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	Report Title
	Case Management / Employment Exchange
	Description
	Report Module Name

	1
	Advance Employer Query Report
	Employment Exchange
	This report works in conjunction with the Employer Query screen allowing printouts of the queried information.
	uw_aqr.rdf

	2
	Appointment Notification Letter
	Both
	An Appointment notice which is sent or given to the seeker to notify them of up coming appointments
	uw_appointment_notification.rdf

	3
	Assessment Summary
	Case management
	Print out of the Assessment information which is collected when a seeker is assessed for needs and training.
	uw_assessment_print.rdf

	4
	Authorization/Payment Voucher
	Case management
	Prints a list of Authorizations(Financial Payment Authorization)
	uw_auth_rep.rdf

	5
	Business Management Report (Counselor)
	Both
	Counselor Detail of Business Management Report
	uw_bs_agent_detail.rdf

	6
	Business Management Report (Statewide)
	Both
	Statewide Detail of Business Management Report
	uw_bs_state_counts.rdf

	7
	Business Management Report (Office)
	Both
	Team Detail of Business Management Report
	uw_bs_office_team_detail.rdf

	8
	Call-In Card
	Employment Exchange
	Job Notification. The seeker is sent a letter to notify them of a job that matches their information. This Card gives instructions about how they can get information to apply for this job.
	uw_callin_card.rdf

	9
	Case Management Query
	Case management
	This report works in conjunction with the Case Management Query screen and prints a report of the queried information.
	uw_case_manage_seeker_list.rdf

	10
	Claims Payment History
	NA
	This report prints a copy of the Claims Payments from the Unemployment System
	uw_claims_payment_history.rdf

	11
	Correspondence Template
	Both
	This report works as a basic template for the information which is populated with in the Correspondence screens. The correspondence screens allow counselors to send standard letters with customized information populated.
	uw_correspondence.rdf

	12
	Daily Job Order List
	Employment Exchange
	Prints a list of the Job Orders that were entered the past day (1 day ago)
	uw_daily_job_order.rdf

	13
	Daily Schedule
	Both
	Counselor Task and Appointment List
	uw_task_appt.rdf

	14
	Daily Team Calendar
	Both
	Appointment Calendar for the Team
	uw_daily_team_cal.rdf

	15
	Edit Detail
	Both
	This report gives a print out of the completed Edit with the score.
	uw_edits_yna.rdf

	16
	Edit Result
	Both
	Quality Assurance Edits allow the department to define a set of quality points, which they can evaluate how well staff are performing. This report gives the scoring output for the edit
	uw_edits_results.rdf

	17
	Employer Contact Summary (Counselor)
	Employment Exchange
	Reports on the Contact (notes), which was made with an employer. Counselor Detail
	uw_emp_summary_agent.rdf

	18
	Employer Contact Summary (Office)
	Employment Exchange
	Reports on the Contact (notes), which was made with an employer. Office Detail
	uw_emp_summary_office.rdf

	19
	Employer Contact Summary (Region)
	Employment Exchange
	Reports on the Contact (notes), which was made with an employer. Region Detail
	uw_emp_summary_region.rdf

	20
	Employer Contact Summary (Team)
	Employment Exchange
	Reports on the Contact (notes), which was made with an employer. Team Detail
	uw_emp_summary_team.rdf

	21
	Employer Letters  
	Employment Exchange
	Template for Letters that get sent to Employers.
	uw_employer_letter.rdf

	22
	Employer Letters Sent
	Employment Exchange
	Summary Report of the Employer letters that were sent
	uw_emp_letter_sent_list.rdf

	23
	Employer New Hire List
	Employment Exchange
	This report lists seekers Hired by the Employer and shows brief information about the seekers
	uw_emp_new_hire_list.rdf

	24
	Employer Survey  
	Employment Exchange
	This report is a Survey which is sent to the employer to enable the employer to report on quality assurance issues and general feedback on recent listing of Job order with DWS
	uw_emp_survey_watt.rdf

	25
	Employer Survey w/o Attachment
	Employment Exchange
	This report is a Survey, which is sent to the employer to enable the employer to report on quality assurance issues and general feedback on recent listing of Job order with DWS. This version does not have the attachment included (Hand stuff Survey). 
	uw_emp_survey_woatt.rdf

	26
	Employer Transcript
	Employment Exchange
	Detailed report of Employer information. Demographics, contacts and general information pertaining to the employer
	uw_emp_transcript.rdf

	27
	Employment Plan
	Case management
	Employment Plan print out. Outlines all Objectives, Services and Tasks related to the seeker plan to become employed.
	uw_emp_plan_print.rdf

	28
	Employment Plan Closure Reports
	Case management
	Reports that show the reason why a Plan was Closed and include a Resource list.
	uw_closure_report_add.rdf

	29
	Employment Plan/Training Plan Agreement
	Case management
	Training Agreement printout.  This agreement is signed by the customer and allows them to receive training funds to accomplish their training plan. 
	uw_train_authorize.rdf

	30
	EO Notice Letter
	 
	Seekers that are being Case Managed must receive an Equal Opportunity Notice.  Only need this notice sent to them once. This gives them information about services and programs.
	uw_eo_notice.rdf

	31
	Funding Query (Customer Detail)
	Case management
	This report is used to print Funding information about case managed seekers (Shows Authorizations and Obligations)
	uw_cust_det.rdf

	32
	Funding Query (Customer Summary)
	Case management
	This report is used to print Funding information about case managed seekers (Shows Obligations)
	uw_cust_sum.rdf

	33
	Funding Query (Authorization)
	Case management
	This report is used to print Funding information about case managed seekers (Shows Authorizations)
	 

	34
	Funding Level Report
	Case management
	This report gives the Accounting Staff information about the amount of money available by funding source.  It lists the amount Obligation, Authorized, Paid and Available.
	uw_fund_levels.rdf

	35
	Information Card 
	Employment Exchange
	Information Cards are mailers sent out to groups of seekers to inform them of seminars, job fairs, or general information. They are similar to call-in cards but are not associated directly with a job order.
	uw_info_card_display.rdf

	36
	Initial Interview
	Case management
	This report prints information collected during an initial needs assessment.  The counselor uses the initial interview tool to direct the seeker to other sources for assistance. Also lists any up coming appointments.
	uw_resources_activities.rdf

	37
	Job Board Display Card
	Employment Exchange
	Job Board Display Card is used for office job boards
	uw_jo_card.rdf

	38
	Job Order Query Report
	Employment Exchange
	This report works in conjunction with the Job Order Query screen and prints a report of the queried information.
	uw_jo_query_list.rdf

	39
	Job Order Scratch Pad List
	Employment Exchange
	This report gives a list of seekers, which were place on Scratch Pad list on the job order.
	uw_jo_scratch_pad_list.rdf

	40
	Job Order Transcript
	Employment Exchange
	This report is a complete Transcript of the all information pertaining to Job Order requirements
	uw_jo_transcript.rdf

	41
	Job Order Verification Letter
	Employment Exchange
	Letter, which goes to the employer, shows the people who have been referred and asks for feedback on seekers they have hired.
	uw_jo_verif_let.rdf

	42
	List of Staff
	Both
	This report gives a listing of detailed information about the Counselor setup and configuration of the agent / agent hat relationship in the Uworks system
	uw_employee.rdf

	43
	Notes Query Report
	Both
	This report works in conjunction with the Note History screen. Prints a report of the queried information
	uw_notes.rdf

	44
	Obligation Plan
	Case management
	Printout which gives the seeker information about money which has been Obligated(set aside) for training and employment plan objectives and tasks
	uw_obligations.rdf

	45
	Payment Authorization
	Case management
	Payment Authorization which authorizes the provider to bill DWS for funds which were authorized
	uw_pay_authorize.rdf

	46
	Petition List
	Both
	List of petitions (NAFTA,TAA,TA2002,etc), which are currently active in the Uworks system.
	uw_petitions.rdf

	47
	Petition Clients
	Both
	List of Seeker associated with a Petition
	uw_petition_clients.rdf

	48
	Pre FINET Report
	NA
	Transfer Payment information to the FINET system (Accounting). A report that show the information before the transfer.
	uw_pre_finet.rdf

	49
	Post FINET Report
	NA
	Transfer Payment information to the FINET system (Accounting). A report that show the information after the transfer.
	uw_post_finet.rdf

	50
	Rapid Response List
	Employment Exchange
	Report, which shows employer/seeker information, which are associated with a Rapid Response.
	uw_rapid_response.rdf

	51
	Referral Letter
	Employment Exchange
	Referral Letter is given to the seeker, which they can show to the employer to show DWS screened them 
	uw_referral_letter.rdf

	52
	Registers
	Both
	Report gives a listing of seekers and employers associated with registers
	uw_registers_report.rdf

	53
	Resume (Job Seeker)
	Employment Exchange
	Client Resume - Formatted
	uw_resume_print.rdf

	54
	Resume Scanable Version
	Employment Exchange
	Client Resume - Different version which could be scanned and OCR'ed
	uw_resume_scan.rdf

	55
	Schedule Query Report
	Both
	This report works in conjunction with the Schedule Query screen and prints a report of the queried information.
	uw_schedule_query.rdf

	56
	Security Report
	NA
	This report shows a breakdown of the Security Roles and Staff connected to the role.
	uw_security_title.rdf

	57
	Seeker History Report
	Both
	This report works in conjunction with the Seeker History screen which report the history of appointment, correspondence, tasks, services, workshop notices and worksite learning referrals
	uw_hist_rep.rdf

	58
	Seeker Information Card List
	Employment Exchange
	Information Cards are mailers sent to groups of seekers, which notify them of seminars, job fairs, or general information. This report lists the seekers that have received the information card
	uw_info_card_seeker_list.rdf

	59
	Seeker New Hire List
	NA
	This report shows all of the New Hire jobs that a job seeker has been reported as hired.
	uw_new_hire_list.rdf

	60
	Seeker Referral
	Both
	Seeker Referral is a letter which is given to the seeker that gives proof of referral to an employer
	uw_client_referrals.rdf

	61
	Seeker Search Results
	Employment Exchange
	This report gives a list output from the seeker matching screens.
	uw_seeker_search_rslt.rdf

	62
	Seeker Services
	Both
	Reports the services which were provided to seeker
	uw_seeker_service.rdf

	63
	Seeker Transcript
	Both
	This report is a complete Transcript of the all information pertaining to a seeker. Demographics, Education History, Employment History, Licenses, test scores etc. 
	uw_client_transcript.rdf

	64
	Service Referral
	Both
	Referral letter, which is given to the seeker when they are referred to service provider. (Votech,JobCorp)
	uw_referral_serv.rdf

	65
	Service Request
	NA
	This is a change request to the Uworks software.
	uw_service_request.rdf

	66
	Service Request List
	NA
	Details of a single Change Request selected from the query screen
	uw_service_requests.rdf

	67
	Test Certificate
	Employment Exchange
	Hard copy of results which were entered pertaining to the test which was recorded in the Uworks system
	uw_test_certificate.rdf

	68
	Training Waiver
	Case management
	Training Waiver Print out.
	uw_train_waiver.rdf

	69
	Veteran Client Report
	Case management
	Veteran Extract information for Seeker Federal reporting
	uw_vet_client.rdf

	70
	Veteran Job order Report 
	Case management
	Veteran Extract information for Job Order Federal reporting
	uw_vet_job_order.rdf

	71
	Wage Data List
	NA
	Wage Data - History of quarterly wages reported by employer
	uw_wage_data_list.rdf

	72
	Weekly Colander
	Both
	Counselor Weekly Colander Printout
	uw_weekly_cal.rdf

	73
	Workload Activity
	Both
	Workload Activity Report (Summary)
	uw_workload_activity.rdf

	74
	Workload Activity Detail
	Both
	Workload Activity Report (Detail)
	uw_workload_activity_detail.rdf

	75
	Workshop List
	Both
	Workshop List of Attendees
	uw_workshops_list.rdf

	76
	Workshop Notice
	Both
	Workshop Notice sent to seeker to notify of enrollment in Workshop
	uw_workshop_notice.rdf

	77
	Worksite Learning Referral
	Both
	Worksite learning Referral letter. This is used for OJT, and apprentice referrals.
	uw_wsl_referral.rdf

	 
	 
	 
	 
	 

	 
	AdHoc
	 
	 
	 

	1
	Dormant Employer Report (Adhoc)
	Employment Exchange
	List the employers which have been dormant ( listing no job orders) for a period of time
	uw_dormant_employer_list.rdf
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Authorization/Payment Voucher

[image: image233.bmp][image: image234.bmp][image: image235.png]


[image: image236.png]


[image: image8.png]ORKS {Production} - Employment Plan,

FESE BECKSB » &

T

Enolnent| Enviomert || Fundng s

™ Show Closed Sences. | Show Closed Tasks E0 Natedi202m4 Pan[ 1 101[25] | )|

€ Employment Related Education
*Start Date: Closect [ = Litasters Degree
*ONet[11102100 | [Genersiand Operaions Managers
« Goatfar c
* dusticaton sy A
) C
Objctiv: Erploymert-Related Education | Start Detepari 2| Adhorize
ServicelastersDegres | Hawsi[10
fro] Comp: o Add Service Comments
[ o Add Task
Task 1: test = Funding Summary
- S = pemex ™ Toals for Al Plans
| source
Edodte( oueome| | = Deiservie| || [MAmar |4
Obligted  Authorized _Paid
T — —
Obestve | StnDate{osuans| Adhorize
sevee| | hows[ S —
o sk Task T

Oblgated:  Auhorizedt_Paic

0 Schedie | (G PrintPlan | o New Plan| — DelPln | (7 Save | 3¢ Cancel





[image: image237.png]ily Job Order



[image: image9.png]Department of Workforce Services
PAYMENT AUTHORIZATION

Authorization # 1081158 Date:
Source: WIA Adult

To: SALTLAKE COMMUNITY COLLEGE | BUSINESS OFFICE
PO BOX 30808
SALT LAKE CY UT 84101
Send Invoice To: 1385 S STATE ST
4TH FLOOR
SALT LAKE CITY 34115
(801)463-0000

May3, 2005

BUSINESS OFFICE is authorized fo bil for servicesigoods provided {0 the customer identiied below (Require

\dentication):

Customer: PEDRINA MESSINAROUND SSN: 993.00.0003  HLCUPID: 020638309

ServicesiGoods
‘Authorized: Tution Payment o SLCC

Amount: 51000

State of Utah Tax Exempt # E33338

1fyou have any questions regarding this authorizaton, please contact the folowing incividual fo clarication

Eric Strong
72052008
SALT LAKE CITY, UT 84111

(s01)528-9732

signature:

DWS Representative EC Location

* Authorization Void 90 Days from Termination of Services/Goods *





Business Management Report (Counselor Detail)
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Business Management Report (Counselor Detail)/Con’t
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Business Management Report (Office Detail)
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Business Management Report (State Detail)
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Call-In Card
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Employer Contact Summary (Counselor)
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Employer Contact Summary/Con’t (Counselor)
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Employer Contact Summary/Con’t (Team)
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Employer Contact Summary/Con’t (Office)
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Employer Contact Summary/Con’t (Region)

[image: image331.png]


[image: image46.png]Company Name.
NICHOLS HOMES

MOORE ELECTRONICS INC

WASATCH CUSTOM CABINETS INC
HOME DEPOT

HIGH COUNTY HOME BUILDERS INC
NORTHSIDE LARGE ANIMAL CLINIC ING
BOLT AND NUT SUPPLY €O

‘CHOICE FOODSERVICE EQUIPMENT €O
SUN VALLEY MORTGAGE SERVICE
SERVPRO OF LAYTON KAYSVILLE
‘CHENEY BROTHERS CONSTRUCTION ING
JUST A BUCK DOLLAR STORE LLC.
JMARK CHRISTENSEND.

ULTRAHITCH OF UTAH

JUNIPER TAKE OUT ING

SANS CLUB

EXIT REALTY CENTRAL

NORTHRIDGE WINDOW AND DOOR INC
RIO BRAVO.

AVALON CARE CENTER

DAVIS CO HEALTH DEPT ANNEX
TELEPERFORMANCE USA
BRINKERHOFF EXCAVATING AND
(CHILD SULLIVAN AND AND COMPANY.
POST CONSTRUCTION €O

SANS CLUB

GREG SACKUS CONSTRUGTION LLC
AMERICAN HERITAGE REALTY
HARMONY MOBILE ESTATES
SIMMONS AUTO REPAIR

SILLS COMFORT SYSTEMS

JUST 4 FUN TRAVEL CO ING.

sTROORS

‘GLOBAL FASTENER UTAK ING
‘CLEARFIELD MANUFACTURING CO

RIO CAFE

GO CONSTRUCTION ING-

THE FIRST NATIONALBANK OF LAYTON
THE HEARTLAND PAPER CO

Employer Contact Summary Report

UiEmprid Last Job Order
028050

02260

1a40a5.0 erascas
2630170 e200270
a0a2750 ercassz
ses7ae0

2852050 ercasar
011

arsean a2z
sese0 ane7enn
arsoioa eazasse
seaeszo

sexa20

srasan0 eacozs0
1830471 ero1zie
265550 o
3950080

sesesc0

2102251 eresoss
Srse7e0 e
28740 etesea
2638100 ateToss
rseoe 1 errreze
180441 ereazze
2752080

25550 otes24s
Trsesr-1 ei03e7s
1236021 eoraez
38310 a0sa2e7
ozt egssias
0232481 eaeacio
7041570

7051760

726260 easaer
2ea7070 ercaiz2
03500 etcazte
sts0az0 ererite
2000320

32220

0505105
Page 1 of23
Contact Type Contact Date
o 042008
vt o408
Prone 04208
Phons o408
n Persan 04208
Prons 04208
Phons 04208
I Persan 04208
In Parsan 04208
n Parsan 04208
In Parsan 04208
n Parsan 04208
In Parsan 04208
n Parsan 04208
In Parsan 04208
n Parsan 04208
In Parsan 04208
n Parsan 04208
n Persan 04208
Prone 04208
n Persan 04208
Prons 04208
Phons 04208
n Persan 04208
Prons 04208
I Persan 04208
In Parsan oumos
n Parsan ouos
In Parsan oumos
n Parsan ouos
In Parsan oumos
n Parsan ouos
In Parsan oumos
n Parsan ouos
In Parsan oumos
n Parsan ouos
Prons oumos
Emal ouos
Email oumos





Employer Letters
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Employer Letters/Con’t
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Employer Letters Sent
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Employer New Hire List
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Employer Survey
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Employer Survey W/O Attachment
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Employer Transcript
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Employment Plan
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0
EMPLOYMENT PLAN e
o
For : PEDRINA MESSINAROUND (999-00-0003)
HLC1T P 070634000
S

Employment Counselor: Kathy Koller (801)526-6775 Printed on :

Job Title:General and Operatons Managers
Employment Goal
Geta job that wil help me stop Messinaround
This is my Employment Goal Because:
There wil ahtays be good jobs avallable to workers that don't mess around.
Service/ACtvity: Fomal Assessment Hours: 5 Start Date: 05105105
- Get al of the requested information collected.
. Make sure allinformation is returned to your counselor.
Service/Activity: Employment
+ Keep your part-time job to help pay for your training course.
+ Remember o bring i log of hours worked fo your counseior
Service/Activity: Other Employment Reiated Training Hours: 15 Start Date: 05105105
- Register at the ATC for the computer programming course.
. Bring course outine back to your counselor.

Start Date: 05105105

TS plan has been Geveloped n parnership with the Deparment of Woforcs Services and Pedina
Messnaround.

Pedrina agrees with the above empioyment plan and understands hiser rghis, responsbilfes, and the
‘appropriate programi(s) grievance procedure(s) Pedrina has also received the Equal Opportunity policy.

PEDRINA MESSINAROUND Date  Kathy Koller Date
Customer Employment Counselor





Employment Plan Closure Report (FEP Non-Participation Closure)
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Employment Plan Closure Report/Con’t (FEP Non-Participation Closure)
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SALT LAKE CITY, UT 84111 Department of

Workforce Services

TANI DOWNING
Exeautve Director

CHRISTOPHER W. LOVE

JON M. HUNTSMAMN, JR. Deputy Diector
Govermor. JOHN E. NIXON, CPA
PEDRINA B MESSINAROUND Depuiy Diecior

GARY R. HERBERT

1660 E4500 S Lieutenant Governor

SALT LAKE CITY.UT 841174212

May 5, 2005
PEDRINA B MESSINAROUND

Tregret to inform you that your financial case will be closed on 05/31/2005.

‘This action is being taken because you have chosen not to participate in the Family Employment
Program and follow your employment plan. We have been unsuccessful in helping you resolve the
participation issues.

You can reapply at any time after your case closes. Before your reapplication for financial
assistance will be approved, the non-participation issue must be resolved. A negotiated trial
participation period will be required before your benefits can be restored.

If you disagree with this closure, you may request a fair hearing. You may still be eligible for food
stamps and medical assistance. If you have any questions, please feel free to call me. IfT do not
hear from you, T wish you the best in your future endeavors.

Sincerely,
Eric L. Strong





Employment Plan Closure Report/Con’t (Resource Letter/Pg. 1)
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Govemar

oepuyDrecer
PEDRINA B MESSINAROUND Department of oepuyDrecer
Workforce Services

1660 E 45005
SALT LAKE CITY.UT 84117-4212

May 5, 2005

PEDRINA B MESSINAROUND
Enclosed i a lsting of additional community resources that may help you in your traniton ffom financial
assitance. Good Iuck in your future endesvors.

Sincerely,
Eric L. Strong





Employment Plan Closure Report/Con’t (Resource Letter/Pg. 2)
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Employment Plan Closure Report/Con’t (Resource Letter/Pg. 3)
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Employment Plan Closure Report (FEP Time-Limit Closure)
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PEDRINA B MESSINAROUND Department of oepuyDrecer
1680 E 45005 Workforce Services
SALT LAKE CITY.UT 84117-4212
May 5, 2005
PEDRINA B MESSINAROUND

Enclosed i a lsting of additional community resources that may help you in your traniton ffom financial
assitance. Good Iuck in your future endesvors.

Sincerely,
Eric L. Strong





Employment Plan Closure Report/Con’t (Additional Services Letter)
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1660 E 4500 ARy ueragRT

SALT LAKE CITY.UT 84117-4212

May$,2005
"PEDRINA B MESSINAROUND

‘Your Famly Enployment Program services will close effective 05/31/2005 because you bave
extausted your 36.month ifetime fnancialassistance limit in the state of Utah. Based on
information we have, you do not meet any extension riteri

There are sil many services offered by the Department of Workforce Services that are availible
toyou

= Automated job seferels are sent to your home. Keep your regisration current with your home
address and phone mmber

= Workshops are available o improve job seeking skill

= Veteran's Services

= Labor Market Information

= Training services may be supported based upon your individual sitution, marketable kil
educationl lvel, etc

= Various community resources

Please remember that you may visit any of the Department of Workforce Services Enployment
Centers m the State of Utah for assistance in obtaiing exployment. The job connection foom &
individualized enployment counseling are available o assit you n resching your employiment
goals. Please feel fee o use these services at any fime.

Good huck i fture endeavars.

Sincerely,
Eric L Strong
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Employment Plan/Training Plan Agreement
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Employment Plan/Training Plan Agreement/Con’t
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AGENCY RESPONSIBILITES:
DS agress to suppor you employment lan by giving you infomtion and servicesthat ou may need
& DS agess t el you develp e change you pln and st ou n oustaniin o mploymert

o DWS agness topay actul, submstted snd areed upon costs no o exceed the nagotiaed obigations

listed bl
o DIWS s thesight toteminst svvice by giving writen noiceof such tnmination sud the effscive
e heof
OBLIGATIONS:
Year 1 Obligation Year 2 Obligation Year3 Obligation  Total Obligation
10000 s000 2500 17500

To the best of my knowledge, the funds identified above are an estimate of the cost that will be
incurred for my training plan services. If my situation changes, my employment counselor has.
the right to modify the obligations based on my current nees.

Ihave read or have had read to me, understand and agre to the above statements. | will
recive a copy of this document and one will remain in my file.

PEDRINA B MESSINAROUND Date.
Customer
KATHY KOLLER (801)525.5775 Date.

Employment Counselor





EO Notice
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140 EAST 300 SOUTE
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SALTLAKE CITY, UT 84145

OLENE S WALKER
Goremar

State of Utah i snus
DeputyOrecer
PEDRINA B MESSINAROUND Department of DenuyDrscer

310 ELIZABETH ST Workforce Services
SALT LAKE CITY.UT 841022518

Decersber 2, 2004
"PEDRINA B MESSINAROUND

‘Enclosed is a copy of the Equal Opportunity notice for your records. The notice provides information
regarding your rights and the pathway to fle a dscrinitation conplaint

Please note, i you are a food stamp customer, you have the option o fle & complain of dscrimiation
i writng directly with the U. S. Depariment of Agricultre at

USDA

Director, Offie of Civl Rights, Room 326-W, Whitten Bldg.

1400 Independence Ave., SW.

Washington, DC 20250-8410

“You may also call (202) 720-596: (voice and TDD).

Ifyou are receiving cash assistance or Medicaid, you have the option of Sling 2 complant of
discrinination i writng with Health and Human Services at.

The Regional Manager. U.S. Depsrimsent of Health and Funan Services

Office for Civi Rights, Federsl Office Bulding

1961 Stout Stzeet

Denver, CO 80294

“You mayalso call(800) 368-1019, o (303) 8442024, or TDD (303)-844-3439, FAX (303) 8442025

16 you have questions about thi notice, please contact your local Department of Workforce Services
‘Enployment Center

Sncerely,
Kathy Koller





EO Notice/Con’t
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Information Card/Create
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Information Card (One Seeker)
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Information Cards (One Seeker)/Con’t
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Information Cards (Many Seekers)
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Job Board Display Card
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[image: image109.png]Tite:Dishwasher Date Taken 0510212005
Job Number:200152
b rumper EMPLOYER REQUIREMENTS

Mth Expr: 0 months Work: Part Time
Degree: None Salary: 5.15 - per Hour
Must Lift: 500 75 Ibs. Hours: 4:30 pm to close
Vehicle Req: No Days Off: Sun,Mon,Tue,Wed Thu
g Shifts: Day Swing
Endorse:
City, County: FREDONIA, AZ 8602, State: AZ

JOB DESCRIPTION
Local employer looking to hire a dependable dishwasher. Duties will include scraping, finsing, stacking
and washing dishes. Will operate mechanical dishwasher, unload, inspect, sort, and stack dishes for next
use. Position is located in Fredonia, Arizona. Successiul appiicant will work Friday and Saturday nights
from 4:00 pm o close. No experience required.
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UTAH DEPARTMENT OF WORKFORCE SERVICES oo
TRANSCRIPT FOR JOB ORDER 8200736

Emp Counselor: Darens Kia Printed 8y: £ Srong
Offes (EC): Besver Job Order Taken: 05103105
Status: Open Last Updte: 050305
(ONET Title: Truck Drivrs. Heavy and Tractor-Traier Onet Cads: 53203200
EMPLOYER INFORMATION
‘SARA LEE BAKERY GROUP. FEm: 420811860 uiip: 2507050 FoaLves
2475 SOUTH 300 WEST Employer Contact: JOYCE OR JOSLYNE
SEAVER UTesT1z Openings: 1 #To Refer: 250
Searches: & Num Referred: 2
Phones: (s01)és74577  (201)488-1285 Hires: Scratoh Pads: 10
Fax: (291)458-2304 Register

JOB TITLE & JOB DESCRIPTION
Part Time Transport Driver

Part-Time Transpor:civer neadd in Seaver ara. Wil wok 18 hours per wesk, overtime may be requires, il need 1o cover
8 weeks of vacation per yaar. Work Hours: Fiday 3.00 pm. - 5:00 am_ diving from Beaverfo Salt Lake and back to
Blaver, Sunday - 1400 5. - 900 p.ov Grving ram Seawer o Cedar City to St Gearpe and back f Besver. Must have 2+
s experience Giing combination Fucks and must ave a igh school Spom or GED equivalent. Must possess 3 CDL.
Class A civers icense, nave an sccident ree Griving record, 1o moving vioaton on dvers loanse wiiin tne pastree
yesrs and sbe 0 75 pouncs. Mast pess an apiuds ta, DOT prysica,crug test, NIDA crog sersen and backgraund
Gheck.Par ime positan wih paid Polcays, vacaton and persion. Must have DOT paysicalcard. Job order loses &/11195.

JOB DETALLS
Work: FarTime Dayson:
Shis: Swing Graveyard Hours:
Salay: 18.45- 16,45 pr Hour Experience: 3 Vartrs
Commission: Yo Degree High Senost Dipoma
MostLit: 501275 bs Duration: Over 120D3ys
Age: 222 Veticle Required: o
Live n: No Atfamtive Action: o
Drivers License: Cisss Coce- A Endorsements:
SKILLS

Lo Trusk Driver
REFERRAL INSTRUCTIONS

Mus il cut Sara Lee Driver' Aplieston and lasve st s Beaver DIVS Offce. Job ordar ioses Wdnesdy, 05111105
EMPLOYMENT COUNSELOR INSTRUCTIONS

st 1 ot Sara Les Drivers Application. Retur to Baaver DWS Offcs 875 N Main, Besver, Ut 57413 Appiations
wilbe ixed to Josiyne Hanson or Joyce.
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Job Order Verification Letter

[image: image117.png]& UWORKS {Production} - Job Order

e at o

S|
Li
Employer Guery En

B200735__[osmame
*Ttle: Part Time Transr.

#Joh Descripton
art-Time Transpart cr
lpor yesr. ork Hours
IBeaver to Cedar Ciy

Job Reguirerments.
el Hourly
Hours:

*Duration:[0ver 150D
*shifts[S6

Daysoftsat S
Refenal nstructions.

st fl out Sara Lee

(Offce. Joh arder cis|

*[" GoDrect [ Emal

Employer Job Ste Inf

[SARA LEE BAKERY G

=
5]

<&
3

]

Create Appointment
Create Task

Notes

Create Referral
Create Seratchpad

Clone Job Order

AteA
AT
AlteN
AR
AP

Alted

Mass Referrals/Scratchpads  Altrz

Mass Hire Entry
Referral Mass Hire
Job Order Mailbox

Job Order InboxOutho
Qualified Seeker Count
Reassign Counselor
Job Order Import Notes
Frint Trancript

Print Referrals

Print Job Board Display.
Print Sgratchpad List

Altett
Altrl

Attea [—

[3475 SOUTH 300 WES Wi oReferT 250 ffice 875 N i, Beaver, Lt 57413 . Appications wilbe faxed |~

FESE BECKSM (> Gm

dob Verfcation Callninfo

) #isplv *Em [ %upr[o *pws v Status:[0 [os30s,

bt 55 5052.00 Tk Overs, ey an Tractr-Trater ) Experincel 35

Joh Serstch Pad Job Guery

[weesk, overtime may be rectired, wil nesclto cover 6 weeks of vacation |~

Sat Lake and back to Beaver, Sunday - 11:00 &m. - $00 pm. criving from | —
experience driving combinaton trucks and must have @ high shool dploma |+

fog  Eacation stils:
*Degree: H [Local Truck Driver
wejor [
Lisicert| [
Licicert| [
—
= Ref. Cortact [JOVCE [oR sosLYNE

- Phone: (801487-4577_[126 | Fei201y426-8304

Refhst  Email
Employment Counselor nstructions:
1 st out Sara Lee Driver's Appication. Returnto Beaver WS |~

Referredt |

3

pEAver

Employment

o7 s

Close Date:|

Public Trans: 1

[Doone | ysae X cancel





[image: image118.png]DEPARTMENT OF WORKFORCE SERVICES o
e o
o Ljon
RS e o

BEAVER CREEK CABINETRY
20005 600W

PO BOX 1636

BEAVER, UT 84713-1636

0510772008

Dear Employer,

‘Thank you for making Workforce Services a pariner in meeting your employment related
needs. Our service to you included referting job seekers to your company for the position of:

Cabinet Maker

 Please review the attached ist and identify all o the referred individuals that you hired
o wha worked for you (even for  short ime, o on a trial basis).

= Please mail the enclosed list, or FAX to the number listed below.

We appreciate your business and look forward to working with you to meet your
future employment business related nesds. Please callif you have questions of conce

sincerely,

Darlene Kia

Workforce Services Representative
(4351438-5498
(425)438-6182(FAX)
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Job Order Verification Letter/Con’t
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JOB ORDER# 6196260
Cabinet Maker
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List Of Staff
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Obligation Plan
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Petition List/Con’t (Employer List)
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Petition List/Con’t (Job Seeker List)
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SALT LAKE CITY,UT 84111
hitp:obs.utah. g
Eric (801)526-8732 (DWS representative)
Eic (801)525.9732 (referred by)

Seeker Name: MESSINAROUND, PEDRINA B
Employer Name: TEST EMPLOYER - Referral Instructions
“The employer has given the following contact information regarding this job order:

How to Apply: Figure t out
Mail or Contact Direct: 140 £ BROADWAY,SALT LAKE CITY, UT 841112305
Email teacher@utah gov

Phone: Jos Jos at (01)526.9999  Fax: (801)526.8838
Job Title / Number: Teacher Assistant / 8201411
Today's Date: May. £, 2005
Open Date: May. £ 2005 Close Date:
Education: Bachelors Salary Range: 8,00 - 10.00 per Hour
shift: Rotating Months Expr: 93
Seasonal Openings: 1
Satsun Minimum Age: 15
Work Schedule: Lift Capacity: 50 to 75 lbs
Driver License
Driver License: None Endorsements:

Commission/Picce Rate: N
City, County, State, Zip: SALT LAKE CITY, Salt Lake, UT, 541112305
Description: Teacher assistant. Not a eal job.
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KAYSVILLE, UT 84037-3030
Home: (801)451-0095
Objective:
Geta part.tme job whil going to school
Skills and Tools:

- Computer Lierate Intemet Knowiedgeable Oun Personal Computer
 Windows SS/SBIME Word perfect Cashier
 Cash Handing Customer Service Food Preparation
- Food Service
Experience:
pizza rut west valley. UT
CSRICook Jancary 2004
customer senice, answering phones, handing money, creit card machine and cash registe sk, cook
pizza rut Famington, UT
Senvice Representve Apr 2003
answer phones,take orders and use cash regstr, Make pizza. A e o everything
Story Book Nook Layton, UT
Saies Cletk Octaoer 2002 To December 2002

Sales chiisimas toys. Stock cisplays, operated cash regster, sale inventory and demonstrate use of oy
with customers.

Packer and Coy LLC Famington, UT
Fie Clerk September 2000 To October 2002
File contespondence, cards, invoices, receipts, and other records n alphabetical o numerical order or
accorcing t the fling system used. Locate and remove material from fie when requested:

Certifications:

License, Food Handiers Permit April 2003
Education:
Vally Christian school West Valley UT
High School Dipioma May 2005

Accomplishments and Additional Skils:
‘School Year Book saff
Teachers Aide
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Resume (Job Seeker)/Con’t (Scanable Version)
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Schedule Query Report
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Seeker Referral Letter
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[image: image169.png]DEPARTMENT OF WORKFORCE SERVICES

Metro SLC

720'S 200 E

SALT LAKE CITY,UT 84111
http:/fjobs.utah.gov

Eric (801)526-9732 (DWS representative)
Eric (801)526-9732 (referred by)

Seeker Name: PEDRINA B MESSINAROUND

Employer Name: TEST EMPLOYER - Referral Instructions
The employer has given the following contact information regarding this job order

How to Apply:

iqure it out.

Mail or Contact Direct: 140 E BROADWAY,SALT LAKE CITY, UT 84111-2305

Emall teacher@utah. gov
Phone: Joe Joe at (801)526-9999  Fax: (801)526-8888

Job Title / Number: Teacher Assistant / 8201411

Today's Date: May. 4, 2005
Open Date: May. 4, 2005 Close Date:

Education: Bachelors Salary Range: 8.00 - 10.00 per Hour

Rotating Months Expr:99
Seasonal Openings: 1

Days Off: Sat,Sun
Work Schedule:

Driver License: None Endorsements:

Commission/Piece Rate: N

City, County, State, Zip: SALT LAKE CITY, Salt Lake, UT, 841112305
Description: Teacher assistent.
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Seeker Transcript
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Seeker Transcript/Con’t

[image: image177.png]CUSTOMER TRANSCRIPT FOR:  PEDRINA B MESSINAROUND
‘Applicant Work History

595.00-0003
Name: PEDRINA B MESSINAROUND Claimant: N Active: 04108105
140 £ BROADWAY 2
OB BROAWAY a0 CaseManaged: Y Inactive: 0112803
bobe@Rot com Employed: v
Phones: (@01)292-1805
Job Matching Data
Description Months of Exp. Year Last Worked  O°NET Code.
O'NETS: General and Operations Managers 12 1930 11102100
Executive Secretares and Administrative A 6 2004 43801100
skills: Banking Bookkeeping / Accounting
DBASE EXCEL
Linux LOTUSILOTUS Notes
Microsoft Word Peachiree
Power Point Presentatons
Print Shop Quattro-Pro.
Quick Book For Windows unix
Windows Backhoe/Trackhoe
Blueprint Reading Buldozer/Grader
Cabinetry Carpentry.
Registers: RR - LEVOLOR ASSEMBLY PLT CLOS
Salary: $10.00 Hourly Commission:N shifD S R
SaySun: ¥ ¥ Live In:N Car Access: Y
License: Standard Endorse: In School:N
Lifting: 201050 bs Work:Ful time Part Sehool Yrs:

“Time,Seasonal.Temporary

‘Applicant EducationiLicenses

School: Utah State Universty Last Attended: 05101105
Degree: Bachelors Major: Famiy and Communiy Services
School: Wasatch High School Last Attended: 05101104

Degree: High Scool Diploma, Major:

School: Sick Rock Universiy Last Attended: 01/01/01

Degree: Acditional Ed Accompiishment Major:

dditional Educational Accomplishments
Sehool: Sick Rock University
Type of Education: Mountain Cimbing State: MT Date Received: 01101101

General Information
Veteran: V - Regular Viet: ¥

DOB: 0810311980 Citizen: Y
Gender: F Seas Fan

Objective
Statement: Get 2 job where | can use my skils (o create & successful company inhance

0402

Migrant:

Date Printed: 05115005




[image: image178.png]Employer:
Description:

Employer:
Description:

Employer:
Description:

CUSTOMER TRANSCRIPT FOR:  PEDRINA B MESSINAROUND

Applicant Work History

ALD Landscaping Hrs: 40 Months: 17 Date:01OSS Sal:S10.00H
Perform duties too varied and diverse to be ciassified n any specfic office clrical

occupation, requinng lmitec knowledge of office management systems and procedures.
Clericalduies may b assigned in accordance with the offce procedures of inividual
stablishments and may include a combination of answering telephones, bookkeeping,

typing o word processing, stencgraphy, office machine operation, and filng

Stark Construction Hrs: 35 Months: 31 Date:03001/93 Sal:S9.50 H
Compose leters n reply to requests for merchandise, camage claims, eredit and ofher
information, Gelinquent accounts, ncorrect bilings, of unsatifactory services. Duties may
include gathering data to formulate reply and typing correspondence. This s atest

TOC Manufactures Hrs:40  Months: 12 Date:04101/91 Sal:S77SH

Data Entry of work orders and billng deseription codes. Provided back up to Offce Manager
one day a veek. Test
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Service Referral
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Service Referral/Con’t
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Form 360, 2000
UTAH'S PARTNERSHIP

REFERRAL FOR SERVICES

Date: 05012005
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Test Certificate
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Veteran Report (Seeker)
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 Veteran Report/Con’t (Seeker)
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Veteran Report (Job Order)
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Veteran Report/Con’t (Job Order)
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Wage Data List
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Wage Data List/Con’t
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Weekly Schedule
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Weekly Schedule/Con’t
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Workload Activity
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Workload Activity Detail
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Workshop List
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Workshop Notice
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Worksite Learning Referral
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After entering the appointment information select the 


� button to create the notice.





The Appointment Notice is given to the customer to show them their appointment date, time, duration, subject and information about the worker they will be meeting.





Use the Daily Job Order Report to see a list of all the job orders that were received by an office on a given day.  Select date, office and �. 





The information entered on the template is used to create a letter.  The letters are generally set up for case managed customers.  This letter is an example of a customer that is being scheduled to come into the office and meet with their worker and discuss progress on their employment plan.





A Correspondence Template is used to select letters from a list.  Use the template to enter listed information related to the letter you are sending.





The Assessment Summary Print Options pop-up allows you to display some or all of the Assessment on the printout. 





The Assessment Report is divided into sections.  Only the sections that were selected on the previous page, “Assessment Summary Print Options” pop-up will be added to the report.  This example shows the first four sections. 





Select the � button of the Service that you want to authorize money. 





When you create an Authorization there will be an option to print the Payment Authorization voucher.  The seeker can take the voucher to the provider specified and that provider can bill the Department for the services listed on the voucher.





Select � then �to access the Business Management Report.





Enter the date range for the desired period.  To see the details for a specific worker enter the counselor name in the Counselor Detail box.





The Counselor Detail report lists information about job orders that are assigned to the worker.  This can be used by the worker to check their workload or by management to find possible problems with job orders assigned to counselors.





Enter the date range for the desired period.  To see the details for a specific office select the office name in the Office Detail dropdown.








The Office Detail report displays the same general information as the counselor report without listing the specific job order numbers. All workers in the office are listed to show summary information of job orders assigned to them.





Enter the date range for the desired period.  To see the details for the entire state check the State Counts box. 








The State Counts report displays the same general information as the other reports.  The information is listed by region and office.  This provides a summary of how regions and offices are doing compared to the other regions and offices. 





There are a couple of ways to create Call-In Cards.  To create a single call-in card select � from a Seeker record then �. This will open the Create Scratch Pad pop-up below.





You must have a job order number and seeker social security number entered to create a Scratch Pad/Call-In Card.  Make sure that the Send Call-In Card box is checked before selecting save.





“Call-In Cards” are sent through the mail.  They are used to notify qualified job seekers of jobs that they may be interested in.  Job information is limited but the instructions give details about how to get additional information if the job seeker is interested.





Case Management Search is a query screen that allows workers to query by many different methods to get data about case managed seekers.  The example on this page shows all seekers that are “Active” case managed and assigned to the “Primary Counselor” listed.





Selecting the � button from the Case Management Search screen bring up a list of all the seekers found from the query.  It displays general information about each person.





Selecting the � button from the Case Management Search screen brings up detailed information about each person found in the query.  The information is specific to their employment plan. Workers use this report to make sure that they are working with their customers and following up on their progress.





(As you can see, this example only shows 2 pages of the 14-page report.)








The Claims Data screen provides extensive data about unemployment benefits if the seeker has an unemployment benefits history.





The UI Claims Payment History Report provides information about the unemployment payments that a seeker is receiving or has received.





Referral Letters are usually printed out and given to the job seeker while they are in the office.  The letter provides information about the job and tells the seeker how they can apply for the job.  The seeker can take the letter to the employer to let them see that an employee at Workforce Service referred them to the job.





There are several ways to Print Referral Letters.  The most common way to create a referral letter is using the Quick Referral screen.  Once you enter the seeker SSN and job order number select � which brings up the “Print Referral Letter” pop-up.  Select “Yes” to print the referral letter.





The first page of the Advanced Employer Query Report lists the elements that you selected on the query screen.  These elements are listed as “Report Criteria”.





The Employer Adv Query is a tool used to query employers records based on query criteria entered.





The Advanced Employer Query Report lists information from employer records that meet the criteria you selected from the Advanced Query screen.  





This Daily Job Order Listing shows all the job orders taken by the Ogden office on May 4, 2005.  Some limited information about the job orders are also listed.





The Daily Schedule screen lists appointments and tasks for the day selected.





Click Employer speed button to access Employer.


            �








Click Appointment speed button to access Appointments.


          �








Click Employment Plan speed button to access Employment Plan.


           �








Click Case Management Search speed button to access.


          �





Click Customer Misc. speed button to access Customer Misc screens.


           �





Click Seeker Correspondence speed button to access Correspondence.


          �





Click � then � to access the Daily Job Order Report.





Click Daily Schedule speed button to access Scheduling.


           � 





Workers can view or print their Daily Schedule to see the appointments and tasks that they have for the day.





Click Daily Schedule speed button to access Scheduling.


           � 





The Daily Team Calendar shows the schedule for the whole team for the day selected. 





The Team Schedule report is an easy way to see the daily schedule for the whole team. 





Access the Edit Tool by clicking � then �.





The Edit Tool is used to complete and review edits that have been done on a case management case or a job order.





Select the Edit Query tab and then enter your search criteria to find the edit information you are looking for.  This example lists edits for the Delta office that have been submitted.  Select the � button to print the report.





The Edit report shows the basic information from the edit result set.  This example shows summary information and the answers for each question. This only shows the first page of the report.





To see the Edit Detail Results click the � button.  This will bring up the Edit Results pop-up and you can select � to print the detail report. 





The first page lists the counselor being edited and the customer case that was used for the edit.  A summary for each section is listed to show the number of questions answered, how many were answered “yes”, % possible and the % scored. 





The remainder of the report goes through each Part of the edit and shows the answer to each question and any comments next to the answer.  This example only shows 2 pages but the report is several pages long.





Access the Employer Contact Summary report by clicking � then �








From the Employer Contact Query screen you select the query items you are looking for.  In this example we selected Purpose, Date Range, and a Counselor.  Select � to populate the results then � to print the report.





This Counselor report is an example of a report queried by counselor.  The report shows the employers that the counselor contacted and the method used to contact them.





This Team report is an example of a report queried by team.  The report shows the employers that the team contacted and the method used to contact them.





This Office report is an example of a report queried by office.  The report shows the employers that the office contacted and the method used to contact them.





This Region report is an example of a report queried by region.  The report shows the employers that the region contacted and the method used to contact them.





Access the Employer Letters report by clicking � then � from the Employer screens.








The Employer Letters screen allows you to search for letters.  You can find letter you have used in the past, copy other letters or create a new letters.  You can update existing letters, preview letters and view sent letters.  To send a letter select the one you want from the list and select �.





This page is an example of a letter that can be sent to an employer.  The actual letter will have the employer name and address listed at the top.





This page is an example of how to create a � letter.    You enter the Title and the letter text and then save the letter.





This page is an example of how to see � letters.  You can select � to print a listing of the letters you have sent.





This report lists all of the letters that you have sent.  Some summary information about the employers that received the letters is listed on this report.





Click Employer speed button to access Employer.


          �





The Employer New Hire tab lists all of the job seekers that the employer has reported as hires.  To get a printout of the information on the screen select �





The Employer New Hire List shows the employer name and then lists the job seekers that the employer has reported as hiring.  The “UW” column lists if the seeker is registered in the system or not.





Access Employer Transcript by clicking � then � from the Employer screens.





The Employer Transcript lists information about the employer.  It includes address information, assigned business consultant, and some other details about the employer.





All Employer Contacts are listed along with their email, phone, and fax information.


Registers and Groupings are also listed on this page.  





A history of Employment Counselor Contacts is listed.  It shows the date of the contact, the counselor, and the type of contact made.


The final section of the report lists the Job Orders that the employer has had in the system.  It displays some basic information about the job orders.





Click Employment Plan speed button to access Employment Plan.


          �





The Employment Plan screen is used to create an Employment plan for a customer to help them become self-sufficient.  The plan is created on this screen and can be printed by selecting �.





Generally an Employment Plan is developed with the counselor and customer working together to create the best plan possible for the success of the customer.  The plan is an agreement between the counselor and customer and should be signed by both.  Each should retain a copy of the plan. 





Send a FEP Non-Participation Closure letter by clicking on the Correspondence speed button.


           �





Select Customer, Category - FEP, and Document Type FEP NP Closure.  The template requires the date that the FEP case will close and any other comments.  Click � to send the letter.





The Closure Letter lets the customer know when their case will be closed and why.  It also let’s them know their rights to reapply or file for a hearing.





The customer will no longer be getting financial assistance.  Pg. 1 of this Resource Attachment Letter lets them know that resource information is enclosed in this letter.   





Pg. 2 of the Resource Letter gives the customer information about other Department programs that they may be eligible to receive.





Pg. 3 of the Resource letter gives the customer information about programs and services available from other agencies and community resources.





To send a FEP Time-Limit Closure letter go to Correspondence by selecting the Correspondence speed button.


           �





Select Customer, Category - FEP, and Document Type FEP Time Limit Closure.  The template requires the date that the FEP case will close and any other comments.  Click � to send the letter.





The customer will no longer be getting financial assistance.  This letter let’s the customer know that resource information is enclosed.  The resource information is the same as Page 2 and 3 of the FEP Non-Participation Closure letter 





This letter is also sent with FEP Time Limit Closures.  It includes information about other Department programs related to job searching and employment activities.





The Employment Plan Training Agreement is part of the Employment Plan report.  It only prints out when you have an employment plan with training programs attached.  This usually occurs when you obligate training money.  The Training Services Plan is an agreement between the counselor and customer and should be signed by both.





Access Employment Plan Training Services Plan by clicking � then � from Employment Plan.  The first time you print an Employment Plan after training funds have been obligated the Training Services Plan will also print.  After that use the above to access.





The second page of the plan includes an Obligation Plan showing the amount of money committed per year towards the customers training services.  The counselor and customer must each sign the agreement.  Both should also have a copy of the training plan.





The Equal Opportunity Letter is required to be sent to each customer that is provided intensive employment services.  The system automatically sends the letter when an employment plan is created.  There is an EO Notice field at the top of the employment plan that shows the date the letter was sent.





This is a copy of the Equal Opportunity Letter that is sent to all customers that receive intensive services.  The letter gives the customer the information about equal opportunity laws.  To see a copy of the letter that was sent to the customer click on the Seeker History speed button.


           �





Access Funding Reports Query by clicking � then � from the Menu Bar.  Only Accountants have security access to Funding screens.





From the Reports tab select the Customer Detail report type.  Also select any general search items and any customer search items desired.  Click � to return results.





Select � to print the report.  The first page of the report lists the items you selected from the query page.  This example shows that the report includes information about the WIA Adult program in the Beaver office.





Information on the report includes customer name, fund source (WIA), the amount obligated, amount authorized, amount paid and the amount still available.  It also lists each authorization number, date, provider name, the amount they authorized and paid. Each customer has a total amount line.





At the end of the report the totals for all customers included on the report are given for each column.





Access Funding Reports Query by clicking � then � from the Menu Bar.  Only Accountants have security access to Funding screens.





From the Reports tab select the Customer Summary report type.  Also select the general search items and any customer search items desired.  Click � to return results.





Select � to print the report.  The first page of the report lists the items you selected from the query page.  This example shows that the report includes information about the WIA Adult program in the Beaver office.





Information on the report includes customer name, fund source (WIA), the amount obligated, amount authorized, amount paid and the amount still available.  Each customer has a total amount line.





At the end of the report the totals for all customers included on the report are given for each column.





Access Funding Reports Query by clicking � then � from the Menu Bar.  Only Accountants have security access to Funding screens.





From the Reports tab select the Authorization report type.  Also select the general search items and any authorization search items desired.  Click � to return results.





Select � from the Funding Reports screen to print the report.  The first page of the report lists the items you selected from the query page.  This example shows that the report includes information about the WIA Dislocated Worker program in the Nephi office.





Information on the report includes customer name, authorization number, provider name, date, amount authorized, amount paid, the counselor name and the office.





Access Funding Level Report by clicking � then � from the Menu Bar.  Only Accountants have security access to Funding screens.





Access the Funding Level report from the Fund Source tab.  You must select a Fund Source and a Region.  Click � to return results.  Select � to go to the Fund Source Report Criteria pop-up.





Use the Fund Source Report Criteria screen to create your report.  In this example we have selected the year 2005, all regions in the state and the FEP Training fund source.  You could include offices by clicking the Include Offices check box.  Select � to print the report.





The report lists the FEP Training fund source and each Region as selected on the Fund Source Report Criteria screen.  The budget amount is listed, total obligations, obligations by plan years 1-3, the amount available, amount authorized and the amount paid.





The Employer Survey has a cover letter (see example on this page) with an attached survey.  To create the survey you run a job that randomly selects employers that have not received a survey in the past 6 months and has posted job orders in the system.  The job will create the cover letter and the survey so they can be sorted and mailed.





The Survey is attached to the cover letter and mailed out to the employer with a return envelop for them to mail the survey back.  This page shows an example of the survey.





You can run the job to create Employer Surveys without including the attachment (survey page).  Running the job this way will create the employer cover letters only.  This gives you the option to add the survey and stuff the envelopes by hand.  This page shows an example of the employer survey cover letter.





Click � then � to access Information Cards.





There are several


different ways to access and use Information Cards.  This is an example of creating a New Card.





From the Information Card screen you can select � to create a new information card.  When you click on the � button the New Information Card screen pops up. 





Click � then � to access Send Information Cards.





There are several


different ways to access and use Information Cards.  This is an example of how to send a Single Information Card.





When you select � the Send Info Card screen pops up.  See example on this page.  To send a card you must select the card you want to send.  This is done by double clicking the “Title” field.  This opens the Information Cards screen where you can select your card.  See next page.





The Information Cards screen is a search screen that you can use to find the card you want to send.  When you find your card double click on it to select it.  This will take you back to the previous screen (Send Info Card).





Now the Send Info Card screen has the card you selected in the Title field and the contents of the letter below in the box.  To send this card click on �.





Click � then � to access Info Card Mass Entry.





There are several


different ways to access and use Information Cards.  This is an example of how to send many information cards.





Like the Send Info Card screen when you get to the Info Card Mass Entry screen the Title field will be blank.  Double click in the Title field to bring up the Information Cards screen (see next page).  When you have your information card selected you can enter SSN’s in the first column to add the seekers you want to send the Information Card.  Click � to send the cards.





Select your Information Card from the list on this screen by Double Clicking on the card you want.  This will close this screen and populate the card title on the Info Card Mass Entry screen (see previous page).





This page is an example of an Information Card.  An actual card would list the Job Seeker name and address at the top of the letter. 





Click Initial Interview speed button to access Initial Interview.


          �





The Initial Interview screens are used when a customer comes in for services the first time.  The worker assesses the situation, provides resource information and makes recommendations.  





Select � to print a Resource Activities printout.





The Resource Activities printout details resource and activity information that will help the customer start improving their situation.  The Printout is given to the customer.  This   example shows that the customer needs return eligibility verifications, see their doctor, work with Voc Reh, apply for social security and their appointment date and time is listed.





Select � then �to access Assessment Summary Report.  You must be on an Assessment screen to access this report.





Click Job Order speed button to access Job Order.


          �





From the Job Query tab enter the Office and date range for the job orders you want to display.  Select � to populate the job orders in the grid.  To print the Job Board Cards select �.





This is an example of a Job Board Display Card.  Usually someone creates these cards every day and places the new job cards on job boards in the office.





Click Job Order speed button to access Job Order.


          �





The Job Query screen is used to search for job orders in the system.  There are many options available to find the job order(s) you are looking for.  Enter the criteria and select � to populate the grid with job orders.





Check the job orders you want on your report. Click � to print the Job Order Query List.  The list displays some details about each job order.





Click � then � to access Scratchpad List.





You must have a specific job order selected before you select this option.





The Scratch Pad Seeker List is a report of all of the job seekers that are on this job order scratch pad tab.  





Click � then � to print Job Order Transcript.





You must have a specific job order selected before you select this option.





The Job Order Transcript is a detailed printout of a job order.  It lists the employer information and all of the job order requirements.





Click � then � to print a Job Order Verification Letter.





You must have a specific job order selected before you select this option.





The Job Order Verification Letter is a 2-page letter sent to the employer.  The first page of the letter we ask the employer to let us know whom they hired for the job listed.  





The second page of the Job Order Verification Letter lists all of the job seekers that were referred to the job.  This letter is used to collect hire information from employer when they have not provided any hire information for a job we posted for them. 





Click � , � then � to access the User Maintenance screen.  This screen is used to add, delete and edit system user information.





Access to this screen has limited security so most workers will not have access.





The User Information list is a report that lists the users in the system.  It displays their name, office, team, active and/or inactive date(s) and their title.





Click the Notes speed button to access Seeker or Employer Notes.


          �





The Notes screen has a query option to help you search for specific types of notes.  In this example we are searching for notes entered between January and May.  Click � to display the notes in the grid.





Click � to print the Notes Report.  This report will list each note and the detail information of the note.





Click � then � to print the Obligation Plan.





You must be on the Employment Plan screen before you select this option.





The Obligation Plan displays the money that has been dedicated to this seeker’s training plan over a three-year period.





Click � then � to open the Petitions screen.








Enter the Petition number, Employer name or UI-ID number and select � to see the petition information.  Highlight your petition and click � to print the Employer Petition List.





Click � by the seeker grid to print the Seeker Petition List.





The Employer Petition List shows the different petitions for this employer.   Information about each petition is listed.





The Seeker Petition List shows the seekers that are affected by this petition. Some information about each seeker is listed.





From the Funding Screens click � then � to print the Pre or Post Finet Reports.





You must have Accountant Security access to get into the Funding screens.





The Print Finet Report pop-up is used to select between the Pre or Post Finet report.  Enter the information on the pop-up and select � to print the report.





The Pre Finet Report lists the Payments that were entered into the system by the accountants but have not been sent to Finance to be paid. 





The accountants use this report to make sure that all of the payments they entered that day are listed.





The Post Finet Report lists the Payments that were entered into the system by the accountants and have been sent to Finance to pay or have been paid. 





The accountants use this report to check and see if all their payments were sent to Finance to be paid





Access Rapid Response info by clicking the � button on the Emp Update tab in Employer.  If the employer has no Rapid Response data on their record the button will have a line through it �.





The Rapid Response screen shows information about the employer layoff.  Click � to get to the Rapid Response report.





Only workers with Rapid Response security access can get to this report.





The Rapid Response worker can add information to the report by entering it on the Specify Additional Information to Include on Report pop-up screen.  To print the Notification of Company Layoff report click �.





The Notification of Company Layoff report includes detailed information about the company’s layoff.





From the Job Order or Seeker screens click � then � to print a Referral Letter.  You can also use the Referral speed button


 �.


The Job Order # and SSN fields must be entered.  Click the Print Referral Letter check box and select �. 





The Referral Letter verifies that the job seeker qualifies for the job order listed.  The letter can be given or mailed to the job seeker.  The job seeker can take the letter to the employer as verification that that they meet the job qualifications.





Click � then � to open the Registers screen.








The Registers screen has a search   option.  Enter register title, code, and office or check the state registers and select �.  Highlight a register in the grid and click �.





The Print Registers pop-up allows you to select the report you want.  Choose your report by clicking Job Orders, Employers, and/or Seekers and selecting �.


If there are no registers, like Job Orders in this example, the check box will not be available.





The Registers Report lists brief information about Job Orders, Seekers and Employers.





In this example the register 2MC has seekers and employers attached but no job orders.





Click � then � from the Seeker screens to print a Resume.








The Resume printout lists information about a seeker that would be on a normal resume.  This system resume is generic and may be a good starting point for a seeker resume but most job seeker will want to create a more formal resume.





Click � then � from the Seeker screens to print a Scanable Resume.








The Scanable Resume printout lists information about a seeker that would be on a normal resume.  This resume is formatted so that it can be scanned without creating problems.





Click the Daily Schedule speed button to access the Scheduler.


          �





The Scheduling Query screen allows you to search for counselor’s or Team’s tasks and/or appointments.  After entering you search criteria select � populate the grid then select


� to print the report.





The Appointment / Task Query Report lists the tasks and appointments of a counselor.





In this example the report lists all tasks and appointments from Oct-04 to May –05 for a specific counselor.





Title Maintenance is found in the Reference Tables. Security.  Access is very limited.  This screen is used to create User Titles and modify security system access.


To access the security report click �.





The Security by Title report lists every system title.  It shows the security access modules available for that job title.  This example only shows the first page of the report beginning with the Business Consultant title.





Click the Seeker History speed button to access Seeker History.


          �





The Seeker History screen shows the Services, Correspondence, Workshop, Tasks, Appointments and WSL Referrals for the seeker.  Removing the check from a box will remove that data from the grid.  To print the report click �





The Seeker History Individual Transaction report lists all of the services selected for that seeker.





Click � then � to access Information Cards.








From the Information Cards screen you can print a list of Seekers that have received a specific Information Card by selecting �.





The Information Card Seeker List displays the information card text at the top of the report.  At the bottom of the report all the seekers that have been sent this information card are listed.





Click the Customer Misc.  speed button to access the Customer Misc. screens.


          �





Select the New Hire Data tab to get to the seeker new hire information.





Click the � button to print the New Hire Report.





The Seeker New Hire List shows all of the employers that have reported hiring this job seeker.


In this example there is only one hire reported for this seeker.





Click the Seeker Matching speed button to access Seeker Matching screens.


          �








The Seeker Matching screen is a powerful search engine designed to match job seekers to criteria entered on the screen.  Enter your search criteria and select � to find seekers that match.





Selecting � from the Searches tab takes you to the View List tab.  This screen displays a list of seekers that matched the search criteria.





To print the Search Results click �.





The Seeker Search Results report lists the seekers that matched the criteria you entered.  The report lists the seeker name, address, and phone number.





From the Seeker Matching screen do a search un-related to a job order.  Next, from the View List tab click � and the Print Seekers Services Report screen will pop-up.  Enter dates, select Detail or Summary.  To print report Click �.





Click � then � to access the Seeker Transcript report.








The Seeker Transcript lists detailed information from the seeker record.  You could give the report to a seeker to see if their information is up to date. 





Click the Seeker Matching speed button to access Seeker Matching screens.


          �


Select the Svc Referral tab to see the referral list.





To view the Service Referral details Double Click on the desired referral.





The Service Referral pop-up displays the information just as it looks when you create the referral.  To print the service referral letter click on �.





The Referral For Services report can be printed and given to the customer to take to the agency they have been referred to.  The letter lists information about the customer, the referred to agency and the referring agency. 





Click � then � to access the Service Request screen.








The Service Requests screen is used to add requests for system modifications and enhancements.  To print a list of all requests click �.  To print the details for a single request highlight the desired request and select �.





This Service Requests report lists all of the Open requests. 





This Service Request report lists all the details for service request number 287.





Click the Testing speed button to access the Testing screens.


          �








The Test Summary screen lists the testing scores of the seeker.  To print a testing certificate highlight the desired test and click �.





This Testing Certificate is an example of a Data Entry Numeric (ten key) test.





The seeker can use this certificate when they apply for jobs that require testing validation.





Click the Eligibility speed button to access the Eligibility screens.


          �





Click the Waiver tab to see the waiver information.








From the Waiver tab you can print a Training Waiver Decision form by clicking �.





The Training Waiver Decision form shows the details about eligibility for trade waivers.





Click � then � to access Veteran Reports.








From the Veteran Reports Customer tab you can enter query information and then select � to populate the grid.





To create a Veteran Customer Report click �.





The Veteran Customer Report lists information about veterans.  Most of the information is related to job matching, job placements and generally how well veterans are being served. 





From the Veteran Reports Job Order tab you can enter query information and then select � to populate the grid.





To create a Veteran Job Order Report click �.





The Veteran Job Order Report lists information about veterans relating to job orders.  It lists how many veterans were referred and placed for each job order.





Click the Customer Misc.  speed button to access the Customer Misc. screens.


          �





Click the Wage Data tab to see wage information for this seeker.





To print a report of the wage data information click �.





The Wage Data List displays the wage information for the seeker selected.





Click the Daily Schedule speed button to access the Scheduling screens.


          �





To print a workers weekly schedule click �.





The Weekly Schedule lists all the appointments an Employment Counselor has scheduled for an entire week. 





Click � then � to access Workload Activities Reports.








The Workload Activities Report can be created using different time periods.  The report can be created for a Counselor, Region, Office, or Team.  Enter the information and select �.





This page shows an example of a Work Load Activities report for the Delta office on May 10, 2005.





The report details the workload for this office relating to their employment activities.





To access the Workload Activities Detail Report select � then � 





The Workload Activities Detail Report can be created using different time periods.  The report can be created for an Office or Team.  Enter the information and select �.





This page shows an example of a Work Load Activities Detail Report for the Delta office on May 10, 2005.





The report shows the workload for this office related to employment activities.  The details are listed at the worker level and totaled for the office.





Click � then � to access Workshop screens.








The Workshop Scheduling screens are used to create workshops and schedule seekers to attend the workshops.





From the Workshop tab you can print two different reports the � report and the � report.





The Workshop List report displays details about the workshop and lists all of the job seekers that were or have been scheduled for the workshop.





The Workshop List Notice is a letter that can be sent to a seeker.  The letter gives details about the workshop.  It lets the seeker know what day, time and place to attend the workshop.





Click Employer speed button to access Employer.


          �





From the Worksite Learning tab you can select the Referrals tab to assign a job seeker to an employer worksite.





To print a Worksite Learning Referral select �.





This page is an example of the Worksite Learning Referral report.  This report shows the worksite job details. 





Click the Seeker Matching speed button to access Seeker Matching screens.


          �








This page is an example of the Seeker Services Summary Report.  The report lists the services and totals the number of seekers that received the service during the time period selected.


The Seeker Services Detail Report shows all services seekers received and the date the service was provided.








