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Summary:
This is a simulation of how you will use FFT Salesforce to track client outcomes. This iexisigeed to

develop your knowledge of the new systelWou will enter a fake client and document the situations described
in the directions below to the best of your ability.

If you are unsure of how to do sathing in this exercise, please make a note and submit feraback to
fftfocsupport@ lisc.orgr bring your question to support office hours.

Salesforce Login information:
Website:https://partial-lisc.cs66.force.com/partners/login
User Nameuserc@lisc.org.partial
PasswordWelcome021

1. Beginby searching for your test client by name in the database to avoid creating duplicates.

case 5
management

Search

[4¢]

2. Once you have verified your test clientis not in the database, proceed to add your client by clicking on
UKS aLydul 1 Sé¢ 0l BinaacklOppertuditgdDeRtas theéProgranifosedroliment).
Click on NEXT.

Home Entities Contacts Client Households Case Records  Groups & Classes  Agency Contracts Dashboards Reports  +

O Choose an Intake Program

Program Financial Opportunity Center ¥
® Client = ’

Next

3. You will be directed to the Intake forrthoose a first namfer your clientand used C l€4s$he last
name.
D/ 2YLX SGS @e2dzNJ Of ASyiQa RSY23ANI LKAO&a FTAStRA |y
Of ASy G Qa KA 3IKS &igh SahedécriBalefcgardigcBrén8gnplayad part time

(2) Enter 3/15/209 as your enroliment date and tyd@reakthrough UrbarTES&s theHome Site(If

the system does not automatically generate the name, then click on the magnifying glass next to the
field and select the site name on the next screen).
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Home Site |Brea ”CM
My Recent ltems
Breakthrough Urban - TEST

(3) Lastly, add two household members for your client by clicking on the ADD ROW button and
entering the applicable informatiomMote:5 2y QG F2NHSG (2 dzZLRIFGS @2dzNJ Of
names. Click on thaPPLYutton to add your household member.

* Household Members

First Name Last Name Midd|e Initial Birthdate Household Role Gender View

Add Row

FirstName  Njcole —— >
Middle Initial Birthdate  [1/5/2011
Household Role [ Child v Gender | Female v
Cancel

(4) Once completed, click on the SAVE button to add your new client.

4. ACase Recornd automatically generated for your client, and this will be the place to enter all your
Ot ASyiQa aSNBAOSad o0, 2dz2NJ Of ASy(iQa K2dzZ&ASK2f R A&
SYGSNI g2dz2NJ Of ASyid Qa OdaNNBy i SYLX 28YSyid FyR SRdzC
a. Click on the EDIT button and fill in tBase Recomdith applicable information for your client
(i.e. Orientation date, FOC Assigned Staff, etc). Then click on the SAVE button.
b. As part of the intake process, your client was administeredlhBEand you need to
document his/her scores. From the Case Record, hover over the Assessment link, and click on

the TABE Test button. Enter 3/PAhs the test date, Stage as Intake/Prest, reading level (D)
with grade equivalency of 10.6, and math level\{iiih grade equivalency of 8.8. Click on the
SAVE button. Note: You may select a different test as applicable to your agency.

ntacts  Client Households Groups & Classes Agency Contracts Dashboards Reports +

From theCase Record

& Case Record
a’ Lisa Fake FOC 10/2016 Case Record hover over the
Assessmennn k Customize Page | Edit Layout | Printable View | Help for this Page &

J- Show Feed

« Back to List: Users

Service Enfries |01 | Progress Motes [0 | Direct Services 101 | Group ! Class Assignments [1] | Service Plans[1] || Assessment [0 || Education [0 | Placements[0 | Outbound Referrals (a1 |
Financial Well Being | | Budget | | Credit Report | | Balance Sheet| WorkKeys Test I TABE test IAccup\acer test Assessment Help
7

Assessment
CASAS Test | | GAIN Test | | Other Test

No records to display

5, 9YLX 28 YSyid wSO2 NR Case Rekdiffom yduy Rezehtdzbliis Bok an$hg igfCoti your
AONBSYy® O6LT &2dz R2 y2i aSS &2daNJ Ot ASydQa OF asS N
click on his/her case record.)
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Hover over the Employment link and click on the Employment RecdtarbCreate a new record and
indicate the following for your client: has been worki2fy hours/week aRendon Insurancearning
$10.25/hour since 106/18 as a customer service representativih no health insuranceMake sure
to selectClient had thisgb before enrollmenfor this record. Click on the SAVE button.
i. Note: All companies/entities need to be created in the system prior to creating an
Employment Record. We will practice adding a &ty later in this exercise.

ntacts  Client Households Groups & Classes Dashboards Reports 4

Case Record
" BJ Lisa Fake FOC 10/2016 Case Record Case Record

Customize Page | Ed§ Layout | Printab
Show Feed

Service Entries [1] | Direct Services 141 | Progress Motes [0] | Group / Class Assignments [0 | Action Plans[0] | Assessment[4] | Education [0 || Employment [0 || Qutt

Employment New Employment

Nao records to display

6.5§3NSSKISNﬁA¥AOIuSK[ A O
GKS tSTG 2FF &2dz2NJ aONEB
client again ad click on his/her case record.)

S%ae?&?eomrﬂo@@d\iﬂ:l'\’écem ftein&bpx of y ez2d
Syd O6LF &2dz R2 y2iG 488 &z

Hover over the Education link and click Degree/Certificate/Licendautton. Create a new record and
indicate the following for your client: obtained his/her GED frome@svCommunity College on
8/26/17. . Make sure to seled€lient had thigredentiabefore enrollmentor this record. Enter the
applicable information and click on the SAVE button.
i. Note: All issuing entities need to be created in the system prior to creating a
Degree/Certificate/Licengecad. We will practice adding a nelgntity later in this
exercise.

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports +

Case Record Case Record
a Lisa Fake FOC 10/2016 Case Record

Customize Page | Edit Layout | Printabl

Show Feed

Service Enifries [1] Progress Motes [0] Direct Services [4] | Group / Class Assignments [0] | Aclion Plans[0] | Assessment[4] || Education o] || Placements [0]

Education Degree/Certificate/License | | Education/Training Program

Mo records to display
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FINANCIAL COUNSELINGSERVICES:

1. Document the activities below:

a. 3/15/19:/ £ A 01 2y Case®debrdHoverdyeiit@asessmerink and click on each
of the financial assessment buttons (which take the place of the Combined Financial
Assessment (CFAJompleteeach financial assessmefior your client using madep
information. Be sure to complete adections and click on the SAVE button when you complete
each assessment.

i. Financial HealthFill in all of the information on this assessment. You will not be able
to fill in the Fnancialweltbeing scorevhen first completing the assessment. After you
click on the SAVE button, use thimancial WelBeing Response Valtecalculate the
Financial wetbeing scor®n the Financial WelBeing Scale Scoring Workshe@lick
on the EDIT button, fill in thEnancial weHbeing scoreand click on the SAVE button
again.

Assessment Detail

| Edit 'D:I:‘e Clone

¥ Assessment Date: REMEMBER TO UPDATE DATE IF SUBSEQUENT

Assessment Date 3/15/2019 Record Type  Financial Health [Change]
Case Record  Carrie Fake FOC 11/2016 Case Record

¥ CFPB Financial Well-Being (FWB) Scale
How did you take the questionnaire? | read the questions Financial Well-Being Response Value k1l
Client Age 6B

¥ (FWB) PART 1: How well does this statement describe you or your situation?

| could handle major unexpected
expense

| am securing my financial future
Because of $ I'll never have what | want
| can enjoy life because how | manage $
| am just getting by financially

I'm concerned $ | have/save won't last

3 Very well

3 Very well
3 Very little
2 Somewhat
4 Not at all
3 Very little

Part 1 Total 18

¥ (FWB) PART 2: How often does this statement apply to you?

Giving gift would strain month finances
| have money left over at end of month
1 am behind with my finances

My finances control my life

4 Never
3 Often
4 Never
2 Sometimes

Part 2 Total 13

¥ Financial Well-Being Score

[ Financial well-being score

)

¥ University of Wisconsin MCF 8 Financial Capability Scale

Do you have a budget or financial plan?
Confidence: ability to achieve fin. goal

Conf: ability make ends meet:
emergency

Do you have automatic savings?
Was family's expense less than income?
Last 2 mos, have been charged late fee?

0No
1 Somewhat confident
1 Somewhat confident

0No
0No
1No

[ Financial Capability Score 3 ]

J

¥ Custom Links
FWB Scale Scoring Worksheet
Financial Well-Being Scale User Guide

Financial Well-Being Scale Scoring Worksheet
Einancial Well-Being Scale User Guide

Financial Capability Scale  Financial Capability Scale

¥ Notes
Notes

¥ System Information

Assessment #

Assessment -0204

Edit | Delete = Clone

Created By  Carolina Rendon,
Last Modified By  Carolina Rendon,
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ii. Credit Repor{(3/15/19): Your client has @aransuniorFICO credit score of 50D
active lines of credit, and there is a collection error of $150.

i. Budget(3/15/19):, 2 dzNJ Of ASy (i Q& NByld Aa dzyadzwaiRAT S
amount on the budgeand your client is currently receiving SNAP benefits of $320 a
month.

iv. Balance ShegB/15/19): Your clientowes an overdue utility bill of $I2 so make sure
to include that on the balance sheet.

ntacts  Client Households Groups & Classes  Agency Contracts  Dashboards Reports

< a‘ CE.EERECDfd FI’Om thecase ReCOf,d
| Lisa Fake FOC 10/2016 Case Record hover over the

Customize Page | Edit Layout | Printable “iew | Help for this Page &

Assessmentink.
& Show Feed
Senvice Entries (0] | Prooress MNotes (o1 | Direct Serviees [0l | Group / Class Assignments [11 | Service Plans[11 || Assessment [0 || Educ 10 | Placements [0 | Outbound Referrals (o |
t Financial Health liradlt Repnrt]lEludget halance Sheet t] WorkKeys Test | TABE test | Accuplacer test Assessment Help
Assessment _Eh_'l" = >
CASAS Test| | GAIN Test er lest £

No records to display

b. 3/15/19Y / NBI S +ty ! OGA2y tftly 0+A Xas2 KacordF 2 NJ & 2 dz
Hover over the Action Plans link and click on the New Action Plan button. Igndsetfifeld
(this is to be used by someone enteringdataonsofi€o St 4SQa 0 SKastthE 0 @ 9 y i
Start Date and write in &/ision Narratived Ot A Sy (i @&kbn Be2QUICK SAVE bufton.
Click on the ECM Goals tab. Click on the New ECM Goal button. Choliset &oaand at
least oneGoal ActionFill in theTarget Completion DateClick on the SAVE button. Click on the
New ECM Goal button again and chooseeondClient Goaletc. Click on the SAVE button.
You may create as many ECM Goals as you wish.

ntacts  Client Households ca:e EIGEN Groups & Classes  Agency Contracts  Dashboards  Reports  #

[
e From theCase Record
3 Lisa Fake FOC 10/2016 Case Record hover over theAction
b Show Feed Planlink.
Service Entries [1] | Progress Notes [] | Direct Services [4] | Group / Class Assignments [2] | | Action Plans 1] || Assessment[4] | Education[0] | Placermer
Action Plans | New Action Plan l

Mo records to display

“ Action Plan |

‘ Save & Close|  Cancel
Acticn Plan ECM Goals
Action Plan Details
Staff | User v eS| Start Date |
End Date Wision Narrative

Save| Save & Close| Cancel
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53 pction Plan

Save| | Save & Close| Cancel

Acticn Plan ECM Goals
Mew ECM Goal Copy Existing
Save| | Save & Close| Cancel
Save| | Save & Close Cancel
Client Goal Goal Action{s)
None.. Available . 0 Chosen
Budgeting Createa busmess.plan
Credt Bullding Developan?arketmg plan <
Deht Management Cpen a husiness account > =

Microenterprise
Savings  Investing If other goal action(s), specify
Transacting
Other

If other client goal, specify
Target Completion Date Actual Completion Date

Description

Save | | Save & Close Cancel

c.3/1919:/ £t A 01 2y Ca &dcbrdHbver®ueiit® Service Entries link and click on the New
Service Entry button. Click on Financial Counseling and click diEtK@®utton. Your client comes

inothS 2 FFAOS (2 RAAOdZAE K ABexkn@pSsNd nibie Widiherdaindy inf6 & dzi A y 3

new apartment but has had trouble doing so due to poor credit. You recommend a credit builder loan
with match.You can ignore th8taff Persoffield, as thiss to be used by people entering data on
a2YS2yS StasSQa oSKItFod !'aS GKS I NNRg ySEG G2
match) to expand the topic to see all the fields. You may ignoré&Jtb&ield (unless you want to track
how many minués you spent on each topic). Fill in thame of Entityand Statusfields, and check off
Twin Accountg you are recommending a Twin Accounts loan. The t@ie®on three pagesin

Financial Counseling, so you will neealiok on the MEXTbutton at the bottom of the pageTlo record

a note, click on the ADD ROW button at the bottom of the screen. Type your note, and click on the
APPLY buttor¥ou may use theAYE& NEWbutton when adding multiple Service Entries in a fow

and you may clickn the SAVE button when you are done entering Service Entries.

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports +

1 Case Recgrd
B Lisa Fake FOC 10/2016 Case Record Case Record
Customize Page | Edit Layout | Printable \fiew | Help for this Page &
S
Back to Li
Service Entries [0] || Progress Motes (0] | Direct Services[0] | Group ! Class Assignments [1] | Serviee Plans[1] | Assessment[0] | Educationjo | Placementsjo | Outbound Referrals [o] |
Service Entries New Service Entry

Senvice Entries Help (| ?

No records to display
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Select an ECM Service Entry Form

- Lisa Fake

Employment Counseling

[' Financial Counseling

Income Suppeorts Counseling
Work/Education Supports

Cancel

Client vos Name of Entity status. Twin Accounts?

v Credit Builder Loan (with match)

Carte Fake 0.00 Discussed pros/cons v @

Units of Service: Time (Minutes)

3/27/19: Your client calls you to tell you s/he applied for the credit builder iwgin match Create a
new Financial Counseling Service Entligkocon arrow to expand section).

‘v Credit Builder Loan (with match)

Client uos Name of Entity Status, Twin Accounts?
[uinAccounts | | [evied oreapoies) 7| @

Units of Service: Time (Minutes)

4/10/19: Your client returns to the office and tells you s/he was approved for the credit builder loan
with matchand he/she has successfully disputed the credioréerror. Create a new Financial
Counseling Service Entry atomplete a subsequertalance sheet assessment

Client uos Name of Entity Status Twin Accounts?

([pprovs orre-spprov v/] w

Units of Service: Time {Minutes)

9/23/19Y , 2dz Lz f @2dz2NJ Of ASydiQa ONBRAG (2 OKSO| ¥F21
hasimproved to550. f A O] 2y @& 2CdaeJReEdrdH&er Qvér th&Asses3@ent link and click

on the assessment you need to update. On the next sen, click on thelGONBbutton to copy the
assessmentEnter the newdate, update the necessary information, including the FICO score, and click

on the SVEbutton.

From theCase Recor,

| Case Record Customize Page | Edit Layout | Printable View | Help for this Page @
B Lisa Fake FOC 10/2016 Case Record hover over the
e showFeen Assessmentink.
« Back to List: Custom Object Definitions
Sewice Entries[0] | Progress Notes [o] | Direct Services [0 | Group / Class Assignments[1] | Service Plans [1] || Assessment [3]|| Education[o] | Placements (o] | Outbound Refemrals o] | Case Participations [1]
Financial Well Being | Budget| Credit Report Balance Sheet |WorkKeys Test TABE test Accuplacertest | CASAS Test GAIN Test Assessment Help
Assessment — 2
Other Test ?
Action Assessment# Assessment Date Record Type Date of Financial Profile Sequence Parent Assessment
Edit | Del_Assessment -0104 1/3/2015 Budage Baseline
Edit| De Assessment-0105 1/3/2015 Credit Report Baseline
Edit| Del Assessment-0106 1/3/2015 Balance Sheet Baseline
Assessment Customize Page | Edit Layout | Printable View | Help for this Page
B Assessment -0105 )
« Back to List: Custom Object Definitions C“Ck On th&bne
Assessment Detail Edit | Delete m assessment.
AssessmentDate  1/3/2015 Record Type  Credit Report [Change]
Partial/complete update of credit report Case Record  |jsa Fake FOC 10/2016 Case Record
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INCOMESUPPORTSCOUNSELINGSERVICES:
1. Document the activities below:

a. 3/15/19: You conduct a general benefits screening for your client and find that s/he is eligible
for subsidized housingnd utility assistance. You lpehim/her apply for subsidized housing
and you refer him/her to another agency for utility assistarCeeate a nevervice Entrior
Income Supports Counseling and enter this informatiou canignore th8taff Persoffield,
a4 GKA&A Aa (2 0SS dzaSR oé LIS2LXS SyGdSNAy3 RI
the topic you want to use to expand the Topic to see all the fields. You may igndi&Be
field (unless you want to track how many minutes you speneach topic).

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports 4

i Case Recard From theCase Record
a;f Lisa Fake FOC 10/2016 Case Record ) .
hOVer over th eserVICe Customize Page | Edit Layout | Printable iew | Help for this Page &
Entrieslink:

J,k- Show Feed

« Back to List: U¥ers
Service Entries [01 || Progress Motes [0] | Direct Services [0] | Group / Class Assignments [11 | Senvice Plans[1] | Assessment [0 | [0 | Placements [0] | Outbound Referrals [0 |

Service Entries | New Service Enl:ryl Service Entries Help 2

Mo records to display

Home Intake Entities Contacts Client Households  Groups & Classes Reports Dashboards SMS Template SMS From Reports

= Select an ECM Service Entry Form

Ermployment Counseling

o

=]
[’ Income Supports Counseling
Work/Education Supports

Cancel
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Senvice Date

i15/2018

=

Staff Person CM

[41i2020] ]

Service Details

Save & Hew | Cancel

Start Time:

Reach person you attempted to
contact?

[Ge“e"" Benefits Screening Results | Copnpleted screening: eligible for at least one benefit ¥

] Contact with

ContactiLocation Method In person v

Eligible Benefits

Duration (Minutes)

|g00am -

I Yes

Client

|e0

A

Revised on2/4/2021

Eligible for the following benefifs Child Care Subsidies

FAFSA
Financial Aid (grants)
Head Start/Early Head Start

Chosen
Subsidized Housing
Ltility Assistance

]
Medical Benefit!Health Insurance =
Other Mon-Recurring Assistance (cash or non-cash) 4
Recurring Cash Assistance/Payments
SMAP (food stamps and comparable programs)
Unemployment Compensation
WIC (Wornen, Infants & Childrer)
Child Care Subsidies
FAFSA
Financial Ald (grants)
Head Start/Early Head Start
Medical BenefitiHealth Insurance
Other Non-Recurring Assistance (cash or non-cash)
Recurring Cash Assistance Payrments
SNAP (food stamps and comparable programs)
el Qubsidized Housing
Unemployment Compensation
P Uutility
WIC (Women, Infants & Children)
Note
Hote Created By Created Date

Save & Hew | | Cancel

Note: Click on arrow to expand sections.

b. 4/15/19: Your client calls you to tell you s/he has receivedame utility assistance for $350.

i. Entera ServicEntry to update the Utility Assistance topic.

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports +

i Case Record
a Lisa Fake FOC 10/2016 Case Record

J|L Show Feed

« Back to List: Uglys

From theCase Record
hover over theService

Entriedink.

Service Entries [0 || Progress Motes (0] | Direct Services [0] | Group / Class Assignments [11 | Service Plans[1] | Assessment[0] |

Customize Page | Edit Layout | Printable Vigw | Help for this Page &

duc: [0 | Placements [0l | Outbound Referrals [0 |

Service Entries

No records to display

| New Service Entry I

Service Entries Help | #
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ii. Update the balance sheet with the utilipssistancelHover over the Assessments
link, and click on the Assessment # next to the most recent Balance Shetie
next screen, click on theLONBbutton to copy the assessment. Enter the correct
date, update the necessary informatiom reduce the utility liability.

From theCase Record

. Case Record Customize Page it Layout | Printable View | Help for this Page
B Lisa Fake FOC 10/2016 Case Record ~ hover over the TR e T e e e
ST Assessmenlink.

« Back to List: Custom Object Definitions
Senvice Entries [0] | Progress Notes [0] | Direct Services [0] | Group / Class Assignments[] | Service Plans [1] || Assessment[3]|| Education[0l | Placements[] | Outbound Referrals 0] | Case Pariicipations [11

Financial Well Being | Budget|| Credit Report | Balance Sheet |WorkKeys Test | TABE test| Accuplacertest | CASAS Test | GAIN Test Assessment Help
Assessment S 2
Other Test
Action Assessment# Assessment Date Record Type Date of Financial Profile Sequence Parent Assessment
Edit| Del Assessment-0104 1/3/2015 Budget Baseline
Edit | Del AssSessme 0 1/3/2015 Credit Report Baseline
Edit| D4l Assessment-0106 1/3/2015 Balance Sheet Baseline

EMPLOYMENTCOUNSELINGSERVICES:

Document the activities below
a. 3/15/19: You meet with your client to assess his/her strengths and needs. You help histener

his/her search fora vocational training program and show her/him the job growth outlook for the

industry. Record a new Service Entry for Employment Counseling and indicabelpad the
client updatedhis/her resume (job search materials). You ogmore theStaff Persoffield, as this
Aa (2 0SS dzaSR o6& LIS2LXS SyiSNAy3a RFEGEF 2y
you want to use to expand the Topic to see all the fields. You may ignotéQiskeld (unless you
want to track how mawp minutes you spent on each topic).

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports  +

. Case Recof -
B3 Lisa Fhke FOC 10/2016 Case Record | 10 theCase Record

hOVe I’ O\/e r th eSeI’VICG Customize Page | Edit Layout | Printable \iew | Help for this Page &
- Show Feed Entriedlink.
« Back to List: UsErs
Service Entries [0] || Progress Motes[0] | Direct Senvices[0] | Group / Class Assignments [1] | Service Plans[1] | Assessment[0] | Education[o] | Placements[0] | Outbound Referrals [0 |

Service Entries | Mew Service Entry l Service Entries Help (2

No records to display

-y Select an ECM Service Entry Form

B Lisa Fake

[ Employment Counseling ]

Financial Counseling
Income Supports Counseling
Work/Education Supports

Cancel
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Save & Close [Save & Hew | Cancel

Date of Service

Start Time Iggg A v
["a‘e 3M5/2018  [441/2020] ]

Service Details

Staff Person Oﬂ Reach person you attempted to I Yes v
contact?
ContactiLocation Method

In persan v Contact with | Clignt

Duration (Minutes) |5|]

—] Education/Training Search

Client uos Hame of Entity Status Humber of applications submitted Vier
Lisa Fake [0.00 Healthcare - CNA Program Initiated/continued search v
Units of Service: Tirme (Minutes)
== Employment Search
> (New)
Client  Lisa Fake
ues  noo
Hame of Entity | CA Positions
Status | Discussed prosfcons v
Created job search materials wl
Completed mock interview(s)
b. 4/20/19: Your client calls to say thathe has enrolled in a-&eek CNA program at a community
oF &SR 2NBIyAT FdA2y OF t { SR niy SehtdrNtarfing dn &/5/3019Y S ¢ + 2
/I NBIusS | y'Sﬁ A9 ROl UA2Y KENI AYAYy 3 t NRaEANYo¥é NBO
wilneed2 ONBI S I y86 aoyiriGeéd 0SF2NB &2dz Oy R2
Home In(ake Contacts Case Records Client Households  Groups & Classes Reports  SMS History Dashhoards SMS Template SMS From Reports
-, Entities
</ Home
View: | Al Entities v | Got |
Recent Entities Recently Viewsd ¥
Addm(j P— Entity Hame Entity Record Type Type Primary Contact Billing City Phone Total Gifts
Alivio Medical Center Entity §0.00
Remember to search for
your cllent s full name | ﬁrst Breakthrough Urban - TEST ParnerAgency Fariner Agency §0.00

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports  +

Case Record From theCase Record
a’ Lisa Fake FOC 10/2016 Case Record hover over the
Educatiorﬁnk_ Customize [Page | Edit Layout | Printabl

J- Show Feed

Service Enfries [1] Progress Motes [0] Direct Services [4] | Group / Class Assignments [0] | Aclion Plans[0] | Assessment[4] || Education 0] || Placements [0]

Education Degree/Certificate/License [Educationfl’raining Program ]
4

Mo records to display

c. 7/7/2019: Your client comes into the office to let you know s/he has completed the training
program and will be taking the state exam in the next two weeks. She also tell you s/he has a job
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tAYSR dzld G F ydZNEAY3I K2YS Vingthe certifibateNand Wil | & & A
NBEOSAGS + LINBY2(GA2Yy (2 &/ SNIAFTASR bdNEAY3I ! aa

1. Close theeducation/training programwith an end date of 7/5/201@nd a successful
completion.

itacts  Client Households Case RETIGEN  Groups & Classes  Reports  Dashboards  Asset Building  + |

From theCase Record

Case Record Customize Page | Edit Layout | Prin

'
a Lisa Fake FOC 10/2016 Case Record hover over the
D—r— Educationink.
Service Entries (1] | Direct Services @ | Progress Notes (0] | Group / Class Assignments [0 | Action Plans @] | rt (7] || Education (11 | Employment (1] | Outkound Referrals (0] | Case Record
Education Degree/Certificate/License | Education/Training Program
Action inn# Record Type Et i institutis E i inil lewel Start date End date Exit status Issuing entity Degreescertificate obtained Date degree.
o o Egean | Soeaonanng R R

2. Create a nevBervice Entryo document the state exam registration statw¢th a contact
dateof 7/7/2019F y R Of AO1 2y 4! RR w2gé¢ 02 R20dzYSyud

itacts  Client Households Groups & Classes  Agency Contracts Dashboards Reports +

! Case Recor| -
BJ (isa Fhke FOC 10/2016 Case Record | 'O theCase Record
hover over theService Customize Page | Edit Layout | Printable View | Help for this Page @
- Show Feed Entriedlink.
« Back to List: Us€rs
Service Entries [0] || Progress Motes 0] | Direct Services[01 | Group / Class Assignments [11 | Service Plans[1] | Assessment [0l | 10 | Placements [0 | Cutbound Referrals [0 |

ent [
Service Entries | New Service Entry l Service Entries Help 2

No records to display

-y Select an ECM Service Entry Form

B Lisa Fake

[ Employment Counseling ]

Financial Counseling
Income Supports Counseling
Work/Education Supports

Cancel
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Senvice Details

Staff Person CM Reach person you attempted to I Yas v
contact?
ContactLocation Method || parson v Contact with | CJiant v
Duration (Minutesy ISD

Education/Training Search

Employment Search

Exam

Client U0S Hame of Entity Status Type of exam If other degree/certificate, specify View
Lisa . -

Faks 0.00 CNA Registered for exam v | | License v
Units of Service: Time (Minutes)

Retention Support

Microenterprise

Note

Hote Created By Created Date View/Edit

Save & Hew Cancel

Power Rl Neskton

3. Terminate the currenemploymeni NB O2 NR g A ( K
the reason for termination.
itacts  Client Households Groups & Classes Dashboards Reports +

(e
A
0p)
¢
(et
0]

‘ Case Record From theCase Record
a Lisa Fake FOC 10/2016 Case Record hover over the

Employmentlink.

Customize Page | Efit Laycut | Printable iew | Help for this Page @

J- Show Feed
Service Entries [1] | Direct Services [4] | Progress Motes[0] | Group / Class Assignments [0] | Action Plans[0] | Assessment[4] | Education [0 || Employment [1] || Outbound Referrals [0 |

7

Employment New Employment Employment Help
Action Employment Name Job Start Date Job End Date Job Title/Position Hourly Wage ($) Hours per Week Benefit Type Wage Type Days since job start date
Job will (eventually) OFFER Health Unsubsidized
Edit| De 10M6/2014 §10.00 20 Insurance Jab 830

Job Termination

Reason for Termination  [_None— v

Notes

Notes

. Save & New | | Cancel
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4. CreateanevEntityNS O2NR F2NJ a@2dzNJ €t Fad Yyl YSé bdNBAY

ontacts Case Records  Client Households  Groups & Classes  Reports  SMS History Dashboards SMS Template  SMS From Reports

i |
i . Entities
. Home
Wiew: | All Entities v || Go!
Recent Entities Recently Viewed ¥

Adding a new client... Entity Hame: Entity Record Type Type Primary Contact Billing City Phone Total Gifts
$0.00

Alivio Medical Center Entity

Remember to search for
your client's full name first Breakthrough Urban - TEST Partner Agency Partner Agency $0.00

Home Intake

5. Create a nevemployment recordy hovering over the Employment link and click on the
New Employment buttor® y i SNJ & 2 dzNJ Of A Sy detmént af[odr la& Y LI 2 & Y
name] Nursing Home as a nursing assistaorking 40hours/week at $12.00/hour. The
job start date is /9/19. The new job will offer health insurance after 90 dages select Job
will (eventually) OFFER Health Insurance irBeeefit Typdield. Fill in the applicable data
and click on the SAY/button.

ntacts  Client Households Groups & Classes Dashboards Reports +

. Case Record From theCase Record
a Lisa Fake FOC 10/2016 Case Record hover over the

Employmentink.

Customize Page | Eft Layout | Printable View | Help for this Page @

Show Feed
Service Entries [1] | Direct Services [4] | Progress Notes[0] | Group/ Class Assignments [0] | Action Plans[0] | Assessment[4] | Educ [0 || Employment 1] || Outbound Referrals [0 |
Employment | New Employment I Employment Help 2
Action Employment Name Job Start Date Job End Date Job Title/Position Hourly Wage ($) Hours per Week Benefit Type Wage Type Days since job start date
Edit| Del P-0083 101162014 2/102015  Cashier 510.00 o arl (eventually) OFFER Healtn - dnsubsidized 830

d. Update the budget with this new information. Hover over the Assessments link, and click on the
Assessment # next to the Budget. On the next screen, click on the CLONE buttontteecopy
assessment. Enter the correct date, update the necessary information, including the updated
wages, and click on the SAVE button.

ntacts  Client Households Groups & Classes Dashboards Reports  +

’ Case Record From theCase Record
a Lisa Fake FOC 10/2016 Case Record hover over the

Customize Page | Edit Layout | Printable “iew | Help for this Page &9

Assessmentnk.
Show Feed
Senvice Entries [11 | Direct Services [4] | Progress Notes [0 | Group / Class Assignments [0] | Action Plans[0] || Assessment [4] || Education [01 | Employment [11 | Outbound Referrals [0 |
Financial Health |Credit Report |Budget Balance Sheet| | Accuplacer Test | CASAS Test| GAIN Test TABE Test Assessment Help
Assessment =

WorkKeys Test | Other Test

Action Assessment # Assessment Date Record Type Sequence

Edit | Del| Assessment-0107 11712015 Budget Latest

Edit| Del Assessment-0104 17312015 Budget Baseline

Edit| Del Assessment-0105 17312015 Credit Report Baseline

Edit| Del Assessment-0108 132015 Balance Sheet Baseline
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acts Client Households Groups & Classes Dashboards Reports +

Assessment

a Assessment -0107

Customize Page | Edit Layout | Printable “iew | Help for this Page

Assessment Detail Edit Delele

¥ Assessment Date: REMEMBER TO UPDATE DATE IF SUBSEQUENT

[ ——— #Maba  4MTPMAE Darnrd Tuna  Diident (Chananl
acts  Client Households Groups & Classes Dashboards Reports +
Assessment Edit Help for this Page @

a New Assessment

Assessment Edit | Save I;ave&uew Cancel

Assessment Date: REMEMBER TO UPDATE DATE IF SUBSEQUENT

@sessment Date 1”7;2{]1 A [ 1423/2017 ]

<|January v [ 2015 ¥
Sun Mon Tue Wed Thu Fri Sat
28 29 30 3 1 2 3

4 5 6 7 8 5% 10

1 =Required Information

Record Type  Budgst

Case Record || jsa Fake FOC 10/2016 Cas| &

Information

udget reflects own 11 12 13 14 15 16 4T v First Budget created? ~None—- ¥
finances/whole HH
18 1% 20 21 22 23 24 . = -
artial/complete update o i
25 29 3 N Budget L

i. Note: Makesureto update the dateand click on the SAVE button once the update
is complete

f. 8/28/19: You call your client to see how the first month of work has gone. Téw shys all
is going wellRecord a retention update for your client by addingfAedvancemento the
Employmenrecord.

ntacts  Client Households Groups & Classes Dashboards Reports  #

iy Case Record From theCase Record
53 Lisa Fake FOC 10/2016 Case Record
hOVer over the Customize Page | Edf Layout | Printable Wiew | Help for this Page &

Employmentlink.

Jr— Show Feed
Service Entries [1] | Direct Services [4] | Progress Motes[0] | Group/ Class Assignments [0] | Action Plans[0] | Assessment [4] | Education [0 || Employment [1] || Outbound Referrals [0 |

Employment New Employment Employment Help 2

Action Employment Name Job Start Date Job End Date Job Title/Position Hourly Wage (3) Hours per Week Benefit Type Wage Type Days since job start date
y . Job will (eventually) OFFER Health Unsubsidized

Edit DE! 10M16/2014 Cashier §10.00 20 Insurance Job 830

y Employment From theEmploymenRecord
53 p-0077 hover over theAdvancementdink.

Advancements [0

Advancements Advancements Help

Ma records to display

Customize Page | Edit Layout | Printable \iew | Help for this Pag
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Advancement Edit

a New Advancement

Help for this Page §

Advancement Edit Save | |Save & New | Cancel
Information 1 = Required Information
Date I 8/28/2019 Job Placement IP-DDB3 Cy
Contact with I Client v
Status Tried unsuccessfully to verify retention o Chosen

Suspended = Verified retenticn
On leave of absence <
Returned to work - | —

Employment Update

Date of change in employment [1723/2017]
Current Hourly Wage Current Title/Position
Current Hours per Week Current Benefit Type —MNone—- v

Retention Milestones
Milestone Achieved A0 Days ¥

Documentation | | \ferbal report by client ¥

Notes

Notes

1. 10/27/19: You callyour client to see how the first 90 days of work has g¥pe.leave a
G2A0SYFAf F2NJ €2dzNJ Of ASy G NBIljdzSadAyGsel NBG
Record Click on the RECORD SERVICE button, select Employment Counseling, and click on
the NEXT button. Fill in the appropriate information and ntaek you did not reach the
person you attempted to contact. Add a note at the bottom of the screen by clicking on
the ADD ROW button, writing your note, and then clicking on the APPLY button. Click on
the SAVE button.

GROUPS ANDCLASSES

1. Click on theGroups & Classes tab on the top of the main page.

Intake Entities Contacts Case Records Client Households | Groups & Classes | Reports Dashboards SMS From Reports

« Dashboard
My Tasks g, Overdue v

2. Alist of all Groups & Classes that already exist will appear. Youdaarchny to edit or select
G/ NBIFiS bSé. DNRdzLXK/ f | &d4&¢

Home Intake Entities Contacts Case Records Client Households RSGITEXNSEESES Reports  Dashboards SMS From Reporis

= Groups & Classes
= Home
View: My Groups & Classes ¥ | Go!
Recent Groups & Classes |Greste Hew Group. Class | Fecenly Viewed ¥

Ad(lmg il Group-Class Hame Description Program Service Site
2020 Fyy Financial Opporunity Center Wiorkshop/Class
Remember to search for
your client’s full name first W3 CDL Cohaort! JB Financial Opporunity Center WiorklEducation Supports
before adding a new Intake. WE O Cakar 0 Finanrial (innarinite Center AR afinn Binnarts
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3. Fill in the applicable information:

a. Group NameHere you will nameour group/ class or workshop. Best practice would be to
have a uniform naming structure in your organization. Ask your supervisbtdfiesarn if one
already exist. Group Name example: Program code_Month_Intials.

b. Program:Type in/Select'Financial Oportunity Center"

c. ServiceSelect either Workshop/class, Resource Room Activities, or Work/education Support

i. ForAccentureworkshop tracking please user "Workshop/Class"

d. Home SiteType in/Selectqur home site name here

e. Type of ClientEnrolled Clients a&clients that are enrolled and have a case record in the FOC
program. Clients do not have an FOC case record, this may include people who dropped into
the class but have not been enrolled into the FOC. Itis recommended that you only use
groups/classes ttrack FOC enrolled clients.

f. Clickd { I @S¢

Group / Class Edit

= WS_CDL_Cohort1 JB

Group / Class Edit Save | |Save & Hew | Cancel
Information | = Required Information
Group-Class Hame |WS_CDL_C0h0rt1 JB Type of Client Awvailable L Chosen
Clients Enralled Clients
J
Program IFmancia\ Opportunity Center | S
Service IWDrkIEducath Supports Q)
Home Site IBreakthmugh Urhan - TEST | &)
System Information
Owner  Training AAccount ECM Sharing  0010500000RR0Oj0

Save | |Save & Hew | Cancel

4. After you save, you will see your main screen for the group/class you have just created. Now you will
want to Schedule Classes, Add Clients and Record Attendance.

acts Case Records Client Households REGITERA®ELEN Reports  Dashboards SMS From Reports

= Group / Class Printable View
2 WS_CDL_Cohort1 JB
« Back to List: Groups & Classes
Group Service Entries [17] | Group d Class Assignmerts [2]

Group / Class Detail Edit | Clone | |Sharing | |chedule Session | Add Clients

Group-Class Hame W5 _CDL_Cohort! JB Type of Client  Enrolled Clients

Program  Financial Opportunity Center

Service  Work/Education Supports
Home Site  Breakthrough Urban - TEST

¥ System Information
owner mTraln\ngAAccnunt [Change] Created By Training AAccount, 3142020 4:21 P
Last Modified By Training AAccount, 3/452020 4:23 PM
ECM Sharing ~ D010500000RR0ja

Edit | Clone | |Sharing | | Schedule Session  Add Clients

5. Schedule session€lick on Schedulsession on the main group screen. Here you can schedule classes
that have passed or in the future.
a. The reoccurrence option will allow you to easily schedule multiple classes that repeat weekly
or monthly or example.
b. Select a start and end date for your mmwrring class
c. Choose Type of class, ex. Digital literadinancialworkshops
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d. Choose Topic/Class. If your topic changes every week, select any and you will be able to edit
individual classes later

e. Ifyour workshop contains any digital literacy skillsstms, please check off "curricoiu
contains digital literacy"; E.@ Financial workshop on "Banking" may discuss "Online Banking"
and show clients how that works or an Employment workshop on "Resume Writing" may also
be an "Introduction to Microsoftvord".

f. /tA01 a{l @S¢

6. Add ClientsNow that your classes are scheduled you can add students who are enrolled in the class by
clicking ADD Client on the main screen.
a. SelectdType of cliend ( Enrolled or client) and select prograffinancialOpportunity Centere
b. Search by first/ last name or both and select and save clients into group.
*** Remember to click save before you move on to a new search.
c. Checkoff the clients you would like to add and cl8RVE; Close
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