Labour Market Programs Support System (LaMMPSS)

Release 2 Case Training Workbook






LaMPSS EXTERNAL CASE MANAGEMENT

CASE TRAINING - EXERCISES AND DEMOS

BEFORE YOU BEGIN

To begin each exercise you will first need to log-on to LaMPSS by following these steps:

1. Navigate to the LaMPSS website <https://lampss-prep.gov.ns.ca>.

2. Type your organization ID, user ID and password in the corresponding fields.

3. Review the Terms of Use and select the checkbox to “Agree to terms of use.”

4. Click Login. You will be directed to your user homepage. This is the starting point
for each exercise and demonstration.

A forgotten password can be reset by clicking on the button reading “Forgot your
password?” at the bottom of the page. Your credentials for accessing the system will be
verified and a new password will be sent to the primary email address on your account.

SYSTEM-GENERATED TASK DUE DATES

Each system-generated task for a case is automatically assigned a due date in LaMPSS.
Use the following chart for reference or as a desk aide to understand the timelines
associated with each task in the case management lifecycle.

Complete Intake 7 days
Current
Complete Assessment Date + 28 days
Develop Action Plan 14 days
Close Action Plan 28 days
Last
Planned
24 Week Outcome Intervention 24 weeks
End Date +
52 Week Outcome 52 weeks

For Training Purposes Only
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LAMPSS SIGN IN EXERCISE

1. Navigate to the LaMPSS website by clicking the icon on your desktop or
navigating to <https://lampss-prep.gov.ns.ca>. Please have your organization ID,
user ID and password ready!

2. Type your organization ID, user ID and password in the corresponding fields as
illustrated below.

3. Click Login. You will be taken to your user homepage.

Please do not share your login credentials with anyone. Your login information and user
ID are what LaMPSS uses to direct you to your customized user homepage with
notifications and tasks assigned specifically to you. Any actions you complete in the
system are also tagged with your user ID.

Government of Nova Scotia | gov.ns.ca
—
NOVA'SCOTL/ e -

NOUVELLE-FCOSSE CANADA

Login / Connexion

S
e LaMPS$ Labour Market Program Support System

ERVICES Systeme de soutien aux programmes sur le marche du travail
=" ————1

[E—————
ADVERTISEMENT Organization / Organisme: I
e User ID / Identifiant d'utilisateur: |
TR AL password / Mot de passe: |
—-—
| This is & private network for authorized Le présent réseau est privé, il est ﬂ
UBLICATION use only and is the property of the éservé aux usagers autorisés et il
d el s Province of Nova Scotia. Unauthorized appartient 3 la Province de la Nouvelle-
or improper use of this network is Ecosse. L'utilisation inappropriée ou sans
prohibited. Users understand and accept autorisation du réseau est interdite, Les ;]

I W agree to terms of use
Accepter les modalités d’utilisation

If you do not remember your password, please click the link below to reset your password. Your

NOVA SCOTIA credentials for accessing the system will be verified and a new password will be sent to the

Come ~./,‘\(/( primary email address on your account,
PVAECOLRIITeGO Si vous avez oublié votre mot de passe, cliquez sur le lien ci-dessous pour réinitialiser votre mot

de passe. Votre justificatif didentité pour acceder au systeme sera vérifié et un nouveau mot de
passe sera envoyé 3 l'adresse de courriel principale figurant 3 votre compte.

sl W R s st |

<<end of exercise>>
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SEARCH/ADD PERSON EXERCISE

Before beginning this exercise review the person information on the Case Intake Form
provided at the end of this training workbook.

1.

Navigate to the Person Search/Add Screen by clicking person management in
the top navigation menu.

Search for the client by SIN:
e Enter 9 numbers in the SIN field without spaces/hyphens (i.e. 123456789)
e Two asterisks (**) will appear next to the field if an invalid SIN is entered
e Click Search

No search results are found. Click clear to reset the person search criteria.

Search for the client by last name:

e Enter the client’s last name (found on the Case Intake Form) in the last
name field

e Click Search

Why search this way? If you enter additional search criteria, the application may
exclude the person you are searching for in the search results. In this case you
may think that the person does not exist in the registry and add a duplicate
record.

Person search results may appear at the bottom of the page; however, your
client is not listed. Complete the data entry of the person information, including
all information available on the Case Intake Form, such as:

e Last Name e Address

e First Name e Phone

e Middle Initial e SIN

e Gender e Date of Birth

e Marital Status

For Training Purposes Only
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NOwASCOTIA s (aMPSS

NOUVELLE-ECOSSE CANAD A

Home Person M=—zooinont Agrmnt/Case Management

Uszer Home Rgge = Perzon Search/Add

il are Lo

My Organization o Serve User

n ag SMITHJ-A00319 werking az Smith, John (13349) - Self Cancel 63

Organization Home

Agr.mnt.-Case ¥ Last Name: | Jackson First Name: | Jaks Ml.d.dle \
Navigation Initial:
Gender: m Marital Status: | Singls v Perslgf

Person Navigation ¥

Address Type: Canada/ls
Business Partner (¥

Enter all person
— Care Of: . .
Navigation information from

Line 2: | 5578 Queen Strest

the Case Intake
Line 3

: : i Form
Recent ¥ City: | Halifax Country: .
Agrmnts/Cases § . - T
— PostaliZip Code: | 53K 41 Province/State: | MovaScoa  [v|
Recent ¥ Phone: | (90Z) 552-555% SIN: 128-164-158
Organizations rdd/mmivyyy)

01/06/1979 Age Range: To

Recent Persons

6. Click add & save. If any required information has not been provided or LaMPSS
identifies invalid information a red error message will display at the top of the
screen. Otherwise, the person record is created and you will be taken to the
newly created Person Homepage.

As you complete this exercise, take a few moments to become familiar with the menu
options and various sections of the Person Homepage.

<<end of exercise>>
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UPDATE PERSON DETAILS EXERCISE

1. Navigate to the Person Homepage by clicking the recent persons section of the
left navigation menu.

2. Click on the Person ID and name of your client to access their homepage.

3. Click the person details link in the left navigation menu under person actions.
The Person Details Page will appear displaying the information you entered to
create the person record. Review the Case Intake Form and, if necessary:

e Enter any additional information available about the client such as service
language, addresses, phone numbers or email.

e Enter any known first name and/or last name aliases.

e C(lick cancel to return to the Person Homepage at any time without
saving your changes.

4. Click Save. Your changes will be saved and you will be returned to the Person
Homepage.

5. Review the person record to ensure you have entered all information, including
the Social Insurance Number, accurately for your client.

Remember, you won’t only be updating a person record the first time you add a
new person to LaMPSS. Each time a person’s information changes you will need
to make updates. Life events such as marriage, divorce, buying a home, having a
baby or even minor events such as getting a new cell phone number will require
changes to the person details in LaMPSS!

<<end of exercise>>
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ADD CASE EXERCISE

1. Navigate to the Person Homepage by clicking the recent persons section of the
left navigation menu.

2. Click on the Person ID and name of your client to access their homepage.

3. Click the create case link in the left navigation menu under person actions. If the
person has not yet been shared with NS government the Privacy and
Accountability Page will appear.

4. Click share. This indicates that the case being created and client information
should be shared with the Province. LaMPSS will search Nova Scotia
Government person records to find potential matches for the client.

e If a match or potential matches are found, LaMPSS will display those
matches and wait for you to select which match you would like to merge
with the person record.

e If no match is found, LaMPSS will display messaging and ask you to select
the next button to complete the process of sharing the person
information with the Nova Scotia Government.

NowsSCoTIA e (aMPSS

NOUVELLE-ECOSSE CANAD A

Home Perzon Management AgrmntiCaze Management

Uzer Home Page

. ith, John {13349) - Self Cancelfh
Org. Navigation Serve User

Ferson Levint _
Person Actions Date of Birth:  Jun 01, 197% Person ID: 100831 SIN: 128-164-158

Age: 32 Gender: Male

Date of Death:

Recent
Agrmnts/Cases

Use the buttons below to indicate if the client should now be Shared as part of the Person Registry or remain

Recent Persons £ Private:

Shared - This case and chient information should be shared with the Province. This client is using Nova
—> [ sharel; Scotia Government funded services and their personal information will be shared with the Province for
3 purposes of program dekivery and accountability reporting. Consent farms have been signed by the client
and are on record with the chent's file with your organization.

Private - This client information should not be shared with the Province, This client is not using Nova

¢ Scotia Government funded services and their personal information should not be shared with the
Province. Note — thizs cient will not be counted for purposes of Nova Scotia Government accountability
reporting.

5. Click next. This allows you to proceed without merging the person record with
any potential matches. You will be redirected to the Add Agrmnt/Case Page.
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6. Complete the following fields by making selections from the drop-down menus:
e Agrmnt/Case Manager — Select a case manager.

e Accountability Reporting — Select your organization’s EAS agreement. Do
not select Private.

e Copy Case Information from Previous Case — Select a case. Available only
if the client has had previous cases with your organization.

NOW!?‘S&YTIA o e —— [aMPss

NOUVELLE-ECOSSE CANAD A

Home Person Management Agrmnt/Caze Management

Uszer Home Page = Registry Home Page = Add Agrmnt/Case

“ou are logge: g=orking az Smith, John (13348) - Self _, Cancel €3
AgrmntiCase ¥ | ServeUser
— _
Date of Birth: Jun 01, 1879 Person ID: 100831 SIN: 128-184-158
Age: 32 Gender: Male
Date of Death:
SEIQCt the Agreement/Case Type: | External Caze r.1anag&msnt[il
Case Manager DeptiAres: | LAE-ENS [v]
& your Program:
. N ,
organization’s \ Office:
EAS Agrmnt/Case Manager: | Smih, Jochn
agreement Accountability Reporting: | 100822 - Oct 01, 2011 - Sep 30, 2012 - EAS(LAE-ENS) [w |
Copy Case Information from e
Previous Case: | - seleet- [i]

Cafeel &3

7. Click next. You will be redirected to the Registration Details Page.

8. Complete the fields on this page. The following four fields are mandatory;
however, all available information should be recorded by entering text or making
selections from the drop-down menus:

e Correspondence Language
e Employment Status
e Areyou a student?

e Preferred Contact Method
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= ‘-_i’_'g VA — _q-au;_=__._—-—-—
— ;
NOUVELLE-ECOSSE CAN A D A [aMPss

Home Perzon Management #grmnt/Casze Management

User Home Page > Registry Home PAge > Regisiration Details

“ou are logge

efting az Smith, John (13349) - Self Save ) [ Cancel €3
e

bl

Agrmnt/Case
Navigation

Agrmnt/Caze Search

Date of Birth: Jun 01, 1979 10 100931 SIN: 128-184-158
Age: 32 Gender: Male
( Date of Death:
Enter all : :
Employment Status: . Correspondence Lang: .
case Employment Details: Preferred Contact Method: -zelect -
information Applied for or in receipt of )
Work hoursiweek: Employment Insurance in - select - .
from the the last 36 months?:
Case |ntake Hourly wage: hat type of claim?: | - zelect - [il
Had a claim that started in 1
Form Eremzllamin the last 60 months ?: -
Are you a student?: | -zelect - [ll VWhat type of claim?: -zglect -
Legally entitled to work in e 1
e | -select - [w]

9. Click save. You will be redirected to the newly created Case Homepage.
10. Write down the six-digit case ID number that appears near the top of the page.

As you complete this exercise, take a few moments to become familiar with the menu
options and various sections of the Person Homepage.

<<end of exercise>>
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COMPLETE INTAKE EXERCISE

1. In the “My Task Items Due/Overdue” section of your user homepage locate the
intake task for your case/client.

2. Click on the task name (“Complete Intake”) to navigate directly to the Case Task
Page.

e The intake task will be displayed in the case tasks section of the page
-OR-

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

e In the “Case Tasks” section of the homepage locate the intake task and
click on the task name (“Complete Intake”) to navigate to the Case Task
Page.

e The intake task will be displayed in the case tasks section of the page.

NOUVELLE-ECOSSE CANAD A

Home Person Management AgrmntiCaze Management

Uzer Home Page (= Case Taszks

B0 are legged in a2 SMITHJ-100318 werking a2 Smith, John (13348) - Self « Cancel 63
Agrmnt/Case y | Serve User
Navigation
., Gwmtow e deons
Case Actions 2
Program: ECM{LAE-ENS) Status: Intake - Jan 05, 2012
* Case Details Case Manager: Smith, John (12249) SIN: 129-184-158
¢ Caze Additional Office: HALIFAX COMMUNITY LEARNING NETWORK

Information
» Education & Experience

» Needs Determination

Resultz Task: | Complete Intake [ll Created By: | - zelect - [il
» ATV Action Plan Priority: | -select - [ll Completed By: | -zelect - [il
VB LT (linclude Tasks With Dutcome
_ D Exclude Term. Hot Completed (no notes)
Case Tools 2} (ddfmmfyyyy) {ddimmiyyyy)
» Case Notes Date Range: | Due Date ] | rzovznz|[Blgg | 12012012

rCase Task E— | | Search| | | Clear .

r Case Status

U dmsemse

Due Date
Outcome Completed Date

1
- 2lsct - [il

Related Player

&

12012012

Recent
Agrmnts/Cases

|
.\

Select an Outcome from the drop-down menu

For Training Purposes Only



13

3. Select an outcome from the drop-down menu. For this exercise, please indicate
that the intake process is complete.

e Please remember that selecting an outcome of self-serve only, group
services only, or referred out will close the case. This action cannot be
reversed.

4. Click save. You will be redirected to the Case Homepage.
5. Notice that:
e The case header displays the updated status of assessment

e A new task (“Complete Assessment”) was automatically generated by
LaMPSS when the intake process was completed.

<<end of exercise>>
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ENTER CASE INFORMATION EXERCISE

Navigate to the Case Homepage by clicking the recent agrmnts/cases section of

the left navigation menu.

Click on the case ID and name of your client to access the homepage.

Click the additional case information link in the left navigation menu under case

actions. You will be taken to the Case Additional Information Page.

Home

Uzer Heme Page

Agrmnt/Case
Navigation

Case Actions

\ » Caze Detailz
» Case Additional

Information

Case Tools

» Case Notes

¥ Education & Experience
» Needs Determination

Person Management

= Agrmnt/Caze Heme Page

[N oy are logged in as SMITH

¥

2

b

Complete the fields in the referral details/ case information sections of the page.
While there are no mandatory fields that must be completed to save the page,
all available information should be recorded by entering text or making
selections from the drop-down menus/pick lists.

Agrmnul=se Management
> Case Additional Infermation

§ az Smith, John (13349) - Self

Sorve User

Program: ECM{LAE-ENS} Status: Azsessment - Jan 05, 2012
Case Manager: Smith, John (1334%) SIN: 128-1684-158
Office: HALIFAX COMMUNTY LEARNING NETWORK

Results Referral source: | — not selected — [il
» RTVV Action Plan
: Referred by: | |
¥ RTVW Outcomes
_ Contact Hame: | | Phone number: | |

¥ Caze Task Residency status: | - not =elected —- [il
=R EETD self identified as: | — not selected — ||2]-
¢ Case Documents cli
ic
S Targeted roup [~ notscected — Click the e
Recent 2 pick list
Agrmnts/Cases In receipt of following
benefits: | — not selected to access a | QES
Recent Persons ¥ 1 Lites
= Drivers license type: | — not gelected — CNECKIISt | L2 -
of data

Some
fields

allow free-
text entry

D Access to transportation

[ witting to retocate If checked, where: |

Factors that may impact | |
service particigaii
any community partners the client is currently (or has recently) worked with:

For Training Purposes Only
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Remember, you can save your progress at any time by clicking save at the
top/bottom of the page! When a case screen is saved, LaMPSS will redirect you

to the Case Homepage. Follow steps 1, 2 & 3 of this exercise to navigate back to
this page.

5. Determine if there are any modules listed in the additional case information
section at the bottom of the Case Additional Information Page.

e If no, all case information has been entered. Click save. Move onto the
next exercise.

o If yes (see example below), continue on to steps 6, 7, and 8.

This
section | [AdicRalCaseatermaten I ——
may Module Hame Required Status Last Updated Update By
include 0_4 Life Situation No Mot Started - - ﬁ E-\.
modules. Legal Status Ne Not Started - - & =

6. Select an additional case information module by clicking on the blue, hyperlinked
module name. The selected module will open.

7. Complete the fields in the additional case information module.

e The specific questions in each module as well as the order in which they appear
on the page is dependent on your organization’s LaMPSS configuration.

‘NOVA'SCOTIA ——--'—*“;__=________
— -
NOUVELLE-ECOSSE C A N A D A [aMPsS

Perzon Management

Agrmnt/Case Management

User Home Page = AgrmnbCase Home Page > Case Additional Information

[ 0w are legged in as SMITHI-100319 working as Smith, John (13349) - Self

Agrmnt/Case ¥ Serve User
Navigation
L, ememow o cendae
Case Actions £y
Program: ECM(LAE-ENS) Status: Azzezsment - Jan 05, 2012
Case Details Case Manager: Smith, John (13349) SIN: 129-164-158
Case Additional Office: HALIFAX COMMUNITY LEARNING NETWORK
Information

Education & Experience
Needs Determination

Results Do you have a life situation or circumstance
RTW Acticn Plan that affects your ability to work or participate in -zelect- | L
. training?
RTW Qutcomes
Are your living arrangements adequate for you )
_ to ke successful at work and/or participate in
Case Tools £y training? )
Caze Notes Do you have family/social'community supports select
Case Task that help you with your employment goals? SEEEET
Case Status Humber of dependents:

Case Documents

_ Do you require dependent care for you to be P .

able to work and/or participate in training?
Recent £

Agrmnts/Cases

((Next@ [ Submitil [ Close®

For Training Purposes Only
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8. Select the checkbox in the module header (see example above) to indicate that all data
has been entered.

e Please note, if the module is required by your organization, all information must
be entered and this checkbox selected before LaMPSS will allow you to
complete the assessment task for the case.

9. Click submit. You will be returned to the main Case Additional Information Page.

e  When more than 1 additional case information modules exist, the next button
(see example above) can be used to navigate directly from one module to the
next.

10. Click save. All updates to the Case Additional Information Page will be saved. You will
be redirected to the Case Homepage.

<<end of exercise>>

For Training Purposes Only
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ENTER EDUCATION & EXPERIENCE EXERCISE

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the education and experience link in the left navigation menu under case
actions. You will be taken to the Education & Experience Page.

4. Complete the fields in the education/training section of the page. Use the add
another button to provide details on all past and current education and training,
including any training or courses funded by ENS. For each record provide:

e Education/Training/License name
e Source/Location

e Results

e From/To dates

A minimum of one row of information must be entered before assessment can be
completed.

5. Click add another in the employment history section of the page. The
Employment Details Page will appear.

6. Complete the fields on this page. The following six fields are mandatory;
however, all available information should be recorded:

e Employer Name

[REDEI'I'I Employers @}

Selecting an employer from the
address section.

drop-down will auto-fill the

e Employer Address
e JobTitle
e NOC Code
e From date
e Employment Type
7. Click submit. You will be returned to the Education & Experience Page.

8. Repeat steps 5-7 for each instance of employment.

For Training Purposes Only
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You should capture the client’s employment history now and over the last 5
years. Also include any significant employment that is relevant to an ENS funded
application. ENS defines significant employment as any employment record
where the client has been with one employer for 5 years or more.

9. Complete the fields in the other skills/knowledge section of the page. Use the
add another button to add as many rows as required. For each record provide:

Skill/Knowledge Detail

e Skill/Knowledge name .

Home Person Management AgrmntiL.-e Management

User Heme Page > Agrmnt/Case Home Page{ > Education and Experience
[ 0w are logged in aNSIYTHI-100318 working as SmusJohn (13349) - Self (Cancel§3

AgrmntiCase ¥ | ServelUser
Navigation
S _

Case Actions £
_ Program: ECM{LAE-ENS) Status: Azzezsment - Jan 05, 2012

PEERLEES Case Manager: Smith, John (13343) SIN: 128-164-158
* Caze Additional Office: HALIFAX COMMUNITY LEARNING NETWORK

Information
r Education &

Experience
r Needs Determination : - . 5 .

. Highest Education Level: | High Scheol Complete [w] vear 1887

¥ RTVW Action Plan

» RTW Outcomes: ® canadas O oOther Country: | Canada [i] Province/State: | Hews Brunzwick [ll
_ Education/Training/License: Source/Location (e.g. School): Result:

Case Tools a Erom To:

High School Diploma Mencten High School Complete w
» Case Notes . : HE | | : | | e [
I~
P 05/08/1504| | 27m81887|

= 1 o0f1

Add Annlllerah

» Caze Status
» Caze Documents

Recent
Agrmnts/Cases

Employer Name Job Title From To Reason for Leaving
RecentPersons (¥ [0 MacDonalds Cashier Feb 07,2011 Sep 23 2011 Laid Off

|:| The Chocolate Factery Production Clerk Jul 20, 1955 Jul 18, 2009 Businezs Closure

Displaying records 1 - 2 of 2

Use these
buttons to [ Addanotherd) [ Delete@
add each
record Other Skills/Knowledge Skill/lKnowledge Detail

Client can read, write and 2peak fluenthy in French. Df

O | French Languags

Dizplaying records 1 of 1
[ Add AnotherCy [ Delete @

10. Click save. You will be redirected to the Case Homepage.

<<end of exercise>>
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TRANSFER CASE DEMONSTRATION

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the case details link in the left navigation menu under case actions. You will
be taken to the Case Details Page.

4. In the case registration section of the page select the name of the Case Manager
to transfer the case to using the drop-down menu (see example below).

e Only staff from your organization/office will appear in the drop-down
menu. Cases cannot be transferred from one organization to another.

5. Click Save. You will be redirected to the Case Homepage.

OLSS E— aBMPSS

NOUVELLE-ECOSSE CANADA

Home Perzon Management ~armntiCase Management
Uzer Home Page = Agrmnt/Caze Home Page = Case Detailz
[N vou are legged inINSYUITHI-100319 werf as Smith, John (13349) - Self (Seve® (Cancai)
Agrmnt/Case ¥ | ServeUser
e _
Case Actions ES
. Program: ECM{LAE-ENS) Status: Azzesament - Jan 05, 2012
fEEplEEE Case Manager: Smith, John (13348) SIN; 123-164-158
Case Additional Office: HALIFAX COMMUNTY LEARNING NETWORK
Informatien
Needsz Determination
Results Dffice:
RTW Action Plan Agrmnt/Case Manager: | John Smith - /
RTVW Outcomes -
_ Accountability Reporting: | 100822 - Oct 01, 2011 - Sep 30, 2012 - EAS(LAE-ENS) [+
<<end of exercise>>

For Training Purposes Only
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ADD CASE NOTES EXERCISE

Case notes can be created, edited and viewed at various stages of a case. Use the

steps below to create a case note anywhere the add note icon [ X" appears on a
LaMPSS screen.

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the education and experience link in the left navigation menu under case
actions. You will be taken to the Education & Experience Page.

4. Click on the add note icon. The new note window will appear.

e The add note icon appears in several places on this page. For this
exercise you can use any one of these icons.

5. Complete the fields in the new note window.

101271 - Jackson, Jake - Employment History - Note

\ Hews lote
Topic: “\

> Enter the note

in this text box

Created By: Smith, John ./ Created: Jan 08, 2012 [(Save & [ Gphcel €3

Past notes for this Employment History Hote Viewer
Mo netes returned Topic: |

For Training Purposes Only
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Remember, notes should always be long enough to capture any relevant
information and explain it thoroughly enough that another user can view and
understand the note. Don’t use notes, however, to restate information or
describe a situation that is evident by reviewing the case screens.

6. Click save. LaMPSS will conduct an automatic spell check of the note. Once the
spell check is complete you will be redirected to the Education & Experience
Page.

7. Notice that:

e The add note icon E has changed to the add/view notes icon E

e The add/view notes icon is used to add additional notes as well as to
view/edit existing notes

Please note, best practice is always to create a new note to provide additional
information instead of editing an existing note.

8. Click the add/view notes icon. The note window will open with the previously
created note in the lower left-hand corner under the past notes heading.

e To view the existing note click view. The note will appear in the note
viewer.

e To edit the existing note click edit. Make the necessary revisions to the
topic or body of the note.

Please note, notes are locked for editing after 30 days.

9. If any changes were made, click save. Otherwise click cancel to exit the note
window. You will be redirected to the Education & Experience Page

<<end of exercise>>
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NOC CODE SEARCH DEMONSTRATION

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.
3. Click the needs determination link in the left navigation menu under case
actions. You will be taken to the Needs Determination Results Page.
4. Click the NOC search icon % in the employment goal section of the page. The
NOC (National Occupation Classification) Code Search popup will appear.
5. Entering any of the following search criteria and click search:
e NOC code — Enter the full or partial NOC code, if known
e Name - Enter all or part of an occupation name

e Description — Enter key words from an occupation description

NOC (National Oooupatier-CtersstTaTmNT Coue searcn

Note: Search by full or partial NOC Code, occupation name or occupation description.

NOC Code: or Hame: or Description:

- ", cm%
B e A
HOC . L
Code Occupation Name Description
oo Legizlators Legizlators participate in the activities of a federal, previncial, territerial or local

government legizlative body or executive council, band council or 2chool board az
. elected or appointed members
Click agp;

0012 Senior Government Senior government managers and officialz plan, organize, direct, control and evaluate,
NOC lManagers and Officialz through middle managers, the major activitiez of municipal or regional governments or
of provincial, territorial or federal depariments, boards, agencies or commizzions.
Code to They establizh the direction to be taken by theze organizations in accordance with
select. legizlation and policies made by elected representatives or legizlative bodies.

o113 Senior Managers - Senior managers in thiz unit group are usually appointed by a board of directors, to
Financial, Communicationg which they report. Working either alene or in cenjunctien with the beard of directors,
and Other Buziness they develop and eztatblish objectives for the company and develop or approve
Services policiez and programs. They plan, organize, direct, control and evaluate, through

middle managers, the cperations of their erganization in relation to establizhed
objectives.

0014 Senior Managers - Health, Senior managers in thiz unit group plan, organize, direct, control and evaluate, through
Education, Social and middle managers, membership and other organizations or insttutions that deliver
Community Services and  health, education, zocial or community services. They formulate policies which M

Cancel€3
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6. Review the results in the NOC code search results section of the window.

e If necessary, revise the search criteria.

7. Select by clicking the blue, hyperlinked NOC code. The NOC Search popup
window will close and you will be returned to the Needs Determination Results

Page.

<<end of exercise>>
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ENTER NEEDS DETERMINATION EXERCISE

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the needs determination link in the left navigation menu under case
actions. You will be taken to the Needs Determination Results Page.

4. In the needs determination section of the page, select “Add a new Needs
Determination” in the version field from the drop-down menu.

5. In the employment goal section of the page, use the drop-down menu to select
which of the following employment goals you have established with the client:

e Full time employment
e Full capacity employment
e Self employment

Full capacity is an employment goal specific to persons with disabilities and
indicates the full extent of the client’s ability to work.

6. Enter a job title in the job preference 1 field.

7. Click the NOC search icon % to open the NOC (National Occupation
Classification) Code Search popup window.

8. Search for and select a corresponding NOC code for job preference 1. Use the
NOC Code Search Demonstration script for instructions.

Remember, you can save your progress at any time after this point by clicking
save at the top/bottom of the page! When a case screen is saved, LaMPSS will
redirect you to the Case Homepage. Follow steps 1, 2 & 3 of this exercise to
navigate back to this page.

9. Repeat steps 6-8 for each job preferences 2 & 3, if required.

Please note, if a client is applying for funding and has more than one job
preference identified on their needs determination the information submitted
supporting any application for funding to ENS will need to address each of the job
preferences listed.
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10. Click the add another button in the employment barrier section of the page. A
new, blank row will be added to the page. Use the add another button to add as
many rows as required. For each record provide:

e Dimension
e Barrier type

e Relevant to goal

e Barrier description (click the add/view barrier description icon & to
enter text describing each barrier)

Remember, use case notes to capture any relevant information! They are an
important tool to capture the “thinking” that has gone on at different points in
the case management lifecycle.

11. Select the checkbox in the needs determination header to indicate that this
version of the needs determination is completed.

Home Perzon Management

User Heme Page > Agrmnt/Case Home Page( » MNeeds Determination

/N o are logged in as HJ-100319 workises®Smith, John (13349) - Self [ cancel3

Agrmnt/Case ¥ | Serve User
Navigation .
_
Case Actions ()
) Program: ECM{LAE-ENS) Status: Assessment - Jan 05, 2012
CEERLETS Case Manager: Smith, John (13349) Sil: 128-164-158
» Caze Additional Office: HALIFAX COMMUNITY LEARNING NETWORK

Information
» Education & Experience

 Heeds Determination g
Results [T > Version: | Version 1 - Jan 05, 2012 (%] & 15

¥ RTW Action Plan Last Updated By:  Smith, Jehn (1334%)
» RTVV Outcomes

Case Tools R Employment Goal: | Full Time Employment [1]

» Case Notes HOC:

» Case Task Job Preference 1: | Fabricator u Q T263| Structural Mstal a. B

¢+ Case Status I
Job Preference Z: ol |

» Case Documents | | b & _T

PE—  obPreferences: | = &=

Recent 4
Agrmnts/Cases

. . . Relevant
5 Dimension Barrier Type
Recent Persons ¥ to Goal

[J | skils Enhancemsnt [v] [ skils-Hon Transer [+] & Z
=

Use this
button to add
the ("AddAnother (3 [ Delete & Show All.
Employment
Barrier /
description
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12. Click save. A popup message will appear: “By selecting completed you are locking
this version. No further changes to the version will be allowed. Are you sure you
want to complete this version?”

Please note, a minimum of 1 version of the needs determination must be
completed before the case can move into RTWAP development status.

13. Select OK. You will be redirected to the Case Homepage.

<<end of exercise>>
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COMPLETE ASSESSMENT EXERCISE

1. In the “My Task Items Due/Overdue” section of your user homepage locate the
assessment task for your case/client.

2. Click on the task name (“Complete Assessment”) to navigate directly to the Case
Task Page.

e The assessment task will be displayed in the case tasks section of the
page
-OR-

3. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

4. Click on the case ID and name of your client to access the homepage.

e In the “Case Tasks” section of the homepage locate the assessment task
and click on the task name (“Complete Assessment”) to navigate to the
Case Task Page.

e The assessment task will be displayed in the case tasks section of the
page.

y ,’.hl. 'r . -

NOUVELLE-ECOSSE CANAD A e m

N

Home Perzon Management Agrmnt’Case Management

Uzer Heme Page = Agrmnt/Case Home Pagg = Case Tasks

[ 0w ars logesd in EMITHI-100319 fking as Smith, John (13349) - Self
Agrmnt/Case ¥ | Serve User
Navigation
L semiemt o condsle
Case Actions %)
Program: ECM({L&AE-ENS) Status: Az=eszment - Jan 05, 2012
CrEEElEEE Case Manager: Smith, John (13349) Sl 128-164-158
» Caze Additional Office: HALIFAX COMMUNITY LEARNING NETWORK
Informaticn

# Education & Experience

r Needs Determination

Besults Task: | Complete Assezsment [ll Created By: | - aglect - [il
» RTVV Action Plan Priority: | - zelsct - [il Completed By: | - zelect - [il
¥ RTVW Outcomes

) [ include Tasks With Outcome
_ D Exclude Term. Not Completed (no notes)
o

Case Tools ~) (ddim ) (ddim )
» Case Notes Date Range: | Dus Date ] | vzozeoz| By | ozozzen
rCase Task

; Search | Clear ...

» Case Status U | | L—;’“ £—%“

Due Date
Outcome Completed Date

Reports

Recent : — S D P | | ﬁ

' » Jackson, Jake /. - =

Agrmnts/Cases ~—— / zelect kk JI
e ————

Select an Outcome from the drop-down menu

For Training Purposes Only



28

5. Select an outcome from the drop-down menu. For this exercise, please indicate
that the assessment process is complete.

e Please remember that selecting an outcome of self-serve only, group
services only, referred out or action planning not viable will close the
case. This action cannot be reversed.

6. Click save. You will be redirected to the Case Homepage.
7. Notice that:
e The case header displays the updated status of RTWAP Dev.

e A new task (“Develop Action Plan”) was automatically generated by
LaMPSS when the assessment process was completed.

<<end of exercise>>
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ADD INTERVENTIONS EXERCISE

Please note, during this exercise you must add a minimum of 1 non-funded
intervention and 1 ENS funded Skills Development intervention. Practice adding
additional interventions if time allows.

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the RTW action plan link in the left navigation menu under case actions.
You will be taken to the Action Plan Summary Page.

Click add another. The Action Plan Details Page will appear.

5. Complete the fields on this page. The following six fields are mandatory;

however, all available information should be recorded:
e Dimension e Delivery Model
e Intervention Type e Start/End Date

e Type of Funding

2BMPSS

NOUVELLE-ECOSSE CANADA

Home Person Management AgrmntiCase monagement

User Home Page = Agrmnt/Case Home Page = Action Pign = Action Plan Detailz

_ “eu are logged in as SMITHJ-100 ¥ (Cancel (3
Agrmnt/Case ¥ Serve User

e _
Case Actions =

=
Program: ECM{LAE-ENS} Status: RTWAP Dev - Jan 08, 2012

&y orking az Smith, Jglwf(13349) - Self

Case Details Case Manager: Smith, John (13343} SIN: 128-164-158
Caze Additional Office: HALIFAX COMMUNTY LEARNING NETWORK
Infermation

Education & Experience
Needs Determination

Results Dimension: | Skillz Enhancement [il

RTW Action Plan

BTW Outcomes ill you be applying for funding through LalMP55 for this intervention?
I Intervention Type: | SkilEnhancemsnt-SkiledTrades-TechnicaMraining v

Case Tools = -

Type of Funding: LIMDA _ Other/Describe:

Case Notes

Caze Taszk Community Coordinator: Mone (add one if Community Coordinator funded) Md-j\

Case Documents '
_ Delivering Organization: MNone specifisd Md';,\'

Recent | ¥ ddimmiyyyy ddimmiynnyy dd/mmivyyy

Agrmnt=/CasEg Start Date: 03/08/2012 End Date: 30/0502013 Follow-up: 30/05/2013
| Reclent Persons [y | / Enter all

- intervention
Any interventions funded by ENS should have a start date of mformatlonj

Sunday and an end date of Saturday
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Please note, the checkbox for “Will you be applying for funding through LaMPSS
for this intervention” should be used for any interventions that will result in an
application for funding from an ENS program (e.g. Skills Development, Skills Up!)

If the delivery model is external or the intervention will be funded by a

community coordinator, click the corresponding add button. A business partner
search section will open within the add intervention page.

7.

including, but not limited to, name, address or services provided.

Search for a business partner by entering search criteria in any of the fields

8. Click search. Any search results will appear at the bottom of the page.

¢ Education & Experience

+ Needs Determination
Results

¥ ATV Action Plan
¥ RTW Outcomes

Case Tools £y

b Caze Notes

r Caze Task

¥ Casze Status

» Caze Documents
P ——
Recent :
Agrmnts/iCases

¥

Recent Persons ¥

Review
search results
and select
the desired
business

partner _<

Cimension

Intervention Type:

Type of Funding:

Community Coordinator:

Delivery Model:

Delivering Organization:

2 | Skille Enhancement

[oe]

Will you be applying for funding through LaMPSS for this intervention?

S | SkillEnhancement-SkiledTradez-Technicalraining [1]

[oa —— [v]

Mone (add one if Community Coordinator funded)

Nong specified

ECT)

Other/Describe: |

(R

LaMPsS Org & Or Select

Recent Business

-

Enter search

L . -
Partners criteria
Name: | | /
® canadaus ‘O other
Phone: | Fax: | |
Address: | |
city | Countrys | -select- ]
e | | -
Code: Province/5tate: .
Business
Partner Detail | |
Description:
Services -
Provided: L =" ’\\ | £
Seacll':ﬁ'

/‘

Hame

CAPE BRETON vMCA ENTERPRISE CTR

COMMUNTY INCLUSION SOCIETY

EASTERN COLLEGE

HALIFAX COMMUNITY LEARMING NETWORK

Services Provided

P
P!
=
P

* SelfEmployment

* JobSearch-Workshops
* JobSearch-VoluntserPlacement
* SkilEnhancement-EzzentialSkillz-GED Prep

* SkilEnhancement-Job3pecific-FormalEducation

* Caze Management

* JobSearch-individual
* InformationAccess-iWebSite
* JobSearch-Workshops

e D
Pubilic
es

Yes

es

Yes
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9. Select a business partner as the delivering organization/community coordinator

by clicking the blue, hyperlinked organization name. The business parter search
will close.

e The selected business partner is now listed on the Action Plan Detail
Page.

10. Click Save. You will be returned to the Action Plan Summary Page. The newly
added intervention will appear in the list of action plan interventions.

e If you selected the checkbox to indicate that this intervention will be
associated with an application for funding, the apply for funding button
will appear within the intervention on the Action Plan Summary Page.

NOUVELLE-ECOSSE CANADA

Home Person Management AgrmntiCaze Management
User Home Page = Agrmnt/Case Home Padg = Action Plan
_ “fou are logged in az SW =t00:19 working as Smith, John (13349) - Self Cancel 03
AgrmntiCase ¥ Serve User -
—— _
Case Actions =
) Program: ECM{LAE-ENS) Status: RTWAP Dev - Jan 08, 2012

Case Details Case Manager: Smith, John (13348) SIN: 129-164-153

Caze Additional Office: HALIFAX COMMUNITY LEARNING NETWORK

Information

Educaticn & Experience

Needs Determination

Results Identified Heeds: Hone identified.
RTVV Action Plan

RTW Outcomes
_ Lim. Intervention Type { Delivering Org. Start Date End Date Status

Action Plan Interventions End Date: May 30, 2013

Case Tools % |:| SE SkilEnhancement-SkilledTrades-Tech... Sep 03,2012 May 30, 2N Planned @ |_:
Caze Notes NOWA SCOTIA COMMUNITY COLLEGE Apply For Fundingﬂl
Case Task

Dizplayi ros 1 of 1
Case Status i

Case Documentz Add Anotheriﬂ: [ Delefheo [ Print/View Planj Hide Completed.

/7

11. Repeat steps 4-10, beginning by selecting the add another button, to add all
desired action plan interventions.

<<end of exercise>>
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PRINT/VIEW ACTION PLAN EXERCISE

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the RTW action plan link in the left navigation menu under case actions.
You will be taken to the Action Plan Summary Page.

4. Click the print/view plan button. A file loading icon will appear.

5. A file download window will give you the option to open or save the action plan.
Select open. The action plan report will open in a PDF format in a new browser
or Adobe Reader window.

The action plan has the following sections, with all the information being pulled
from the case screens you have completed in LaMPSS:

e (Case Managing Organization

e Application Information

e Education History

e Employment History

e Other Skills/Knowledge

e Employment Goals

e Barriers to Employment

e Action Plan (list of interventions)

e Signatures

<<end of exercise>>
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COMPLETE RTWAP DEVELOPMENT EXERCISE

1. In the “My Task Items Due/Overdue” section of your user homepage locate the
develop action plan task for your case/client.

2. Click on the task name (“Develop Action Plan”) to navigate directly to the Case
Task Page.

e The develop action plan task will be displayed in the case tasks section of
the page

-OR-

5. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

6. Click on the case ID and name of your client to access the homepage.

e In the “Case Tasks” section of the homepage locate the develop action
plan task and click on the task name (“Develop Action Plan”) to navigate
to the Case Task Page.

e The develop action plan task will be displayed in the case tasks section of
the page.

e —— .

NOUVELLE-ECOSSE CANAD A

Home Perzon Management AgrmntiCaze Management

User Home Page = Agrmnt'Case Home Page (= Case Tasks

_ “ou are legged in az SR 100348 orking a2 Smith, John (13349) - Self
Agrmnt/Case ¥ Serve User
Navigation
e [ I
Case Actions 2
Program: ECM{LAE-ENS) Status: RTVWAP Dev - Jan 06, 2012
irERlEEE Case Manager: Smith, John (13343) SIN: 123-164-158
Case Additienal Office: HALIFAX COMMUNITY LEARNING NETWORK

Information

Needs Determination

Rezults Task: | Develop Action Plan [il Created By: | - zelect - [1]

RTW Action Plan Priority: | -select- [«|]  CompletedBy: | - select- [+]

R Quicomes [include Tasks with Outcome

_ D Exclude Term. Not Completed (no notes)
a

Case Tools & (ddim ) (ddim )

Case Notes Date Range: | Dus Date [w] 20012012 | a5 | 20172012

Case Task

: Search | Clear ..

Casze Status Text: :ﬁ Sﬁ

Caze Documents

Related Player Completed Date

Recent S @
AgrmntsiCases ey | SoCrEOD | - zelect- |z

Select an Outcome from the drop-down menu
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8. Select an outcome from the drop-down menu. For this exercise, please indicate
that the RTWAP has been developed and signed.

e Please remember that selecting an outcome of referred out or client not
committed will close the case. This action cannot be reversed.

9. Click save. You will be redirected to the Case Homepage.
10. Notice that:
e The case header displays the updated status of RTWAP Mgmt.

e A new task (“Close Action Plan”) was automatically generated by LaMPSS
when the action plan was recorded as developed and signed; however,
the due date for this task is the last planned intervention end date plus
28 days. This task will only appear on the Case Homepage and User
Homepage within 30 days of the due date.

<<end of exercise>>
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INITIATE INTERVENTIONS EXERCISE

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the RTW action plan link in the left navigation menu under case actions.
You will be taken to the Action Plan Summary Page.

4. Click the blue, hyperlinked intervention in the action plan summary that you
want to initiate. The Action Plan Details Page will appear.

5. Update the status from planned to in progress.

e As a best practice, update the start date of the intervention to the actual
start date, if different than what was originally entered.

e Remember, ENS funded interventions should have a Sunday start date
and a Saturday end date.

6. Click save. You will be returned to the Action Plan Summary Page.
7. Notice that:
e The status of the intervention has been updated to in progress.

<<end of exercise>>
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APPLY FOR FUNDING (PART 1) EXERCISE

Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

Click on the case ID and name of your client to access the homepage.

Click the RTW action plan link in the left navigation menu under case actions.
You will be taken to the Action Plan Summary Page.

P |
In the action plan, select the [ Apply For Funding<s 1, \+ton in the row of the
appropriate intervention. The apply for funding popup will appear:

Apply For Funding

One or more programs are available that offer funding for this type of intervention. Review the

\ programz below and if your client iz eligible, =tart an application for funding for a program by clicking

the apply button.
'S

Program: SKilz Development IFA

Department/Area: LAE -ENE

Type of Funding: Federal LMDA

Program Description/Objectives:

Skilz Development provides funding to sligible individualz who require zkillz training to zecure
employment. With the financial azziztance provided by Skilz Development, individualz arrange

and pay for their own training.
Click here to 2ee program webeite Apply Now E

Alternative programs with different funding sources:

Program: Skillz Up IFA

Department/Area: LAE - ENS

Type of Funding: Federal LA

Program Description/Objectives:

The Skille Up! program iz for eligible African Nowva Scotians who reguire zkillz training to get a
good job. Skile Up! provides financial azsiztance to individualz, which can include tuition, living
allowance, tranzportation and other costz azzociated with the training.

Click here to 2e& program website Apply Now ﬂ

Cancel§
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5. Click apply now for the Skills Development IFA program. You will be re-directed
to the application package screen.

6. Review the items listed in the case elements section of the application checklist.
If any case elements have a status of incomplete, navigate to the associated
screen and enter all required information to complete that case element:

e E.g. If needs determination is showing as incomplete, navigate to the
Needs Determination Results Page and ensure you have completed at
least the 1°t version of the needs determination.

7. Click save. You will be re-directed to the Action Plan Summary Page.

<<end of exercise>>
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APPLY FOR FUNDING (PART 2) EXERCISE

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the RTW action plan link in the left navigation menu under case actions.
You will be taken to the Action Plan Summary Page.

| = = = T
4. In the action plan, select the |_Edit Applicationss | 1+ in the row of the
appropriate intervention. You will be returned to the application package screen

you were working on in the previous exercise.

5. Review the items listed in the forms/documents section of the application
checklist. If any forms/documents have a status of missing you must attach a
document OR indicate that the document will be submitted as a hard/paper
copy. If any forms/documents have a status of optional you wil need to
determine whether that form/document should be submitted with the
application for your client.

[=)
(=1
=
i

Forms / Documents

Paper

Acceptance Letter x lizzing - —> @:’
Labour Market Rezearch Attach x Miz=ing ] &
Job Search Report eaCh x Miz=ing |:| @F"'

document -
Family Size and Financial Statement using the x Miz=ing - > &
Resume paperclip x Mizzing L &
Program Co=st List icon x Miz=ing |:| @:’
S0 Worksheet x Miz=ing = > @;
Authorization to Quit -"' Optiong |:| @‘C’
Child Care Letter @ S5tonal O &
Medical Documentation @ optional I ] &
Previous Marks @ Opticnal |:| @;
Letter of Good Financial Standing 'ﬁ' Optional |:| @F“’
Letter from Employer 'ﬁ' Optional ] \@;’
Career Tranzition for Medical Reazons @' Opticnal |:| @;
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6. For the purposes of this exercise we will create a sample document that you will
attach to the application package. Although this would not work in the ‘real
world’, because ENS verifies all document attachments you submit with an
application, for training this will allow us to submit our application package
without spending too much time creating the required documents. The steps to
create this sample document are as follows:

e Navigate to the desktop of your computer
e Right click your mouse

e Select New > Microsoft Office Word Document. The document will
appear on your desktop.

e Double-click the document to open it
o Type 1-2 lines of text
e Save and close the document

7. Following the steps we reviewed during the presentation, attach this newly
created document to the application package to satisfy all of the form/document
requirements.

e Don’t forget to select the appropriate document topic to match each
item in the application checklist! (e.g. Select a topic of acceptance letter
for the document attached to the acceptance letter field)

8. For one form/document do not add any an attachment but instead select the
checkbox to indicate you will be submitting a hard/paper copy of that document.

9. Click save. You will be re-directed to the Action Plan Summary Page.

<<end of exercise>>
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APPLY FOR FUNDING (PART 3) EXERCISE

Navigate to the Case Homepage by clicking the recent agrmnts/cases section of

the left navigation menu.

Click on the case ID and name of your client to access the homepage.

Click the RTW action plan link in the left navigation menu under case actions.

You will be taken to the Action Plan Summary Page.

In the action plan, select the [EditApplic.aﬁor% button in the row of the
appropriate intervention. You will be returned to the application package screen
you were working on in the previous exercise.

e Now that you have completed the case elements and forms/documents,
your application checklist should appear similar to this:

Caze Elements
Employment Hizstory
Needs Determination

Education

Formz / Documents

Acceptance Letter

Labour Market Rezearch

Job Search Report

Famity Size and Financial Statement
Rezume

Program Co=t List

5D Workzhest

Authorization to Quit

Child Care Letter

Wedical Documentation

Previous Marks

Letter of Good Financial Standing

Letter from Employer

Career Tranzition for Medical Reazonz

Statuz

@ Incomplete?
Vf Complete

w" Complete

Status
v attached
v Attached
v attached
v Attached
v attached
v Attached
v attached
@ Optienal
@ Optienal
' Sent On
@ Optienal
@ Optienal
@ Optienal
@ Optienal

T~

Date

Jan 12, 2012

Jan 12, 2012

Jan 12, 2012

Jan 12, 2012

Jan 12, 2012

% e %%

For Training Purposes Only



41

e Notice that when we last saved this screen, LaMPSS changed the status
to “Sent On” for the item we indicated would be submitted in hard/paper
copy. LaMPSS also assigned a date to reflect when each item was
attached.

5. In the case manager’'s summary statement section of the Application Package
Page select a response for each of the following three questions:

e Do you support this Return to Work Action Plan?
e Have both you and the client signed the Case Manager’s statement?

e If spousal information was collected, has the applicant’s spouse signed
the consent form?

For this exercise, assume that you do support the RTWAP and all documentation
has been signed by both parties.

6. Write a case manager’s statement in the text box provided.

Remember, any information that has been entered on other LaMPSS screens (e.qg.
education history, employment goal, barriers) does not need to be entered again
here.

7. Click save. You will be re-directed to the Action Plan Summary Page.

i - = g mM
8. In the action plan, select the |_Edit Applicationss |\ .+ o in the row of the

appropriate intervention. You will be returned to the application package
screen.

9. Click submit application at the bottom of the screen. A popup window will ask
you to confirm that you wish to submit the application.

10. Click OK to continue. Anicon will appear while the application is submitting to
show that the PDF of the case manager’s statement is being created and then a
message will appear to confirm that the application has been successfully
submitted.

11. Write down the agreement ID appearing in the message then click OK.

e At this point you would immediately mail any supporting documents you
have indicated would be submitted in hard/paper copy.

<<end of exercise>>
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PRACTICE USING NOTIFICATIONS EXERCISE

1. From the User Homepage click on notification in the noticiation actions section
of the left navigation menu. You will be re-directed to the Maintain
Notifications Page.

2. At the bottom of the screen, in the notification item section, create a new
notification for yourself by entering information in the following fields:

e Due Date

e Agrmnt/Case ID
e Priority

e Description

3. Click the create notification button. If the notification is created successfully a
blue and white checkmark will appear next to the button.

4. To practice how to delete a notification, locate the reminder notification just
created in the search results section of the page.

5. Select the checkbox to the left of the notification item you wish to delete.

6. Click delete. A popup window will ask, “Are you sure you wish to mark the
selected items as deleted?”

7. Click ok.

<<end of exercise>>
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PRACTICE USING TASKS DEMONSTRATION

1. Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

3. Click the case task link in the left navigation menu under case toolss. You will be
taken to the Cast Tasks Page.

4. Click add. A new row will be added to the case tasks section of the screen.
5. Enter the following information:

e Priority (P)

e Task (select any task)

e Due Date

6. If desired, add case notes or case documents using the icons to the right of the
task.

7. Click save.

Please note, this task can later be completed by selecting an outcome. The
completed date will automatically fill with the current date when the outcome is
selected.

<<end of exercise>>

For Training Purposes Only



44

COMPLETE CLOSE ACTION PLAN TASK DEMONSTRATION

1.

In the “My Task Items Due/Overdue” section of your user homepage locate the
close action plan task for your case/client.

Click on the task name (“Close Action Plan”) to navigate directly to the Case Task
Page.

e The close action plan task will be displayed in the case tasks section of
the page
-OR-

Navigate to the Case Homepage by clicking the recent agrmnts/cases section of
the left navigation menu.

Click on the case ID and name of your client to access the homepage.

e In the “Case Tasks” section of the homepage locate the close action plan
task and click on the task name (“Close Action Plan”) to navigate to the
Case Task Page.

e The close action plan task will be displayed in the case tasks section of
the page.
Select an outcome from the drop-down menu. For this exercise, please indicate
that the RTWAP has is complete.

e Please remember that selecting an outcome of moved out of province,
left labour force, referred out or did not follow through will close the
case. This action cannot be reversed.

Click save. You will be redirected to the Case Homepage.
Notice that:
e The case header displays the updated status of Follow Up.

e A new task (“Record 24 Week Outcome”) was automatically generated by
LaMPSS when the action plan was recorded as developed and signed;
however, the due date for this task is the last planned intervention end
date plus 24 weeks. This task will only appear on the Case Homepage and
User Homepage within 30 days of the due date.

<<end of exercise>>
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LAMPSS REFRESHER
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CASE MANAGEMENT LIFECYCLE - INTAKE
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CASE MANAGEMENT LIFECYCLE - ASSESSMENT
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CASE MANAGEMENT LIFECYCLE — RTWAP DEVELOPMENT
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CASE MANAGEMENT LIFECYCLE — ENHANCED SERVICES
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CASE MANAGEMENT LIFECYCLE — RTWAP MANAGEMENT
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CASE MANAGEMENT LIFECYCLE — FOLLOW UP
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Intake Form for Training

Person Information
Title: M. " Ms. [ Ms. Selecta Gender, [~ Male | Female Selecta

title
Last name: First name: gender
| SMITH | | <<ENTER YOUR FIRST NAME>>
Middle initial: Choose another last name SIN: Your trainer will provide a SIN
| it you prefer! HEREENEER
Birth date: Marital status:
| <<CHOOSE A BIRTH DATE>> | ~ Single ™ Married
Service language: M English I~ French I Deserted I~ Common-law
I~ Divorced I~ Widowed
Home phone number: I~ Separated I~ Other
| 902-555-5555 |
Mobile phone number:; Email address:
| 902-555-5555 | | SAMPLE@EMAIL.COM

Mailing Address

Care of:

Street address:

| 123 MAIN STREET |
City: Province:

| <<CHOOSE A CITY> > | | NOVA SCOTIA |
Country: Postal/Zip code:

| CANADA | | <<CHOOSE A POSTAL CODE>> |

Civic Address (if different than mailing address)

Street address:

| |
City: Province:

| . |
Country: Postal/Zip code:

| | |
via Page 1 of 7 Form generated: 2011-01-13 2:36
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Intake Form for Training

Registration Details

Employment status: [~ Full-time Employed I Part-time Employed I~ Variable Hours
7 Seasonal Employment [~ Self Employed M Unemployed

Work hours/week: Hourly wage: Expected layoff date (if have one):

N/A | | N/A | | N/A
Are you a student? 7 Full-time [T Part-time @ No
Post-secondary? I7 Yes ¥ No
Have you applied for or in receipt of El within the last 36 months? M Yes 7 No
Have you had a medical, parental, or sick leave claim that ended in the last 36 to
60 months? [ Yes M No
If yes to the above, what type of claim was it? I~ Parental I~ Medical I~ Sick leave
Are you legally entitled to work in Canada? M Yes I No
Are you currently involved with another agency? I~ Yes M No
What language do you wish to correspond in? M English 7 French
What is your preferred correspondence method? M Email I7 Reg. Post. = Telephone
Referral Information
How did you hear about us?
‘ ADVERTISEMENT IN THE NEWSPAPER |
Name of organization who referred you to us (if here by referral)
Contact name: Contact phone number:
vi4 Page 2 of 7 Form generated: 2011-01-13 2:36
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Intake Form for Training

Case Information

Residency status: I Canadian citizen [~ Permanent resident I~ Other

Are you currently in receipt of any of the following benefits?

 Employment Insurance I~ Income Assistance
I~ Workers Compensation 7 Canada Pension Plan
I~ Quebec Pension Plan I~ Settlement Support - RAP
[~ Canada Pension Plan - D I~ Quebec Pension Plan - D
[~ Private Insurance (LTD, STD) I~ Layoff Package
[~ Student Loan I~ Other
Do you have access to transportation? M Yes 7 No
What type(s) of driver’s license do you have?
I No License I~ Beginners - Class 7
7 Motorcycle — Class 6 M Regular Vehicle - Class 5
7 Small Bus/Taxi/Ambulance — Class 4 I~ Heavy Vehicle - Class 3
7 Large Buss — Class 2 I~ Tractor Trailer or Truck Trailer — Class 1
Are you willing to relocate to find work? ~ Yes 7 No
If yes, where:

WITHIN NOVA SCOTIA

Do you consider yourself to be a member of any designated groups?

I Aboriginal - Status I~ Aboriginal - Non-Status  Select 1-2 designated
I~ Aboriginal - Metis I~ Aboriginal - Inuit groups

I~ Physical Disability I~ Mental Disability

7 African Nova Scotian [~ Visible Minority

I~ Immigrant I~ Francophone/Acadian

If you checked any of the above, provide any additional details:

Is there anything that may impact your ability to either attend or participate in F Yes ™ No
meetings or group services/workshops?
If yes, please explain:

CHILDCARE

Please list any community partners you are currently or have recently worked with?
N/A

via _ Page 3 of 7 Form generated: 2011-01-13 2:36
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Intake Form for Training

Education History

Do you have a Grade 12 diploma or GED? M Yes T~ No Year attained:

Highest level of education you have completed

‘ HIGH SCHOOL ‘ InCanada: I~ Yes [~ No
Year attained: Source/Location (e.g. School) Province or Country:
| <<YEAR>> | | <<ENTER THE NAME OF A LOCAL HIGH SCHOOL>> | | NOVA SCOTIA

Please provide your educational history below. Including courses or programs completed, started but never
finished, or currently in progress. Include post-secondary, trades, and other training courses taken.

Education/Training/License Source/Location (e.g. School)

| BACHELOR OF SCIENCE | | MSVU

Start date End date

| SEPTEMBER 2002 | | | 77 Completed & Incomplete I~ In progress
Education/Training/License Source/Location (e.g. School)

Start date End date

| | | | [~ Completed |~ Incomplete I~ In progress
Education/Training/License Source/Location (e.g. School)

Start date End date

| | | | I~ Completed ™ Incomplete I~ In progress
Education/Training/License Source/Location (e.g. School)

Start date End date

| | | | I~ Completed [~ Incomplete I~ In progress
Education/Training/License Source/Location (e.g. School)

Start date End date

| | | | [~ Completed I~ Incomplete I~ In progress

Enter additional Education History
if desired

V14 ) Page 4 of 7 Form generated: 2011-01-13 2:36
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Intake Form
Opportunity Zone

Employment History

Please provide your last three employers including your current employer if you are currently working.

Use different employment history if

Employer name Job title desired

‘ WALMART ‘ MERCHANDISER ‘
Start date End date Reason for leaving

| 09/10/2011 ‘ | 03/01/2012 ‘ LAID OFF AFTER CHRISTMAS SEASON |
Employer name Job title

| LAWTON'S DRUG STORE ‘ CASHIER |
Start date End date Reason for leaving

| 06/01/2010 | | 29/08/2012 ‘ TERM POSITION (COVERING MATERNITY LEAVE) |
Employer name Job title

| NOVA SCOTIA PULP AND PAPER MILL ‘ BACKTENDER |
Start date End date Reason for leaving

| 06/01/1999 | | 25/09/2009 ‘ LAID OFF |

Other Skills

Please provide any additional marketable skills you feel you possess that may not be covered under your
educational or employment history. (eg. CPR, WHMIS, volunteer work, or computer skills, etc.)

Up-to-date CPR and WHMIS (taken in 2011)

Enter as many additional skills as
desired

V1.4
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Intake Form
Opportunity Zone

Collection, Use, and Disclosure of Personal Information Consent

COLLECTION: Personal information provided with yourintake form/application for fundingis collected
underthe authority of the Nova Scotio Freedom af Information & Protection of Privacy Act and the
Employment Insurance Act of Canada and will be used only forthe administration of the service for

which you are applying.

USE: The personalinformation collected will only be used and disclosed in keeping with the accessand
privacy provisions of the Nova Scotia Freedom of Information and Brotection of Privacy Act and the Nova
Scotia Personal Information International Disclosure Protection Act. Suchuses may include: determining
services appropriate tothe needs of the client, determining eligibility for programs and funding,
ensuring compliance with fundingagreementterms, case management, tracking progress during an
agreement funded by Employment Nova Scotia and to provide statistical information to agencies
providing funding supportto the services offered.

DISCLOSURE: The personalinformation provided may be shared with a Service Provider Organization,
Employment Nova Scotia and/or a Training Institution that is administeringa program ar service. This
infarmation may include: contact information, return to work action glan, eligibility for employment
benefits, marks, attendance, and proof of financial payments to the training institution. The personal
infarmation provided may also be shared with the Governmentof Canadaand the CanadaRevenue
Agency in keeping with the data-sharing provisions of the Labour Market Development Agreement.

ACCESS: Underthe privacy provisions of the Nova Scotia Freedom of Information and Protection of
Privacy Actindividuals have the right to protection of, and access to, their personalinformation. To
obtain accessto, or correction of personalinformation used and collected, individuals must submita
written requesttothe Nova Scotia Department of Labourand Advanced Education. Requestsshouldbe
directed tothe Employment Nova Scotia Agreement Manager.

lacknowledge that | have read and understand the above information regarding the collection, use,
and disclosure of my personal information:

<<Client Name>> XXXK-XXX-XXX
Client name (print) Social Insurance Number
<<Client Signature>> DD-MM-YYYY
Client signature Date
<<Witness Signature>> DD-MM-YYYY
Witness signature Date

PLEASE RETURN THIS FORM TO YOUR CASE MANAGER

via Page 7 of 7 Form generated: 2011-01-13 2:36
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