectives| ob Search Assistance | P
Service:| job Search Assistance |

Task 1-'Iﬁe'-'i=wed job search sirategy. Using LMl and Career ;-1 { R T I

|_ Path Discovery did targeted job search ~J
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13. Double click in the Outcome
. . “y Start 02027114
section. The Outcomes popup will s B
appear. Select the appropriate I—" il S e
outcome, then click OK.Click Save ] T
to record the Objective, o o sy E-:- !
Service and Outcome. & ' = Did Not Compiete
2 Employed
b Exempt
2 Senvice in Error
3
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14. The Forms popup will appear.
Click OK

Closures are parmanent. Are you sura that you want to
continue?
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15. Job Search Assistance will now
appear in the Employment Plan
tree, right hand side of the screen.

16. Double click the Objective box.

= Orientation
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17. In the Services popup window, M <Select an Objectives <]
double click on Objective. In {* Service Basic Education

H Intensive Employment Services e
the dr wn list, select - kst
ed O.p do st selec Job Search Assistance
Inten.3|ve Employment Life Siiis
Services.

5 ; !
| d
.
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18. The Services popup window File Edit Navgation Qptions Utility MO UNlity Window Help

will appear. Based on the
Service Definition and the
need of the Ul Profile customer,
select the appropriate category

v o Sanvican

In fl b
. o i
f.rom the Services/Activities Services  Ach 1| servce veme . E:
list. {Profiing Job Placement and Serv Refer to Employer | 4. Services 1o help claimants carmy out successful |~
Profiing Referral to Educabon and Traiing | lob search sirategy. Includes organized group _
Proflina Warkshoos and Job Clubs activities that provide instructions on resume fation

writing, appications, inlerview skils, using LML
networking developing job search plan, folow up
liob keads.

19. Once the appropriate
Services/Activities category is
chosen, highlight the category
then click Select.
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20.

21.

The Intensive service is to
remain open. Enter the Task 1
box with the expectation the Ul
Profile customer is to
complete.

Once the customer has
completed the task, the service
End Date and Outcome
should be entered. Click Save
and the Objective and Service
will be completed and listed in
the Service detail on the right
side of the screen.

NOTE: additional value-added,
relevant intensive reemployment
services should be given to the Ul
Profile customer. Each Objective
and Service should be entered and
then closed (End Date and Qutcome
entered) once the customer has
completed their agreed upon
assigned Task.

' Employment Plan - EL

File Edit Mavigaion Qpfions Utility MO LUty Window Help

POBBRIOM @@63@&3 FHe BECKSE «» M

intensive Employment Services.

0

Task 1:

-

Workshop on May 28, 2014

Chenl is ensolled and must atiend the My Next Steps

Objective | Orentation | Start Date{ 01614
Service | profis Orentation | IIMI:I'_
J'Dl'|. Hm"ﬂﬂil
o Add Task ]
= Dal Task
EndDate] | Outcome] =

Job Search Assistance
I LJ ob Search Assisiance
Orientatian
LPmHe Orienlaton
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Closures Tab

1. Services-will auto-populate from the File Edit Mavigation Opfions Utility MO Utility Window Help
Employment Plan Screen. When a
Profiler has completed a service, staff
should complete the End Date, Outcome
and Closure Comments for the service.
All services must be closed from the
Closure Tab*. To view closed services
check the Show Closed Services Box.

NOTE: If worker profiling Enroliment says |
closed by ES that means the PROFILED | 1 l |
CLAIMANT is no longer claiming benefits | 1 ] |
for one of various reasons. This is [ [ [ [

automatic from ES.
R

2. Employment Plan-DO NOT END the Ovis__Osho Reason Pian Close Comments
Employment Plan and Program fields until iz l ol
the customer is completely ready to be Enrciments ~13 T S e
exited. The customer may have other | oo Ex s
services open from other programs so [u-profing  Joszand | .

ONLY close the profile services, then |
leave Employment Plan open. |
a. Closure comr_nents should _be ey e
entered only if an explanation for [ [ [35wve

the closure is warranted.

3. Program-Complete all fields. Outcome

reasons are the exit reasons for profiling. *An End Date and Outcome should be entered on the Employment Plan for the

Service the Ul claimant has completed. However, this does NOT close the
4. Upon completing all relevant fields, click service. Services may only be closed from the Closures tab.
the Save button.
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Workshop Enrollment

On the Toolbar, point to Utility. From the
drop-down box, select Workshops.
Workshop is a term used interchangeably to
describe an activity.

=/ Toolbox 2 (Production 11 Database)

File Edit Navigation Utility MO Utility Window Help

§+ & & @ T Business Management Report

T - e

Move Employer
Employer letters
Move Job Order
Delete Job Order
Information Cards
Info Card Mass Entry
Seeker Partial Entry
Groups

Registers

Daily Job Order
Petitions
NEGS

Mass Layoffs

i@«i’
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Workshop Tab

1. Click on Utility in toolbar; then select
Workshops from the drop down list.
Match the Employment Plan Objective
and Service with the definition of the
workshop for the profiled claimants.

a. The match should be what is
appropriate for the profiled
claimants.

2. The objective under the category
defines the workshop on the list.

3. Description lists what the presenter will
cover in the workshop.

4. Workshops/Activities-The worker
profiling activity titles that were used to
enroll profiled claimants into workshop
activities will be listed as follows:

a. Workshops

b. Click on cancel button which
brings up the list of workshops

c. The workshop chosen will fill in
the category.

5. NGCC on site workshops standard
in each Career Center are
a. Career Exploration
b. Career Networking
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c. Resume Preparation
d. Interview Process
e. Basic Computer Skills

6. Region specific Workshops such as
Money Management, Ex-Offender, or
50+ Job Search are allowed for profiled
claimants when available. Any
workshop consistent with the
Employment Plan Objectives that
provides new skills or upgrade skills to
enhance the profiled claimants
opportunity to become reemployed is
allowed.

7. Category-select workshop and the
category will fill from the drop down
box. Complete the workshop steps as
for any other workshop entry.

8. Result the workshop based on
whether the profiled claimant completes
or does not complete.

9. Close the Profile Intensive
Employment Service that corresponds
to the completed workshop as it is
completed.

10. If the profiled claimant fails to attend
the workshop, send an automated
DWD PO 84 per directions.

e Check all pertinent boxes under
Section A. Provide a written
explanation in (7) other.

¢ In the subject area of the email

Toolbox 2 (Production} - Workshops
File Edit N

H eduling
Workshop [ Adh Cieny

Wiarkshap l Attendees

SCatedory: | Career Advancemen... =) Act 03726108 Inact

*

ORIECYE: owy that you have & job, dizcover the secrets to
g. . keeping it. Learn about meeting employer and
-ai wearkplace expectations, continuous learning onthe |

[ Show Finish/Cancel

& A

| - Delete

QCourtences

Watksho: |Career Success Presenter:|
Category| career Advancement an.. v Office:| v B search
[ Show Inactive Workshops Stetus: | Dates)| -

|| Dete | Time  |Limt | Ret |

ERD o BEERE

Office

Status
AREER CENTER [Open

»

fznann| zo0am| 10]

1 |FEC (1740 PASED)

|Open

o204t &30 am | 10]

[BRANSON CAREER CENTER [Open

amznt | 1:30em| 50

1 [ST_LOUIS COUNTY HORTH C|0pen

o3zt | 1:00em| 25

1 HANNIBAL CAREER CENTER: [Open

amant | 1:30em| 50

1 [ST_LOUIS COUNTY HORTH C|0pen

oanst | zaoe| 5|

IWARRENSELURG CAREER CE|Open

4

Preserter. |CAROL FEMTON

\(GA0)263-3548

Deseription|Discover the secrets to keeping the job you have.

= Add

| = Delete

| Doy |

i Attendess |

A [0

o Prin Noﬁce| 3 Print List | Export

| @ Save

| 3 Cancel
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type in Worker Profile so DES
will know what program the
PO84 is meant to hold
accountable.

B Toolbox 2 (Production} - Workshops |Z||E|b__<|

File Edit Navigation Utility MO Utility

PORBALSOM I
Ty duling

Workshop [ Adh Cieny

Watksho: |Career Success Presenter:|

Category| career Advancement an.. v Office:| v B search
[ Show Inactive Workshops Stetus: | Dates)| -

Wiarkshap l Attendees

Ca . Ocourrences

|| Dete | Time  |Limt | Ret | Office | stetus
1ooano] 230 eu|RE  2lmoseRLY career cENTER Jopen .

|

| 2t

| | 1120410 200 AM [ 10| 1|rec (1740 PasED) [open
i | |ozant[s30am| 10| [BRANSON CAREER CENTER [open
|

|

|

amznt | 30| 50| 15T, LOUS COUNTY NORTH Clopen
03021 | 1:00PM| 25| 1 HANNBAL CAREER CENTER [Open
amant | 1:30em| 50| 1T, LOUS COUNTY NORTH Clopen

031511 | 230 PM 5 ARRENSEIURG CAREER CE [Open -
$Ceteuory:| Career Advancemen... » Act 0326108 lnact | | M lop
o = Presenter: CARCL FENTON {(B80)283-3648
ORIECtYE: owy that you have & job, discover the secretzto [ e
g, keeping it Learn about meeting employer and | Desoriptionpiscaver the secrets to keeping the job you have. o=t
-ai wearkplace expectations, continuous learning onthe | =
o Add | — Delete | [ Show FinishiCancel ol | =oeete | [[Jeoy | & attengess |

o Prin Noﬁce| 3 Print List | Export | (% Save

| 3 Cancel

Seeker History #i

1. Services-shows all services profiled claimant has

been enrolled in and the date.

2. Seeker The first appointment a profiler has will

list under
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a. Date L
! . |£:| Toolbox 2 (Test) Powered by Oracle 11g - Seeker Histories E\g
b. Type of Service,
c C>(/)FL)JI’]S€|OF File Edit Navigation Options Utility MO Utility Window Help
e. Results @Seeker Histories - | AM Ul PROFILE(#H-#-7302) | EDWARD GREENSLIT (573)522-3017
3. The Date iS the appointment date [nOt the actual SEBKBI'SEI'ViDBS‘ Change Histuryl Notes l Payments l FSD Luadlnfurrnatiunl Exit Snapshot l Core Info l
I i — Niznlav Ontinns Counts Training Weeks
enroliment] on the profiled claimant letter sent by  Sanvoa iy 17 esks > e DiOReerss| 2 Pacerens| g Remedit, 0
ES requiring them to report to a Career Center. I Correspondence |V Appointments ¥ Enrolments SeIfReferrals‘ Servioes: Occupatiunal:
4. The Type of Service will say Enrollment. ¥ Workshop Notices ¥ WSL Referrals  |v FSD Work Status S B‘DI Seratch Pads_Dl
5. The Results col h Possible. The Dat ¥ EUCREA Activty [V EUC08-13 Aciivty [ RJS Activiy piyer Referra '

. ults column snows PFossible. e Dale V Waivers TDW:DI
and Results thgt show possible is not an Date | Tyos of Serice || Counseor Descripton —
enrollment. It is the date the profiled claimant ask CARLA SALZMAN  |Case Reassigned from CARLA SALZWAN to EDWARD GREENSLIT
was due in the Career Center based on the letter 12/04/13|Task EDWARD GREENSLIT [Non-primary counselor changed information for ONET in mediated IWORKS Not Comple
received from ES 12/0413|Task EDWARD GREENSLIT |Nun-primary counselor changed information for ONET in mediated UWORKS |Nut Cumpleﬂ

H H 12/0413|Task EDVWARD GREENSLIT |Nen-primary counselor updated the mailing address in mediated Missouri Career SouiNot Complef
6. After enrollment is complete, another entry will
oceur that ShOWS Date and the Result fleld WI" 12/0413|Task EDWARD GREENSLIT |Nun-primary counselor deleted cell phone in mediated |Nut Cumpleﬂ
h | 12/0413|Task EDWARD GREENSLIT |Non-primary counselor changed email address in mediated UWORKS Mot E‘.umpleﬂ
show ACtua_ ) i A ) 1204113 |Task EDWARD GREENSLIT |Nen-primary counselor updated the home phone in mediated Mot Cumpleﬂ
7. Enro”_m_ent in a service will S_hOV\_’ in the 12104113 Service EDWARD GREENSLIT [Assessment
description the date the service is entered. 12/03113|3ervice CounsebrWeb  |UIWeeky Claim
8. A prOfilEd claimant exempted by staff will dISp|ay 1201113 |Service Counselor Web | JobsMoGov Self Job search
in the Results column overwriting the word 1726/13)Service Counselor fieb __JobstloGov Self Job search
pOSSible 111261 3| Service Counzelor Web Ul Weekly Claim
9. The date will be the appointment date the profiled 1128713)Service CownseorVieb _}Job Referal M
claimant was to report for profiling. 5 Pt Lis

i

10. If the system sends the profiled claimant to ES as
a No Show, the results column will display the
NoShow overwriting the Possible. The date will
be the appointment date the profiled claimant
was to report for profiling.

Ul Profiler No Show

1. The No Show designation will appear on the
Seeker History Screen overwriting Possible in the
results column. No Show will occur 5:00PM the
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Frlday of the report in week. Seeker Services | Change History Notes Payments FSD Load Infurrnatiun] Exit Snapshot ] Core Info ]
. . . . — Nirnlav Ontinns Counts Training Weeks
2. When a profiler is listed on the No Show list, V Service History ¥ Tasks ¥ Alerts DWD Referrals 0] Placements| o] Remedial{ 0
. . T v Correspondence v Appointments [+ Enroliments ines ’
Self Referrals: Srvices: -14 Occu patnunal:
he/she will not be enrolled in profiling No Show ¥ Wiorishop otes 7 WSL Referas v FSDWorkStatus | | B_% cerateh Pa m_ﬁ
list will be sent to Functional Leaders and :;EUCJ’REAMW V' EUC0B-13 Activiy ¥ RIS Activty MPOYTRETEas: ' O
. . Waivers otal:
Supervisors every Monday morning from Central T [y e P—— .
Office. 051101 |Service BRANSON CAREER CHUI Four Week Report ﬂ
04/07/11 |Service BRANSON CAREER CRUI Four Week Report
3. Notes may be accessed by the Notes Screen 03/11/11|Service BRANSON CAREER C{UI Four Week Report
<\,l1:_l,L ﬂ 0310111 |Service KELLY FENDER Initial Azzessment
< or from the Seeker History Screen Tab- 03001711 [Service KELLY FENDER  |Job Search Activity
Notes entered from other screens will be stored 03001111 |Service KELLY FENDER __[iitial Assessment
h 0310111 |Service KELLY FENDER Initial Azzeszment
ere. 03/0141 |Enrolment KELLY FENDER WA DISLOCATED WORKER CORE Close Date:10/7/2011 Counselor:Batch Process |System Clo
03/0111 [Workshop KELLY FENDER WIN Quick - BRANSON CAREER CENTER 'fes, Attend
0310111 |Service KELLY FENDER Workshop-Career & Skilz Aszessment
02/12M1 |Enrollment JAN KING WA ADULT CORE Close Date:10/17/2011 Counselor:Batch Process [3100000004]  |System Clo
021811 |Service BRANSON CAREER CRUI Four Week Report
Enroliment Ul - Profiling Close Date: 11 Counselor:BATCH_USER
3 Prit List
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Ul Profile/ WPRS

Questions or Concerns regarding Worker Profiling:

Contact:
Robert Ruble Donna Vandegriff
robert.ruble@ded.mo.gov donna.davis-vandegriff@ded.mo.gov
573-751-3754 973-751-2225

Questions or Comments regarding this desk aid, contact:
Stephen Sowder
stephen.sowder@ded.mo.gov

573-751-2816
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