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Navigation

) Bob TestUser(10662)e S A @

Dashboard Search Alerts  Logout

Comprehensive Employment Planning Toolkit

Welcome to CEPT, Wisconsin’s customizable reemployment tools dashboard.

Employment Plan = Action Steps List =

No employment plans have been created You have no pending tasks.

No Self-sufficiency calculations have been done. Mo budgets have been created.

Community Resources Search =

Find community resources and infermation for a large variety of
available services near you to help you successfully achieve your
goals. Click on “Search” to search by category, or “Favorites” to
view and manage saved resources.

WIOA Webpage WIOA Policy Manual ASSET Help

1) The "Home" icon A takes you back to the career planner's dashboard.

2) Clicking on the participant's name will bring you back to the participant's main page, the
same page as the picture above.

3) The "Person"icon & takes you to the participant search page.

4) The "Bell" icon L takes you to the career planner's notifications page.

5) The "Logout" icon = logs you out of CEPT.

6) Each item on participant's page is an individual tool in CEPT. Select a tool to get started.

7) The footer contains helpful links. The ASSET link will open the ASSET application, while
the other links will take you to relevant resources including the WIOA Title | webpage,
the WIOA Title | online policy manual, and CEPT help resources.

Note — Do not use the browser "Back" and "Forward" buttons to navigate in CEPT, only use the

navigation icons provided. If you accidently use the browser navigation buttons, you will need to
reload the page to see the correct information.
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Notifications and Alerts

CEPT has built in notifications and alerts to help you manage your caseload.

Notifications are informational items that you may want to be aware of, but don't need to take
any action. These include:

Participants sharing a budget with staff

Participants signing off on an employment plan

Participant sharing a Self-sufficiency calculation

Participants accepting or rejecting a Self-sufficiency calculation

Alerts are items that need some action from you or the participant. These include:
e Services associated with an employment plan that were planned but never started
e Action steps associated with a plan that are overdue
¢ Pending Self-sufficiency calculations where the participant has never been notified

Alerts will disappear from your list once the item has been addressed, while Notifications remain
to provide you with a historic record of events.

]
a & A D>
Dashboard Search Alerts Logout
Dashboard
1 Alerts Notifications
PIN Due Date
Equals - Equals ~ 9
FirstName  Last Name Due Date
PIN 4 s & AlertType & 4 Message 4
15536 BETTY CLAIMANT  Action Step  04/18/2019  Option 1is overdue.
15538 BRENDA CLAIMANT Action Step  06/11/2018 Example step is overdue
15538 BRENDA CLAIMANT  Action Step  05/31/2019  Contactivisit local job center to learn about available services is overdue.
15524 JAKE CLAIMANT Il Action Step  08/01/2018 Register for classes is overdue.
15524 JAKE CLAIMANT Il Action Step ~ 08/09/2018 Register for classes is overdue.
15524 JAKE CLAIMANT Il Action Step 04/30/2018 Register on the Job Center of Wiscensin website (jobcenterofwisconsin.com) is
overdue
15457 JAMES  CLAIMANT Il Self- 09/24/2019  Calculation & - Participant has not been notified
sufficiency
15457 JAMES  CLAIMANT Il Self- 09/24/2019  Calculation 3 - Participant has not been notified
sufficiency
19767 JOHN TEST2 Self- 12/07/2019  Calculation 1 - Participant has not been notified
sufficiency
15541 POPPY GLENN Action Step  08/27/2018  Obtain driver's licenses is overdue
e W M Page 1002 B M m View 1-10 of 17
WIOA Webpage WIQA Policy Manual ASSET Help

1) Use the "Alerts" and "Notifications" tabs to navigate between the two lists.

2) You can filter the list by the participant's "PIN" or "Due Date."

3) Clicking on the PIN will take you to the relevant Action Step, Self-sufficiency calculation,
or budget. The only items that you cannot directly navigate to are overdue services in
ASSET.
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Finding CEPT on My JCW

Job seekers and participants can access several of the CEPT tools through My JCW.

Note: Help videos have been created for the Budget Planner, Action Steps List and Career

Exploration tools. These videos can be accessed by clicking the "Question Mark" icon O
within each tool, or by going to http://wisconsinjobcenter.org/jcw/help _myjcw.htm.

To access the tools in My JCW, users need to do the following:

MyLMI | Online Workshops | Resources

JUB !) UENTER Hi, Popp\o My account | Logout

Job Seekers Featured Industries

Search for Jobs

My Favorite Job Searches
job title - eg. Accountant

f ! JIINER L 2 Create/Edit Resume Jour City or Zipcode
- 2 Re-employment Services
- v Orientation/Assessment

Re-employment Services Session
rket Exploration

Veterans

= @ = Ul £ %

Workforce Labor Market Education & Unemployment Veteran Job Center
Events Information Training Insurance Services Locations

STATE OF WISCONSIN

+@»DWD

Department of Workforce Development

=
A proud partner of the americanjobcenternetwork

Default.

Contact Us | Privacy Notice | Supported Browsers | Accessibility

1) Log into JCW.
2) Hover over the Job Seeker menu.
3) Click on "My JCW."

Once a user opens My JCW, they will select the tools from the "Available Widgets" section at
the bottom of the screen.

To use a tool, the user must first add the tool widget to "My Widgets." To add a tool to "My
Widgets:"
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Welcome Popoy, to My JCW, your peesonalize

Current Status / Dashboard

Create aLogon

v

(0]

Action Steps List

Q0Ox

Organize and manage the steps that you might
need to complete to successfully achieve your
employment goal. Click on “Manage List" to
modify and add to your list.

08/27/18
08/30/18
09/02/18
09/07/18
09/08/18

Available Widgets

UlWorkSearch (O HotJobs

zed view of Job Center of Wisconsin.

Register for services

You have created a Logon. You are registered with Job Service.

You last visited us 6/20/2019 3:23:11 PM.

Complete a Résumé

(2]

©  BudgetPlanner QO  ActionSteps QO

o & ’r = @%%;!

&5

Unemployment

Ul £

Insurance

o®

STATE OF WISCONSIN

©&®DWD

Department of Workforce Development

—
f the americanjobcenternetwor

1) Click on the "Arrow" icons O to the left and right of the widgets to scroll through the list

of available tools.

2) Add widgets to the "My Widgets" section by "dragging and dropping" them, or by clicking

on the "Plus" icon

in the top corner of the widget.

Note: Users can access help videos for some of the tools by clicking the "Question Mark" icon

O on the top right of the widget after they have selected the tool.
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Action Steps List

The Action Steps List is a tool to help you and your participants identify, organize and manage
the actions they might need to complete to achieve their employment goals. The Action Steps
List in CEPT is connected to the participant's Action Steps List on JCW, so both you and the
participant can create and update action items.

The items on the Action Steps List also trigger notifications and emails to help you and the
participant stay on track (see Notifications and Alerts section). Every Monday, JCW sends
participants an email letting them know which action steps are overdue, and which are coming
up in the next seven days. Similarly, CEPT creates notifications of action steps that your
participants have missed.

Action Steps — Widget

The Action Steps List widget is located on the participant's page. Once action steps have been
created, the widget will display the next five due items.

Action Steps List - i

o Contact/visit local job center to leam
About available services

05/31/2018

o3

e You can click on the name of an individual action step to open a details window for that
specific step.
¢ Click "Manage" to go to the Action Steps List.
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Action Steps — Managing the List

The Action Steps List is where you can add, edit, and remove individual action steps.

Items to Note:

1)

2)
3)
4)

5)
6)

7
8)

You cannot remove action steps that have been associated with an employment plan
from the list.
Completed items are moved to the bottom of the list.

@ & e Brenda Claimant (15538) e A @
Dashboars Back to tools Search Alerts  Logout

My Action Steps 4 m

& Keep track of important activities and to help you complete tasks on time. To
@ add to the list you can either enter your own action step in the text box or click o
@@ "Add from Library” to see a list of useful action steps
Click on the name of any of the items in your list fo add er edit details. You can e Add from Library
(S also mark items as complete on this page, which moves them to the end of the
list.
Show Deleted Action liems
Equals - | No
Priority Completed
Identify skills that need improvement 05/22/2019
e Attend an interviewing workshop 0513072015 e ﬂ 0
Contacthvisit local job center to learn about available services 05/31/2019 High Required

WIOA Webpage WIOA Policy Manual ASSET Help

Add an action by entering the step's hame and clicking "enter" on your keyboard or the

"Plus” icon

"Add from Library" leads to a list of predefined action steps. From the library you will be
able to select and add multiple action steps to the list.

You can see deleted items by changing the "Show Deleted Action Items" dropdown to
"Yes" and clicking "Search."

You can search for individual items in the Action Steps List. This field is defaulted to
"contains,"” so it will find any items that contain the text you enter.

Click on an individual action step to see and modify its details.

You can click on the "Completed" check box to indicate that an action step has been
completed.

You can delete an action step by using the "trash can" icon m .
You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |,
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Action Steps — Library

The Action Steps Library is a list of useful action steps that fall into nine predefined categories.
From this page you can select and add one or more action steps to the list. Once an action step
has been added to the participant's list, you will be able to modify and customize the action
step's name.

2

Brenda C\a\manlt15538'}° - ‘ (=

Action Step Details

ay be useful 1o job seekers. Expand one or all of the ¢

n this page. you can edit them individually to change the name, add & due

O zxmen

1) Click on the category name to see the available action steps.

2) You can select one on more action steps to add to the Action Steps List.

3) You can expand or collapse all the categories in the library.

4) "Add to My List" adds all the selected action steps to the list. "Cancel" navigates you
back to the Action Steps List without adding any items.

5) Click on the participant's name to go back to the participant's main page.
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You can modify all the details of an action step. On the details page, you can set a due date,
add priority, determine the type of action step, identify if it has been completed, and input other
useful information. From this page you can also delete the action step if it is not needed.

@

Dashboard

Action Step Details

Action Step Name * 1

€ e Brenda Claimant (15538)

Back to tools

Contactvisit local job center to learn about available services

Due Date
05/31/2019
Location
Nearest Job center
Comments

This is a good first step

Action Type
Required

Priority
High

Completed

a A &

Search Alerts  Logout

&

(3] E——

WIOA Webpage

WIOA Policy Manual

ASSET

1) The "Action Step Name" is the only required field.

2) You can identify if an action step has been completed.

3) "Save and Close" will save any of the changes you have made. "Delete" will remove the
action step. Both buttons will navigate you back to the Action Steps List.

4) You can see a history of all the changes to an action step by clicking "Event History."

5) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Employment Plan

The Employment Plan tool helps career planners:
o develop and record a participant's career goal(s);
identify any barriers that may impact the plan;
e complete a Job Fit Review that compares the participant's skills with the identified career
goal;
¢ identify the services plan and action steps that support the goal; and
electronically approve the plan with the participant.

Employment Plan — Versions

The CEPT Employment Plan tool supports the idea that plans are living documents that are
modified and updated to meet the ever-changing needs of the participant. In CEPT, career
planners can create and store multiple versions of a participant's employment plan. Each
participant can only have one "Active" plan and one "Draft" version of a plan at any time.

The diagram below gives a high-level explanation of Employment Plan versioning and statuses.

Note: The first version of a plan is always considered "Version 1."

Time
>
Eflfﬂ:fheillge thzenigig;ﬁ:_ Plans become "Active” once they
for th i Y t 9 have been “Acknowledged™ by
or the pariicipant s the career planners and the
acknowledgement. participant
1
First Pl l !
‘u’g?siona? | Draft | Pending Sign-off | Active | Inactive >
1 1
. L 1
Eg?;igfg [ Drat | ! Active | Inactive >

/

Career planners can create a new
editable versien of a plan by clicking

First Plan

Version 3 Draft Active

“Update™ in an "Active” plan Second Plan
Version 1 Eﬂﬂ-m
CEPT automatically set the status of
the previous version of a plan to c I |
“Inactive” once the new version has arest panriers can close
an "Active” plan at Once a plan has been “Closed”,
been acknowledged by the career anytime, they just need to th 1 t
planner and the participant e, ey ] € cafeer planner can create a
select if the plan was new plan with a new occupation
successfully completed or goal or with a goal of career
will not be completed. exploration
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Employment Plan — Statuses

Employment plans in CEPT go through five statuses during their life cycle.

Draft — This is the editable version of an employment plan. It is where the career planner
and participant identify goals, gaps, and barriers; plan program services; and assign
action steps.

Pending Sign-off — This is the status of a plan after the career planner has
acknowledged a draft plan and is awaiting the participant's acknowledgement. Plans
cannot be edited when they are pending sign-off, but the career planner can put the plan
back in "Draft" status by canceling their acknowledgement (see Employment Plan —
Acknowledgement section).

o Note: Once a career planner acknowledges a plan, a notification email is sent to
the participant letting them know that they can review and sign-off on their plan in
the My JCW section of Job Center of Wisconsin.

Active — This is the status of the plan once both the career planner and participant have
acknowledged the plan. Plans cannot be edited once they are "Active." However, career
planners can create a new "Draft" version of an "Active" plan (see Employment Plan —
Reviewing or Updating a Plan section).

Inactive — Once a career planner and participant have acknowledged a plan, if there is a
previous "Active" version of the plan, CEPT sets it to "Inactive." Inactive plans are
historic snapshots of previous versions of employment plans and cannot be edited or
modified.

Closed — Career planners can permanently "Close" plans by selecting the plan outcome
and clicking "Close Plan" in an "Active" plan. Once a plan has been closed it can no
longer be edited or updated (see Employment Plan — Closing an "Active" Plan section).

Important Items to Note:
Employment plans must have an occupation goal, or "Career Exploration" defined as a

goal before they can be acknowledged (see Employment Plan — This Plan is for

This is the section of the plan where career planners identify the program(s) that is/are
represented on the plan. Currently the options are:

1. Programs Other Than Youth Program (IEP) — This option is for any program, other than

WIOA Title | Youth Program.

2. Youth Program (ISS) — This option is for the WIOA Title | Youth Program.

Career planners can choose all appropriate options for a participant.
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a (- Brenda Claimant (15538) a A &

Dashboard Back to tools Search  Alerts  Logout

. e — —

This Plan is for:

# Programs Other Than Youth Program (IEP) # Youth Program (ISS) °

My Goals

My Goals, Youth Program:
Job Fit Review:

Potential Barriers:
Services:

Action Steps:

Acknowledgment:

WIOA Webpage WIOA Policy Manual ASSET Help

1) Inthe "This Plan is for:" accordion, select the options that are appropriate for your
participant.

2) Click "Save" to save any pending changes.

3) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backo tools
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o Employment Plan — My Goal section).

e For plans that are for "Programs Other Than Youth Program (IEP)," if there are O*NET
Tasks, Skills and Knowledge associated with an occupation goal, the Job Fit Review
must be completed before the employment plan can be acknowledged (see Employment
Plan — Job Fit Review section).
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Employment Plan — Widget

The Employment Plan widget shows all the plans that have been created. You can only have
one "Draft" in development and only one "Active" plan.

Employment Plan -0

Plan Name Modified Date Version Status
Brenda's Plan 05/10/2019 1 Draft

1) The table shows a list of all the employment plans that have been created. On the table,
you will see the plan's name, the last date on which it was modified, the version number

of the plan and its status. Clicking on the "Plan Name" will take you to the details of the
plan.

2) Click "Add" to create a new plan. Once you have a "Draft" or "Active" plan, you can no
longer create a new plan until the active plan has been "Closed."

Employment Plan -0

Plan Name Modified Date Version Status

Brenda’s Plan 05/20/2019 4 Dran

Brenda's Plan 052012019 3 Active
Brenda's Plan 05/20/2019 2 Inactive
Brenda's Plan 05102019 1 Inactive

\

The “Add” button has been disabled while
there are plans that are “Active” or “Draft”.
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Employment Plan — Details

The employment plan is made up of eight sections:

1)

3)
4)

5)

6)

This Plan is for — where you identify the program(s) for which you are creating the plan;
My Goals — where you identify the participant's goals for non-youth programs;

My Goals, Youth Program — where you identify the goals for the youth program;

Job Fit Review — where you can assess how the participant's capabilities fit the "Tasks,"
"Skills" and "Knowledge" statements of the O*NET occupation goal;

Potential Barriers — where you identify any barriers that might make it challenging for the
participant to achieve the employment goal,

Services — where you associate ASSET services with the plan;

Action Steps — where you associate Action Steps with the plan;

Acknowledgement — where you and the participant electronically "sign off" on a plan.

A € e Brenda Claimant (15538) S =
Dashboard Back to tools Search  Alerts  Logout
. Plan Name ~ Brenda’s Plan 1 6 =
This Plan is for: e
My Goals
My Goals, Youth Program
Job Fit Review:
Potential Barriers
Services:
Action Steps:
Acknowledgment
(>[4 Om
WIOA Webpage WIOA Policy Manual ASSET Help

You can change the name of the employment plan to fit your needs.

Click on each of the individual sections to see the details of that section.

Click "Save" to save any changes on the plan.

Click "Delete" to delete the plan. You can delete a plan while it is still in "Draft" status,
but not after it has become "Active," "Inactive," or "Closed."

You can see a history of all the changes to an employment plan by clicking "Event
History."

The "Print" icon E lets you print the plan.
You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Employment Plan — This Plan is for

This is the section of the plan where career planners identify the program(s) that is/are
represented on the plan. Currently the options are:

4. Programs Other Than Youth Program (IEP) — This option is for any program, other than
WIOA Title | Youth Program.
5. Youth Program (ISS) — This option is for the WIOA Title | Youth Program.

Career planners can choose all appropriate options for a participant.

a € eBrenda Claimant (15538) a A ®
Dashboard Back 10 tools Search  Alerts  Logout
. e — —
This Plan is for:
« Programs Other Than Youth Program (IEF) # Youth Program (ISS) 6
My Goals:
My Goals, Youth Program
Job Fit Review:
Potential Barriers
Services:
Action Steps:
Acknowledgment
em
WIOA Webpage WIOA Policy Manual ASSET Help

4) Inthe "This Plan is for:" accordion, select the options that are appropriate for your
participant.

5) Click "Save" to save any pending changes.

6) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Employment Plan — My Goals

The "My Goals" section of the plan lets you define the participant's employment goal.
Employment plans can either specify an occupation or career exploration as a goal. While the
primary driver of the CEPT Employment Plan should be the employment goal, career
exploration provides an opportunity for participants to explore options before selecting a specific
employment goal.

Note: Once there is an "Active" plan with a specific occupation goal, career planners can no
longer select career exploration as a goal.

Al & e Pepper Jones (15394) é: L =

Dashboard Back to tools

. e —

This Plan s for:

@ Programs Gther Than Youth Program (IEP) Youth Program (1SS)

My Goals o
Ermployment goal for this plan ) e
e @ The current goal of this plan is Career Exploration
Career Exploration Options Nurse Anesthetiss (26-1151.00) o) 6
(4 e EN
o Nurse Anesthetists P +)
Long-term career goal
4
Self-sufficiency goal o o

Job Fit Review

Potential Barriers:

services

Action Steps

Acknowledgment

om
1) Click on "My Goals" to expand the goals section of the plan.
2) The "Plus" icon near the "Employment goal for this plan” takes you to the "Favorite

Occupations" list, where you can select an occupation to associate with the plan.

3) If the plan is being developed for career exploration, you can select "The current goal of
this plan is Career Exploration.” This will remove any employment goal that has been
associated with the plan. Once this is selected, you have the option to identify up to
three occupations that the participant may be exploring. To add an occupation:

4) Enter the occupation title that the participant may be interested in exploring in the text

box that appears, and then click that "Arrow" icon -) .
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5) Select the occupations that relate to the title in the search textbox from the dropdown
list, and then click the "Plus" icon o to add it to the list.
6) Once itis in the list you can click the "Minus" icon c to remove the occupation.

7) The "Plus" icon o near the "Self-sufficiency goal" takes you to the list of saved self-
sufficiency calculations, where you can select a calculation to associate with the plan.

8) Click "Save" to save any pending changes.

9) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |,
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Employment Plan — My Goals, Youth Program

The "My Goals, Youth Program" section of the plan lets you define a youth participant's
employment and education goals. When filling out this part of the plan, career planners either
complete the Short-term Goals and Long-term Goals section, or the Career Exploration section.
The system will not allow you to acknowledge the employment plan if these sections are not
completed.

a € e Brenda Claimant (15538) e A >

Dashboard Back fo fools Search Alerts  Logout

. S S —

Event History

This Plan is for:

Programs Other Than Youth Program (IEP) ‘Youth Pregram (I55)
My Goals

My Goals, Youth Program o

Provide the individual’s Shori-term Employment Goal and Education/Training Goal in the fields, below. You must have at least one Short-ferm Goal.

Short-term Goals

Short-term Employment Goal

4

9 [ Unsubsidized employment is not a Short-term Goal for this plan

£

Short-term Education/Training Goal

[ Education or Training is not a Short-term Goal for this plan

Long-term Goals
Provide the individual's Long-erm Career/Employment Geal by selecting a specific career area or oceupation. You may also incluge a Long-term Education/Training
Goal for this career area or occupation

Long-term Career/Employment Goal Select an occupational calegory.

Long-term Education/Training Goal

Career Exploration

If the individual needs more time exploring careers to identify Short-term and Long-term Goals, click the box below and provide a reason why more fime is needed
While this box is selected, the ISS cannot contain Short-tem or Long-term Goals. The only services the individual can receive are: Career Awareness, Career
Exploration, and Career Counseling; Financial Literacy Education; Adult Mentoring; Suppariive Services; and Comprehensive Guidance and Counseling.

o [ The immediate goal for this plan is Career Exploration
Provide an explanation of why the individual needs more time with Career Exploration
Job Fit Review:
Potential Barriers:
Services:

Action Steps

Acknowiedgment:

WIOA Webpage WIOA Policy Manual ASSET Help

1) Click on "My Goals, Youth Program" to expand the goals section of the plan.

2) For Short-term Employment Goal and Short-term Education Goal, fill in the appropriate
text or check box. Both the Employment Goal and Education/Training Goal are required
to acknowledge the plan.
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3) Inthe Long-term Education/Training Goal, career planners can identify the
"Occupational Category," "subcategory," and "occupation." Only the "Occupational
Category" and "subcategory" are required to acknowledge the plan.

4) The Career Exploration section is an alternative to identifying Short-term and Long-term
Goals. If a career planner identifies that "The immediate goal of this plan is Career
Exploration" by selecting the checkbox, they must provide an explanation in order to
acknowledge the plan.

5) Click "Save" to save any pending changes.

6) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Becktotools
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Employment Plan — Favorite Occupations List

The "Favorite Occupations" list is a shared list between the career planner and participant,
which stores all the occupations which may be of interest to the participant. From this list career
planners can:

e Search for occupations to add to the list;

¢ Review LMI information about an occupation; and

e Associate an occupation with an employment plan.

Participants can access their version of the "Favorite Occupations" list through the "Career
Exploration" widget on the My JCW section of JCW. When a participant uses the tool in JCW
and adds a favorite occupation to their list, it is visible to their career planner. Similarly, if a
career planner adds an occupation to this list in CEPT, it is visible to the participant in My JCW.

Important Note: Participants can complete Job Fit Reviews for occupations that have been
added to the "Favorite Occupations” list on My JCW. The results of the Job Fit Review will be
accessible to the career planner once the occupation has been associated with an employment
plan (see Employment Plan — Job Fit Review section).

& Brenda Claimant (15538)@ sl Al @

Favorite Occupations

Job Title 4 Median Wages (Annually) &  Jobs Available £  Job Fit Review Completed  Add To Plan

Nursing Instructors and Teachers, Postsecondary $76,280 87 x o m

Nurse Practitioners 9 $101.930 100 b4 9 o m- 4

Registered Nurses $69,200 2573 v [+) o

Painters, Transportation Equipment $41.920 21 v o m

Paper Goods Machine Setters, Operators, and Tenders 542,880 13 ® (+) o

Molders, Shapers, and Casters, Except Metal and Plastic 533,780 10 % [+) o

Welders, Cutters, Solderers, and Brazers $42.840 244 x o m

Pediatricians, General 259,730 42 % (+) o

c W Page 1 of 1 B W View 1-8of8
(5) @
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1) To search for occupations to add to the "Favorite Occupations" list or to the employment
plan, click "Search for Occupations."

2) Clicking on the "Job Title" will open the relevant Skill Explorer page for the occupation.
On the list you can also see the median statewide wages for the occupation, number of
jobs available on JCW, and whether the participant has completed a Job Fit Review. The

"X"icon x indicates that a Job Fit Review has not been completed and the "Check"
icon V indicates a completed Job Fit Review.

3) You can associate an occupation goal with a plan by clicking the "Plus" icon 0
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4) You can remove occupations from this list by clicking the "trash can" icon m You
cannot remove occupations that have been associated with an employment plan.

5) You can go back to the employment plan by clicking "Back to Plan."

6) Click on the participant's name to go back to the participant's main page.
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Employment Plan — Search for Occupations

There are five ways to search for occupations:
¢ Job Title — where the system provides suggestions for an occupation you enter.
e Job Category — which provides a drop-down list of two-digit SOC occupation categories.
e Wage — where career planners can specify the minimum median wage desired and
county.
¢ Interest Profiler — where a career planner can use the O*NET Interest Profiler to identify
occupations that might suit the participant.

e My Résumé — A career planner can use completed JCW résumés to search by the Job
History and Job Interest identified by the participant.

o
A Poppy Glenn (15541) () & A
Dashboard Search Alerts  Logout
I —————— _
How do you want to search for your employment goal? (Choose one)
@ Job Title o
© Job Category
© Wage
Annually v in v Q
O Interest Profiler
The O*NET Interest Profiler can help you find out what your interests are and can help you decide what kinds of careers might be right for you
(4]
© My Résumé
Select One Reference Number Professional Summary Status Completed Updated
e v 8877 Have 2 years' experience planting and harvesting grapes. Active Yes 10/12/2019
Job Interest v Farmworkers and Laborers, Crop v Q
Back to Favorite Occupations
WIOA Webpage WIOA Policy Manual ASSET Help

1) Click on the search option to see the relevant fields.

2) In"Job Title" click on the "Arrow" icon -) to see the suggestions for the job title you
entered.

3) In all search options, except for "Interest Profiler” click the "Magnifying Glass" icon Q
to see the results.
4) Click on "Start Profiler" or "Continue Profiler" to search by the O*NET Interest Profiler.

5) To search by Résumé, click on the gray "check" icon v . Once a resume is selected,
the check icon will turn green and a new dropdown will appear.
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6) From the first dropdown select "Job Interest” or "Job History", once the second
dropdown appears, you can select the occupation to use as the search criteria.
7) Click on the participant's name to go back to the participant's main page.
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Employment Plan — Occupation Search Results

You can find the results of an occupation search on the "Occupation Search Results" page.
Here you can further explore the occupation, add occupations to the participant's favorite
occupation list, or directly associate an occupation to a plan.

a BrendaCIaimant(15538)e a A ®

Occupation Search Results

The Median Wages and Job Availability shown on this page are statewide and are meant to help you leam about an occupation. Click on a job title o get more detailed
occupation information from Skill Explorer.

[T —
Registered Nurses 100% $69,200 2573 2 3 o
Nurse Midwives 85% $109,280 1 * o
Nurse Practitioners 85% $101,930 100 o
Licensed Practical and Licensed Vocational Nurses 82% $44,120 680 * 0
Physicians and Surgeons, All Other 80% $249,490 534 * o
Nursing Instructors and Teachers, Postsecondary 80% $76,280 8 l+)
Physician Assistants 9% $103,000 334 w (+)
Healthcare Practitioners and Technical Workers, All Other 79% $48,210 o * o
Exercise Physiologists 78% $53,920 [ * (+)
Physical Therapists 76% $80,570 a73 w ©

e WO« Page 1 0f 0 B W View 1-10.0F 100
(4]
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1) You can click on the "Job Title" to open the relevant Skill Explorer page. The table also
contains the median statewide wage for the occupation and the number of job openings

on JCW.

2) You can click on the "Star" icon * to add a job to the participant's "Favorite

Occupations" list. Items with yellow "Star" icons are already on the list and clicking

the icon will remove the occupation from the list.

3) Clicking on the "Plus" icon 0 will add the occupation to the "Favorite Occupations" list

and associate it with the employment plan. This will navigate you back to the
Employment Plan.
4) "Back to Favorite Occupations" will take you back to the "Favorite Occupations" list.
5) Click on the participant's name to go back to the participant's main page.
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Employment Plan — Job Fit Review

The Job Fit Review lets you rate the participant's comfort, skill level, and knowledge for the
O*NET Task, Skills and Knowledge of the goal occupation you selected. The questions for each
of the categories varies by the goal occupation selected. Not all O*NET occupations have
associated Task, Skills and Knowledge.

Important Notes:

o If there are O*NET Tasks, Skills and Knowledge associated with an occupation goal, the
Job Fit Review must be completed before the employment plan can be acknowledged.

¢ The Job Fit Review can either be completed by the career planner in CEPT, or by the
participant in JCW. Using the "Career Exploration” widget in the My JCW section of
JCW, a patrticipant can complete a Job Fit Review for any occupation in the "Favorite
Occupations" list. Unlike on CEPT, on JCW the participant does not have to complete
the full assessment on one sitting; they can save their progress and continue the review
another time. A career planner will have access to the participant's Job Fit Review once
that occupation has been added to an employment plan.

a ¢ e Poppy Glenn (15541) -} G

Dashboard Back fo tools Search  Alerts  Logout

This Plan is for.

¥ Programs Other Than Youth Program (IEP) ¥l Youth Program (ISS)

My Goals
My Goals, Youth Program

Job Fit Review:

This is my job fit review

exmo

Potential Barriers:
Services:
Action Steps:

Acknowledgment:

=

WIOA Webpage WIOA Policy Manual ASSET Help

1) Click on "Begin Review" to start the Job Fit Review.
2) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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The Job Fit Review Assessment is broken up into three sections, the Tasks, Skills, and
Knowledge. The number of questions in each category varies by the goal occupation that was
selected. You will need to complete the full assessment to save the results.

A

Job Fit Review

To reach your goal for this plan, it is important to know your strengths and areas needing improvement. Be realistic with yourself as you rate the job-related items. There are
no right or wrong answers.

Tasks o

Skills

Brenda Claimant (15538)0

Knowledge

How would you rate your knowledge of each of these [ 10 | items
1 is "No knowledge” and 5 is "Expert"

a A ®

Total Questions (28)
Total Questions (16)

Total Questions (10)

Knowledge of principles and processes for providing customer and personal services. This includes customer
needs assessment. meeting quality standards for services, and evaluation of customer satisfaction.

Knowledge of circuit boards, processors, chips. electronic equipment. and computer hardware and software
including applications and programming

Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.

Knowledge of plant and animal organisms, their tissues, cells, functions, interdependencies, and interactions
with each other and the environment.

Knowledge of human behavior and performance; individual difierences in ability, personality, and interests;
learning and motivation; psychelogical research methods; and the assessment and treaiment of behavioral
and affective disorders

Knowledge of group behavior and dynamics, societal trends and influences, human migrations, ethnicity.
cultures and their history and origins.

Knowledge of the information and techniques needed 1o diagnose and treat human injuries, diseases, and
deformities. This includes symptoms, treatment alternatives, drug properties and interactions, and preventive
health-care measures.

Knowledge of principles, methods, and procedures for diagnosis, treatment, and rehabilitation of physical and
mental dysfunctions, and for career counseling and guidance.

Knowledge of principles and metheds for curriculum and training design, teaching and instruction for
individuals and groups, and the measurement of training effects.

Knowledge of the structure and content of the English language including the meaning and spelling of werds,
rules of composition, and grammar.

30405
3 @4 05
3 @4 05
30405
3 04 se
3 @4 05
30405
3 @4 05
3 @4 05
30405

om

WIOA Webpage WIOA Policy Manual ASSET

Help

1) The accordion header shows the number of total questions. Clicking on the accordion's
name expands it, so you can see the items that need to be rated.

2) Rate each item on a scale of 1 to 5. All items must be rated in order to save the review.

3) Click "Finish" once you have completed the review. This will navigate you back to the
employment plan.

4) Click on the participant's name to go back to the participant's main page.
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Fit Review

Once a Job Fit Review has been completed, items rated 4 or 5 will appear on the employment

plan as "Strengths," and items rated

1 to 3 will appear as "Areas for Improvement." Job Fit

Reviews can be updated in CEPT while the plan is in "Draft" status. Once the plan is "Active"
participants can only update the Job Fit Reviews through the "Career Exploration” tool in JCW.

A

Dashboard Back to tools

& A @

Search  Alerts  Logout

Poppy Glenn (15541)

l Plan Name | Poppy's Plan

This Plan is for.

¥l Programs Other Than Youth Program (IEP)

My Goals
My Goals, Youth Program:

Job Fit Review:

Strengths

Areas for Improvement

This is my job fit review

Potential Barriers:
Services:
Action Steps:

Acknowledgment:

¥ Youth Program (ISS)

om

WIOA Webpage

WIOA Policy Manual ASSET Help

1)
2)

Click on the accordions to see the identified "Strengths" and "Areas for Improvement."
Click "Edit" to update any of the responses to the Job Fit Review.
You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools
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Employment Plan — Potential Barriers

The Potential Barriers section lets career planners identify any barriers that may be relevant to
the participant. The list of potential barriers comes from United Way 211's Taxonomy of Human
Services (https://211taxonomy.org/), which is endorsed by the Alliance for Information and
Referral Systems (AIRS), United Way Worldwide, the National Association of State Units on
Aging, and the Public Library Association. Since the list may not contain all the possible needs
of participants, career planners can use the text box to provide more narrative.

1)
2)
3)

4)
5)
6)
7

a € 0 Poppy Glenn (15541) & A

Dashboard Back to tools Search  Alerts  Logout
. ———— —

This Plan is for.

@ Programs Other Than Youth Program (IEP) ¥ Youth Program (ISS)

My Goals
My Goals, Youth Program

Job Fit Review.

Potential Barriers: o

Category Added By Added On Remove from Pian

Aging & Disability Services Bhaskar, Sharan 10/13/2019 08:17 AM Q Search

Clothing & Household Goods Bhaskar, Sharan 10/13/2019 08:17 AM e m Q Search e

Food Bhaskar, Sharan 10/13/2019 08:17 AM Q Search

Q

M 4 Page 1 o 1 B M m View 1-3 of 3
Add/Remove Category e

There are my barriers 6

Services:
Action Steps:

Acknowledgment:

(c) -

WIOA Webpage WIOA Policy Manual ASSET Help

Click on the "Potential Barriers" header to open the accordion.

Click on "Add/Remove Category" to associate a potential barrier to the plan.

If you want to recommend any resources to the participant, you can click on "Search" to
open the search page of the Community Resources tool (see Community Resources —
Community Resources Search section). From here you will be able to add relevant
resources for the participant to explore on JCW.

To remove a potential barrier from the plan, click on the "trash can" icon m

Enter any additional information about potential barriers to employment.

Click "Save" to save any changes.

You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Employment Plan — Services
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Career planners cannot add services directly in CEPT; services must be added in ASSET. The

"Services" section of the employment plan allows caree

r planners to associate relevant services

that were added in ASSET to a participant's employment plan. Any changes to the service dates

in ASSET will be reflected on the employment plan.

A

Dashboard

€ o Poppy Glenn (15541)

Back o tools
l Plan Name | Poppy's Plan

This Plan is for.

@l Programs Other Than Youth Program (IEP) ¥l Youth Program (1SS}

My Goals

My Goals, Youth Program

Job Fit Review:

Potential Barriers:

Services °
Program Service Name Funding Plan Open Actual Open
Title 3 Job Center Info w-p 0910612018
-4 M 4 Page 1 of 1 »»|
Add/Remove Service 9
Action Steps:
Acknowledgment:

& A @

Search  Alerts  Logout

Plan Close Actual Close
09/06/2018

View 1-10f1

o=

WIOA Webpage WIOA Policy Manual

ASSET Help

1)

3)
4)

Click "Save" to save any changes to the plan.
You can navigate back to the participant's main

name or the "Back to tools" icon Backtotools
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Click on the "Service" accordion to expand the section.
Click "Add/Remove Services" to open a list of services currently in ASSET.

page by clicking on the participant's
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The listed services are the same as those that have been created in ASSET. The list will contain
any service created for Title | Adult, Youth, or Dislocated Worker; TAA; Wagner-Peyser; or Vets.
You cannot create any services in CEPT; they can only be created in ASSET.

1

2)

3)
4)

a Brenda Claimant (15538)0

Employment Plan Service List

e A®

Services can only be created and edited in ASSET. You can use this page fo associate any existing ASSET services with this employment plan.
Program Type
e Equals ~ .

Program Service Name Funding Plan Open Actual Open Plan Close Actual Close Add/Remove
Title 3 Career Guidance VET 05/16/2019 05/16/2019 o
Title 3 Mock Interview W-P 05/21/2019 05/21/2019 o
Title 1-AD Career Guidance WIOAD 05/16/2019 07/16/2019 o
Title 1-AD Case Management WIOAD 0516/2019 05/16/2019 o o
Title 1-AD Occupational Classroom WIOAD 06/01/2019 09/01/2019 o
Title 1-AD |IEP Development WIOAD 05/16/2019 05/21/2019 o
Title 1-AD Eligibility Screening WIOAD 05/16/2019 05/16/2019 05/16/2019 e

z W @ Page 1 o 1 B M m View 1-7 017

©

WIOA Webpage

WIOA Policy Manual ASSET Help

Clicking on the "Plus" icon o will associate the service to the employment plan.

Clicking on the "Minus" icon

will disassociate the service from the employment plan.

The "Plan Type" drop down lets you filter the list of services by Title 1, Title 3, TAA, or

Incumbent Worker.

Clicking "Back to Plan" will take you back to the employment plan.

Click on the participant's name to go back to the participant's main page.
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Action steps are the actionable items that help lead the participant toward the goal of the
employment plan. Action steps cannot be added directly through the employment plan; they
need to be created in the "Action Steps List" tool and associated with the employment plan.
Through JCW, the participant can update the status of an action step and indicate when a step

has been completed.

A

Dashboard

€ e Poppy Glenn (15541)

Back 10 tools
. Plan Name | Poppy's Plan

This Plan is for.

¥ Programs Other Than Youth Program (IEP) ¥ Youth Program (ISS)

My Goals

My Goals, Youth Program

Job Fit Review:

Potential Barriers:

Services:

Action Steps:

Name Due Date

Priority  Type

Completed Remove from Plan

Attend workshops 09/08/2018 m
Obtain driver's licenses 08/27/2018 Required m
Pay off fines 09/09/2018 e m e
Complete required work searches 09/22/2018 m
s W 4« Page 1 ol 1 B M View 1-40f4
o Add/Remove Action Steps
Acknowledgment:
(] -

& A DB

Search  Alerts  Logout

WIOA Webpage ‘WIOA Policy Manual

ASSET

Help

1)
2)

3)
Click "Save" to save any changes.
5)

name or the "Back to tools" icon Backiotools |,
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The checkbox indicates if an action step has been completed

Click "Add/Remove Action Step" to open the Employment Plan Action Steps list.

or is still pending

You can remove action steps from the plan by clicking the "trash can" icon m

You can navigate back to the participant's main page by clicking on the participant's
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Employment Plan — Acknowledgement

The CEPT Employment plan allows both the career planner and participant to electronically
acknowledge a plan. Once both the career planner and the participant acknowledge the plan it
becomes "Active."” The career planner initiates the acknowledgement by clicking the
"Acknowledge" button. Once the career planner has acknowledged the plan:

e it becomes read-only;

e an acknowledgement timestamp is added,;

e the status is change from "Draft" to "Pending Sign-off"; and

e an email notification is generated to the participant informing them that they need to go

to JCW and acknowledge their version of the employment plan.

A € 9 Poppy Glenn (15541) a A

Dashboard Back to tools Search  Alerts  Logout
l | S —

This Plan is for.

) Programs Other Than Youth Program (IEP) ¥l Youth Program (1SS}

My Goals

My Goals, Youth Program

Job Fit Review:

Potential Barriers:

Services:

Action Steps:

Acknowledgment n
4
@
(-]

WIOA Webpage WIOA Policy Manual ASSET Help

1) Click on the accordion to see the "Acknowledgement” section.

2) Click "Acknowledge" to acknowledge the plan.

3) You can navigate back to the participant's main page by clicking on the participant's
name or the "Back to tools" icon sacktotools

Once an employment plan has been acknowledged by both the participant and the career
planner it is considered "Active."

35|Page



Last updated: 01/13/2020

Employment Plan — Cancel or Complete Acknowledgement

An acknowledgement is completed after the participant also acknowledges their copy of the
Employment Plan in JCW. Once the participant acknowledges the plan, both signatures and
timestamps appear on the plan, and it is no longer editable.

Acknowledgment:

Career Planner Acknowledgment: Sharan Bhaskar on 5/17/2019 11:39:16 AM

Participant Acknowledgment: Brenda Claimant on 5/17/2019 12:01:12 PM

Until the participant has acknowledged the plan, career planners can still cancel their
acknowledgement and put the plan back in "Draft" status.

Y € e Poppy Glenn (15541) & A

Dashboard Back to tools Search  Alerts  Logout

. AR | —

This Plan is for.

Programs Other Than Youth Program (IEP) Youth Program (ISS)

My Goals:

My Goals, Youth Program:
Job Fit Review:

Potential Barriers:
Services:

Action Steps

Acknowledgment: o

Career Planner Acknowledgment: Sharan Bhaskar on 10/13/2019 9:42:27 AM

9 Cancel Acknowledgment

WIOA Webpage WIOA Policy Manual ASSET Help

1) Click on the accordion to see the "Acknowledgement” section.

2) Click "Cancel Acknowledgement" to cancel your acknowledgement and put the plan
back into "Draft" status.

3) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Employment Plan — Reviewing or Updating a Plan

As mentioned in the Employment Plan — Versions section, CEPT allows career planners to
create new versions of an employment plan to capture changes in the participant's service
strategy. The option to update a plan becomes available once there is an "Active" plan. When
career planners choose to "Review/Update Current Plan" the system creates a new "Draft"
editable version of the most recent "Active" plan. All the information in the "Active" plan is
copied into the new "Draft" version, leaving the current "Active" plan unaffected.

a € 9 Poppy Glenn (15541) & A

Dashboard Back to tools Search Alerts  Logout
. ———— —

This Plan is for.

Programs Other Than Youth Program (IEP) Youth Program (ISS)

My Goals o

Employment goal for this plan

¥l The current goal of this plan is Gareer Exploration

Long-term career goal

Selt-sufficiency goal

My Goals, Youth Program:
Job Fit Review:

Potential Barriers:
Services:

Action Steps:

Acknowledgment:

Select Plan Outcome v | eSS L] e Review/Update Current Plan

WIOA Webpage WIOA Policy Manual ASSET Help

1) Click on any of the headers to open that section of the employment plan. You cannot
edit any information in an "Active" plan.

2) Click "Review/Update Current Plan" to create a new "Draft" version of the current
employment plan.

3) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools |

Note: Once it has been created, make sure you hit "Save" on the new "Draft" version of
the employment plan, otherwise you may lose any changes you make.
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Most of the information from the currently "Active" plan can be modified and updated in the new
"Draft" version of the employment plan. Career planners can:
e Change the plan's goal from "Career Exploration" to a specific occupation.

Note: Once you have an "Active" plan with a specific occupation goal identified,
you cannot select "Career Exploration” in future versions. To change the goal
back to "Career Exploration” you will need to "Close" the current plan and create
a new plan (see Employment Plan — Closing an "Active" Plan section).

e Update responses to a Job Fit Review.

¢ Modify the Potential Barriers narrative.

e Associate and disassociate ASSET services.
e Associate and disassociate action steps.

Once updates to the new "Draft" version are complete, the career planner can make the new
version "Active" by going through the "Acknowledgement" process (see Employment Plan —
Acknowledgement section). Once the new "Draft" version is fully acknowledged, the system will
automatically make this new version "Active" and make the previous version "Inactive" (see
Employment Plan — Versions section).
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Employment Plan — Closing an "Active" Plan

Once a career planner determines that a participant's plan has been completed or will not be
completed, they can "Close" the plan. This feature has the following effects:
¢ The status of the current plan is changed from "Active" to "Closed."
e Any versions of the plan in "Draft" at the time of closing are deleted.
e All versions of the plan, including the "Active" plan that was closed, can no longer be
edited, deleted, or updated.

A € 9 Poppy Glenn (15541) a A&

Dashboard Back to tools Search Alerts  Logout

l D | —

This Plan is for.

My Goals

My Goals, Youth Program
Job Fit Review:

Potential Barriers:
Services:

Action Steps:

Acknowledgment

p Select Plan Outcome v | eSS ZEN] e Review/Update Current Plan
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1) Select the outcome of the plan to either "Completed" or "Not Completed."

2) Click "Close Plan" to close the "Active" plan and remove any "Draft" versions. Once a
plan has been closed it cannot be reopened.

3) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |

Once a plan has been "Closed," the career planner can create a new plan on the Employment
Plan widget (see Employment Plan — Widget section).
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Community Resources

The Community Resources tool lets career planners explore resources that might help address
a participant's potential barriers to employment. Career planners can mark resources they find
as "Favorites" and share them with the participant through My JCW on the Job Center of
Wisconsin.

The list of resources is updated and maintained by United Way 211.

Community Resources — Widget

The Community Resources widget lets career planners "Search" for resources or view the
participant's "Favorites" list.

The "Search" option takes career planners to the "Community Resources Search" page. From
this page, career planners can find resources identified by United Way that can address a
participant's potential barrier.

The "Favorites" option takes career planners to the participant's "Favorite Resources" list, where
a career planner can see barriers and resources that the participant has shared with the career
planner. JCW does not require participants to share any potential barrier, but if they choose to
disclose a barrier, they have the option to share or unshare resources on their "Favorite

Resources" list.
Community Resources Search -

Find community resources and information for a large variety of
available services near you to help you successfully achigve your
goals. Click on “Search” to search by category, or “Favorites” to
view and manage saved resources.

o o3

1) Click "Search" to navigate to the "Community Resources Search" page.
2) Click "Favorites" to navigate to the participant's "Favorite Resources" list.
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Community Resources — Community Resources Search

The Community Resources Search page provides career planners with a way to find local
resources to help participants address their potential barriers to employment. The list of
resources comes from United Way 211, which maintains a curated list of resources throughout
Wisconsin. The resources are cataloged using United Way 211's Taxonomy of Human Services
(https://211taxonomy.org/), which is endorsed by the Alliance for Information and Referral
Systems (AIRS), United Way Worldwide, the National Association of State Units on Aging, and
the Public Library Association.

The search feature of the Community Resources tool returns results based on all resources that
serve the selected county, sorted by their distance from the center of the specified zip code. For
example, selecting "Homeless/Community Shelters", with "Dane" for the county, and "53703" as
the zip code, returns all Homeless/Community Shelters that serve at least part of Dane County,
with the closest locations to the center of 53703 displayed first. The list of results can contain
resources outside of the county, but they may appear lower in the order.

Search Alerts  Logout

@ € m Pepper Jones (15394) & A O

Dashboard Backto Tools

Community Resources Search

egory *
Category Click on the 77 to save a resource to the participant's Favarites list
BB | Housing & shetter
THE BEACON e *
Sub Category * CATHOLIC CHARITIES - THE BEACON
[} | HomelessiCommunity Shelters v CLOSED: The Beacon is closed on Thursday, Oclober 24, 2019. Provides
comprehensive resources and..Read more
Gounty * e
3 Dane v
x
p Code PORCHLIGHT MEN'S DROP.IN SHELTER *
1 B PORCHLIGHT
Porchiight provides emergency overnight shelter to male-identiied individuals over the
e 6 age of 18 at..Read more:
Eligibilty: Homeless men
oro
Mad 53703 e
5:30pm-8:30pm. Requests to enter shelter after intake has
ended are subject to the Late Enry Policy. Eligible guests must recsive prior approval
for late entry by caling shalter staff before &pm on the day of late entry
YOUTH SHELTER *
SAFE HAVEN OF RAGINE
The Youth Shelter program provides food, clthing, shelter, and case management
services ore
KLEIN HALL *
VETERANS HOUSING AND RECOVERY PROGRAM - CHIPPEWA FALLS
(KLEINHALL)
Veterans Housing and Recovery Program s a transitional housing program for velerans.
who are homeles.. Read more
© e
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1) From the "Category" dropdown select the appropriate potential barrier category.

2) From the "Sub Category" dropdown select the type of barrier you would like to query.

3) From "County" select the county in which the participant resides, or where they would
like to explore available services.

4) Enter the "Zip Code" that should be used to sort the results.

5) Click "Search" to search for any resources that match the criteria.

6) Click "Favorites" to see the participant's list of favorite resources.
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7) You can click on the "Star" icon * to add a resource to the participant's favorites list.
Once an item has been added to a participant's list, only the participant can remove it.

Items with yellow "Star" icons are already on the list.
8) Clicking on "More Details" displays additional information about the resource, if
available. This includes:
a. Eligibility criteria
b. Address
c. Phone Number
d. Website
e. Operating hours
9) Clicking on the address will open a new Google Maps tab with the location identified.
10) Results are displayed in sets of 10. You can click "Load More..." to see the next set of
10 resources, if available.
11) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools
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Community Resources — Favorite Resources

The Favorite Resources list is a list of all the resources that are currently being shared by the
participant. Each resource is displayed in its associated category. Career planners cannot
remove items from a participant's Favorite Resources list.

@ € o Poppy Glenn (15541) & A

Dashboard Back to Tools Search  Alerts  Logout

Favorite Resources

Aging & Disability Services

ADMINISTRATION - AGING AND DISABILITY RESOURCES - BUREAU OF AGING AND DISABILITY RESOURCES
WISCONSIN DEPARTMENT OF HEALTH SERVICES - DIVISION OF PUBLIC HEALTH

0 State agency for the of policy and of programs that serve older a.. Read more

More Details p

AGING AND DISABILITY RESOURCE CENTERS
AGING AND DISABILITY RESOURCE CENTER OF DANE COUNTY

Provides information to the general public about services, resources, and programs in areas such as:...Read more
Eligibility: Older adults over 60 years old Adults (ages 18+) with physical or developmental disabilities Famil...Read more
AGING AND DISABILITY RESOURCE CENTER OF DANE COUNTY

2865 North Sherman Avenue, Madison W1 53704,

(608) 240-7400 e

www.daneadrc.org

Monday-Friday 7:45am-4:30pm

Hide Details

Clothing & Household Goods

GRACE EPISCOPAL PERSONAL ESSENTIAL PANTRY
GRAGE EPISCOPAL CHURCH

0 Personal Essentials Pantry that has household items, such as: soap, toothpaste, laundry detergent, t..Read more

More Details

e Back to Search

WICA Webpage WIOA Policy Manual ASSET Help

1) Click "More Details" to see the details of a resource.

2) Clicking on the address will open a new tab with the resource mapped on Google Maps.
3) To return to the Community Resources Search page click "Back to Search."

4) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools
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Budget Planner

The Budget Planner in CEPT lets career planners develop and see the household budgets of
participants. This can be especially useful to make sure the participants have the resources
necessary to support their household while services are being provided. Budgets can be
created by career planners in CEPT or participants on My JCW. Budgets created by participants
are not visible to career planners unless they have been shared by the participant. Budgets
created by career planners are always visible to participants.

The CEPT Budget Planner allows career planner to create two types of budgets:

e Budget without dates — This budget is useful to get a summary of a household's
expenses, where the income and expenses are relatively static.

e Budget with dates — This budget is useful to see the impact on a household budget
where income and expenses are changing over time. For example, in the situation of
dislocated workers, this budget can be used to see the impact of losing an income after
a layoff. The summary of these budgets is a line graph showing the fluctuations of
income and expense over time.

Budget Planner — Widget

The Budget Planner widget shows all the budgets that have been created or shared by a

participant.
Budget -—
Budget Name Modified On
\With time 9 10/17/2019
VWithout time 10/17/2019

o

1) Click "Add" to create a new budget.
2) Once a budget has been created or shared, click on the budget name in the summary

table to access the details.
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On the Budget Details page career planners can create a customized budget to fit a
participant's situation. The CEPT Budget Planner comes prepopulated with some common
budget items, but each of the items can be customized or removed as needed. Career planners
can also add custom categories and line items.

A

Dashboard

€ @ Poppy Glenn (15541)

Back to tools.

I BudgetName * | With time

household needs.

Income e

Name* | Employment Income

Name* | Other Income

Start Date | 10/01/2019

Housing

Child Care
Food
Transportation
Health Care
Miscellaneous

Savings

Life Events 9

EventName* | Layoff

oo T

NIOA Webpage

Income and expenses may change over time. If you want to see how these changes might affect your budget, click on the Calendar icon of a line item and
add Start and/or End Dates.This will also allow you to add life events that you think might impact your budget.

(2]

Frequency | Monthly

Amount  §

6 EndDate | 10/31/2019

Frequency | Monthly

@ EventDate* | 10/31/2019

‘WIOA Policy Manual ASSET

The Budget Details page is where you can add, edit, and remove items in your budget. You can also create custom categories and line items to show your

& A

Search  Alerts  Logout

Add New Category

Ozo
i 7 )

e Add Line

o@®
© £z

Q oo T

Help

1) Edit the Budget Name to customize it for the participant.

2)
items in the budget.
3)

Enter a category name and click "Add New Category" to create a new category of line

Click on the accordion name to open a section of the budget.

4) A name is the only required field for a budget line. However, only lines that also contain
amounts and frequencies will appear in the budget summary.

5)
line item.
6)

Clicking on the "calendar" icon g will show the "Start Date" and "End Date" field for a

Career planners can indicate the "Start Date" or "End Date" of any line item. The

calculations on the summary page use start and end dates in three ways:
a. When a line item has both a start and end date, the calculation only counts the

expense during

the time period.

b. When aline item has only a start date, then the calculation only counts the item
for dates that fall after the start date.
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c. When an item only has an end date, the calculation only counts that item for
dates that fall before the end date.

7) You can remove a line item from the budget by clicking the "trash can" icon m

8) The "Add Line" button adds a new line in its respective category, which can be
customized.

9) Once start and end dates have been added to a budget, the "Life Events" section
becomes available. In this section, you can add important milestones for the participant.
These milestones will be visible on the graph in the budget summary.

10) For a life event to be visible on the graph it needs to have a hame and date.

11) You can remove a life event from the budget by clicking the "trash can" icon m
12) The "Add Event" button adds a new life event that can be customized.

13) The "Delete" button deletes the budget.

14) Click "View Summary" to see a summary of the budget.

15) Click "Save Budget" to save any changes.

16) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools
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Budget Planner — Budget Summary Without Time

The Budget Summary provides a graphic representation of the budget details. There are two
types of budget summaries; one for budgets that have an element of time, and others that don't.

The graph for budgets without time shows the percent of expense categories as a proportion of
total household expenses.

1)
2)

3)

4)

5)

6)

A € (@ Popy Glenn (15541) a A &

Dashboard Back to tools Search  Alerts  Logout

IEudgetName Without time 4 lea 5

This is a summary of your budget You can click on the categories on the left to expand them and see the details.You ean also use the dropdown above the list to see how totals for budget items
for different time periods.

e IR I p—— Your Monthly Expenses by Budget Category
e Monthly
Income o $4,000.00
Employment Income $2,500.00
Other Income $1,500.00 ® Housing
® Child Care
Housing $1,050.00 © Transportation
® Health Care
Child Care $250.00 @ Miscellaneous
@ Savings
Food $700.00
Transportation $150.00
Health Care $125.00
Powered by ZingChart
Miscellaneous $115.00
Monthly Totals
Savings S Total Income - $4,000.00
Total Expenses : $2,490.00
Balance $1,510.00
(] B

WIOA Webpage WIOA Policy Manual ASSET Help

Click on individual accordions to see the associated line items and their totals.

The graph is initially shown as "Monthly," however, using the dropdown you can change
the view to "Daily," "Weekly," "Quarterly," and "Annually.” This will convert all the
category totals, line item totals, and budget balances to the selected option.

Clicking "Expand All" expands all the accordions, and "Collapse All" collapses all
accordions.

To return to the budget details screen click "Edit Budget" or the "Edit" icon at the top
of the budget summary screen.

You can print the budget summary by clicking "Print Budget" or the "Print" icon [ﬂ at
the top of the budget summary screen.
You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools |

47|Page



Last updated: 01/13/2020

Budget Planner — Budget Summary with Time

The Budget Summary provides a graphic representation of the budget details. There are two
types of budget summaries; one for budgets that have an element of time, and another for those
that don't.

The graph for budgets with time shows the changes to a household's income and expenses
over time. Using this view lets career planners and participants identify areas of concern where
a household's income may not meet expenses.

a ¢ o Poppy Glenn (15541) a A
Dashboard Back to tools S ALR g
I Budget Name | Wit time 5 CI,‘ E 6
This is a summary of your budget when you've added Start and/or End dates to at least one budget ine. It shows you how your income and expenses change over time
You can dlick on the categories on the left to expand them and see the details, or change the Start/End Dates on this page will show you your budget for different time periods.
e Your Income and Expenses for 11/1/2019 to 11/30/2020
Expand All Collapse All
e Start Date | 11/01/2019 EndDate = 11/30/2020 -
@ Total Income and Expenses O Total Expenses 0
o
® 90
]
Income: o $27,574.58 g w W income
£ 1 L — W Exgens
Employment Income $5,013.59 7
(No start date - 12/31/2019 ) ;‘ 50
a 50
Other Income $13.02048 -
g
Unempioyment $9,540.51 E —
(01/01/2020 - 06/30/2020 ) <«
20 g
H
10 H I AE]
Housing $13,632.56 . g HiH
c T T T "
11122019 2/812020 51772020 8/24/2020 1/30/2020
Child Care $4,874.40 Time Period Selected Powered by ZingChart
Food $7,813.08
Totals for 11/1/2019 to 11/30/2020
Transportation $3,255.12 Total Income - $27.574.58
Total Expenses - $31,745.24
Health Care $1,302.84 Balance $-4170.66
Miscellaneous $867.24
Oz e
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1) Click on individual accordions to see the associated line items and their totals.

2) Clicking "Expand All" expands all the accordions, and "Collapse All" collapses all
accordions.

3) The graph is initially displayed showing the start and end dates of the current month.
You can change both the start and end dates to show income and expense over a
specific time period. Changing these dates will change the graph of the budget.

4) There are two graphs available. The "Total Income and Expenses" graph shows the
changes in household income and expenses over time, while the "Total Expenses"
graph shows the effects of changes to individual expense categories over time.

5) To return to the budget details screen, click "Edit Budget" or the "Edit" icon C" at the
top of the budget summary screen.

6) You can print the budget summary by clicking "Print Budget" or the "Print" icon [ﬂ at
the top of the budget summary screen.
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7) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backtotools
Self-sufficiency Calculator

The Self-sufficiency (ESS) Calculator is an easy way to determine a participant's economic self-
sufficiency status, as well as provide helpful information related to self-sufficiency. ESS
calculations can be created by career planners in CEPT or by participants through My JCW on
JCW.

All self-sufficiency calculations that career planners create in CEPT are automatically visible to
participants on JCW, but only those calculations created in JCW that participants choose to
"Share" are visible to career planners.

Self-sufficiency — Widget

The Self-sufficiency widget shows all the calculations that have been created or shared by a

participant.
Self-sufficiency -
Calculation | Self-
: 1 - 5
Calc Name and Program Date cient tatus

Calculation 2 - T1A 121812019 Mo Shared
Calculation 1-T1A 12M18/2019 Mo Created

° oma

1) Click "Add" to create a new self-sufficiency calculation.
2) Click on a calculation name to see the details of a previously created or shared
calculation.
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New self-sufficiency calculations are created on the details page. Once created, the ESS
calculation can be electronically accepted or rejected by a participant through JCW. A
calculation is editable for 24 hours, or until it is accepted or rejected by the participant.

A € o Pepper Jones (15394)

Dashboard Back o tools

Self-sufficiency Calculation Details

Name: # Galculation 3

Program:#

o Current Individual Income:* @ | g Monthly

Other Household Income:* @ | g Monthly
County: * @
Household Composition: ©

Calculation Date:% 121182019

Summary ESS Calculation 3 was created

Comments:

WIOA Webpage WIOA Policy Manual

Ages02% | 0 Ages3-5% | 0 Ages6-12% | 0 Ages 1347% | 0

a A ®

Search Alerts Logout

Status

4

(3] o

Help

1) You must complete all the required fields to create an ESS calculation.

2) An automatic case note is populated in the participant's ASSET file when you perform a
calculation. In the "Comments Section" you can include any comments you would like to
appear in the ASSET case note. The Summary section of the case note is automatically
populated with text, but is customizable. Once a calculation has been created, you can
update the case notes using this section for 24 hours, or until the calculation is accepted

or rejected by the participant.

3) Clicking "Calculate" will perform and save an ESS calculation.
4) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Self-sufficiency Details — Update, Notify and Delete

Once a calculation has been created, career planners have 24 hours to modify or delete the

calculation.
) G € Pepper Jones (15394 & A >
1) Policy Results summarizes the application of DWD's Title | ESS policy. It identifies each

2)

3)

4)

5)
6)

policy criteria, and whether the participant's situation meets the target. For more
information on the Economic Self-sufficiency policy, see [WIOA ESS POLICY].

The Self-sufficiency Data section shows a summary of the University of Washington's
ESS data for the participant's household.

When you click the "Notify Participant” button, an email is sent to the
participant to let them know an ESS calculation needs their sign-off in JCW.
For 24 hours after the creation of the ESS calculation, you can use the "Delete" button

Delete X
, to delete ESS calculations.

Calculations can be updated for 24 hours after they are created.
You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools |
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Self-sufficiency Details — Accepting or Rejecting a Calculation

The ESS calculator enables participants and career planners to electronically "sign off" on
calculations. Participants can use the "Self-sufficiency Calculator" widget in My JCW to sign off
on calculations created by their career planner. Similarly, career planners can "Accept" or
"Reject" an ESS calculation that a participant has created on JCW and shared.

@

Dashboard

€ o Pepper Jones (15394) a A

Back totools Search  Alerts  Logout

Self-sufficiency Calculation Details

Name: = Calculation 2 Status: Shared

Program:* Title 1 Aduit
Cument Indvidual Income: * | 3000.0
Other Household Income:* @ | 500,00
County * @ Crawford
Houseold Composiion. ©
Ages02% | 0 Ages35* | 1 Ages AT | O
Calculation Dats:* 12182019

Individual Minimurm amount to be Self-suffcient Py
(Increased Threshold) ’

Household Minimum amount to be Self-suficient 487749
(Increased Threshold)

info ASSET wihen you click “Calculate.” To make changes o the case nole, cick the "Recalculate & Save” bufton.

Policy Results

Self-sufficiency Data

If the participant signs electronicall, it is not required for the participant to manually sign  printed copy of this seffsufficiency calculation

The results of the Seff-suffciency calculator are only meant to be used for ing and provision of workfor programs. The use of this information for any other
purpose is not sanctioned by the Department of Workforce Development

Neither the: State of Wisconsin, the Department of Workforce Development nor any of its employees shall be held liable for any improper or incorrect use of the information
described and/or contained herein and assumes no responsikilty for anyone's use of the information. In no event shall the Department or its employees be iable for any direct,
indirect, incidental, special, exemplary, or consequential damages (including, but not limited to, procurement or substitute goads or services; loss of use, data, or profits; or

bus d theory of iabilty, whether in conirac, strict liability, or tort {including negligence or othenvise) arising in any way out of the use

and on any the
ossibility of such damage-

Iculation is true and corect.

Participant Signature

Oz

Reason for Refection:

WIOA Webpage WIOA Policy Manual ASSET Help

1) You can accept a calculation created by a participant by clicking the "Accept" button.
This will automatically create a case note in ASSET, indicating that the ESS calculation
was accepted.

2) You can reject a calculation created by a participant by clicking the "Reject" button.

3) When you reject a calculation, you are required to specify the "Reason for Rejection.”

4) You can navigate back to the participant's main page by clicking on the participant's

name or the "Back to tools" icon Backiotools
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