MISSOURI

Veteran Quarterly Report Desk Aid

NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display

field help.

This desk aid will cover how to use Toolbox to track the veterans you are serving
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DVOP

Toolbox can be used to answer the below three questions. This information can be obtained through the Case Management search in Toolbox

1. Total number of veterans enrolled in Local Case management in Toolbox?
2. Total number of veterans enrolled in VR&E in Toolbox?

3. Total number of veterans who became job ready this quarter? (this will include those who you did not need to case manage as well as those
you did)
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Enrollment Numbers (Question #1 & #2)

Local Case Management

1. Click CM Search icon

File Edit Mawvigation Utility MO Utility Window Help
POHABRLAFORAIVEDSVIERNEG BFSGKG S « » @

=

12-22-14
Mis=ouri Reentry Program (MRP})

The MRP program has been inactivated in Toolbox, we are not longer required to track
the program within Teolbox. If vou have guestions please contact Robert Ruble at

robert.ruble@ded. mo.gov

Record: 1/1 ||
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| %] Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search IE\
File Edit Mavigation Options Ulility ility Window Help
2 | H 5
@@ﬁa@ﬁ@#& %¢$B’Elﬂ@§+€%lﬁl4 i
i@CaseIlziiacgementSem:h
General |A;:|diﬁona||
2 CM Status-Active. CM Status: T ~ Enrolment Type: Actual |
Counselor| STEVEN BUTTS Ipri... =l Service:
3. Counselor-Defaults to staff who j Referral 5";“:‘*]_ * Programs ' x|
. . L= .
is logged in (Steven Butts) E : 5T Clear Al
_ = _ | | Findj
4. Primary, Secondary or Both- L |5 3 Kz Search
ragrams -
Change to both Trade Adjustment Assistance
MName Primary Counselor | Office | Team | Titl Ul - Profiling i
5. Double Click in Enrollment I | |US Probation and Parole J .
o VETS-Gold Card ||
Type ~ | 6 ]
r 1 win Acult [ _ILI o,
bl | . |4 r -
6. Choose Veteran r ] H
| | Eindl DK I [_:ancell ||
7. Click Ok button I u
I_ |
I~ | g |
r 171
~ | | .
Total Records: 0] Number Selected: |
Destination:|szeker Info Tab ] -uSelect Al | L DeSelect Ali ﬁ Prirt Repartl % Print List | Excel |
Use drop down box to search for active or inactive cases
Record 1/1 || | | =05C= |

DWD Training April 2015 Page 4




8. Tab out of the Employment Type

field (Not shown)
9. Choose Category

10. Click Ok button

File Edit Mavigation Options Utility MO

| £ Toolbox 2 (Test) Powered by Oracle1lg - Case Management Search

Utility Window Help

PORBRLAOHIVACSVIMBE BEHCKSE « » M
@Casellmagemeﬂﬁem
General | Additional |
CM Status:|active = | Enroliment Type: [t [actua ]
Counselor:| STEVEN BUTTS |Both = Service:|
Team: Cat ﬂ i
Office: | Veterans Only
Region: | Mo Notes last 30 days FI Clear Al
: No Tasks last 30 da |
County: FIHE‘% o Hn;frvioes I—SD E:WS E'E Search
| All History
Catagory
Name Gold Card City Phone
I 9 Local Case Management
||: Mational Guard Employment Program
~ VAVR &E (Chap 31)
I VRAP Case Management
=
r a | o]
=
'l Eindl QK I [_:ancell
n
- i

Total Records: o] Number Sele

cted]

Destination:|sceer Info Tab

Enter enrollment type, double click far LOV.

I
|| i Sek DeSelect Ali 9 Print Repon| 3 Print List | Exccel |

10

|Rec0rd: " | |

. |Listofvaiu... |

<08C=
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Case Management search is now set to
look for

e Customers who are active for
Case Management

e Where Steven Butts is either a
primary or secondary counselor

e That are currently enrolled in
Veteran\Local Case Management

11. Click Search button

| £:| Toolbox 2 (Test) Powered by Oracle11qg - Case Management Search
File Edit Mavigation Options Utility MO Utility Window Help

oo e=

PORBRAAOAIVEATSVIFEEG BECKSR « » @

@Case Management Search
General l Additional l
CH 5tatus:|,¢\c1i-.re ﬂ Enroliment T}rpe:|‘-.-‘et&rﬂn Actual j
Counselor| STEVEN BUTTS |Both x| Service:|
Tearn:l ﬂ Referral Ser'.rioe:|
Office;| | Date:l— _l— [ Veterans Only
Region:| | IE No Notes last 30 days F Clear Al
County:| x| [~ Pending Soft Exit in 30 Days - :3 ;ka?o:: tl%a }:ays E‘EI Search
[ Al History
Name Primary Counselor | Office | Title City Phone 11
-
-
=
-
-
-
-
-
-
-
~ .
Total Records: 1| Number Selected] |
Destination:| < ceker nfo Tab +|  -RuSelectAl | L DeSelect AII| L Prirt Report | g Print List ‘ Excel |
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12. Search indicates O (zero)
customers enrolled in Veteran-
Local Case Management. This is
okay, remember the DVOP
makes determination on who
they local case manage.

VR & E

13. Double click in Enrollment Type
14. Choose Veteran

15. Click Ok button

=

[£]| Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search E@
File Edit Mavigation Options Ulility MO Utility Window Help

PORBAAOALITVABSV/E ] 13

L BECKSE « » @

‘@Case Management Search
General | Additional |
CM Status:|active ;l Enroliment Type:|\eteran - Actual j
Counselor| STEVEN BUTTS |Both =] Service:
Team: | Referral Service:
Office: x| pate] 1] | : =
Region: =l | X1 |ciear an
LRI = [~ Pending SoftExitin 3010 . Search
Find|%
- b |Programs 2]
Name Primary Counselor | Office | Team | Title
i Trade Adjustment Assistance
1 |UI-Profiling
| | US Probation and Parole J
I~ | o | VETS-Gold Card
I | 14 ]
| T hana s =
I— s i I 4
I Eindl oK I Cancel |
I | 12 |
I | | 1
I | I | | ]
: | — L=
Total Records|  W0| Number Selected; of
Destination:| s seker Info Tab | Select Al | L DeSelect Al' o Print Repc-rtl g Print List | Excel |
Query Returned no Rows!
Record: 1/1 | | | | |<0sC> |
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Case Management search is now set to
look for

e Customers who are active for
Case Management

e Where Steven Butts is either a
primary or secondary counselor

e That have a Actual Veteran\VR
&E enrollment

16. Tab out of the Employment Type
field (not shown)

17. Choose Category

18. Click Ok button

|| Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search
File Edit Mavigation OQOptions Utility MO Utility Window Help

PO LAFOMI VA VEIRFEEA BEECKS® « »m

@Case Management Search

General | Additional |

CM Status:| Active i Enroliment Type:!m IActuaI j
Counselor:|STEVEN BUTTS |Both = Service:
Team: = | Referral Service:
Office: K3 Date;l—_l— I Weterans Only
Region -l F No Notes last 30 days ' Clear Al
No Tasks last 30 days —
County: Category X|| ™ No Services ISD o ?E Search
™ AllHistory
City Phone

Name Find|%

Catagory

o)

Gold Card

Local Case Management

YRAP Case Management

1 | 5

Eindl oK I E_)ancell

-
-

-

-

| | |Mational Guard Employment Program

o 17
-

-

-

-

-

Humber Sefecied] |

Seeker Info Tab

| et Seledl Al | L DeSelect A|1 o Print Repm|$ Print List | Excel |

Choices in list 5

Record: 111

: 18
... |ListofValu._. | |<li I
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Case Management search is now set to look for

e  Customers who are active for Case
Management

o Where Steven Butts is either a primary or
secondary counselor

e That have a Actual Veteran\VR &E
enrollment

19. Click Search button

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Case Management Search
File Edit Mavigation Options Utility MO Utility Window Help

POCABPRAOHIVACSVIFEE BFECKSE « » @

=T -

¥ Case Management Search
General I Additional l
CM 5tatus:|ﬁcﬁ-.re j Enroliment Type:|Veteran
Counselor:| STEVEN BUTTS |Both_> Service:|
Team:| ﬂ RefenaIE‘vervioe:|
Office| | pate] 4
Reginn:| j
Cnunty:| j

[ Pending Soft Exitin 30 Days

[ Veterans Only
[ Mo Notes last 30 days
[ Mo Tasks last 30 days

[ Mo Services [3p days
[ AllHistory

=

F Clear &1

E‘El Search

Primary Counselor | Office | Title City
-
-
=
-
-
-
-
=
-
-
-
Total Records: o] Humber Selected] |
Destination:|ecker nfo Tab ~|  iSelect Al | T4 DeSelect AII| g Print Repart | b Print List | Excel |
Record: 111 =0SC=
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20. Search indicate 11 customers
enrolled in Veteran-VR & E

|£:| Toolbox 2 (Test) Powered by Oracle11g - Case Management Search

File Edit Mavigation Options Ulility MO Utility Window Help

POMBRAFOAIVACGSVIFRHNABEEKSE « » @

=N Hoh =

¥ Case Management Search
General | Additional |
CM Status:| A ctive ;I Enrolment Type:|\eteran IAduaI j
Counselor| STEVEN BUTTS |Both | Service:
Team: LI Referral Service:
Office: LI Date:l—-lm [ weterans Only
Region: | ™ Mo Notes last 30 days I Clear Al
County: x| [~ Pending Soft Exitin 30 Days u ﬁ;?wﬁt%ai B Search
ys (| =SS
™ Al History
Name Primary Counselor | Office | Team | Title City Phone
v} STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C/STOCKTON .
7 [ sttt STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C/SPRINGFIELD T
IVl |ss ausem STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C|CLEVER 537167 TR
[V | #wr s we w0 |STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C|LAKE OZARK ¥ 7108
V| [sung e== STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C/SPRINGFEELD T
7| |mssnmm =cpn o STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD ClNDGA £07 400 40
7 | cmme STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C|PURDY T
¥ |#aetson STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C|/SPRINGFIELD 107 s O
7| |ttt Sman STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C/SPRINGFELD 1 tae
7] |mne o STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C/SPRINGFEELD 0010 e
7| [ sumes acmm STEVEN BUTTS | SPRINGFIELD CAREER CENTER | SPRINGFIELD C{ALDRICH T -
Total Records: Number Selected| 11|

Destination:|seeker info Tab

w|  -itpSelect Al | "L DeSelect .ﬂ.li g Print Repnr‘tl i Print List | Excel |

Click in box to select a specific case

Record: 1/11 | |

<0sC=
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Job Ready this Quarter (Question #3) Creating a Reqgister

To track this we will use the Register function of Toolbox. Create a Register for each quarter. Once created simply add job ready veterans to the appropriate
register.

Building Register by |/ Tpalbgg (Test) Powered by Oracle 119 [E=8(EE X

Quarter wigatigp [ 110 Uty Window Help
rid T T BusinessManagementReport| €5 o S R @ EIH G S « » B0

'@Main Employer Contact Summary
' Move Employer
Employer letters
Move Job Order
Delete Job Order
_____ Information Cards
Me: Info Card Mass Entry
12 Seeker Partial Entry el

Ji Groups
2 |
Th Daily Job Order n Toolbox, we are not lenger required to track
questions please contact Robert Ruble at

1. Click Utility

2. Choose Registers
' petitions
ro

NEGS

Mass Layoffs

Workshops
Edit Tool

|
P Pext Message ’8 Cloze

Record: 11 =0SC=
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| £ Toolbox 2 (Test) Powered by Oracle 11g - Registers EI@

File Edit Mavigation Utility MO Utility Window Help

PORBRAOHITARS2VIFEG BRHCKSE « » @

3. Register-This field displays the {HRegisters
title of the register. — Register Searc ¥ p—
Title: : 5 Joffice: 6 8
4. Code-This is the code for the l 3 | | 4 | | | MFH: M
register, This means nothing in ) | | | *
— Registers
Toolbox it is a left over from * * * * * _
Register Code Type Office Active | Inactive | #10 |#Emp | #Skr
Utah. —
. : | | | |
5. Type-This is the Type of Register [ | | |
it is. There are five types. | | | |
[ | | |
6. Office-Indicates the office the | | | |
Register is tied to I I I I
7. Active-Date the Register became I I | |
active. i | I I
8. Inactive-Date Register became l | | | “
inactive Self Service Registration Step: Self-Service Search 51ring:|
& Print | Expart | + Add |z’ Clear |& Delete ‘ (fj? Save | 3 cancel |’B Cloze ‘

Enter Register Title to search for
Record: 11 =05C=
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10.

11.

12.

13.

14.

15.

Give Register a name
Make up a Code

Double click in Type field
Choose Other

Click Ok button

Double click in Office field

Choose the Office you are
working in. (If you are
assigned to more than one
office and want to keep who
you are working within each
office separate you will need
to make a register for each
office.)

16. Click Ok button

17. Enter Active date

18.

If you wish you may enter an
Inactive date. | do
recommend this for the
quarterly registers. By setting
an inactive date you will not
need to go back and clear
veterans from the register.

Y Registers

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

PORBAAFOMRITARSVEIREE BISCKSE « v @

r— Register Seggeh

=)

— Registers

--- Office:
v —

141718

v

Register

SPRINGFIELD JOB READY VETERANS JAYJHOLIHOIHG 1

Reaister Types x|

Type

li " Offices x|
Find|% [ Find%
Type S b
‘".Tsrksite Learning - [Office =
Schools | . |ROLLA CAREER CENTER
Rapid Respanse | . |SEDALIA CAREER CENTER
Programs . |SIKESTON CAREER CENTER
12 15 Bl SPRINGFIELD CAREER CENTER
.':ler\ | ﬂﬂ | J 5T|_ CHARLES CAREER CE|NTER Jﬂ
4 »
i ‘ o | AT ‘ | Eind ‘ OK | Cancel | 7
Self Service Rel f : 1 —
¥ 1 [
13 =
= T e alu] Ear = 2IETe Ve MCE ose
Print Export =4 Cl Delet 5 16 | Cl
Register Type
Recaord: 111 .. |Listof Valu... =05C=
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19. Register information is now
populated for October 2014
thru Dec 2014 for the
Springfield Career Center
LVER. Itis set to go inactive
Jan 15, 2015 this gives the
LVER two weeks to pull his
numbers for the Oct — Dec
quarter.

20. Click Save button

Follow steps 9 thru 20 to add
additional registers for the remaining
quarters.

-

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

PORBALAOHIVARS2VERBEEG BECKSE <

'@ Registers
Register Search
Title:| Code: Office:| E‘El Search
I Include State Registers
19 ‘egisters

SPRINGFIELD JOB READY WETERANS JAYJHOLIHOHO

SPRINGFIELD CAREER CENO1/01/15|04/15/15 -

Active | Inactive | #J0O |#Emp | #Skr

Self Service Registration Step: Self-Service Search 5tr1'ng:|

g Print ‘ Export ‘ & Add ‘ﬂ Clear

‘&Delete I 20

Register Title
Recaord: 11

=05C=

@ Save

‘ 3 Cancel |’B Cloze |
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21. Register has been added for
January 2015 thru December
2015. You can add as many
quarters as you wish. Notice |
inactivated each register two
weeks after the quarter ends.
This allows you time to pull
your report and will
automatically remove the
register from the Veteran’s
record when the register goes
inactive.

22. Click Close button

| £:| Toolbox 2 (Test) Powered by Oracle 11g - Registers
File Edit Mavigation Ulility MO UHility Window Help

=3Il =

PORBARAAOALIVACSVvEIFEEG BRFCKSE « » @

'@Reg’sters
r— Register Search
Title:| Code; Office:| E" Search
— | [ Include State Registers
21 Ilegisters
Register Code | Type | Office Active | inactive | #J0 |#Emp | #ske
SPRINGFELD JOB READY VETERANS JAI[JHOLIHOHO |Other |SPRINGFIELD CAREER CEN|01/01/15[04/1515 =
|SPRINGFEELD JOB READY VETERANS AP .KLKJHLIKH |Other |SPRINGFIELD CAREER CEN(04/01/15[07/1515
|SPRINGFIELD JOB READY VETERANS JUL[JHJHJKHNK]  |Other [SPRINGFIELD CAREER CEN|07/01/15[10/15/15
SPRINGFIELD JOB READY VETERANS OCJUHUH:UJHN | SPRINGFIELD CAREER CEN10/01/15|01/15016

F
| 221~
Self Service Registration Step: Self-Service Search Strin g:|
& Print ‘ Export | + Acld ‘Z’ Clear |& Delete | @ Save | 3 Cancel |’B Cloze |

Mumber of Employer Records Attached to Register
Record:; 4/4

=03C=
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Job Ready Veterans this Quarter (Question #3) Adding Veteran to a Reqgister

1. Navigate to the Veteran’s

record

2. Click Des Job tab

| £ Tool

g - Seeker

File Edit

10 Utility  Window Help

P VERSVIEFRE BESCKSE « » @

=) e ]

@Seeker Screen - [AM A EXAMPLEE#H 4 3113) | STEVEM BUTTS (417)887-4343
Find Seeker Seeker Info ‘ Des Job Trtlel Edu/Cert l Work Histﬂryl Referrals l Core Enroll l Other l Scratch Padl Sve Referrall Adv. Query
[~ Name and Address Information WMaiing Address; Street Address:
i | [EXAMPLE 1234 E. MISSOURI STREET |
Phone Numbers | |
Home|(573)555-1234  Celbf(573)111-2345 [SPRINGFIELD [Mc [s5801 | [
Work| Other:| Bad Addrezz/  Homelesz| | Emailiamannexample@training.com
— Personal Information — Seeker Status
Date of Birthd 09/01/1994 Age] 20 | [V searchable Status _ Date Last Update Workkeys ID:
l_ o s Emp Exchange:Active  |[04/20/15] 04/20/15
Gender] F AETESUME | case ManagementActive Next Appt: Time
— Weteran Information ul Ele!1 ear Beg Dt Inactive | | Wext Task:
vet Status:fv - Regular =] Transition: - Dislocated Date: | 'EB
Actual Enroliments Possible Enrollments
Job Contacts:|

[+ Recently Separated
[ Served in Campaign

Served From| Served To |
030172012 |UB.-'III1!2III14 -

[ Print on Summary (Resume) | | .

Bpp 1043123140196
DCN:

| - Trainee ID#
[ Service Ended by Disabliity —Earvices Provided
Date Type of Service Employment Counselor .
Branch;| =l || [o4/20m5|assessment STEVEN BUTTS -
Have you attended a TAP workshop Show Me Hera| 04/20/15 |D'VOP RESUME FREP STEVEN BUTTS
in the past 35 monthe? en - . 06/02M4 | Assessment DOMNA HARDY
Status Verified| 04/04/11|Job Search Activity KURTIS "RIDGE” KENNON -
Source: |Cuunselur Web | [ Partial S’Beker ‘
 Restricied [ SSN Discrepancy " Deceased i) Wb nfo {% save X Cancel

Query Returned no Rows!

Record: 11

=05C=
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3. Double click in Registers field

4. Locate and select the Register

you wish to assign the veteran
o

5. Click Ok button

1
-

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

— Address Information

File Edit Mavigation Options Utility MO Utility Window Help

PORBALAOMHIVESSVERBEER BECKSE | « » @

@Seeker Screen - |AM A EXAMPLE(fHHHE-3113)

| STEVEMN BUTTS (417)887-4343

Find Saekerl Seeker Info  Des Job Title I Edu/Cert l Work Histuryl Referrals l Core Enroll l Other l ScratchPadl Sve Referrall Adv. Query

Sle=]|

Query Returned no Rows!
Record: 1M1

| ﬂ = [elete

Served in Campaign

General Information
1234 E. MISSOURI STRE Home:|(573)555-1234 | Work] Age:| 20[09m111998 | (= Active{o4r2011s
Email|iamannexample@training. com Gender:l? | Inactive:|09/01/14
SPRINGFIELD Registers : |
hddress || |+ Case Managem.. [ UlBenef..
— Desired Job Titles — : |
Find| % ;
[O*NET Cade | SkilsTools | B
[11-1011.00 [Chief Execut|  [Redisters [Register code =] |Computer Literate =
i SPORLAN LAYOFF 20090 2,0l Technical Writing I
SPORLAN LAYOFF2 20090 . — Delete
4 Delei8| (Confiict anagement =
SPRINGFIELD MHW MHW 7 |Retail Sales J
r— Other Matching Informatll  |sPRINGFIELD MHW-HEARING3 MHWE
Salary:|vearty > r SPRINGFIELD MMW MW 7 = ;at:|7 - -
| Desired Counties to Work |
S SPRINGFIELD MMW-MTT3 MMWIT -
Cummlssmn.lT | | un:’? [ + add
4 »
Drivers Lic:l? uh:’T | —_—
r— Endersements Find ‘ oK | Cancel = Delets
- | - —— = nj N | —
riple Trailer || T |
SR i Clerical Test
| | 3
* Registers Information I"IetTyping:I:l Grﬂss:l:l Accuracy:l:l
+ Alcd 2|"-Recular ﬂ

=035C=

@ Save

| 3 Cancel ‘
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6. Register is now displayed in
Registers field

7. Click Save button

Repeat Steps 1-7 in this section to add
additional Job Ready veterans to your
Register

F-

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

[= ][ e

File Edit Mavigation Options Utility MO Utility Window Help

PORBALFOAIVARSVISEFRE BECIKSE « » @

@Seeker Screen - [AM A EXAMPLE(##HHH-3113)

| STEVEMN BUTTS (417)887-4343

Find SBekerl Seeker Info Des Job Title l Edu/Cert ] Work Histur_vl Referrals ] Caore Enroll ] Other l Scratch Padl Sve Referrall Adv. Query

— Address Information

General Information

[ Double/Triple Trailer | School Bus

Home:|(573)555-1234 | Work] Age: 09/01/1884 | (= Active]04/20/15
F_rn,ail:|iamﬂnn&xample@trﬂining.cum Gender:l? ~ Inactive: 08/01/14
SPRINGFIELD [MC |a5201 Twitter Handle |
[ Pad Address || |+ CaseManagem.. [ UlBenef..
r— Desired Job Titles
|O*NET Code 0O°NET Title Exp |Last Worked| - | soolos | 8
|11-1011.00 |Chief Executives 80 | 2011 |Computer Literate 4 A
| | + Add Technical Writing I —_
| | — Dielete |Cunﬂict Management = Delete
|Retail Sales |
— Other Matching Information l_ l_
- 1 In School: Will Work Sat:] v
Salary]vearty _|]275,000 n Schoo ilwo [ Desired Counties to Work |
Commission:| N shits[p Schoolvears]  ywiworksun| v | 4 Aad
rvers Lie| £ Will Worki P Type of Degree] &4 pomestic Job| N | | —
r— Endorsements == Delcte
[ Air Brakes [~ Passenger Liﬂing:l? Live In:IT I e

[~ Hazardous Material | TankVehicle | Car Access v wil Relocate:

Registers
SPRINGFIELD JOB READY WVETERANS

eteran Information
e .'S.t.'=.ltu:?.:|\r - Reqular

Clerical Test
’:Jet T}rping:l:l Grﬂrs.s:l:l Accu rac:}r:l:l

{3? Save | 3 Cancel |

=

[ Servedin Campaign

Query Returned no Rows!
Record: 11

=05C=
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Extracting Job Ready Veterans using a Register (Complete Question #3)

Total number of veterans
who became job ready this
quarter?

1. Click Utility

2. Choose Registers

...................

- otieenti m MO Utility  Window Help

iyl ﬁ @ Business Management Report

Employer Contact Summary
Move Employer

Employer letters

Move Job Order

Delete Job Order

Information Cards

U
[ |+ e —

Me: Info Card Mass Entry
12 Seeker Partial Entry
Groups

Th Daily Job Order
' petitions
ro
NEGS
Mass Layoffs
Workshops
Edit Tool

[F=N HCR =

SYSHFHEG BHCKSE « »

n Toolbox, we are not lenger required to track
questions please contact Robert Ruble at

-

P Pext Message ’8 Cloze

Record: 11

=03C=
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3. Enter name of Register you are
searching for in the Title field

4. Click Search button

-

'@Re«g’sters

| 2| Toolbox 2 (Test) Powered by Oracle 11g - Registers
File Edit MNavigation Utility MO Utility Window Help

PORBRALPOHITACSVIEIRBE BEE

[E=N WOl =)

S ® 4 r

r— Register Search

Title:| SPRINGFIELD JOB

4

Code: Office:

[ Include State Registers

EEl Search

— Registers I

Inactive | #.J0 |#Emp | #Skr

Self Service Registration Step: Self-Service Search Strin g:l

g Prirt | Expart ‘ S A

| Zr Clear

| CE} Delete

| f‘j? Save

| 3 Cancel

| 'B Cloze

Enter Register Title to search for
Record: 11

=05C>
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| £ Toolbox 2 (Test) Powered by Oracle11g - Registers EI@

File Edit Mavigation Ulility MO Utility Window Help

PORBAAOHKAITVARSVIFEHE BRHCKSE « » M

-

5. Click on the Register you wish RS
i — Register Search
to view 'I'rtgle:|5PP.INGFIE LD JOB Code: Office:| E'El 6
6. The #Skr field show how many I | | Include State Registers
job seekers (veterans) are on — Registers ] r | ‘
the register. In this case 3 so Register Inactive
the answer to Question #31is 3 SPRINGFIELD |08 READY VETERANS APJHUJLIUY;O. SPRINGFIELD CAREER CEM04/01/15 071515 38
veterans became jOb ready |5PRINGFIELD JOB READY WETERANS JAI|HHUHHIHIHH |Other |5PRINGFIELD CAREER CEN|01/01/15|04/15M15 0 0 0
this quarter |SPRINGFIELD JOB READY VETERANS J.JL|.JKDHDUI-?D |Uther |SPRINGFIELD CAREER CEMNO7T/0115|10/15/15 0 0 0
|SPRINGFIELDJDB READY WETERANS UClJHNHDJH,D |Uther |SPRINGFIELD CAREER CEM10/01/15|01/15M86 0 0 0

|

. L. |
Extract an Excel Listing of [
individuals assigned to a :
|

|

register.

7. With the register you wish to
export selected click the
Export button

Self Service Regisirdwe

= Self-Service Search String:|

& Print | Export | + Al |Zr Clear |& Delste ‘ @ Save | 3 Cancel "8 Cloze |

Register Title
Record: 1/4 =03C=
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| 22| Toolbox 2 (Test) Powered by Oracle11q - Registers EI@

File Edit Help
i ?
& Registers
— Register Search
Title:| SPRINGFIELD JOB Code: Office] i575) Search
I Include State Registers
— Registers
Register | code | Type | Office active | nactive | 210 |#Emp | #5kr
SPRINGFIELD JOB READY VETERANS A7l Sl s LT 0 ‘R CEM 04/01/15 |07H 515 i 38
8. Job Orders and Employers is ISPF‘.INGFIELDJDB READY VETERANS J R CER E;Ej:; 1031: ;::; E E E
. SPRINGFIELD JOB READY WETERANS J. o R CER 5 55
gra}/Ed out (none tied to the |SPRINGFIELD JOB READY WVETERAN R CER|10/0145 | 01115018 0 0 0
register) [ m v [ Job Orders
) ) | ¥ Employers
9. Seekers is checked and active [ | Seekers 9
10. Click Export button [ | 10 l—l — cancel
| I ] I
Self Service Registration Step: Self-Service Search String:l
& Prirt | Export | + Al ‘Z{ Clear ‘a Delete ‘ @ Save ‘ 3 Cancel |'@ Close |
1] 1]
Record: 11 =03C=
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11. Click Open

Windows Internet Explorer

Size: 443 bytes
Type: Microsoft Office Excel 2003
From: sdecorap8015.state.mo.us

< Open

The file won't be saved automatically.

What do you want to do with E2457141_50006.CSV?

12. Enter your login Credentials

13. Click Ok button

Connect to sdecorap9015.state.mo.us
Connecting to sdecorapd015.state.mo.us

| User name

| Password

[7] Remember my credentials

& Save
< Save as
Windows Security @

0K

| | cancel
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14. Excel displays customer appid
id, name, & phone number

(Oin H - ® Microsoft Excel - = x
)
Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat
=4 - . = . *j ﬁj—,‘ | Eem Fx Feif || Z AutoSum ~ Lﬁ ‘
_j & Calibri 14 \|@/‘_| = Wrap Text General & j’_’f _’;‘ﬂ |:"| "] T O h
Paste B I = a I & Center ~ P ! s [[=:0@ 08/ Conditional Format Cell Insert Delete Format Sort & Find & Share WebEx
sl Al — || B Merge aCenter - ||| 8~ % o || %8 ) Formatting ~ as Table ~ Styles ~ - - - <2 Clear~  Fiter~ Select~ || This File =
Clipboard ™= Fiht [ Alignment [F Number ] Styles Cells Editing WebEx
| Al - * I | Register/Code: SPRINGFIELD JOB READY VETERANS APR-JUN/HUJLIUY;O.
i3] E2457141 50006 [Read-Only] _ = x
| 4 A B e D E F G H I i
1 |Register/Code: SPRINGFIELD JOB READY VETERANS APR-JUN/HUILIUY;O.
2
3 [Seekers
4 (AppID Name Home Phone Birth Date Status Searchable Counselor Office
3 3123778365 TESTER IV, JOET 12/1/1969 Inactive Yes
6 3123471980 TESTER X1, TESTEY T (573)555-1212 12/1/1969 Inactive Yes
7 3123140196 EXAMPLE, IAM A (573)555-1234  9/1/1994 Active Yes STEVEN BUTTS SPRINGFIELD CAREER CENTER
& |(Total:3
9
10
1
12
13
14

a
n
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LVER

For the LVER using Toolbox to maintain a listing of customer you are working with is going to be different. The DVOP is looking for customers
enrolled into some form of case management (Local Case Management & VR & E) for the LVER they will work with veterans who are enrolled in
local case management as well as veterans who simply needed a resume, interview assistance, or something else that is “simple.” For this reason is
will be difficult for the LVER to utilize the CM search to answer the below questions. This information can be obtained through using the Register
module in Toolbox.

1. Total number of job ready veterans referred by the DVOP’s for job development this quarter?

2. Total number of veterans who entered employment through your efforts this quarter?

Please keep in mind this is only options for you to use so you do not have to maintain paper to track who you are working with. If all Vet Staff do not
use this method then you will need to implement another method of tracking your customers.
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Extracting Total Number of Veterans referred by DVOP’s for Job Development this Quarter

(Question #

1)

Question #1 you can answer
using the DVOPs register for

Job Ready Veterans

1. Click Utility

2. Choose Registers

Information Cards

=
[ | rr—

- otieenti m MO Utility  Window Help

i ﬁ @ Business Management Report

Employer Contact Summary
Move Employer

Emplaoyer letters

Move Job Order

Delete Job Order

[F=N HCR =

SYSEFHE BEHCKSE « » M

Me: Info Card Mass Entry

12 Seeker Partial Entry
Groups

Th Daily Job Order
' petitions
ro
NEGS
Mass Layoffs
Workshops
Edit Tool

n Toolbox, we are not lenger required to track
questions please contact Robert Ruble at

P Pext Message

-

’8 Close

Record: 11

=Q5C=
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3. Enter name of Register you are
searching for in the Title field

4. Click Search button

-

'@Re«g’sters

| 2| Toolbox 2 (Test) Powered by Oracle 11g - Registers
File Edit MNavigation Utility MO Utility Window Help

PORBRALPOHITACSVIEIRBE BEE

[E=N WOl =)

S ® 4 r

r— Register Search

Title:| SPRINGFIELD JOB

4

Code: Office:

[ Include State Registers

EEl Search

— Registers I

Inactive | #.J0 |#Emp | #Skr

Self Service Registration Step: Self-Service Search Strin g:l

g Prirt | Expart ‘ S A

| Zr Clear

| CE} Delete

| f‘j? Save

| 3 Cancel

| 'B Cloze

Enter Register Title to search for
Record: 11

=05C>
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| £ Toolbox 2 (Test) Powered by Oracle11g - Registers EI@
File Edit Mavigation Ulility MO Utility Window Help

PORBAAOHKAITVARSVIFEHE BRHCKSE « » M

-

'@Reﬁsters
r— Register Search
5. Click on the Register you wish Title:| SPRINGFIELD JOB Code: Office| 5 6
to view lTl [ Include State Registers
— Registers I I ‘
6. The #Skr field show how many o | e
job seekers (veterans) are on SPRINGFIELD [|OB READY VETERANS APJHUJLIUY;O. SPRINGFIELD CAREER CEM04/01/15 | 0711515 i i 3N
the register. In this case 3 so |SPRINGFIELD JOB READY VETERANS JAI[HHUHHHHH  |Other |SPRINGFIELD CAREER CER|01/01/15 | 04115115 0 0 0
the answer to Question #1 is 3 |SPRINGFIELD JOB READY VETERANS JIL[JIKOHOUHO  |Other |SPRINGFIELD CAREER CEL|07/01/15 [10M5/15 0 0 0
|SPRINGFIELD JOB READY VETERANS OC[IHNHOJH;0  |Other |SPRINGFIELD CAREER CEL|10/01/15 |01/15/16 0 0 0

veterans referred by the
DVOP’s for job
development this quarter.

than one office you will need to extract
the information from each DVOP
register.

|
|
|
NOTE: If you are responsible for more I
|
|

Self Service Registration Step: Self-Service Search Strin g:l

& Print | Export | + Al |Zr Clear |& Delste ‘ @ Save | 3 Cancel "8 Cloze |

Register Title
Record: 1/4 =03C=
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Total number of veterans who entered employment through vour efforts this quarter

(Question #2)

Building Register by
Quarter

7. Click Utility

8. Choose Registers

Record: 11

i B S

(Test) Powered by Oracle 11g

m MO Utility Window Help

Business Management Report
Employer Contact Summary
Move Employer

Emplaoyer letters

Move Job Order

Delete Job Order

Information Cards

Me:

12

the
ro

Info Card Mass Entry
Seeker Partial Entry

Groups
di o P

) ——

Daily Job Order
Petitions

NEGS

Mass Layoffs
Workshops
Edit Tool

[F=N HCR =

SYSEFHE BEHCKSE « » M

n Toolbox, we are not lenger required to track
questions please contact Robert Ruble at

-

P Pext Message ’8 Cloze

=Q5C=
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9. Give Register a name

10. Make up a Code

11. Double click in Type field

12. Choose Other

13. Click Ok button

14. Double click in Office field

15. Choose the Office you are
working in. (If you are
assigned to more than one
office and want to keep who
you are working within each
office separate you will need
to make a register for each

office.)
16. Click Ok button
17. Enter Active date

18. If you wish you may enter an
Inactive date. | do
recommend this for the
quarterly registers. By setting
an inactive date you will not
need to go back and clear
veterans from the register.

|£:| Toolbox 2 (Test) Powered by Oracle1lg - Registers
File Edit Mavigation Ulility MO Ulility Window Help

PORBALAOALIVARSVIFHEEG BECKSHE « » @

'@Reg’sters

(o]l =] |

18 b Search
- | | | || | El|

— Registers

14 17
In egist
| A A

2
Code

r— Register Search
Title: n --- Office:
¥ v

Type

Inactive | #J0 |#Emp | #Skr

Register

LVER SPRINGFIELD PLACED JAN-APR HOUHIPOKH. |
| Reqgister Types x|

Find|%

Type -
Ii Warksite Learning

Schools

Rapid Response

Programs

o

H " Offices =]
! Fing|%
. |office =]
. |ROLLA CAREER CENTER
. | SEDALIA CAREER CENTER

. |SIKESTON CAREER CENTER
[l SPRINGFIELD CAREER CENTER
b S'Ii. CHARLES CAREER CITNTER hd
4 4

—
Find ‘ m Cancel ‘ | Find ‘ m Cancel | -
Self Service Re f ;g : -
| | | |
4 Print ‘ Export ‘ + I 13 I Y Clear |(_E} Delete | (% save I 16 IB”CE' ‘@ Close |

4|

Reqgister Type

Record: 11 ... |List of Valu...

=03C=
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19. Register information is now
populated for October 2014
thru Dec 2014 for the
Springfield Career Center
LVER. Itis set to go inactive
Jan 15, 2015 this gives the
LVER two weeks to pull his
numbers for the Oct — Dec
quarter.

20. Click Save button

Follow steps 9 thru 20 to add
additional registers for the remaining
quarters.

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

(o]l OS]

PORBRAOAEICAESVIEIRFEEG BECKSE « » I

‘@R&gsters
Register Search
Title:| Code: Office:| E'El Search
[ Include State Registers
19

Register
LVER SPRINGFIELD PLACED JAN-APR

HOUHIPOKH]

Active | Inactive | #JO |#Emp | #Skr
SPRINGFIELD CAREER CEN01/01/15| 04301 El

Self Service Registration Step: Self-Service Search Strin g:|

—
|a Delete Ii|_> @ Save

& Print ‘ Export ‘ + Add |Zr Clear | 3 Cancel |’@ Close |
1] 2]
Date became Inactive
Recaord: 11 =0SC=
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| £ Toolbox 2 (Test) Powered by Oracle 11q - Registers E@

File Edit Mavigation Utility MO Utility Window Help

PORBRLAOMIVAR22VEIREG BEBECKSE « » @
Y Registers

r— Register Search

Title:| Code: Office:| E'El Search

[ Include State Registers

— Registers
| Register | coge | Type | Office active | mactive | #10 |#Emp | #skr
=iy /ER SPRINGFIELD PLACED JAN-MAR  [HOUHIPOKHJ [Other |SPRINGFIELD CAREER CEN|01/01/15 04130115 =
. . . . 21 g £/qE
21. Register information is now |VER SPRINGFIELD PLACED APR-JUN  [JPOKNMJFK  [Other |SPRINGFIELD CAREER CEN|04/01/15 0715115
opulated the calendar vear R SPRINGFIELD PLACED JUL-SEP  |PIKJIHOIHO  |Other [SPRINGFIELD CAREER CER|07/01/15 [ 101545
pop y INGFIELD PLACED OCT-DEC  |KNLIKHOUM SPRINGFIELD CAREER CEN10/01115[0115/16

22. Click Save button

Self Service Registration Step: Self-Service Search String:l

-3 Print | Export | & Add |3’ Clesr |cf} Deletel 22
1] 2]

Record: 4/4 =05C=

i 3 Cancel "B Cloze |
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Adding Veterans to the
guarterly placement register
23

23. Navigate to the Veterans
record

24. As you can see there is no
veterans enrollment to tie this
Veteran to

25. Click on Des Job Title tab

¥

| £ Toolbox 2 (Test) Powere 11g - Seeker

File Edit Mavigation Optionsy Utility MO Utility Window Help

PO QS

Seeker Screen - syl i i 0g 0w d el g s

Find Seeker Seeker Info |Des.lu-b 'I'rtle| Edu/Cert | Work Histu-r}rl Referrals l Core Enroll l Other l Scratch P‘ad] Svec Referrall Adv. Query

wpiiet pod B ongs o e mplan

Pl ®ipniben 3

| Mo Primary Counselor Assigned

gt S ifiny

'] e -

[v Recently Separated
[~ Served in Campaign

Served From| Served To |
11162009 |DT;'D1I2014 .

Tirrat Bl

[= ][ =)

#HiPVAPSVEREBE BEOCKOSR « » @

Actual Enrolments

Possible Enroliments

erim o Ui | all i | WA T I b |_ |
s Whomn LT r— T o okl | g dir e fhee e e
— PErsonal inTormarnon — SEEKer S1aus
Date of Birth:| 03/01/1988 Agﬂ; [ Searchable Status Date Last Update Workkeys IDx:
. o Emp ExchangeiA