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Outreach Pool Management Agenda

• Accessing the Outreach Pool Menu for 
SNAP E&T and Choices

• Creating Appointments
• Assigning to Roster
• Managing Roster
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Managing the Outreach Pool has four major components:
Accessing the Outreach Pool
Creating Appointment Schedules
Assigning individuals to the roster
Managing Roster (including printing letters, setting attendance)
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If your menu is hidden by default, select the menu button or the triple-bar icon to access the Left Navigation Menu.
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Under Services for Workforce Staff, click on the hyperlink called Manage Individuals.
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From the Manage Individuals page, select the Manage Outreach Pool hyperlink.
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Choices and SNAP E&T Menus are available from the Outreach Pool Page. Click on the name hyperlink for the appropriate program. 

All steps required for Outreach Process are identical between programs. This slide shows the menu options for each program, respectively. The Exceptions process will be covered in future content.
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Creating Appointments
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Program Menu Options – Choices and SNAP E&T

The first step in the process is to create an appointment schedule for outreach. Select the appropriate program Appointment Schedules link. 
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To modify the search for additional appointments, click the Show Filter Criteria hyperlink. 

Note - The only difference on this page between programs is the Program name at the top of the table, therefore only one example is shown here. The SNAP E&T table is titled “Available Appointment Schedules for SNAP Employment and Training Outreach – Initial Appointment.”
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Modify options as required. When all changes are made, click the Apply Filters Button. 
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To create a new appointment, select the Add a New Schedule button.

Note - The only difference on this page between programs is the Program name at the top of the table, therefore only one example is shown here. The SNAP E&T table is titled “Available Appointment Schedules for SNAP Employment and Training Outreach – Initial Appointment.”
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Populate all required fields. Pay close attention to the required formatting (blue text). When searching for a Staff Member to contact or a Location name, select from the options that display in the dropdown box below the search field. 

Once complete, select the Save button. This returns you to the schedule screen. 

Note - The options available for each program are identical, but the fields and initial appointment subject match the appropriate program.
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To add individuals to the roster, select the Search Outreach Pool hyperlink in line with the appropriate appointment. This will display all users who fit the default criteria for the meeting. The number of expected records is indicated within the # of Pool Records column. 

Note - The only difference on this page between programs is the Program name at the top of the table, therefore only one example is shown here. The SNAP E&T table is titled “Available Appointment Schedules for SNAP Employment and Training Outreach – Initial Appointment.”
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The default view will pull in records that most closely match the default search criteria, including office location and Work Code (program status). To widen your search results and pull additional users into the pool, access the Show Filter Criteria hyperlink.

Note – Each program functions the same on this screen, but there are different search criteria and column headers between the two programs, since the information that is captured by HHSC is different. The most notable difference is that SNAP includes an additional column for the SIG code not present for Choices.
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To widen your search, remove the office location and remove the work code. Note – SNAP E&T and Choices have different options for work codes, but the functionality is the same. For example, SNAP includes an option to filter by SIG Code.

To narrow your search, select an appropriate office location and/or select a dedicated work code. Examples of work codes include:
Caring for a disabled child
Mandatory
Time-limited economic hardship exemption
Age 60 or older
Single parent/caretaker relative caring for a child under age 1

Outreach Pool Filter Options displayed with the Office Location and Work Code Menu dropdowns highlighted with a red box.
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Once you have the list narrowed and filtered and you find the individuals you want to add, check the box in the action column for each user and select the Add to List hyperlink. 

This prepares the records for roster assignment. Anyone on the list that is not selected will be released back to the pool after the next step. 

NOTE – The only difference on this screen between the programs is the column headers, which are already covered on slide 16, Assigning to Roster 3 of 7. 
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Once all users intended for the roster are showing a Last Action of Pending Roster, select the Save to Roster button. 

Note – You do not need to “select” the user again prior to using the save to roster button. Seeing the “Pending Roster” status is sufficient. Anyone still showing a status of “Pending” will return to Outreach for additional Staff assistance. 

Save to roster will return the user to the Appointment Schedule screen. 

NOTE – The only difference on this screen between the SNAP E&T and Choices programs is the column headers, which are already covered on slide 16, “Assigning to Roster 3 of 7”. 
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Once you are finished adding users to appointment rosters and are ready to manage the rosters themselves, select the cancel button to return to the previous menu.

Note - The only difference on this page between programs is the Program name at the top of the table, therefore only one example is shown here. The SNAP E&T table is titled “Available Appointment Schedules for SNAP Employment and Training Outreach – Initial Appointment.”
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To conduct roster management, which includes printing of letters and the setting of attendance, access the Outreach Rosters option.
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Upon arrival to the roster screen, you will need to access the Show Filter hyperlink to tell the system what types of rosters to find. 
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The only required selection is LWDB/Region. By selecting the appropriate workforce area and selecting Apply Filter, the system will display all appointments that have rosters associated with them. 

NOTE – The only difference between SNAP E&T and Choices for this screen is the listed program type and the appointment title. All search fields, behaviors, and processes are identical, so only one program is shown here.
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Find the meeting you are working with and select the Manage Roster hyperlink in the Action column.

NOTE - There is no difference in this screen between Choices and SNAP E&T.
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The roster page shows all individuals who are currently attached to the meeting. Each user can exist in their own unique state. By default, all users will be in “Pending Letter” status, noted in the Last Action column. This means their letter has yet to be printed.

NOTE - Functionally this page is identical for SNAP E&T and Choices. The only difference is the column headers related to program applications and statuses.



Managing Roster 7 of 12 

27

Presenter Notes
Presentation Notes
To print the letter for the user(s), select the appropriate action column checkbox. You can select more than one person at a time or select all users.

Once users are selected, the Print Letters button will become selectable. Pressing Print Letters will send all documents to your browser download folder. 

The status of all selected individuals will change to “Scheduled.” 

Prior to letter printing, if someone needs to be removed from the appointment, simply select the checkbox and choose Remove from Roster List. 

NOTE – There is no functional difference on this page between the programs. The only differences are in column headers, which are already covered in slide 26 “Managing Roster 6 of 12”.
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Here is an example of someone’s status after letter generation. The last action becomes scheduled, with the date of printing included.

NOTE – There is no functional difference on this page between the programs. The only differences are in column headers, which are already covered in slide 26 “Managing Roster 6 of 12”.
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Chrome displaying that the outreach letters have been downloaded. Location and design may vary depending on browser used. 
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To set attendance after the meeting has occurred, select an option from the Set Attendance Status dropdown. Options currently include:
Attended
Rescheduled
Did Not Attend – Penalty
Did Not Attend

Once the status is selected, the page will refresh. Select the individuals who match the attendance status.

NOTE – There is no functional difference on this page between the programs. The only differences are in column headers, which are already covered in slide 26 “Managing Roster 6 of 12”.
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Once all users are selected, click the Update Selected Records hyperlink. 

NOTE – There is no functional difference on this page between the programs. The only differences are in column headers, which are already covered in slide 26 “Managing Roster 6 of 12”.
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Here is an example of the results of setting various attendance statuses. At this point, Outreach Pool management is complete. 

NOTE – There is no functional difference on this page between the programs. The only differences are in column headers, which are already covered in slide 26 “Managing Roster 6 of 12”.
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