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(1) CaM$S

A Common Assessment (CAT 1 and CAT 2) must be created and uploaded into CaMS
prior to entry into ESCases.

(2) Accessing ESCases
Receiving the Invitation and Activating

An email will be sent to users to register for ESCases.

Follow the instructions to register for ESCases that are included for setting up your
account.

1. Click on the new email with the subject “You've been invited to ESCases”.

M Gmail €, Searchinma = Suie- @ @B B Googe
= & Compase

=

+ Note: The invitation to ESCases will expire after 24 hours. Ensure to open the
invitation and register for ESCases prior to the link expiring.



1. Click “Join Now.”

To get started, simply click on the "Join Now™ button to set up your
account and experience the efficiency of ESCASES firsthand. Please
note that this invitation will expire in 24 hours, so make sure to take
action promptly!

ESCASES is your all-in one performance management software. it
puts everything you need exactly where you need it.

Join Now —

2. Click the “First Name” field.

@ ESCASES

Register

dbf1fcb4-45fa-40d5-B090-b819f00ebcab

testi@escases.ca

test@escases.ca

Alreadv have an account? Sian Ind REGIST

3. Enter your “First Name” field.

% Tip! For consistency purposes, we recommend using your email as your
username.



+ If the information in the username field is changed, please review to confirm the
username and the spelling that is selected. The username cannot be changed

after registering for ESCases access.

4. Click the “Last Name” field.

Register

dbf1fc64-450a-4dd5-8b90-b819f00ebcab

test@escasesca

testi@escasesca

Already have an account? Sign In! REGISTE

5. Enter your last name.

6. Click “Register.”

Cases.ca

Casesch

e an account! Sign bn!



v" Note: A temporary password will be emailed to you. Copy your temporary
password.

7. Click the email with your temporary credentials.
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Ll 1 no-reply Your Temporary Credentiods

8. Copy your temporary Password.

M v - E - X soogie i
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9. Paste your temporary password in the “Password” field.

Managermient @S ESCASES

Al

Forget pamsweood? LOGIN

Dioa™t hanvee an acoouwnt yetT Sign Ul

10.Click “Login.”

Management @ escases
Login

test@escasesca

L

o pasme

Don't have an account yet? Sign Upl

11.Click the email with the subject “Your temporary credentials.”

12.Click “Login.”



glll

est@escases.ca
. =_

geét password?

n't have an account yet? Sign Up!

13.Enter a new password in the “Password” and “Confirm Password” fields.

@ ESCASES

Login

%

V)

PRI w———

Don't have an account yet? Sign Up!




14.Click “Login.”

wget password?

on't have an account yet? Sign Up!

You will be asked for your OTP-One Time password sent to your email.

@ ESCASES

L g

Farget passwwesrd?

Dhstt Fidi 38 S0l willT Sage LR
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15.Click on the OTP email with the subject “ESCASES-OTP.”

ey e
f FE
-

B
@

16.Copy the OTP.

BS

DEW

ger

Youwr passaond for Satane ogan =5 143247
Vo password for secee ogen = TBEITE

supporii@escases.ca

o =g -

Your pEsseord or Sacare kopan S 2558

e Reply ) ( = Replyss

¥ Forwsand

oW

Lt g
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17.Paste the OTP.

Fargel passwond

Dhon T Figres 3 SOOounil yal T Shye Usd

18.Click “Login.”

Login

Ferget patosward?

Dron't have an accow

201 | f 240

12



ESCases First Login

To Log into ESCases, complete the following steps:
1. Enter Your Username i.e., the email address that was used to create the

ESCases account.
2. Enter your Password.

Case
Management

Please use your credentials to login.

@ ESCASES

Login

=

Forget password? LOGIN

Don't have an account yet? Sign Up!

A one-time password will be emailed to you.

3. Enter the one-time password sent to your email account.

4. Click “Login.”

Case
Management

Please use your credentials to login.

G ESCASES

Login

To help protect your account, EScases will ask that you
complete a specific second step. Please check your
email for the OTP code. Once you obtain the OTP code

enter it into the text box below and click on login

OTP (One time password)

Forget password? LOGIN

Don't have an account yet? Sign Up!

13




(3) CaMS Reference Number

Preconditions: To link CaMS to ESCases, the common assessment Module 1 and
Module 2 must be completed and submitted to CaMS.

The Person Reference Number will be used to link ESCases and CaMS. To locate the
Person Reference Number:
¢ Log into CaMS.
Go to “Cases and outcome.”
Under “Short Cuts” click on “Find Person.”
The “Person Seach” page opens.
Enter the “First Name” and “Last Name” of the client.
The “Search Results” will be displayed.
Copy or write down the client reference number that appears in the “Search
Results”.

'CASE MANAGEMENT SYSTEM - SSM MANAGER APPLICATION _ O‘ Catherine Schmidt 9 v

Workspace Cases and Outcomes Tasks Calendar

Person Search X
Person Search

Register a Person

Register an Employer C 6
Register a Corporate Entity * required field
Find Person Reference Number
Find Corporate Entity Last Name First Name (]
Find Employer Date of Birth B lidentify As v
Find Educational Institute Display cases with
APPR Client Party ID ]
ATty SAMS Member ID 0
Cases v
Search Reset
Service Provider v
Search Results v

Refe APPR Client SAMS Memb:
First Name Last Name City Date of Birth Party ID en D ember

14



(4) CAMS Explorer

CaMS Explorer is one of the primary tools to help users what is happening in the
CaMS environment while also working within ESCases — all without logging into

CaMS!

% Tip! Opening CaMS Explorer in a new tab on your browser can help in switching

your view easily between a client profile and CaMS.

1. To open the left navigation, click on the three lines at the top left of the page.

S a wne- (@3 ESCASES

L Training Environment
Dashboards This platform is specifically designed to facilitate training activities.
<2
o . .
Add New IES Client Profile

Client

2. Select the CaMS Explorer from the left navigation menu.

A,

Employer and
Tramer

@
Client
Management

Q

Workshop and
Event

oo
0o

Mileage and

(10)
1 Catherine Schmidt

+ Add New B Export to Excel

15



3. Click "Enter the client reference number here” field and insert the Client Reference
Number from CaMS.

4. Click “Find Client”.

CaMS Explorer

Client  Employer

Select catchments

4614 | Catchment 1 X v 7738404 ‘ ‘ Q Find Client '

You can now view the client profile based on the information in CaMS. Remember that
this view allows you to see what's been synced into CaMS from ESCases in real-time.

{)
- _

4+ Note: If the client has been linked with ESCases, the “View Profile” link will be
enabled. Clicking the link will open up a duplicate tab which will take you to the
client’s case.

16



(5) Navigation
Duplicate Tabs

ESCases allows a user to open multiple tabs in order to continue working when
ESCases is syncing with CaMS.

To duplicate a tab:
1. Right click on the “Sandbox Case Management” tab.
2. Select “Duplicate tab.”

A second tab will open. Users can duplicate as many tabs as required.

+ Specific actions in ESCases may open up a duplicate tab (e.g. selecting “Client
Profile” in CaMS explorer).

& SAMDBOX Case Management
5 Mew tab to the right

Y] htips://Ires-sandbox.es
g PS:/ Add tab to new group

O Refresh ChrleR
Search
(O Duplicate tab Ctrl+Shift=K
Mawve tab to ,
[ ] ODSP Client 5P Pintab
La Open in sidebar

I:I General Populatio
E:|" Mute tab Ctrl+ M

[0 Send tab to your devices

EAP Detail
X Close tab Ctrl+\W

v The user can also copy the link and paste it in another tab.

17



Tab colour

Red tabs — sync with CaMS.

e Selecting “Submit” will upload and save information in CaMS and ESCases.
¢ Information will not save in ESCases if CaMS upload does not take place.

Grey tabs - do not sync with CaMS.

e Selecting “Submit” will save information in ESCases only.

(6) Add New Client

ESCases has streamlined the process for onboarding a new client. New clients are
entered into ESCases in the exact same way.

v" Note: Only Case-Managed clients will be entered into ESCases at this time.

The first step is to add/register clients in ESCases. The following steps outline the
process for adding a new client in ESCases:

18



1. From the ESCases screen, navigate to the left menu and locate “Add New Client.”

= Search .. Q| Name- @ ESCASES
2,'_ Training Environment
vdd Ne This platform is specifically designed to facilitate training activities.
lien
<2
g=
o= IES Client Profile
agement
My Clients - 37 ~ All years Start Date End Date
Calendar

The “Add New Client” page displays.

2. Click “First Name.”

Add New Client

S1, Participant Info

51 Name v Last Nama

Note

£ Service Plan / EAP

Sarvice Plan Number | EAP Status
Open

Program Sae 1D

IES v 3789A

3. Enter the client’s First Name.

19



4. Click “Last Name.”

~lient x
nt Info
Last Name
!
an / EAP
Jumbar | EAP Status
Open w
Sae 1D
v 37asA

5. Enter the client’s last Name.

6. Click the “Service Plan/EAP.”

Hote

£53 Service Plan/ EAP

Persq:.um Status

Select w Open

IES Site ID
S5338AA

intake Date

12/02/2024

Case Manager

Admurastrator User X

Employer Liaison
Calinre

20



7. Select “IES.”

9 Service Plan / EAP

Program Status
Select - Open
_ —
5338A4
intake Date
12/022024

Case Manager

Agdministrator User X

Employer Lisison

Select

« Tip: Leave the "Status" option as open. The "Site ID" field can also be left with
the default value as the system will auto-populate with your Site ID.

8. Select “Submit.”

21



You have successfully added a new client profile.

22



(7) Linking a Client Profile with CaMS

Linking is the most critical step in ensuring your client profile is in sync with CaMS. Linking
is typically done after a Common Assessment has been completed and the client has been
assigned a Client Reference Number in CaMS (Person Reference Number).

1. Navigate to the client profile.

B

2. Click “Link Profile.”

() Link Profile

23



3. Click the "Client Reference Number” field.

Tt ———

You are attempting to Link this client's profile to that in CaMS. This will download all the
CaMS information with the given Client Reference Number and save it under thes client.
Please go through all the steps to understand and agroe to how the data will be
downloaded and saved. If everything is comect. click "Link Profile® to finalize the Link.

Clhent Reference Number_ C

Ihe Client Refe Client Reference pre w
: Bh ¢ Number is required e collection of

()

4. Insert the “Client Reference Number” from CaMS.

Step 1

You are attempting to link this client's profile to that in CaMS. This will download sll the
CaMSs information with the given Clent Reference Number and save it under this clent.
Please go through all the steps to understand and agree to how the data will be

downloaded and saved. If everything is correct, click "Link Profile™ to finalize the link C

Cliort Referonce Number
7731794

O

™

24




5. Click “Next.”

6. Select which data to download from CaMS.

+ Note: By default, all client profile items from CaMS will be downloaded into
ESCases.

25



» ALERT! If you do not want to overwrite the data you already have in ESCases,
please be sure to make the appropriate selection:
e Overwrite from CaMS, or
o Keep current.

7. Click “Next.”

Review the EAP Details

» ALERT! The next phase of linking a profile with CaMS addresses all EAPs found
in CaMS - this includes closed and active EAPs.
> By default, any active EAP found in CaMS will overwrite any active IES EAP

found in ESCases (case notes are still retained from ESCases when such an
overwrite takes place).

» Ministry guidelines are such that only 1 active EAP for an IES client can exist at
any given time.

Please wait while the sync takes place. The following message will display:

“Congratulations! You have successfully linked the profile”.

26



8. Click "Finished."

g
s
.

Lanp il iata Fos 1os baioamtidy bbnl Pu o ite (B3 Faah

9. You have now successfully linked a client profile with CaMS.

Qs

-
" s
- B e— -
: [T— -

B
a |= I — - =

- — -
'y = -

=
T —

-
4 -
- - Bo
_*
u .
=
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(8) Upload a Document to a Client Profile

v" Note: The “Documents” tab is used to upload any relevant documents to the client
file. The documents uploaded are not synced with CaMS.

1. Navigate to the Client profile.

2. Click “Documents.”

e
) Q

EAP Detail Qutcomes Checkpoints Documents

3. Click “Upload Files.”

L) Link Profile

0

77 Upload Files

Tags Action

28



4. Click “Upload from Computer.”

a
& Upload Files

D C

Upload from Computer

Tags
=2 Email
)} Copy Link

) Oy '8

« Tip: “Copy Link” can be used to send a link to the client. The client is able to upload
documents directly to the “Documents” tab.

5. Click “Document Type.”

Upload Documents x
Documgnt Type
Select v
- C

29



6. Select the appropriate document type.

VWU LULUITIETIL A
Docurment Type
Select v
Paystub

Letter from Employer

7. Click “Select Files” and choose the appropriate file from your computer.

Upload Documents X
— Docurment Type -
Receipt x v
Tags
Selec v

30



8. Click “Submit.”

File Size & Format Requirements
* File Size: 20 MB manimum
+ File Format: JPG, PNG, GIF, DOC, DOCX. XLS, XLSX, PDF

Please ensure your file meets these specifications before uploading.

- ‘ LJIIL:.I ‘

9. Your file has been successfully uploaded to the client profile.

Wb avetire

I

31



(9) Add a New Case Note

% Tip: Not only do case notes help you comment on client interactions, but they also

appear visually in your "Task Management" summary as a "Client Last Contact" pie
chart.

1. Clicking on the three lines in the right-hand corner will produce a list of options to
download the data.

Client Last Contact @
This pie chart represents the last contact activity

your caseload. Click on the pie chart to view the
data

90+ days: 0 (0.0 %)
60-89 days: 1 —|

(25.0 %) \ lI

o Exclude clients with outcomes

2. Clicking on a section of the pie chart or number of days will provide a list of clients
who fall under that category.

Client Last Contacted Within 15-29 days [ Export } X

iR - A - 17MA9 4 - el 3
15/04/2024  Action Date: 4/15/2024 Anticipated Completion Date: 4/17/2024 Communication Type: ® Add Note

. 22 days None Description; Client is going for job interview Comments: Will update on results
Personal Ref: 7737899

Showing 1 to 1 of 1 entries 5

]




To Create a Case Note:
1. Navigate to the client profile.

2. Click “Case Note.”

EAP Detail Outcomes Checkpoints t Case Note

Va Flintstone 01/01/1979

3. Click “Add New.”

;) Owverwrite Data from CaMS

() Link Profile

) Export to PDF




4. Select “Communication Type.”

Add Case Note - Wilma Flintstone

Sernce Flan Created

SP 239 - (IES) v 08/09%2023
Communication Type Activity Type

Select w Setect

MNote

5. Select the appropriate “Communication Type.”

Add Case Note - Wilma Flintstone

Service Plan Crested

SP 239 - (IES) g 08/09/2023
Commmwnication Type Activity Type

Select ~ Select

Text

Virtual

In-Person

6. Click “Activity Type.”



Add Case Note - Wilma Flintstone

Service Plan Created

SP 239 - (IES) 08/09/2023

— Communication Type ——————————— Activity Type

Note Eelect

Apprenticeshap

Arrange for Support

Attended interview/Update

Career Coaching

Career Exploration
Communication/Advocacy (OW/ODSP)

Cover Letter

7. Select the appropriate “Activity Type.”

e Plan Created
39 - (IES) v 08/09/2023
wrnecation Type Acuwvity Type
v petect v
Follow-Up

General Update/ Follow up
Help with forms & computer
Intake/Needs Assessment

Interview Prep

Interview Techniques

cp



8. Click the “Note” field.

Service Plan Created

SP 239 - (IES) o 08/09/2023

Communication Type Actraty Type

Note

9. Fillin your comments in the “Note” field.

10.Click “submit.”

Actrvty Type

rding work preparation

You have now successfully created a new note.



To print a list of notes:

1.

Client Info

Task | Outreach

Start Date

Click “Export to PDF.”

EAP Detail  Qutcomes  Checkpoints  Documents  Case Note

$+ C e lah M trhina Neatwaorl oo rive
L Support ob Matching NETWOrK LOgS 1 nrive

()

® Add New ‘ [ Export to PDF
End Date Reset

Under “Downloads” Select “Open File.”
A list of Case Notes for the client will be displayed.

Notes in ESCases must contain factual information and not personal viewpoints

or information not related to the client’s employment activities. Case-Note

standards include:

e Accuracy - Notes accurately reflect interactions, assessments, and outcomes.

e Clarity and Objectivity - Use clear, concise language. Maintain objectivity and
avoid biased or judgmental language, subjective interpretations, or
assumptions.

e Documentation of Consent — Document informed consent, note any changes
or updates to consent.

e Outcomes and Closures — Document any goals achieved, referrals made and
recommendations.

Please refer to the standard operating procedures for direction on inputting notes
in ESCases.



(10) Add a Task

Using the task function is an effective method for handling items that are time critical.
Tasks can also be assigned to clients so they too can receive notifications from the system
regarding time sensitive items.

+ Note: “Thrive” is currently not used by London Regional Employment Services
(LRES). Do not use “Thrive Task” when creating a “New Task”.

Navigate to the client profile.

1. Click “Task/Outreach.”

Outcomes Checkpoints Task | Ovtreach

Jata from CaMS

2. Click “Add New.”

+? Link Profile

SDwnite 3

Status Actions



3. Click “Action Date.”

Action Date Antopated Completan Date

Completed Date

Su Mo Tu We Th Fr Sa

emnal usage)

17 18 19 20 21 2 23
24 25 28 27 28 20 D

Assgn to Lsers Send task to client

{ +~ Disable Reminder 1

4. Select the appropriate start date.

= Action date is the date the task should start. Task reminders will start to generate
email reminders beginning on the action date and terminating on the anticipated
completion date or when the completion date is entered. The “Disable Reminder” tab
can be used to disable the daily notifications.

5. Click “Anticipated Completion Date.”

sk x
. Anvopated Gompletion Date
)23
Qory Completed Date
an
s (This comment section is for your internal usage)

Seend Uask 1o clent




27T 28 20 W N 1 2

¢ 23 % rjils

tion is for your internal usage] 10 LL 12 13 “ 15 16
17 18 19 20 21 22 23
24 25 26 21 28 29 0

Send task to clent

b None

7. Click “Task Category.”

New Task

Actson Date

08/0%2023

Task Category

Select ~

Actson Descrpton

Comments (Thes comenent secton s for your nternal usage]

Assign to Users

Select the appropriate “Anticipated Completion Date.”

Artsopated Completon Date

22/09/2023

Compileted Date

Send etk 10 Clent



8. Select Appropriate Category.
New Task

Action Date Antstipated Completion Date

08/09/2023 22/09/2023

Task Category Completed Date
Belect v

Follow up

Thrive Task

Comments [This commemt soction i for your internal usage)

Assign to Users Send task to client

Thomas Chad X v None

9. Click “Action Description” field.

U Dwabie Sermnder

D Detault to 7 days
Comtiern

10.Fill in the description.



4 Note: The standard reminder period is set to 7 days. Users assigned to tasks will
get daily reminders through email and within ESCases notifications, starting from
7 days prior to the "Anticipated Completion Date" and continuing up until that
date.

11.Click "Submit.”

|
|
|
|
\
|
n I



To View the “Task Management” area:

1. Click on the three lines to open the left navigation bar.
2. Select “Task Management” from the side navigation bar.
3. The “Task Management” page will open.

Task Summary Milestone Check Points
i Pending Click on expander to see all. 1, 3, 6 and 12 months
Dashboard:
Pending 1 Overdue

Overdue

2*‘ ter Client Profile Activities

Adid New Clien Completed 2712 ¢

— ere's an o

7\ Dave Beckham

P
My Assigned Task f\DB/}
Pending
77N daisy duck
(DD)
Overdue \DD)
Completed (/D!D\) daisy duck
S
82
Employer and
Trainer

Client Last Contact Client Profile by Stage

4. Default is “Task.”

The following information can be viewed under task management:

Milestone Check Points

. Click on expander to see all. 1, 3, 6 and 12 months

Task Summary

Pending

Pending Overdue 2 Rejected
Overdue 3/7 —_—
Completed 27 Client Profile Activities

Rejected

verview of your recent activities with job seeker profiles, giving you a historical perspective on your past lient

Clien

Resubmission

Here's an overview of your recent activities with job seeker profiles, giving you a historical perspective on your past

client interactions.

My Assigned Task /FM\ Finlay Marsh

Pending K /
/ \ Cleveland Barkle
Overdue ( CB | Edi T 024 2:34
"
Completed
/ \ Cleveland Bark ey ,
‘\CB/‘ Edi r 024 2:34
1. Clicking on the status (pending, overdue, completed) will provide a list of clients.
2. Clicking on a client name under “Client Profile Activities” will open the “Client Info”

page.

3. Additional reports can be found by clicking the three lines on the right of the “Client
Last Contact”, “Client profile by Stage” and “Client Profile by EAP Status”.



Select “Performance” to view various reports by stream such as:

e Clients by Stream

e Employed at Outcome

e Job Seeker Retained by Employer Overtime

e Unable to Contact Client

¢ Client Satisfaction by Specialized Population

o Life Stabilization, Employment assistance, Specialized Services, Skills
Development, Job Attainment Supports, Job Retention Supports

¢ Income Supports,

e Hiring by Sector

e Budget Tracking

e Number of Clients in Service

e Employed at Outcome by Specialized Population

e Number of Clients Employed by Month

e Early Exits

e Skills Development

Employment Assistance Services

Permissions

+ New section

Additional reporting can be viewed by selecting “Performance.”

%

Dashboards

Add \Jc\:-CU:-r, @ J¥ QJ KQ\ @
g=
o= 17 0 111.1 3/3 0] 100
Manages 0
100.00 %
Calendar Clients By Stream = o Include Clients Who Work Less Than 20 Hours Per Week
Tml;"ems; 8 Employed At Outcome

- 6
2
Employer and 8 N 5 (50.0 %)
Trainer -
g € P
2 6 w4 4 (40.0 %)
o 5 - H -

f Clients



The following information can be viewed under “Performance:”

Number of case managed clients.

Average time clients are in service.

Employment attainment.

Number of staff completed training.

Number of referrals outside SP network to community partners.
Number of self-employed clients.

% client satisfaction with services at outcome.

% client satisfaction with services at 12 months.

Charts are available for the following:

Clients by stream.

Employed at outcome.

Job seeker retained by employer overtime.

Unable to contact client (1, 3, 6, 12 months).

% client satisfaction by specialized population at outcome.

% client satisfaction by specialized population at 12-month outcome.
Life stabilization, employment assistance, specialized services, skills
development, job attainment supports, job retention supports.
Income source.

Hiring per sector.

Budget tracking.

Number of clients in service.

Employed at outcome by specialized population.

Number of clients employed by month.

Early exits.

Skills development.

Employment assistance services.



(11) Create an EAP, Sub-Goal, Planned Item with
the EAP Assistant

The EAP Assistant will take you through the creation and activation of an EAP,
inclusive of adding Sub-Goals and Planned Items in a two-stage process.

1. Navigate to the Client Profile.

.
[CIEEEN o —— ) -
Paul Drew

I - i - o

2. Click “EAP Detail.”

.
Do EEEmEETEETT

J2araes Faul

e Clisme Surmmary

FTETRES



3. Click “Create EAP.”

¥ Client Profils

0 C23 £ ST N
ol -

Clisnt Info % t EAP Detasl Dulicomes Checkpoints

Thare & currently no EAP. Would you Ukos 1o oreste onaT _

Expecting to see something? Clack here L) Owerwrite Dats from Calts

The EAP Assistant will display the following guidelines prior to adding the EAP.

EAP Assistant

Step 1

Prerequisite

In order to create a new Employment Action Plan (EAP), please ensure that the following are true.

Click "Next" if you are ready to continue.

Guidelines

» The EAP DOES NOT exist in CaMS yet, and that you are trying to initially create the EAP now.

» The Person/Client DOES already exists in CaMS and can be found using the client reference number

» ESCASES has Client Reference Number field filled out under the Client Info tab

» A brand new Common Assessment (which generates a CA Number) has been submitted and is not already attached to

an existing EAP.

4. Click “Next”.

NEXt



The EAP Assistant will display a form to complete the details to generate the new
Employment Action Plan (EAP).

v" Note: Ensure the Service Delivery Site is entered, or an error message will display.

5. When presented with Common Assessment (CA) details for the client, Click “Next.”

The EAP Wizard has two stages: Creation of the EAP then adding and activating the
EAP with sub-goals and Plan items.

The creation of the EAP will put you in a queue to upload the details into CaMS.

‘Sending request to CaMs
Successfully sent with Package 202 | Batch 284 | Request B053381711453795168

EAP Creste  CaMS is processrsg the FAP creston

« Tip! You can multitask within ESCases while the progress modal is displaying
your place in queue by working in another tab.



Once the first phase has completed (EAP number generation), you will be asked to
progress forward by adding sub-goals and plan items to the EAP.

6. Click “Next.”
Step 3
Creste Eap
v L v

essfully created in CaMS. Click "Next" to generate your Subgoal and Plan item.

-- G

7. Click “Select Sub-Goal."

EAPF Assistant
Step 4
Create Sutr-Goel
v v v L ]

Ploase select all the subgoals you want to be a part of this EAP. Multiple selections are allowed
Click "Naxt” if you are ready to continue

Selact Sub-Goal

Belect

Employment Assistance Services

Jobseeker Financial Supports

Employer Financial Supports

Skills Development - Ministry Delivered Programs
Skills Development - Other

Retention




8. You can add multiple sub-goals by selecting them from the “Select Sub-Goal."
menu.

Step 4

Creste Sub-Gost

o o 4 L ]

Please select all the subgoals you want to be a part of this EAP. Multiple selections are sllowed
Click "Next” if you are ready to continue

Select Sub-Goal

Emgployment Assntance Services X

9. When you have selected all your sub-goals, click “Next.”

Creste Suby Goaal

- - ®

ant to be a part of this EAP. Multiple selections are allowed
e



10.Select the “Planned Items” from the sub-goals you want to add.

Please expand the subgoal and check all the different planned Rtems you wante
Click "Next" if you are ready to continue

Sub Goal Name

Employment Assistance Services

0 Job Coaching
Job Search
Volunteering
Emplayability Skills Training
Provision of SSM In-Service Self Employment Services

Custom Basic Plan ltem

11.Multiple Planned Items can be selected.

Client Counselling

Sub Goal Name

Jobseeker Financial Supports

( Name

0 Job Seeker - Act dation Needs - Assistive Devices and Ada
O lob Secker - Acc dation Needs - Job-Specfic Communicatc
[ Job Seeker - Accommodation Needs - On-the-Job Supports

[ lob Seeker - Diagnostic Assessment

| Job Seeker - Certification Charges

™ Lok Canbar - Arark Fradantisl ar Dread sl A A r




12.When all “Planned Items” have been selected, Click “Next.”

n Skills Training

#nfrequent Child Care

nt-Related Transportation

hing andlor Grooming

nt-Related Specasl Equipment and Supplies
1 of International Academic Documents

1 Hardware

The EAP status will update to “Active” when the EAP Assistant is completed.

Successfully senmt with Package 293

EAP Update : CaMS is processing the EAP update

m m | SO




Once the EAP Assistant has been completed, a success notification will display.

13.Click “Finished” to exit the Assistant and your screen will refresh the EAP details.

An active EAP with Sub-goals and Plan Items has been successfully created.

e

@ Eicitis ——
9 £ I C ——
— Paul Drew
; o EPSas G | S
4 —
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R
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4+ Note: additional subgoals can be added at a later date, if required by selecting
the “Add New” button in the “Subgoals” section under the “EAP Detail” tab.



Subgoals

Outcome Prerequisite

The pre-employment plan items defined for the Employment Action Plan must be completed. Case status must be D(@]
Active. Employment Goals must be defined. c

To Add An Qutcome:

+ Navigate to the "Outcomes" tab. Click on the "Create Outcome" button to get started. Ensure Outcome guestionnaire

are completed, and all applicable responses must be defined. This includes responses to the outcome satisfaction

+ Additional plan items can be added at a later date, if required by selecting the
“‘Add New” button in the “Plan Item” section under the “EAP Detail” tab.

Plan Item /\

Quick Guide for Financial Document Submission

* To upload documents to Cams, first submit your plan item details by clicking the "Submit" button. After a
successful submission, a cloud icon will appear on the right side of the plan item, allowing you to upload

relevant attachments to CaMS.




(12) Reactivate a Closed EAP

Preconditions:
e A new common assessment must be created, assigned, and processed (submitted
into CaMS).

e Aprevious EAP is closed in ESCases or is closed when linked to ESCases.

The following steps are to be completed to open a new EAP:

1. Select “+EAP” tab next to the “Employment Action Plan”.

e - . | Las “
aner T EAP Creation Date '

22/05/2024 (33)days ago CAMS Member [0

SAlVIS Viember 1L

<
+ Holdzrs

| ast rontart: 22/05/7074 (37) daysagn
b@\ Client Detail
janin} .
ent £5] Employment Action plan —— Date of Death
agement Select a plan from the st below Fomale -

Filter
T hen G pliur L f Bi

»
{

I ‘ 0505/1995
7527003 M



The “Add New Employment Action Plan” page opens.

4dd Mew Employment Action Plan X

Status
( Open w

— Program

IES W
Service Plan Mumber Site 1D

46144 b
Intake Date
24/06/2024
Case Manager

w

Employer Liaison
Select v
Job Coach/Client Success Specialist
Select v

2. Ensure the Site ID is correct.

3. Click “Submit.”

Add New Employment Action Plan X

Program Status
( IES W ( Open v

Service Plan Number Site ID

46144 hd

Intake Date

24/06/2024

Case Manager

w
Employer Liaison

Select v
Job Coach/Client Success Specialist

Select w




4. Click on the “EAP Detail” tab and select “Create EAP”.

Client Info Interventions Service Plan EAP Detail Outcomes Checkpoints Documents Case Note Workshops | Ever
Metwork Logs Thrive Case Audit
e,
There is currently no EAP. Would you like to create one? ‘ Create EAP '
N

Expecting to see something? Click here: () Overwrite Data from CaMS

The EAP assistant is displayed.

5. Follow the steps to create an EAP as outlined under the section : Create EAP,
Sub-Goal, Planned ltem with the EAP Assistant.

Closed EAP’s can be viewed and accessed under the “Employment Action Plan” section
on the left.

1 Employment Action plan + cEapP

Selaect a plan from the list belows

Filter Y

No EAF L= ] o I

EAP Mumber

7527003 [ 1es | ciosea .

EAP Mumber

cescases.calapnstask-manaocement/default



(13) Upload a Document and Complete a
Financial Support Planned Item

Uploading an attachment to a Financial Support

v" Note: To upload documents to Cams, ensure the plan item details were
submitted by clicking the "Submit" button. After a successful submission, a cloud
icon will appear on the right side of the plan item, allowing you to upload relevant

attachments to CaMS.

1. Navigate to the client profile.

[SEEEE - —— [
Paul Drew
= 0
2. Click “EAP Detail.”
Paul Drew
Client Info ! ] EAP Detail Outcomes Checkpoints
End Dat

Company Contract Date Start Date



3. Locate the Sub-goal with Planned Item that you need to upload a document to. Click
the chevron to expand the Sub-Goal.

4. The “Cloud” icon will display once the Planned ltem is exposed.

e cll-




5. Click the “Cloud” icon to begin the process of attaching the required Planned ltem
document.

+AddNew A

6. Click “Upload New File.”

._';': . v Pt

Upload New file

Upload Existing file

@



7. Click on the “Description” field.

Upload document

Document Type

Receipt

8. Insert the description for this attachment.

+« Tip! The description is extremely important as it will accompany your attachment
directly to CaMS.

9. Click “Select Files” and choose the attachment for this planned item.

Receipt

Togs

>etect

Description

This description ks important as it will accompany your attachment directly in

CaMs, 9 @




10.Click “Submit.”

File Size & Format Requirements
* File Size: 20 MB maximum
* File Format: JPG, PNG, GIF, DOC, DOCX, XLS, XLSX, PDF

Please ensure your file meets these specifications before uploading

When the CaMS Upload begins, the entire screen focus will highlight the action.




> Alert! While the upload is occurring directly into CaMS, the screen will display a
primary focus on this action to signify the importance.

11.A “success” notification will display when the file is uploaded into CaMS.

Success
Uploaded the file successfully: image (2] png

Document Type

Receipt v

Tags

Select v

Description

This description will accompany your attachment directly into CaMS)]

°®

12.Click “OK.”

7

image (2) png
Completed
10572K8

» Size & Format Requirements

* File Size: 20 MB maximum

* File Format JPG, PNG, GIF, DOC, DOCX, XLS, XLSX, POF
ase ensure your file meets these specifications before uploading.




The new attachment can be seen in the Attachments section.

}-‘gf&.

Management

Y

CaMS Explorer

@

Workshop and
Event

00
00

Mileage and
Expense

Job Seeker - Accommodation N/A N/A
Needs - Assistive Devices and
Adaptive Technology

14254161

image (2).png X

Employment Assistance Services

v Note: To see the details, click the attachment link.

Completing the Financial Support Submission

1. Click the chevron to expand the rest of the planned item.

Invalid date



2. Click “Caseworker.”

5338A

Not Started

3. Select the appropriate Caseworker.

Sopheap Hok

Not Started

Ready for Review



4. Click “Actual Start Date.”

General Information

Plan ltemn Name

Job Seeker - Accommodation Needs - Assistive Devices and Adaptive Technology

Caseworker ID

IAATO18464

Actual Start Date

Actual Cost

HST Amiount

Paid Date

Rationale

5. Select the appropriate “Start Date.”

@ March 2024
Su Mo Tu We Th Fr Sa
Client
Management

25 26 21 28 2 1 2

(0 10 11 12 13 14 15 16

CaMS Explorer
17 18 198 20 21 2 23

24 25.2? 28

Workshop and R—
Event

00



6. Click “Actual End Date.”

Catrworkor

Sopheap Hok

Status

In Progress

Ready for Review

7. Select the appropriate “End Date.”

Su

25

24

3

Mo

n

18

March 2024

Tu

27

14

21

28

Fr

16



8. Click the “Actual Cost” field.

ar and Job Seeker - Accommodation Needs - Assistive Devices and Adaptive Technology

her 1D

IAATO1B464

Nders 26/03/2024

9 0
3
mt HST
ment
0

9. Insert the appropriate cost.
v Note: The actual cost is the total cost of the item, including HST.

10.Click the “HST Amount” field.

IAATO1B464

Holders 26003/2024

Lost
s Lo

Jent
gement

r

-

Explorer

v

ihop and Comm
sent

11.Insert the appropriate HST Amount.



12.Click on the “Paid Date” field.

A

Stake Holders

g
Client
Management

CaMS Explorer

Workshop and
Event

3 4 5 6 7
10 11 12 13
17 18 19 20 29

3

Pasd Date

1

Rationale

Comments

24 25.2? 28
1 2 3 4

15

13.Select the appropriate “Paid Date.”

A

Employer and
Trainer

AR

Stake Holders

@
Client
Management

Y

CaMS Explorer

O

March 2024
Su Mo Tu We Th
25 26 271 28 29
3 4 5 6 7
M0 n 12 13 W
17 18 _19 20 2
24 25 . 27T 28
M 1 2 3 4
Pad Date
Rationale

Fr

stive Devices and Adaptive Technology



14.Click the “Rationale Field.”

dUIUNEULS

A9 100
&

(7 26/03/2024

CaMS Explorer

Q

Workshop and
Event

15.Insert the appropriate “Rationale.”

v" Note: Rationale should be detailed and explain why it removes a temporary barrier
for the client. Please include enough information for the approver to determine why
the item is required. The Rationale has a maximum of 500 characters that can be
supplied.

16.Click the “Outcome” field.

5338A
Sopheap Hok

26/03/2024

Completed

Ready for Review



17.Select the appropriate “Outcome.”

5338A
Sopheap Hok

| End Date
tual End ate

26/03/2024

Not Attaned

Cancelled

18.Click the “Ready for Review” checkbox.

Sopheap Hok
26/03/2024
Attained

Completed

Ready for Review



19.Click “Submit.”

Actual Start Date
@ 26/03/2024
Client
Management Actual Cost
100
6 MHST Amount
0
CaMS Explorer
Pad Date
26/03/2024
Q Rationasle
mhn:m A rationale for this particular client support.
nu Commen
00 N
Mileage and
Expense

The planned item will be uploaded in CaMS. You will be placed in queue while the upload
takes place.

CaMS Update

We've sent your update request to CaMS. it's in progress. the fields will be locked. Feel free to work on
another tab while you wait for it to

You are now first in the queue




20.When the submission is completed, click “Close.”
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(14) Early Exits

1. On the client page, click “EAP details.”

Clientlnfo ~ [nterventins ~ ServicePlan ~ EAPDetal  Quteomes  Checkpoints  Documents  Case Note  Task | Outreach  Placements  Client Support

?@:-Ma:-:hing Network Logs ~ Thrive ~ Case Audt

2. Scroll down to “EAP Details.”

EAP Detall) i

EAP Reference Numbes Closed Date Self Service Initiated

7526000 s

CA Reference Number ———  —ClentSteam Employer At Entrance Reference Number
H CALLIZSO Veew | giram A

Clignt Reference Number

7738410

Chatye Current Employer Name

Active

Cwner 1D Referred In Employer At Outcome Reference Number

|AATO19158 EQ - Employment Service Provider v



3. Click “Status.”

£AP Detail e v
EAP Reference Number Closed Date Self Service Intiatad
7526990 Select v
A Reference Number — Client Straam Emplayer A Entrance Reference Number

) CA1113260 View Stream A
Client Reference Number Current Employer Name e
7138410 Select
Qwner D Referred In Employer At Qutcome Reference Number
|AATO19158 EO - Employment Service Provider v

4. Change Status to “Closed” or “Active - On Hold.” Close Service Plan screen
displays.

Close Service Plan: 7526990

— Closure Reason
Select...

Closure Rationale (1000 char. max)

5. Select a “Closure Reason.”



(15) Add a New Employer

> Alert! The Employer details must be first entered in CaMS. ESCases can only
retrieve Employer details from CaMS. Current Ministry API for Employers is one-
way only. Creating an employer in ESCases will not upload Employer details to
CaMsS.

> Alert! A new version of this is currently being developed but is not yet available. It
is anticipated that full two-way syncing will be implemented in Q2 or Q3 of 2024

v" Note: Section “Linking an Employer in CaMS” will document the steps to
find the employer reference number in CaMS.

1. Navigate to ESCases navigation bar.

2. Click “Employer and Trainer” in the left Navigation window.

2

(

CaMS Explorer



3. Click “Employers.”

@ Employers

Dashboards ’ )
Trainers

ET

i

o=
Task
Management

5

Add New Client

4. Click “Add New.”

KPI Snapshot

®

Thomas Chul




5. Click the “Pencil” to edit.

=Y

6. Click “Registered Legal Name” and enter the business name of the employer.

Info

Employer Detail

7. Fillin all remaining relevant details.



8. Click “Submit.”

Job Posting

Assign to
0A

Employer and
Trainer

ﬁ‘
Client p
Management g

¢

CaMS Explorer

Q

Workshop and
Event

You have now successfully created a new employer profile.



(16) Linking an Employer with CaMS

To Locate the employer reference number in CaMS:
e Navigate to “Cases and Outcomes.”
Open “Short Cuts.”
Select “Find Employer.”
Enter the employer information under “Employer Search.”
Copy “Employer Reference Number” from the “Search Results” list.

Employer Search

c &

* required field

Employer Reference Number Business City london

Trading / Business Name Registered / Legal Name

Include Employers with

Include Employers with . )
‘0 d " Trad

Liquidated Trading Status L] penedin errorfrading L]
Status

Search Reset
Search Results (Number of Iltems: 4 out of 4) v
mployer
_— Trading / Registered /

Reference
Number

Case Reference Business City Last Updated Trading Status

Business Name Legal Name

18/04/2023

> Alert! Anew version of this is currently being developed and should be live in Q2
of 2024 where full two-way syncing will be implemented.

Navigate to the Employer Profile that you want to Link with CaMS.



1. Click “Actions.”

Q isusis

Catgas brm Tomwan ' e

The Peegi Soee

2. Click “Edit.”

Employer Liaison

i



3. Click “Overwrite Data from CaMS.”

e

Tota ber Empl Cory
tal Nun mplo ranch

Pr »d Language

Pref d Communica

4. Click “Employer Reference Number.”

Overwrite Data from CaMS

You are attempting to download the current Employer Profile data in
CaMSs to overwrite the e ing Employer Profile dota in ESCASES
Please ensure that the employer reference number is comect. Are you

sure Wwant to do this 7

Emplayer Reterengd Nuitwer




5. Click “Overwrite.”

You are attempting to download the current Employer Frobile data in

CaMS5 to overwrite the existing Employer Profile data in ESCASES

Please ensure that the employer reference number is correct. Are you

sure want to do this 7

Employer Reference Number

10241174035

You have successfully linked the employer’s profile with CaMS.

Hencil Store

s

Frrcs e The Eeres Sazee agallrans “

- B s P Bt Ty balE el

e Preget

FRED | OFar sk e S Sy sk gt Snmem e Thetebgrs [

[ — T, T Dewre ] -

et - T, ¢ L TN -



> Alert! Ministry APIs dictate that employer profiles in CaMS are not continuously
synced with ESCases. Changes made in ESCases do not reflect in CaMS. If you
want to update an employer profile, please do so in CaMS and repeat Step 4
onward from the above steps to update the changes in ESCases.

v" Note: The employer can be assigned to a staff member. The default is “My
Employers” which allows you to view the employers you created in ESCases.

Changing the default to “All Employers” will allow you to view all employers for
your location.



(17) Create an Outcome for a Client

1. Navigate to the client profile.

. .

> Alert! There are several conditions to be completed prior to completing an
Outcomes such as ensuring all Subgoals and Planned ltems have a "Completed"
status as well as having all four of the EAP Goals from the CA fulfilled (Goal
NOC, Goal Hourly Wage, Goal Work Hours, Goal Employment).

1. Click “Outcomes.”

Paul Drew
Client Info EAP Detail Outcomes Checkpoints
7526445 CA1113000 Sopheap Hok 26/03/2024 N

Inclusion Group v EAP Outcome

Newcomers



2. Select the appropriate “Outcome Date.”

R

Stake Holders

)
Client
Management

CaMS Explorer

Workshop and

Cuitcome Date

March 2024 Date is required

Su Mo Tu We ™ F Sa

0 11 12 13 4 15 6

17 18 19 20 21 2 23

empioyed or both?
24 25 21 B8 2 0

Aa 1 2 3 4 § 6

3. How many jobs do you currently hiwe?

3. Click the “Employment Situation” field.

|

Job Posting

AR

Employer and
Trainer

AR

Stake Holders

o
Client
Management

”

Outcome Date Qutcome Reference Nurr

26/03/2024
Outcome Date

26/03/2024

EAP Rafaronce Numbar

7526445

Employment Situation

Select

1 Are you currently worlong at a job or business?

Select

1 Are you currently working as an employee. self-employed or both?

Select

N/A

ber

Current |

N/A

mployment



4. Select the appropriate “Employment Situation.”

Ig 26/03/2024 N/A
Job Posting o
26/03/2024
,Q‘Q EAP Reference Numbsr
7526445
Employer and
Trainer
Employment Situ.
Q\Q Client is oyed at 20 hours or more per week
Stake Holders Client completed all pre-employment activities in EAP but is not employed
Client completed all pre-employment activities in EAP but is employed below 20 hours per week
E‘ Client is employed at another employer at 20 hours or more per week
Cliort . i
Management

5. Click the “Are you currently working at a job or business?” field.

o e
U _{. ome _ )'.r'
26/03/2024
. < g 7526445
Employment Situatar
3\ Client is employed at 20 hours or more per wiek
Stake Molders 1. Are you curteptiympiking at a job of business?

’E 4 Are you currently workng a3 an employes. self -employed or both?

Client
Management

i How many jobs do you currently have



6. Select the appropriate answer.

Sk i EAP Reference Nu
Employer and

Trainer 7526445

’Q\Q\ Client is employed at 20 hours or more per week
Stake Holders 1. Are you currently working st a job of business?

oy -
Client No
Management

¢

CaMS Explorer

Q

7. Click the “Are you currently working as an employee, self-employed or both?”
field.

EHIpAUYRE dind

- 7526445

Client is employed at 20 hours or more per woek

R

Stake Holders 1 Are you currently working at a job of busine
Yes
Q,
4 Are you currently worlong as an employee. self-employed or both?
Client
Management
Iy iy
CaMS Explorer
w st 3 il

Y



8. Select the appropriate answer.

Femployment Sauater
Q Client is employed at 20 hours or more per week
Stake Holders 1 Are you currently working at 3 job of busingss
Yeos
F 0‘\
1 Are you currently worlong as an employee. self -omployed or both?

Client

Management

(0 Self-employed

CaMS Explorer

Y

Workshop and

Event m],.:‘...:.'l.-.l YOU WOk ir

4. How would you describe the work you 00 |Le. your job Utle”

9. Click the “How many jobs do you currently have?” field.

Employer and

Tramer b
£ you CL Ly w ; ar . f-employ
R ——
Stake Holders
a1y {
4
Cliont 4 How would you describe the work you do e your job title?

Management

CaMS Explorer



v Note: Should your response to Question 3 (How many jobs do you currently
have?) be one or more, it is mandatory to fill out the Outcomes Jobs section of the
questionnaire for each job held. Please complete additional Outcomes Jobs
questionnaire for every job you report.

10.Click “Add New.”

+) Add New

11.Input the appropriate number.

oA,

Employer and Yes
r e e

(Q:’} Employee
4

Stake Holders

[

03

S

CaMS Explorer

v Should your response to Question 3 (How many jobs do you currently have?) be
one or more, it's mandatory to fill out the Outcomes Jobs section of the



questionnaire for each job held. Please complete an additional Outcomes Jobs
questionnaire for every job you report.

12.Click “How would you describe the work you do (i.e. your job title?).”

" Trainer Employee

” =

Stake Holders

°

Client 7271 | Cabinetmakers

Management
7281 | Bricklayers

7282 | Concrete Finishers

<‘> 7283 | Tlesetters

CaMS Explorer

13.Select the appropriate “NOC.”

Employer and
Trainer Employee

- =

Stake Holders

@«1

Client
Management

72721C
Irir4l®

abinetmakers

7281 | Bricklayers

7282 | Concrete Finishers

<° 7283 | THesetters

CaMS Explorer
7284 | Plasterers, Drywall Installers and Finishers and Lathers



14.Click the “How would you describe the sector you work in?” field.

‘mployer and
Trainer
4 How would you descnbe the work you do (Le. your job title7)
‘_} 7272 | Cabinetmatkers
Lake Holders 5. How would you describe the sector you work in?
Solect
0
10. When is the Last Ume you were unemployed?
Client
Aanagement
(9 Outcome Jobs
aMS Explorer

15. Select the appropriate sector.

4 How would you describe thoe work you do fie. your job titleT)

,Q\ 7271 | Cabinetmakers
2
Stake Holders 5 How would you descride the sector you work in?
'E‘ 999999 | Unclassified Establishment
Client
Management
311352 | Confectionery Manufacturing from Purchased Chocolate
(‘7 311824 | Flour Mixes, Dough, and Pasta Manufacturing from Purchased Flour
CaMS Explorer 315220 | Men"s and Boys" Cut and Sew Clothing Manufacturing
315249 | Women™s and Girls" Cut and Sew Clothing Manufacturing
Q 315241 | Infants’ Cut and Sew Clothing Manufacturing
Workshop and 315281 | Fur and Leather Clothing Manufacturing

Event e



16.Click the “When is the last time you were unemployed” field.

9\;)\ 7272 | Cabinetmakers

Stake Holders 5 How would you describe the sector you work in?

311351 | Chocolate and Chocolate Confectionery Manufacturing from Cacao Beans

@ 10. Wihen i the Last time you were unemployed?
Client

Management
((7 QOutcome Jobs

CaMS Explorer

%

Workshop and

Event
Submit
ECr Al

17.Select the appropriate date.

,Q.% Su Mo Tu We ™ Fr Sa

Employer and 2% 2 271 8 2 1 2
Trainer

3 4 5§ 6 7 8

=]

ut job titleT)

10 11 12 13 W 15 16

(Q\Q' 17 18 9 20 20 2 2
Stake Holders !
24 25 271 B AN W0
jonery Manufacturing from Cacao Beans
o N1 2 3 4 5 6
2 U % #1018 IE WS UMe YOU WeTe UempDiDyeo’
Client

Management



18.Click the “How many times have you changed employment since you were last
unemployed” field.

0 hours

19.Insert the appropriate number.

Client is employed at 20 hours
or more per week



20.Click the “Are you currently attending a school, college, university,
apprenticeship, or other training program” field.

1 at 20 hours

No

21.Select the appropriate answer.




+« Tip: The questionnaire in Outcomes vary as they are guided by conditional logic.
This means certain questions will only appear based on specific answers being
supplied. If yes is selected to this question, answer the additional questions
required.

22.Click “How satisfied are you with the service you received” field.

Response required

23.Select the appropriate answer.

Completely dissatisfied
Dissatisfied

Neutral

Satisfied

Completely satisfed

Prefer not to answer



24.Click the “Are you looking to change your current employment in foreseeable
future?” field.

1

Calendar
1
=
Are you lockeng to change your current employment in foreseeable future
Job Posting
Employer and 0
Trainer
Not Sure
QQ v hat your howrly wage (r scfing Lips and commisseons), before Laxes and other deductions? wage?
Stake Holders 0

25.Select the appropriate answer.

:

Calendar
1
|EE
Are you looking b —— urrent employment in foresoes
Job Posting
QQ\
No
Employer and
Trainer
Not Sure
Not Sure
Q% Wkat your hourly wageo (e g tap 3 T na), bofore taxs
Stake Holders 0

Prefer not to say

Ao



25.Click the “Excluding overtime, on average, how many paid hours do you
usually work per week?” field.

55 1

Calendar

|
' ¥ M £ f
Job Posting
No
Q\Q Excluding overtsme, pn sverage. how many pad hours do you usually work per week
Employer and 0
Trainer
Not Sure

’Q_% What is your hourly wage (including tips and commissons), before taxes and ath

Stake Holders

I ’OOQ‘ Prefer not to say

26. Input the appropriate answer.

27. Click “How would you best describe the nature of your job?” field.

Al b -
Not Sure
Stake Holders 20

Pref
? Q efer not to say

Client w Woudd y descri ] 3 1t
Management
Permanent Job
(9 Seasonal Job
CaMS Explorer

Temporary, Term or Contract Job [Non-Seasonal)

Q Casual Job
Other (Specify)




28. Select the appropriate answer.

Not Sure

Stake Holders
20

Prefer not to sa
PQQ. y
Client Howw w yous best describe the nature of your job
P.-".,;n.x_;cr-'.vrnt

Permanent Job

fo Seasonal Job

CaMS Explorer
Temporary, Term or Contract Job [Mon-Seasonal)

Q Casual Job

Other (Specify)
Workshop and il

St c=a

29. Click the “EAP job nature other text to describe the nature of your job” field.

v ‘d“ Prefer not to say
Stake Holders
w would you best describe the nature of your jot
,ED‘ Permanent Job
Client A 4 de t
Management

¢

CaMS Explorer

¢

Workshop and

Event
B Submit

30. Input the appropriate answer.



31. Click “Submit.”

20
’ga (") Prefer not to say
Stake Holders
How would you best describe the nature of your job?
E Permanent Job
Client EAP Job nature other text to describe the nature of T
M ¢ your job

This is a full time job.

CaMS Explorer

32. You will be placed in queue while CaMS processes the questionnaire.

Vi vt i cpxbate et 10 CAMS Wi 2's o1 progrees. the fimids will be ckacd Feud fres 0 work on
AN T WiVl v wal for 10 TR




33. Click “Close” when the success notification displays.

34. You have successfully submitted the Outcome.
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(18) Checkpoint and Document Upload

1. Navigate to the client profile.

o Do 10

EAP Detail Outcomes w Documents Case Nots Task | Outreach Action Pla
brey Graham test 01/01/1980
A Self Identification

2. Click "Checkpoints.”

y Graham

temes | APT Not Complated | 0

EAP Detail Outcomes  Checkpoints

B3 Aubrey Graham test 01K

summary A

)
lerence Number Title

i3



To upload proof of employment, complete the following steps:

3. Click “Upload New file.”

T T Outcome at 3 months

_ § ssssncn ait“
15/05/2024

Upload Existing file Reviewer 10

Checkpaoint Employer Name

4. Select the appropriate “Document Type."

5. Click the “Description” field.

Upload document

Docurmnent Type

Paystub

6. Input the appropriate description for the attachment.



7. Click the “Select Files” button and select the appropriate attachment.

Tags

Select v

— Description

Paystub

8. Click “Submit.”

sssmss

File Size & Format Requirements
+ File Size: 20 MB maximum
+ File Format: JPG, PNG, GIF, DOC, DOCX, XLS, XLSX, PDF

Please ensure your file meets these specifications before uploading




The attachment will be uploaded directly into CaMS.

% Tip! Uploads directly into CaMS display a primary focus while the action is taking
place to signify the importance.

A success notification will be displayed.

Upload document

Success

Uploaded the Hle successfully: image (). pry




9. Click “OK.”

7 =
7 !
image (2).png
Completed H
10572 KB :
Size & Format Requirements

* File Size: 20 MB maximum
+ File Format: JPG, PNG, GIF, DOC, DOCX, XLS, XLSX, PDF

ase ensure your file meets these specifications before uploading.

10.Click the chevron to expand the entire one-month questionnaire.

:h“hpoin“ Documents Case Note Task | Outreach Action Planning Tool IMP| Matrix Placements Client Support

&V Outcome at 3 months

Schaduled Date
15/05/2024

Reviewer ID

Rlervrwver

- Select

Outcome



11.Click the “Reviewer” field.

%

Add New Client I —

Outcome at 1 month

—

Calendar
F Wwe
Job Posting .
Employer and N/A
Trainer
Chechkpoint Emgloyer 1D
-

12.Select the appropriate “Reviewer.”

QOutcome at 1 month

15032024

Calendar

Reviewer |0

E
Job Posting -

/Q% Chechpaoint Emgloyer Name
Employer and NA

Tramer

oA ——

Stake Holders




13.Click the “Outcome” field.

Scheduled Date
15032024

Calendar
Feviewer 1D
IAATO18464
IE Reovicwer
Job Posting Sopheap Hok

fQ\Q Unemployed

Emp_lowr and
Trainer Not in the Labour Force

Unabile to Contact Client

Q\Q Employed

Stake Holders

14.Select the appropriate “Outcome.”

o) .

Employer and
Trainer Not in the Labour Force

B2

Stake Holders

gy

Client
Management Milestone Achieved

Unabile to Contact Claent




15.Click the “Actual Start Date.”

Sopheap Hok
Outcome
| s
Job Pesting Checkpoint Employer Name

NA

’Q\Q (heckpoint Employer 1D

Employer and
Trainer Actual Start Datgy

/g;l Actual End Date

Stake Holders
[_: Milestone Achieved
.nl Milestone Achieved:
Client Customer Survey
Management

-.'rwf Jrrently unavaiabie. Mlease manually

16. Select the appropriate start date.

March 2024

Su Mo Tu We Th Fr Sa

—_— % % 27 B N 1 2

3 04 5 6 7 8 9
|E 0011 12 13 14 15 18
Job Posting 7 18 19 20 2 2 2B

2!25.27?82930
,g‘l o1 2 3 4 5 6

Employer and

Trainer Actual Start Date

Q% Actual bnd Date

JEVEY TESDONSES

wlow to full



17.Click the “Actual End Date” field.

I% 25 26 21 28 20 1 2

Job Posting 3 4 5 6 71 8 9

/Q% 17 18 19 20 21 22 23

Employer and 24 25.2? 28 20 0

Trainer
n 1 2 3 4 5 L]

QQ Actual End Date

Stake Holders —

@) Milestone Achioved

,2{ Milestone Achieved:
Client Customer Survey
Management

-.-« is currently unavailable. Please manually input your customer survey responses below t

18. Enter the end date.

LR
Calendar March 2024
Su Mo Tu We Th Fr Sa
IE 25 26 27 28 29 1 2
bpribﬂg 3 4 L] 6 7 8 9

(Q‘Q 17 18 19 20 29 2 23

Employer and 24 25 2T 28 29 0
Trainer -_—

n 1 2 3 4 5 )

‘QQ' Actual End Date

Stake Holders

ﬁ Milestone Achieved

00 Milpctane Arhiound:



19.Click the “Are you currently working at a job or business” field.

Calendar
L et hpoirt Referente
-9198514088995454976
lE Dutcome Cikp Reference Number
6172526
Job Posting
;:2 1 riang at
Employer and
Tramer
Yes
No
Stake Holders 3 How many jobs 60 you currently ha
0
gy
4 Herw would you describe the work you 8o (i
Client

20.Select the appropriate answer.

6172526
Job Posting
Q 1. Are you currently workir t
Employer and e

- _

No
Stake Holders 3. Mow many jobs do you currently have
0
oy
4 How would you describe the work you do [Le. your job tdle7)
Client
Management



21.Click the “Are you currently working as an employee, self-employed, or both?” field.

6172526

Job Posting
Yes
Employer and
Trainer
l mpl
Stake Holders Employee
Self-employed

oy -
& How W 1 you Gescribe the w

Client
Management

22.Select the appropriate answer.

- 6172526
Job Posting
it ik 1] t
Q Yes
Employer and
Trainer

S e L= I

Self-employed

goy -
& How w 1 yous Sescribe the work

Client
Management




23.Click the “How many jobs do you currently have?” field.

New Client

:

Lalendar 8 How w iy

b Posting

m\ 10, Whe the Last tr

24.Insert the appropriate answer.

25.Click the “How would you describe the work you do?” field.

Q-l- Employee

wdd New Client

1

Calendar

= —

Job Posting

Employer and
Trasner



26.Select the appropriate answer

27.Select the appropriate NOC.

é ]q. Employee

Add New Client

Calendar 4 How would you describe the work you 0o {i 4

l% 7272 | Cabinetmakers

Job Posting 7281 | Bricklayers
7282 | Concrete Finishers

,Q% 7283 | Tlesetters

Em?rl'm’ and 7284 | Plasterers, Drywall Installers and Finishers and Lathers
rainer

7291 | Roofers and Shinglers

28.Click the “How would you describe the sector you work in?” field.

. . -y m-

Add New Clent

Calendar 4. How would you describe the work you

7272 | Cabinetmakers

Job Posting

Employer and
Trasner

82

Stake Holders



29.Select the appropriate sector.

=

Job Posting

AR

Employer and
Tramner

Stake Holders

Job Posting

Employer and
Tramer

R

P BR-b A

7272 | Cabinetmakers

5. How would you describe the sector you work in?

311352 | Confectionery Manufacturing from Purchased Chocolate

311824 | Flour Mixes, Dough, and Pasta Manufacturing from Purchased Flour
315220 | Men™s and Boys" Cut and Sew Clothing Manufacturing

315249 | Women™s and Girls" Cut and Sew Clothing Manufacturing

315241 | Infants' Cut and Sew Clothing Manufacturing

315281 | Fur and Leather Clothing Manufacturing

ARG LA Dwbne Tt aned Cosse Clathine Manud seturinn

4. How would you descnibe the work you do [l.e. your job itle’)

7272 | Cabinetmakers

& How would you describe the sector you work in?

311351 | Chocolate and Chocolate Confectionery Manufacturing from Cacao Beans

10. When & the Last time you were unemployed?

11 How many tenes have you changed employmant since you wera last unomployed?



31.Select the appropriate date.

- - .

Add New Client March 2024

Su Mo Tu We T Fr Sa

25 26 21 28 2 1 2

Calendar 3 4 5 0 7 8 0 i jobtitle”

0 11 12 13 14 15 16

I% 17 _18 19 20 21 2 22

Job Posting 24 25 . 21 28 2 N
Jonery Manufactuning from Cacao Beans

n o 2 3 4 § &6

IQ% U W A UV L DI YOU WS UPeTERDy e

Employer and
Trainer

11 How many s have you changed employment since you weére Last unemployed?

M

32.Click the “How many times have you changed employment since you were last
employed?” field.

L] »
IE 5. How would you describe the sector you work i

Job Posting

(Q‘% 10 When s the last time you wene unemployed?

Employer and 25/03/2024

Trainer

1L Haw mary teres have you changed employment since you weore Last unemployed?

SR |

Stake Holders
1 iy at $irg & school eqge W L b g ¥ G DrOgr b
’E 13 How would you best descr W e LraiNIng you are att ‘]
Client
Management

33.Enter the appropriate number.



34.Click the “Are you currently attending a school, college, or university...?” field.

i New Client

25032024

35.Select the appropriate answer.

+» Tip: The questions vary as they are guided by conditional logic. This means certain
questions will only appear based on specific answers being supplied.

» Alert! Should your response to Question 3 (How many jobs do you currently have?)
be one or more, it is mandatory to fill out the Checkpoints Jobs section of the
questionnaire for each job held. Please complete an additional Checkpoints Jobs
questionnaire for every job you report.



36. If the client has more than one job, click “Add New.”

37.Click the “Are you looking to change your current employment in the foreseeable
future?” field.

:

Calendar

Job Posting

92

No
Employer and
Trainer
Not Sure

Nat Sure



38.Select the appropriate answer.

Job Pesting

,Q% Yes
ergiomras - |

Trainer

Not Sure
Not Sure
Stake Holders 0
@ Prefer not to say Wage cannot be rero
Client How would you best des
39. Click the “Excluding overtime, on average how many....... ?” field.
|:::[ 1
Calendar
1
Job Posting Are you looking g ¥ rent e
Na
Employer and i ]
Trainer
MNot Sure

Stake Holders

’E‘ Prefer not 1o say Wage cannct be zero

Client Heow would you best describe the nature of

40.Input the appropriate answer.



41.Click the “What is your hourly wage (including tips...?” field.

1
2
Age you looking 1o change your current employment in foresesabile future 7
Job Posting
No
’g% Encld g owerteme. on average, how marry paid hours do you ususlly work per weok?
Employer and 20
Trainer
Not Sure
,Q% What s your hourly wage fincluding tips and commissions). before Laxes and other deductions” wage?
Stake Holders

Wage cannot be rero

3 Q, Prefer not to say

How would you best describe the nature of your job?
Client

lect

42.Input the appropriate answer.

43.Click the “How would you best describe the nature of your job?” field.

1= o

'Ob PO‘SIII'IQ What IS yous houily wade ncliadeng tips and commissions), bifone tixes and other Sedudns”? wads

20

IQ\Q Prefer not to say

Employer and

Tramner 5
How would you best describe the nature of your job?

Helect

oA et b

Stake Holders
Seasonal Job

Temporary, Term or Contract Job (Non-Seasonal)

@ Casual Job

Client

Management Other (Spectfy)
—anu MINISTTY STatus



44 Select the appropriate answer.

Not Sure
[

;obpo,,t.ng VWhat |8 v nauity wage ncludng tips and commissions), before taxes and other dedurtio v e
20
Q‘% Prefer not to say
Employer and
Trainer H

w would you best describe the nature of your jold

9& Permanent lob

Stake Holders

Seasonal Job

Temporary, Term or Contract Job (Non-S5easonal)

E Casual Job

Client

Management Other (Specify)
hanu MINISTrY SEwWs

Return to the top of the questionnaire and locate the “Milestone Achieved” checkbox.

45.Check it.

lob poﬂlﬂg Checkpoint Employer ID

/Q\Q 260312024

Employer and
Trainer "
Actual End Date
26/0312024
rQ% Milestone Achieved
Stake Holders
Miestone Achieved

Customer Survey
oy
Client
Management

Submat “heckpaint Reference

-9198514088995454976



46.Click “Submit.”

Seheduled Late
Job Posting
15/08/2024
R
Employer and e
Select
Outcome
R s
— Checkpoint Employer Name
NA
g Checkpoint Employer ID

[ T e B I L e b Tl e T L T R T

fix j de @ j@ ;b frm |u




You will be provided with a success notification.

47.Click “Closed.”

11478553754 x
Start Dates cannot be modified. - Success - Checkpoint

You have successfully submitted your checkpoint.
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(19) Client Supports

The Client Support workflow requires both submission of a request and approval.

Client Support Workflow — Submit a Request

Please note: Information entered in this section will not be uploaded to CaMS.
ESCases has the ability to track budgets and the actual or committed amounts attached

to the budget.
To track a client support amount, complete the following steps:

1. Navigate to the client profile and click “Client Support.”

(= L ~———— L ——] -

Aaron Williams



2. Click “Add New.”

) Link Profile

je Note Task | Outreach Action Planning Tool JMP] Matrix Placements Client Support Job Matching

0.00

s Actual Site Status Approved Date Actions

3. Click “Date Fund Request.”

Add Client Support - Aaron Williams

Personal Reference 1D Status

7736375 Draft

EAP 8 Case Manager

7524694 Administrator User
Assign To

Date fund request.

Select

Fescal Period :'““"“"""""""
H ‘; Select
H Files
Committed Amount H
H
0 H
'
Actual Ameunt n
: 73
! " ¥
0 : LW

MET




4. Select the appropriate date.

Select

March 2024 :
Su Mo Tu We ™ Fr Sa ;
25 26 271 28 29 1 2 !
3 4 5 6 7 8 9 :
0 11 12 13_14 15 16
17 18 19 20 . 2 2
24 25 26 271 28 2 B §
31 1 2 3 4 5 8 > i
Ravonale B i

5. Click the “Committed Amount” field.

EAP ¥ Casa Manags
7524694 Administrat

Date fund reguest Azugn To

21/03/2024 Select

Fiscal Period

2023-2024 1 o
E File
Coprfilttag Amaurt :

0

“»

Actual Amount

0

HST

0

Support Type

Select v

Ratonasle fesssmsamssmms

6. Insert the appropriate Committed Amount.



7.Click the “Support Type” field.

Actusl Amoumt

0

HST

Support Type
Select. -

Ratonale  Meesssssssses

Program/Fund (ES/ODSP)

General Support v

Preferred Vendor

8. Select the appropriate “Support Type.”

———————— L)
HST '
Support Type

Select. -

Job seeker - Accommodation needs - job-spedfic
communication gkills training

Job seeker - Accommodation needs - on-the-job supports
Job seeker - Diagnostic assessment
Job seeker - Certification charges

Job seeker - Academic credential or professional
accreditation assessment




9. Click the “Rationale” field.

Actual Amount

HS5T

Support Type
Job seeker - Accommod, needs - assistive de.,. X

Ratonalg

Program/Fund (ES/XODSP)

General Support v

Preferred Vendor

11.Insert the appropriate Rationale.

v" Note: Please include a detailed rationale of why the support removes a
temporary barrier for the client and aligns with the client's EAP and/or
employment goal.



12.Click the “Program Fund” field.

Support Type ‘
Job seeker - Accommodation needs - assistive de v !

Fationsle —————————————————— Messsssssssssssssessssssssassnsaas

This device is required for ABCD,

Programy¥und (ES/ODSH)
General Support e

Profermod Venor

Rem Descripbon

13.Select the appropriate Fund.

Support Type :

Job seeker - Accor dation needs - assistive de v :

Rationale e R e
This device is required for ABCD.

Program/fund (ES/ODSP

General Support x v
opse

Item Descripton

Internal Transfer

Clisnte recnancihle far altainnn recsintic)




14.Click the “Preferred Vendor” field.

ProgeamyFund [ESO05P)

General Support X

Preferred Mendor

e Description

Internal Transfer

Clients responsible for obtaining receipt(s)

Company will invoice St Lawrence College - Sharbot Lake =
)

A

15.Insert the “Preferred Vendor” as required.

16.Click the “Item Description” field.

Ratwonale

This device is required for ABCD.

ProgramiFund (ES/ODSP)
General Support v

Preferred Vendor
The preferred vendor is Selling Corp.

nern Description

Internal Transfer
Clients responsible for obtaining receipt(s)
Company will invoice  St. Lawrence College - Sharbot Lake ~

o

% The description as a 500-character limit as set by the Ministry.



17.Insert the appropriate “ltem Description.”
18.Click the “Status” field.

2t Support - Aaron Williams X

orence 1D Status

Draft v

Case Manager

Administrator User v
equest Assign To
‘4 v
de o geesessessessssemeseeeEseeEesEIEEEIESEERSsesesTeEsssen
4 6 Select
; Files
Amount ;
19.Select “Submit.”

JCuent Support - Aaron vvillams x

rsonal Reference ID Status

36375

P

24694

te fund reguest

f03/2024

cal Period

23-2024

rremetled Amdunt

Q

tual Amount



20.Click the “Case Manager” field.

ient Support - Aaron Williams x
| Reforence ID Status
5 Submit x v

Cave MarasGes ™

1] Admanistrator User v
il requiest

1024 o Hok

priosd Sath Ly

024

Hesham Elmaamily
Bd Amount
hisham abdelrahman
Katy Mitchell
ot

Jerome Strader

Alicia Malcolm-DaCosta

21.Select the appropriate “Case Manager.”

nt Support - Aaron Williams X

leference 1D Status

Submit -

Case Manager

job X v

recuest

24

pd

24

1 Armaanit




22.Click the “Assign to” field.

Client Support - Aaron Williams *

wal Reference 10 Status

375 Submit v

[} Case Manager

1694 JobCoach Thomas X v
fund reguest 90 To

372024 S

Poded —— greessessessescsssssccsnssesssssestcanamenststsnesarestseseny

o ' 0 Select
: Files
weted Amount :

23.Select the appropriate Manager that is to approve this client support.

ent Support - Aaron Williams

Reference ID

5

3 request

D24

o

J24

pd Amount

v If you don't see the person that's supposed to approve this request on the
"Assign To" list, please see the "Client Fund Setting" in the admin section of the
training guide.

v" Note: The “Client Fund Setting” can be update by the staff in your organization
that has the authority to complete this section based on assigned staff roles in
ESCases.



24 _Click “Submit.”

°o®

roeipt(s)
wda - Downsview - S5M =

Client Support has been successfully submitted.

i] * T Sevliy

o R

= [ e e~ [

Aaron Williams
LE
Lhasi v - " Mg LaP Daagl
-
S
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v" Note: If client signature is required:
o Go to list. On Actions
o Select Payment Record. Print the record and have client sign.
o The signed copy can be scanned and uploaded in documents.

Client Support Workflow — Approve Request

« Tip! When a client support request is made by the submitter, an email is sent to
the approver.

The approver will receive an email.

1. The approver will click the link to access the client support.

Cliant Suppo Pas badn Sulm B

Chapnt Mame Aaron ‘Wilis=s
ST Gl O -
Aemmocaton neocs

T
R e asuslve devces and
soapiTes wctrology
Ths & a doscription of $e
Descriy XYL device
Ths device & requred for
Rationas
ABCOD
Commatted Amount 2
Actual Amocnt
HST 0
Gener 20038 Genaral Buppon

Trw prafemed vandar o
Preterred Yendor . .
Saling Com

Rervwrs Reguest

s Nab =S clenCorootias 11§



2. Select the “Status” field.

yort - Aaron Williams x

o Select

Files
3. Click “Approve.”
nt Support - Aaron Williams
teference 1D Status

request R y

124
24 H

4 Armount




4. Click the “Approve Date” field.

‘erzonal Reference ID Status

'736375 Approve x -
AP B Case Managor

‘524634 JobCoach Thomas -
rate fund reguest Assign To

032024 Manasger Thomaes X w
1ucal Perd Appeoved Date

'023-2024

;‘l"‘!'.'.ti_'] Asmount - - -

Su Mo Tu We Th Fr Sa

vCtual Amount

| 25 26 27 28 29 1 2

! 1 11 12 13 14 15 18
wpport Type 7 18 1% 20 21 - 23
5. Select the appropriate date.
|

March 2024 :

Su Mo Tu Wo T Fr Sa

% 26 2771 8 2 1 2 :

3 4 5 6 7 8 9

10 11 12 13 14 15 16 '

17 18 19 20 2 .23

i nideds - assistive de. v }

24 25 26 27 28 29 :

%D 3 1 2 3 4 5 6

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




6. Click “Submit.”

ceipt(s)
43 - Downsviow - SSM =

- ( ——

The “Client Support” has been approved.

"7 AP Cramtor Dwe
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_ £ wonie
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v' The submitted and the approver will receive a notification through email when the

status of the “Client Support” has changed.

Clisrt Sagport bas boss agpioved

Chent Name Agecr Wil
Joty peeket
AT mOanon needs

5 . T
”» aptesdvn devoes o
alagine et Feckogy
Ths @ a descrpbion of e
Rem Descripticn
XY device
Thes device » regured for
Ratonal
ABCD
Commatten Amount 200
Actusl Amourt o
HST o
GenerallODSP General Suppaort
The prefemed vends i
Proferred Vendar -

Seing Cop

Hevia Hegues!

hitns Sseroe- sanciu. escases. Ca'soacien 1110

seryCeian | DRGoroorey o Mab-tdcientupoonias 114

Canai

Completing an Approved Client Support

1. Select the client support.

MP1 Matrix ent Client Support

) + Add New
0.00

Site Status Approved Date Actions

0 53384 m 22-Mar-2024 Actions *

10~

W
O

M



2. Click “Actions.”

4+ Add New
0.00
Site Status Approved Date Actions
00 5338A m 22-Mar-2024 -
10~
3. Click “Edit.”
+ Add New
0.00
Site Status Approved Date Adi ¢ payment Record
)00 5338A o 22-Mar-2024 7 et

0 Delete

O

QO



4. Click “Actual Amount” field.

Date fund reguest Assign To

21/03/2024 Marager Thomas X

Fiscal Period Approved Date

2023-2024 22/03/2024
Committed Amount e
w 4 o-.

: Files

Actual Amoynt

9 -
HST
0 i €D

Support Type
Job seeker - Accommodation needs - assistive de. v

Ratonale

This device s required for ABCD.

5. Input the appropriate “Actual Amount.”

6. Click the “HST” field.

Agpraved Date
22/03/2024

Fiacal Period
2023-2024

Commutted Amount

200

Actual Amount

&

Support Type
Job seeker - Accommodation needs - assistive de. v :

Ratonale
This device is required for ABCD.




7. Input the appropriate “HST” amount.

8. Click the “Status” field.

Support - Aaron Williams *

rence 10 Status

et c

Apperoved Date

22/03/2024

o Select
; Files H
it : :

9. Click “Complete.”

ant Support - Aaron Williams x

Reference 1D Status

5

3 request

D24

Approved Date

22/03/2024

nod

)24

B Amount s [
i o 5
: Select ;
: Files ;
oant H "
' M
H H
' M
. .
¥ H
. .



10.Click “Select Files” field and attach the “Receipts” or “Invoices” to validate the
information in the “Actual Amount” field.

nal Reference 1D Status
1375 Completed X
¥ Case Manager

1694 JobCoach Thomas -
fund request Aszign To

372024 Manager Thomas X =
| Periad

1-2024

nitted Amount

ol Armount

&
’ i
11.Click “Submit.”
Final Call for Orders JPG | | Remaove
P
e,
recepr(s)

wada - Downsview - SSM =




You have successfully completed a client support submission.

e

| B ——

® fepprwruet feve e &
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(20) Placements

v Note: An employer must first be entered into CaMS and linked to ESCases using
the Employer Reference Number.

1. Navigate to the “Client Profile.”

2. Click “Placements.”

L) Link Profile

Placements
L) Overwrite Data from CaMS A

01/01/1980
Self Identification A
3. Click “Add New.”
() Link Profile
Placements

— {

1 all contracts Support Type Status Assign to



4. Click “View.”

Add Placement - Immanuel Quickley

- 3 Fund

0 General Support
0

0

5. Select the Employer for the placement.

Bare Min.

ESCASES Inc.
ESCASES Inc

Fake Store that Sells Stuff

Fill company
Fill company

Natalie Vuong Pharmacy Ltd.
Shoppers Drugmart Mapleview




6. When you find the employer for the placement, click “Select.”

7. Click the “Support Type” field.
Add Placement - Immanuel Quickley

Store 54

0
Job Placement
L c F
Job Trails
Job Accommodation ProgramTund (ES
General Support




8. Select the appropriate “Support Type.”

Employer

Store 54

Select

Job Trais

Hours

Add Placement - Immanuel Quickley

Support Type

Job Accommodation

Hourly Incentrve

9. Click the “Contract Date” field.

Add Placement - Immanuel Quickley

Employer

Store 54

Support Type

Job Placement

Cartract Date

Hourly Wage

0

Hourly Incentre

0

Weaks

Hours

Apprenticeship

Agreermnent Type

ProgramFund [ESYODSP)

General Support

Fie 1D

Apprentceship

0

Agreement Type

Select

Program®und [ESODSP)
General Support

Status

select



10. Select the appropriate “Contract Date.”

Su Mo
25 26
3 4

10 n
17 18
24 25
n 1

S0

Assign to

Select

March 2024
Tu We Th
27 28 29
5 6 7
12 1314

Actual Amount

11.Click the “Hourly Wage” field.

Employer

Store 54

Support Type

Job Placement

Contract Date
21/03/2024

Hourly Wags

0

Howrty Incentve

0

Weeks

Howrs

Committed Amount

an

12.Input the appropriate “Houry Wage.”

-

15

16

23

Agreement Type

Sedect

Program/Fund [ES/ODSPA)

General Support

Status

Select

File ID

Apprentceship

0

Agreement Type

Select

Program/%Fund (ESY

General Support

Status

Select

MNaote



13.Click the “Hourly incentive” and input the appropriate incentive amount.

14.Click the “Weeks” field.

e .

Support Type
Job Placement

Contract Date

21/03/2024

Hourly Wage

20

Moty Incontive
o

Wieeks

Houwrs

o

Committed Amownt

S0

Actusl Amount

~n

U U

21/03/2024

Houtly Wage
20

Howrty Incentve

4

Committed Amount

S0

Actual Amount

Assagn to

15. Input the appropriate “Weeks” value.

Apprertxk

0

Agreeme

Select

Programy!

General

Status

Select

Mote

Agreemen

Select

Program/¥

General ¢

Status

Select

Note



16.Click the “Hours” field.

Haurly Wage

20

Hourly Incentive

4

Weeks

Hours
0

Commtted Armount

S0

Actusl Armourt

S0

Assign to

Select

Site ID

17.Input the appropriate “Hours” amount.

18.Click the “Assign to” field.

Hours

320

Committod Amount

$1.280

Actual Amount

$0

Assign to

Select v

Sae D

Select W

Start Date

End Date

19. Select the appropriate staff from the drop down.



20. Select the “Site ID” field.

320
Committed Amount greTeeessesssssssssssssessae
"
$1,280 H
\
H
Actual Amount E
$0 :
"

Assgn to .
Manager Thomas X ~ : @,

S 1D

Select -

5338A

End Date

21.Select the appropriate “Site ID.”

Commtted Amowst  jesssscsscssssscssnane

$1.280

Actual Amaount

S0

Asugn to

Manager Thomas v E g:?ﬂ

Site ID

Select v

End Date




22.Select the “Start Date” field.

25 26 27 28 29 1 2

10 11 12 13 14 15 18 H

17 18 19 20.2223 :

Start Date

End Date

23.Select the appropriate “Start Date.”

Su Mo Tu We Th Fr Sa

25 26 271 28 29 1 2

240 25 26 21 28 29 !

M 1 2 3 4 5 6 gl 3

Start Date

End Date




24 .Click the “End Date” field.

March 2024 t
Su Mo Tu We ™ Fr Sa § 051-11.-:.1
" Files

2 2 20 8 2 1 2

10 11 12 13 14 15 18 ) ' e

17 18 19 20.22 23

24 25 26 271 B B N

» 1 2 3 4 5 6

End Date

25.Select the appropriate “End Date.”

320

May 2024
Su Mo Tu We ™ Fr Sa

ra
2 23 24 25
©

2 27 28 29 0 N 1

210032024

End Date




26.Click “Agreement Type.”

Placement - Immanuel Quickley x
Woyer Fide ID
re 54 W ey
port Type Apprentxceship
Placement v -
0 -
tract Date
Agredment Type
D3/2024 Sell
riy Wege Program/Fund (ES'ODSP)
General Support w
iy Incentve Seatus
ek Maote
]
27.Select the appropriate “Agreement Type.”
Placement - Immanuel Quickley X
oyer File ID
54 W
ort Type Apprenticeship
Aacement w 0
act Date
312024 T:yw:“c"! e
Iy Wage

ly Incentive

Note




28.Click the “Status” field.

HiE o

wport Type

) Placement

wract Date

03/2024

=ty Wage

&y Incentive

29.Select the appropriate “Status.”

ontract Date

1/03/2024

lowrly Wage

0

oty InCentve

lours

20

ommitted Amount

1.280

Clul Armeount

0

SE2gn to

Aanager Thomas

Apprenticeshe

0

Agreomont Type

Placement with Incentive X

ProgramiFund [ES005H
General Support

Seatus
Heolect

Job Searching
Placed

Employed

Agresment Type

Placement with Incentive v

ProgramiFund (ESVODSF)

General Support v

Status

Select v

Job Searching

Place

Employed
Quit
Closed

Apprentice




30.Click the “Note” field.

wnract Date

1032024

ity Wage
)

Suitly Incantve

(2 R

s

0

wnmitted Amount

1.280

Agreement Typeo

Placement with Incentive

Program/Fund (ES0ODS™)

General Support

Status

Placed

MNote

i 1“]5?Mct

Files

)
0N o
,,,,,,, -—— i A%
31.Insert the appropriate “Note.”
32.Click the “Select Files” upload box to attach the placement document(s).
fh;iinito«mnﬂtshd1

ted Armount

Lot

2024

o Select

Files

g0




33.Click “Submit.”

You have successfully added a placement.

]
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(21) Budget Settings - Contract

Expense

Reports

8

3.

oo

Stake Holders

@

Client

Management

«

There are several areas to set the budget for your organization. This can be
accomplished through the Contract section in ESCases.

. Click on the three lines at the top left-hand corner.

Click “Contract” on the left navigation bar.

TOuUtn WVith Higher JUpPort Neeas
Indigenous People 20

QDSP Client

20
General Population Clients With Disabilities

EAP Detail

7526445

Click “Budget.”

< 2 Paul Drew

Paul Drew

Client Info tervention . ; EAP Detail Outcome




4. Click “Add New.”

Fiscal FProgram S 1D Adtions

2023-2024 General Budget 5338AF Acnom

aaas ana N L T Fasnee

5. Click the “Contract” field.

Add New Budget

6. Input the appropriate budget amount.



7. Click the “Start” field.

Contract
$1,000,000.00
* Start
Fiscal
Prograrmn
Select
Sie iD
Select
hote
8. Select the appropriate “Start Date.”
Contract
$1.000,000.00
Start
April 2024
Su Mo Tu We Th
N 1 2 3 4
T 8 9 M0 n
4 15 16 17 18
21 22 23 24 25
28 29 0 1 2

Fr

12

19




9. Select the “Program” field.

Contract

$1,000,000.00

Hant

01/04/2024

Fiscal

2024-2025

Program

Select v

Site 1D

Select W

Nate

10.Select the appropriate “Budget Type.”

Contract

$1.000.000.00

Start

01/04/2024

Frscal

2024-2025

Program

f’*' ect v

General Budget

PBFT




11.Click the “Site ID” field.

S1.U00UU.LL

Start

01/04/2024

Fiscal

2024-2025

Program
ODSP Budget x ~

Site ID #

Select

Naste

12.Select the appropriate “Site ID.”




13.Click “Submit.”

You have successfully added a New Budget.

baed " Comwan L FPisisd Pegren o
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(22) Budget Tracking Report

v' The Budget Tracking Report in ESCases efficiently consolidates Client Supports
and Placements into a streamlined and user-friendly summary. It offers
administrators a straightforward way to handle daily financial duties and maintain
focus on broader financial goals.

1. Click on the three lines at the top left-hand corner.

2. Click “Reports.”

Elp-;'ﬂw
Client Last Contact =
This psa chan représents the Las! contact acthvity lor your caseload. Click on the pae chan 10 view
f the data
0-14 days: 7 (24.1 %) .
Contract £
D0+ days: 12 (41.4%) O
15-29 days: 0 (0.0 %) -
(=P
:Lr-j .'..
Réports 6049 days: 1 (14%) = 30«59 days: 9 31.0 %)

o Exclude clients with outcomes

3. Click “Budget Tracking.”

S 15-29 aays: 0 (U
g‘ r
Reports Ll Job Matching

doye: 1 3A%) - 30-50 days: 9 (11.0%

g O Exclude clients with outcomes

fo] 1ES Dashboard

User
Management
{1 perr ) )
Client List
& L] Pacements Full Name Created Date
Markoting
e » Tony Montana 22/03/2024

s Personal Ref#:
O-J Weekly Report



The “General Budget” displays totals for Committed, Return, Spend, and available funds
based on the Client Support submissions.

General Budget: $1,010,000 ODSP Budget: 51,000,005

Committed $106,929.5 Committed
Return $40,923 Return
Spent $66,006.5 Spent
Available $943,9935 Available

The “ODSP Budget” displays totals for Committed, Return, Spent and Available funds
based on the Client Support submissions.

- ODSP Budget: $1,000,005 Financial Support Categories

9205 Committed 5469 Type

10,923 Return §152

.006. 5 Spent $3 17 Job seeker - Academic credential of profession
9935 Available $999,688

Job seeker - Accommodation needs - assistive



v' Budget calculations are based on "Approved" & "Completed" statuses, only.

4. Click the chevron to expand the “Financial Support Categories” view.

- Financial Support Categories -
5469

Sepport Type Total Stream A Stream B Stream C
S152
5317 Jobs nawinr - Acaceerve credwried or professionsl screditaton asss et $0.00 $0.00 000 $0.00
$999 688

o seednt - ACCOMMECILON Needs - ALSSTWE OOVICES 37 a0V teCMOlogY S410500 $1800 56700 $352000

A full view of all Client Support Categories will be displayed.

- Financial Support Categories N

469
¢ Sepport Type Total Stream A Stream B Seyeam C
6317 bols nmhi - A iharn <raduntud of probiaaional sixraditalon 4k ument 50 00 5000 400 5000

$999,688
i yeeirt  Accommedaton reeds - atinBer devees v adaptive bretnoiogy F10500 $10.00 567 O $3520.00
Ity smekmt - Actomeredabon reeds - job-spec e commune ston skily brarrg 1300 000 000 $11.00
B seehid - ALCOMPCEItON Meeds - 0N tha 0D SO S2l000 S000 $1000 520000
Jois seeker - CortMoanon changes 2400 5000 S000 $224.00

i amedrd - (BAQPOate @5 aesiment 2000 000 SO0 £20.00

Job wsukst [ mergendyrdreguert chid ¢ are $000 $0.00 $000 $0.00



The Client Support list shows all Client supports currently in your organization inclusive of
all statuses (Draft, Submit, Approved, Completed, Closed).

Qi
il Budget Tracking
v
- "1
(V0]
I T
) - . e S e i e —
r ae Bt

sy - ek o -t i S - . -

il e v adin freey

H

5. Click “Employer Support” to change the displayed items to “Employer Supports.’

vy
;%N Committed $106,929.5 Committed
Management Return $40923 Return
Spent $66,006.5 Spent
67 Available $943,9935 Available
AaMS Explorer
Q Client Support  Employer Support
Norkshop and
Event
[ ] Client Name Support Type Committed Amount
(m]m]
oo Aaron Williams Job seeker - Accommodati.. 5200
Mileage and
Expense

Alan Anderson

Job seeker - Accommodati.. $200



6. Click the chevron to expand the “Financial Support Categories” view.

[5.5]
oo

——

______

A full view of all Placement items will be displayed.

© esests PR

- Financial Support Categories 2
0

54 69 Sepport Typs Totsl Stiva A Strear B Strews C
5152
5317 ko Acrommodation $52.00000 $0.00 $52.00000 $0.00
$999.688
oty Placwsreed S1642B00 $1500 $I0000 $16211.00

Jos Trals $2234.00 $2.000.00 $234.00 S0.00



The Placement List shows all placements currently in your organization inclusive of all
statuses (Placed, Quit, Active, Hold).

\ e i ] e e - -— - —

v LN + o T

- — - —t
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el
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taar .
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“Filter” can be found at the top of the page underneath the heading “Budget Tracking.’

acking-.

[« JHIHE Pr—

Q Budget Tracking
o0 e R
oo

Gerersd Budget $1,010.000 O05P Budget: $1,000.008 financad Support Categorses

él_' Cormemttng [ 2]
- L
- Ratem s182 [ee—— . el . L] —
Mo aperan
t Tgere [3TH
Ay alatis 9439915 Avalabla 509 88 o



7. Click the “Stream?” field to filter by stream.

Budget Tracking
Filter By Ste  Search Q‘wm- Stus* 20232024 v 0uo4A
Filtered Sites: Al Sovem
| s
! Stream B
Stream €
— e —

8. Click “Budget Type” to filter by “Budget Type.”

Budget Tracking

FitwdySee  Sewch Q m‘m 2023204 Coweon 3

= ®ms s




9. Click on “Status” to filter by “Status.”

get Tracking
¥ Sae ) Stream = Budget Type * 2023-2024 01/04/2023 31/03/2024
Sites: All Status
I

Submat

Approve

Rejected

Closed

I

v" You can also generate a Client Support or Placement by clicking the gear icon
from the top right of the report.

10.Click the “Gear” icon.

23-2024 01/04/2023 31/03/2024 Reset



You can select to Add a “Client Support” or a “Placement” as well as Export the support to
Excel.

23-2024 01/0472023 3100372024 Reset _ !

' 53380 - Agilec | 5336E - Loyalist College - Bancroft | 5338F - KEYS | 5338G - Algonquin CAAT.E, /99 Placement

338K - Loyalist College -Belleville | 5338L - Community Living UOV | 5338M - Meta Vocational Servi 0
v | 5338Q - JHS Restart | 5338R - March of Dimes | 53385 - Career Edge - Belleville | 5338T - Car  EXPOt 10 Excel

MH | 5338X - Performance Plus | 5338Y - Petawawa Military Resource Centre | 53387 - St. Lawren -

gilec (KWB)-Innisfil | 5338AN - Agilec (KWB)- Fergus | 5338AW - Agilec (KWB)- Oshawa | 5338BA - Canadian Hearing

3AR - CMHA Waterloo Wellington Branch | 5338AY - College Boreal | 5338AD - Conestoga College - Kitchner /

sorgian College- Orangeville | 5338AS - Georgian College- Barrie | 5338AI - Employment Resource- Georgian Bay- 0
= John Howard Society - JIHSWW- Camberidge C.C. | 5338BE - La Clé | 5338AF - Lutherwood - Kitchner | 5338AK -

iment Support | 5338AX - Second Chance - Wellington | 5338AC - Second Chance - Guelph | 5338AU - The Working Centre

‘e Rivers -Kitchner | 5338AV - YMCA of SimcoeMukoka | 5338AH - YMCA of Three Rivers - Cambridge | 533880 - YMCA of



(23) Performance Based Funding (PBFT Report)

v' The Performance Based Funding Tracking report brings together the oversight
and summarization of Checkpoints, enabling administrators to record expected
revenues from the SSM in alignment with a predetermined fee structure.

1. Click “Reports.”

Y
Ww;m e Apt Guy Job seeker - Accommodati.. 51
0o Aubrey Graham S0
0o
Mileage and
Expense Aubrey Graham 5200
E Betty Rubble Job seeker - Accommodati... $5
Contract
Betty Rubble Job seeker - Accommodati.. $5
Showing 1 to 10 of 58 entries
Reports
N
2. Click “PBFT.”
V FWAY N TV A NS IV JTERTT T AALLAIT NIV .. -
Norkshop and {1 Referals
Event
Apt Guy Job seeker - Accommodati.. S
’ Financial Tracking
00
(m]m] " Aubrey Graham Sl
Mileage and L JobMatching
Expense
Aubrey Graham S
E ] €S Dashboard Betty Rubble Job seeker - Accommodati... $
Contract
PBFT
Betty Rubble Job seeker - Accommodati.. $

.
= L | Placements

- Phcidae 6 IAAED ccadia.




3. Click “Edit” to edit the fee structure of PBF.
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Sis VNS e i e | U g Pt | VY [ il Vi | U TR OIS s Sk | S S i B fn | VU B s g B | SOMS] A i Sh | NVRES e
S N | O bghe BAR S | VA e PATL Fage  ITRE agee BA ek | A [ L T B R e Rl ]
e e | LN et e WS e | LB (e e b L S | Lk e e e | LSS leeaw e bew U bt s aea e e | U om gy
ek, SPAY Wik Sdeghs | UGBS B e bk SPEE rdedel L WEEE U0 | RS Sevss e | MBS Lol | UEY Sees | GRS lge § Wl et bad | WBY lmed e
Bt | AT S T B | STEEL M Ayl UUE i Wy e i | SR USEY | VS U S e S SR | SIS S o S | SRS TR S T Sy iy | SN w5
| 0 e S W |

- Banabing ebos Funs

I - o — I — mes T g Ly s i ) (LR
. . — - _— - S g o et g B v e
L] meE - - e -
B ke ST [T -
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4. Input the value for each stream for each checkpoint and select “Submit.”




The funding allocation can be vieweq from the right side of the report.

o
- Performance Rased Funding Tracker -
T e casm - -
o L S Ly P ey P v Ry S —
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Performance Based Funding Earned is the total amount of PBF collected.

Z Edu Funding Allocation
l'lﬁl Maximum Total per Candidate Maximum Performance Based Funding
300 $130.00 N i At e

1,00 00
s sm 1

100 $1,080.00
: 3 Month earned
6 Month earned

12 Month eamed

> Remainina Performance Rased Funding Availahle



The remaining Performance Based Funding Available is the remaining balance between
PBF collected and PBF outstanding.

2o | Funding Allocation
Month 12 Month Maximum Total per Candidate Maximum Performance Based Funding $10,00
330,00 $65.00 $13000 Performance Based Funding Earned 554
$90.00 $180.00 $360.00
Remaining Pecformance Based Funding Avallable 539
270.00 554000 $1,080.00
e Manager Stream EAP Outcome .. 1 Month PBF 3 Month PBF 6 Month PBF 12 Month PBF PBF Available

Updating Payments

1. Locate the client you would like to update and expand the chevron to view the

details.
Event
oo
oo Client Name EAP Reference ... Case Manager Stream EAP Outcome D.. 1 Mont
Mileage and
Expense
»
8 '
Contract
»
g '
R»:-:‘c-f'.f. >
S1 -
User >

Managemenl



2. Click “Add PTMS.”

am EAP Outcome D.. 1 Month PBF 3 Month PBF 6 Month PBF 12 Month PBF PBF Available ('.)

ipletion Date Milestone Achieved PBF EARMNED

Yes $90,00

(® ADD PTMS

&
8
; § & 8

3. Click the appropriate quarter when the payment was received.

Month PBF PMTS

Month PEF Pasd Q1

S0

Month PEF Pasd Q2

$0

Month PEF Pasd Q3

S0

Month PEF Past Q4

S0

Month PBF Varkance

$90

4. Enter the appropriate amount received.



5. Click “Submit.”

Month PBF Paa Q3
50

Month PEF Paid Q4

S0

Month PBF Vasiance

S0

You have successfully updated the payment for PBF.
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(24) Admin Tools - Merging Client Profiles

> Alert!!! Merging cannot be undone. Use with extreme caution.

1. Click “Client Management.”

Job Posting Start Dats End Date —

Employer and
Trainer

poy
Client
Managemont

("

CaMS Explorer

@)

2. Click “Merge Clients.”

(0 0 =es

-aMS Explorer

%

!‘Uorhshoo and
Ewvent

Eﬂ MMerge Clents

oo
oo

Mileage and
Expeonse I___n Servce Plan Cormvert

EN

Contract

=

Service Plan Merge



3. Click “My Clients.”

E2

i Merge Clients

8= Wi - Ty

Employer and

Trainer

Q ; )

'2 Client List

Client
Management Full Name

» Carla Cheers
(7 Personal Ref#:

4. Click “All Client.”

el Merge Clients
/Q\Q . Suggested Duplicates |
Employer and )
Trasner
,E, My Clients - 32
Client
Mana-qcn‘\-cﬁ'. Full Mame
» Carla Cheers
(0 Personal Refwr:
CaMS Explorer

* Whadv Ravd



5. Click the “Search” field.

r— Merge Clients
Employer and I

Tramner

6. Enter the client Name.
7. Locate the client profile you want to add to the merge.

8. Click “Add client to the merge.”

Weorge Clonts

9. Locate the other client profile you want to add to the merge.

10.Click “Add client to the Merge.”

Actions



11.Click “Review Merge.”

(n)
EN* [ Thomas Chi

» Alert! Ensure you identify the appropriate profile as the “Primary” profile.
Choosing the "Primary" profile will set this client as the main profile moving
forward. All other profiles involved in this merge will be consolidated into the
primary profile.

12.Click “Make Primary.”

e the primary client. Th
q W8 plans moved o the pr

s will be marked as deleted

Carla Cheers

Client Idg: 393
Personal Ref#: /A

Carla Cheers

Client Id®: 237
Personal Refg; 7731773




13.Click “Merge.”

Client Id#: 237
Personal Ref®: 7731773

Carla Cheers

Client Id#: 393
Personal Ref&: MN/A

14.Click “X” to close.

rge Client Review

Success

mernge was successful. Client 237 Carla Cheers (7731773) now
the service plans of the other Clients.




15.Click the “Search” field.

AT~ Merge Clients

AR = st

Employer and
Trainer
Q -
’2 Client List
Client
Management Full Name

b

)
A

16. Type the name of the client profile you just merged.

17.Select the “Client profile.”

S Carla Cheers
rge together Merging wil mao

Employer
|
b Proting Merge Clients

Q\Q All Clients - 360 * ] carla ) || Suggested Duplicates \

Employer and

Trainer

$0) Client Lt
Client
Management Full Name



You can now see two (2) service plans after the merge for the client.

2 £

Service Plan 240 Service Plan 394
7519615 Untitled
Sele Select

You have successfully merged profiles.

Cara Cheery

After the Profiles are merged the EAP must be merged. To merge the EAP, complete the
steps under merging service plans in the next section.



(25) Admin Tools - Merging Service Plans

% Alert!! Merging cannot be undone. Use with extreme caution.

1. Click “Client Management.”

Job Posting

=

Employer and
Traner

{E
Clent
Management

£

CaMS Explorer

%

Workshop and
Event

Enter the client that has the service plan to be merged.

Service Plan Merge

Task Overview

»  Jack Jack r e
wes e

ol Reftt

Last Corvily

A

L



3. Click “Select.”

Actions

caseManager

caseManager

4. Click “Add to Merge” for the first service plan you want to merge.

+) Add To Merge N



5. Click “Add to Merge” for the second service plan you want to merge.

Back

6. Click “Review Merge.”

77
J7)

Thomas Chui

Hack Heview Morge

U



> Alert! Choosing the "Primary" service plan will set this as the Primary Service
Plan. All other service plans involved in this merge will be consolidated into the
primary service plan.

7. Click “Make Primary.”

8. Click “Merge.”

D

Intake Date
Status:
Program
Site:

caseManager:




9. Click on the “X” to close.

Merge Service Plan Result

Success
The merge wias tucresstul S5 404 - MNA Aow Ras The Thwe othey

servce plars

10. Search for your client with the newly merged Service Plans.

ol Q @ esoasts
Client
p bk bk
x
(. Emptoyer 3 £ T T (ot )(Geme ][

I
Q Chent List

'(.-.-n_ shogr ared
Parsonal Ref Comemarts Laat Comtact

verd
. Farst Masme Lasst Naors

00 > lack Jack
oo
v i
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You have successfully merged service plans.

Fater 1

e

Service Plan 493

173758

192



(26) Admin Tools - Client Fund Settings

v" Note: this can only be completed by staff with the appropriate access level at your

organization.

1. Click “System Settings.”

10

&

User

Management
17

A

Marketing
24

Q

CEC

31

i

System Settings

2. Click “Client Fund Settings.”

L) Jobtype
Contract © snins
9_) Sectors
i= Aggregate
Reports
' M and E Setting
8 Client Fund Setting
User
Management
Emai Settings
Marketing

11

18

25

03 04
10 11
17 18
24 Fil

193



3. Click “Add new.”

@

Admenastrator User

.
e

4. Click the “User” field.

Add New Supervisor

194



1. Select the appropriate user to add.

Add New Supervisor

2. Click “Submit.”

Add New Supervisor

195



00
oo

Click “Actions.”

— [« TN

[N —

Client Fund Setting

[p———

ppe— L AP e o

Click “Turn Email Notification On.”

Email Notification

Off

© Turm Email Notification On

P AN

Actions =

196



You have successfully added a new user to the assign list.
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