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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



Presenter Notes
Presentation Notes
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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Accessing the Outreach Pool
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Presentation Notes
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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Reports Catalog

v Currently Managing
STRINGER, HEATHER

Service Tracking: OFF

Release Individual

Assist a new Individual

v My Staff Workspace
My Staff Dashboard
My Staff Resources >
My Staff Account

Directory of Services

v Services for Workforce Staff

I Manage Individuals I >
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Presentation Notes
Under Services for Workforce Staff, click on the hyperlink called Manage Individuals.
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Create an Individual
Create an account to
provide individuals access
to the features available 1.

TAA Eligible Worker
Layoff List

Search criteria page for TAA
Eligible Worker Layoff List

Currently Managing STRINGER, HEATHER
Please select from the Manage Individuals options listed below.

Commeon Intake
Create 3 common intake
start multiple program
applications, and determi...

Upload Rapid Response
Individuals
Select this option to upload
3 Rapid Response
workbook.

One Case Note to
Multiple Individuals
Craate one case note and
associate it to multiple
individuals.

Manage Outreach Pool
Wanage agency refarrals to
the Outreach Pool.

Return to Services for Workforce Staff

O Show/hide descrig

Assist an Individual
Assist registerad
individuals, and view any of
the profiles - personal....
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Presentation Notes
From the Manage Individuals page, select the Manage Outreach Pool hyperlink.
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Choices (TANF) Qutreach SMNAP E & T Qutreach Manage Customer Load
Management Management Exceptions
Manage HHSC TANF Manage HHSC SNAP Manage HHSC Choices
recipient referrals, set-up recipient referrals, set-up (TANF) and SNAPE & T
and schedule Initial... and schedule Initial... interface files' record data..

Return to Manage Individuals

SNAPE & T Appointment SMNAP E & T Outreach SNAP E & T Outreach
Schedules Pool Scheduler Rosters
Create Appointment Schedule referred SMNAP Manage appointment
schedules for SNAP recipients from the rosters, finalize recipient
recipients and participants. Outreach Pool. scheduling by printing...

Return to Manage Outreach Pool



Presenter Notes
Presentation Notes
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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Choices (TANF)
Appointment Schedules
Create Appointment
Schedules for Choices

(TANF) recipients and...

Choices (TANF) Outreach Choices (TANF) Outreach
Pool Scheduler Rosters

Schedule referred Choices

{TANF) recipients from the
Qutreach Pool.

Manage appointment
rosters, finalize recipient
scheduling by printing...

Return to Manage Outreach Pool

SNAP E & T Appointment
Schedules

Create Appointment
Schedules for SNAP
recipients and participants.

SNAP E & T Outreach SNAP E & T Outreach
Pool Scheduler Rosters

Schedule referred SNAP
recipients from the
Qutreach Pool.

Manage appointment
rosters, finalize recipient
scheduling by printing...

Return to Manage Outreach Pool
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Presentation Notes
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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Currently Managing STRINGER, HEATHER
The list of Appointment Schedule records below may be edited, or you may search the outreach

pool referrals for scheduling into Initial Appointments.

There is default filter criterion set, and this may be updated to get different results. Click on the action column links to work with an Appeointment Schedule record.

Show Filter Criteria

Search:

Available Appointment Schedules for Choices Outreach — Initial Appointment

ﬁ

14 - Capital | 10/31/2023, 10/31/2023, 1:00 | 1:00 25 (25) Main Brandon
Area WF 12:00 PM M Facility Martin
Board, 123

WF SOL

Capital

Area East

MAPage (|1~ |of 1k H

Add a New Schedule

Edit Appointment

Schedule

Search Outreach
Pool

Delete
Appointment
Schedule

Rows: | 10 =

10


Presenter Notes
Presentation Notes
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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Hide Filter Criteria

# LWDE/Region:

Office Location:

+ Program:

+ Pool Management
Type:

Capacity:

Date From:

Date To:

Staff to Contact:
S5N:

Work Code:

[ Apphy_Filters |

= Appointment Type:

Capital Area WF Board

22 W

123 WF SOL Capital Area East =

Choices Program
1 - Qutreach for Initial Appointment
1 - Scheduling

| [:] Override Appointment Schedule Capacity Limit

11/09/2023 |[® Today

11/23/2023 |[ Today

Reset Filters )

Hide Filter Criteria

+ LWDE/Region:

Office Location:

+ Program:
= Appointment Type:

* Pool Management
Type:

Capacity:
Date From:
Date To:

Staff to Contact:

Capital Area WF Board

123 WF SOL Capital Area East =

SMNAP Employment and Training Program
1 - SMAP E & T Qutreach for Initial Appointment

1 - Scheduling

[:] Override Appointment Schedule Capacity Limit

11,/09/2023 |[E Today

11/23/2023 |[EE Today

S5N:
Woerk Code:
[ Apply Filters || Reset Filters ]
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Presentation Notes
Modify options as required. When all changes are made, click the Apply Filters Button. 
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Currently Managing STRINGER, HEATHER
The list of Appointment Schedule records below may be edited, or you may search the outreach

pool referrals for scheduling into Initial Appointments.

There is default filter criterion set, and this may be updated to get different results. Click on the action column links to work with an Appeointment Schedule record.

Show Filter Criteria

Search:

Available Appointment Schedules for Choices Outreach - Initial Appointment

LWDBE, Start Date, Time | End Date, Time # of Pool Scheduled i Location Staff to
Office Records i Contact
Location

228 14 - Capital | 10/31/2023, 10/31,/2023, 1:00 | 1.00 25 (23) Main Brandon Edit Appgintment
Area WF 12:00 PM PM Facility Martin Schedule
Board, 123
WF SCL Search Qutreach
Capital Pool
Area East
Delete
Appointment
Schedule
M APage |1~-|of 1k H Rows: | 10 ~

Add a New Schedule



Presenter Notes
Presentation Notes
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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Choices Program

SNAP Employment and Training Program

* LWDB/Region:
* Office Location:

Program:
Appointment Type:

* Appointment Subject:
Capacity:

* Appointment Date:

* Appointment Start Time:

* Appointment End Time:

* Hours:

* Staff to Contact:
Contact Staff Phone:

* Location Name:

=]
[1£]
LA
[1E]
o
[=1

[1£]
LA
[1E]
i

L LR

[=1

Choices Program

1 - Qutreach for Initial Appointment

Choices initizl appointmer

ol
=
[
[5T]

:

12:00 AM | thhemm amyprn) &

12:00 AM | (hhemm am/pm]) &)

1:00 Format (0:00)

* LWDB/Region:

Capital Area WF Board =

* Office Location:

123 WF SOL Capital Area East =

Program: SMAP Employment and Training Program

Appointment Type: 1- SMAP E & T Cutreach for Initial Appointment

* Appointment Subject: SNAP E & T initizl appoint
Capacity:

* Appointment Date: B Today

" Appointment Start Time: 12:00 AM | (hhirm am/pm) &

" Appointment End Time: 12:00 AM | (hhimm am/pm) @

" Hours: 1:00 Format (0:00)

* Staff to Contact:
Contact Staff Phone: . B} Ext:

* Location Name:
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Presenter Notes
Presentation Notes
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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Assigning to Roster

14
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Currently Managing STRINGER, HEATHER

pool referrals for scheduling into Initial Appointments.

The list of Appointment Schedule records below may be edited, or you may search the outreach

There is default filter criterion set, and this may be updated to get different results. Click on the action column links to work with an Appointment Schedule record.

Show Filter Criteria

Available Appointment Schedules for Choices Outreach — Initial Appointment

Start Date, Time | End Date, Time # of Pool Scheduled
Records
228 14 - Capital  10/31/2023, 1073172023, 1:00 | 1:00 24 0 25 (25) Main
Area WF 12:00 PM P Facility
Board, 123
WFE S0L
Capital
Area East

MAPage [1~|of 1k W

Add a New Schedule

Search:

Location Staff to
Contact

Edit Appointment

Brandon

Martin

Schedule

Search Cutreach

Pool

Delete
Appointment
Schedule

Rows: | 10 -
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Presenter Notes
Presentation Notes
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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Appointment Subject Chaoices mnitial appointrment

Office Location: 123 WF S04 Capital Area East

Start Date and Time: 1031,/2023 12:00 PR

End Date and Time: 10/31,/2023 1:00 PM

Location: bdain Fadlity, 123 Main Street, Austin
Staff to Contact: Brandom hartin

Capacity (Current Available): 2525

Number Selected for Current List: 0 selected for Roster Scheduling

[Ehowr Filter Cntena

Customer Selection Preview - Office Choices (TANF) Qutreach Pool Recipients

X0 X0 Garcia, Kewvin 311 Bowie 5t 61 M - 10614 - Incomplete WFE Rl Om Pending
2244 100212397 ALSTIM, TX 78703 Mandatory
411212397 5127981512
Customer Selection Preview - SNAP Outreach Pool Recipients
Appointment Subject: SMAP E & T initial appointment
Office Location: 123 WF 0L Capital Area East
Start Date and Time: 11/06,/2023 11115 AM
End Date and Time: 11/08/2023 1215 PM
Location: South Flores, 7445 South Flores, San Antonio T
o Staff to Contact: John Marks
: Capacity (Current Available): 10010

Number Selected for Current List: 0 selected for Roster Scheduling

I Show Filter Cntena

Client Name Contact
Client Mumber HHSC

ED'G Mum Mailing/Phone

HOG-X0- | Point, Wendy 3 - Mandatory/ Mot working 0 - Mo open
0a18 100212378 , apphcation
411212378 512-555-1278

Pending
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Presenter Notes
Presentation Notes
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.



o

-

L ___g?(‘i,

Assignhing to Roster 4 of 7

Customer Selection Preview - Office Choices (TANF) Outreach Pool Recipients

Appointmant Subject: Chaices imitial appointment
Office Location: 123 WF 50U Capetal Aréa East
Start Date and Time: 10431 3 12:00 PM
End Date and Time: 10,/31,7202
Location: Main Facility ]
Staff to Contact: Brandon hartin
Capacity (Current Availabla): 25 (25
Number Selected for Current List: O 5 fior Roster Scheduling
LWDEB/Region:
Office Location: Esst
Program:; Choices
Appointment Type: 1 - Choices Outreach for Initial Appoantment
Date From: [ Today
Date To: = Toda
Wark Code: M - Mandaton -
Application Closed @ a0 O Mo case Closure () Case Closad Only
Status:

Limit records tec

Office Location:
Start Date and Time
End Date and Time:
Location:

LW D8 Region

Appointment Subject:

Customer Selection Preview - SNAP Outreach Pool Recipients

%, San Antored T

Staff to Cortact: John Marks

Capascity (Current Available): 10 (10

|Humbaer Selected for Current List 0 selected for Roster Scheduling
Hide Flter Criténa

Capital Area WF Board

Office Lecation: 123 WF SOL Capital Ares East =

Program: ShAR Employment and Traimindg

Appointment Type: 1 - SMNAP E & T Qutreach for Imitial Appointment

Dt From: '--5 Today

Duarte T = o

Work Code: e Selectec -

Status

Application Closed

@ & () Mo Case Closure () Case Closed Onily

5IG Code:

anie Selactod -
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Presenter Notes
Presentation Notes
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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Staff to Contact: Erandon Martin

Capacity (Current Available): 25 (25)

Number Selected for Current List: 0 selectad for Roster Scheduling

Show Filter Criteria

Client Name
Client
Number Mailing/Phone
EDG Num
XOO(=XX- Garcia, Kevin 311 Bowie St
2244 100212397 AUSTIN, TX 78703
411212397 3127981312
K- XK - Garcia, Dan 311 Bowie St
2255 100212398 AUSTIN, TX 78703
411212398 3127981612

[ Remove from List ]

Type Work Code Choices
Program Appld/Status
61 M -

10614 - Incomplete
Mandatory

01 M - 10615 - Incomplete
Mandatory

[ Add to List ]

Return to schedules

WP RI Only | Pending

WP RI Only = Pending

[ Print Preview List ]

18



Presenter Notes
Presentation Notes
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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Show Filter Criteria

O -0 Garcia, Kevin
2244 100212397
411212397

20O0-20(- Garcia, Dan
2255 100212398
411212398

Contact

Mailing/Phone

211 Bowie St
AUSTIN, TX 78703
5127981512

311 Bowie St
AUSTIN, TX 78703
5127981612

[ Remove from List ]

Choices Choices Closed WP App
Appld/Status Status Status
F I

61 M - 10614 - WP RI Only Pending
Mandatory ncomplete Roster

01 M - 10615 - WP RI Only Pending
Mandatory ncomplete Roster

[ Add to List] [ Print Preview List ]

Return to schedules

19


Presenter Notes
Presentation Notes
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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Currently Managing STRINGER, HEATHER
The list of Appointment Schedule records below may be edited, or you may search the outreach

pool referrals for scheduling into Initial Appointments.

There is default filter criterion set, and this may be updated to get different results. Click on the action column links to work with an Appointment Schedule record,

Show Filter Criteria
Search:

Available Appointment Schedules for Choices Outreach — Initial Appointment

# of Pool Scheduled

Records

Start Date, Time | End Date, Time

Location Staff to
Contact

Main Brandon

228 14 - Capital | 10/31/2023, 10/31/2023, 1:00 | 1:00 24 0 25 (25)

Area WF 12:00 PM P
Board, 123

WF S0L

Capital

Area East

Facility Martin

MAPage (1~ |of 1k W

Add a New Schedule

Edit Appointment
Schedule

Search Qutreach
Pool

Delete
Appointment
Schedule

Rows: [ 10 -

20


Presenter Notes
Presentation Notes
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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Managing Roster
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Choices (TANF)
Appointment Schedules
Create Appointment
Schedules for Choices

(TANF) recipients and..,

Choices (TANF) Outreach
Pool Scheduler

Schedule referred Choices
(TANF) reaipients from the
Cutreach Pool.

Choices (TANF) Outreach
Rosters

Manage appointment
rosters, finalize recipient
scheduling by printing...

Return to Manage Outreach Pool

SNAP E & T Appointment
Schedules
Create Appointment
Schedules for SMNAP
recipients and participants.

SMAP E & T Outreach
Pool Scheduler

Schedule referred SNAP
recipients from the Outreach
Pool.

SNAP E & T Outreach
Rosters
Manage appointment
rosters, finalize recipient
scheduling by printing...

Return to Manage Outreach Pool
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Presenter Notes
Presentation Notes
To conduct roster management, which includes printing of letters and the setting of attendance, access the Outreach Rosters option.
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Currently Managing STRINGER, HEATHER
Manage appointment rosters, finalize recipient scheduling by printing invitation letter, and
manage attendance to track cooperation and non-cooperation.

[ Show Filter

Filter Criteria:

Date From:
Date To:
Staff to Contact:

Location Name:

Results View: |

23


Presenter Notes
Presentation Notes
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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Filter Criteria

" LWDE/Region: None Selected

Office Location:

Programs: Choices(\WTP)
Appointment Type: Choices Cutreach for Initial Appointment
S5N:

Client Number:

EDG Number:

Date From:

Lol
—

[a]

Date Te: - == Toda

|

Application Closed @ Al ) No Case Clousre () Case Closed Only
Status:

Staff to Contact:

Location Name:

Apply Filter] Beset Filter

24


Presenter Notes
Presentation Notes
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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26

207

229

236

Results View: Summary | Detailed
To sort on any column, click a column title.

8/14/2023
12:00:00 &AM

9725/2023
12:00:00 AM

10/2/2023
12:00:00 AM

10/9/2023
12:00:00 AM

10/23/2023
12:00:00 AM

10/24/2023
12:00:00 AM

8/14/2023
12:00:00 AM

9/25/2023
12:00:00 AM

10/2/2023
12:00:00 AM

10/9/2023
12:00:00 AM

10/23/2023
12:00:00 AM

10/24/2023
12:00:00 AM

1:00

1:00

1:00

1:00

1:00

LWDB, Office #Sched | Capacity(Avail)
DI'I
14- 123 WF SOL 1 20(19)
Capital Area East
14- 123 WF 50L 2 13(13)
Capital Area East
14- 123 WF SOL 1 20(19)
Capital Area East
14- 123 WF SOL 1 20019)
Capital Area East
14- 123 WF SOL b 15(9)
Capital Area East
14- 123 WF SOL 2 15(13)
Capital Area East
6 Records Found

North Faality 123 East
Main Austin,TX 73301

MWain Office 213 Main
Austin TX 77405

Main Building 1406
Jacaman Laredo, TX 78041

Main Facility 123 Main
Street Austin TX 73301

Main Facility 123 Main
Street Austin, TX 73301

Main Facility 123 Main
Street Austin TX 73301

John

Brandon

Brandon

Brandon

Brandon

Manage Roster
Print Roster

Manage Roster
Print Roster

Manage Roster
Print Roster

Manage Roster
Print Roster

Manage Roster
Print Roster

Manage Roster

Print Roster
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Presenter Notes
Presentation Notes
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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Set Attendance Status: | Mone Selected M

Search:

Fesults View: Summary | Detailed

To sort an any column, click a column title.

HHCS Mailing
Address/Phone Number
Number
10860  Garcia Frank 311 Bowie 5t AUSTIM, TX &1 i 10613- WP RI Pending 10/24/2023
5127981513 TET0Z Incomplete Only Letter John Marks
S127581513
10846 = Falin Sarah 1128 San Bernard 5t &1 1 10634- WF Rl Pending 10/24,/2023
3522222354 AUSTIN, TX 78708 Incomplete Cinly Letter John Marks
Set Attendance Status: | ;o colacted -
Search:

Results View: Summary | Detailed
o To sort on any columm, click a column tite.

HHCS Mailing Type Work Record Last
Address/Phone Number Program Code Ap Iﬂm Shhli S'h'tln Updated Sehct
Client Mumber
JpEe4 | Tester Stan L 1709 Mewfield Ln. Austin, TX 12808- WP RI Pending 117272023
TAT03 Incomplete Only Letter Brandon Martin
512-555-7839
10806  Vaughan Stevie 2802 Rae Dell Ave Austin, TX 2 12808- WP RI Pending 11242023
Ray TET0 Incomplete Only Letter Brandon Martin

312-335-0000



Presenter Notes
Presentation Notes
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.
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61 1 10613- WP RI
Incomplete Only
61 1 10634- WP RI
Incomplete Only

2 Records Found

ate Selected Records ] [ Remove From Roster List ] [ Print Roster ]

Print Letters

Pending
Letter

Pending
Letter

10/24/2023
John Marks

10/24/2023
John Marks

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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1 10613-
Incomplete
1 10634-
Incomplete
2 Records Found

WP RI
Only

WP Rl
Only

d Records ] [ Remove From Roster List ] [ Print Roster ]

Print Letters

Scheduled
(10/26/2023)

Pending Letter

10/24/2023
John Marks

10/24/2023
John Marks

28


Presenter Notes
Presentation Notes
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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Recent Downloads

POF Cutreachletters_ 10262023 23495
5344 KE « Done

Attendance.aspx?enc=JaSl.. @ 12 # &

l_:]'n

29


Presenter Notes
Presentation Notes
Chrome displaying that the outreach letters have been downloaded. Location and design may vary depending on browser used. 
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Search:

Results View: Summary | Detailed

To sort on any column, click a column title.

HHCS Mailing
Address/Phone Number

1086 Garcia Frank =~ 311 Bowie St AUSTIN, TX 61 1 10613- WP Rl Scheduled 10/27/2023
5127981513 78703 Incomplete Only {10/27/2023) Brandon
2127981313 Martin
10846 PFalin Sarah 1198 San Bernard St 61 il 10634~ WP Rl Scheduled 10/27/2023
3522222354 AUSTIN, TX 78708 Incomplete Only (10/27/2023) Brandon
3522222354 Martin

30


Presenter Notes
Presentation Notes
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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Results View: Summary | Detailed
To sort on any column, click a column title.
HHCS Mailing

Work i Choices | WP App
Address/Phone Number | Program Closed Status| Status

10860 Garcia Frank = 311 Bowie St AUSTIN, TX 61 1 10613- WP RI
5127981513 78703 Incomplete Cnly
5127981513
10846 Falin Sarah 1198 San Bernard St 61 1 10634~ WP R
3522222354 AUSTIN, TX 787038 Incomplete Only
3522222354
2 Records Found

[ Update Selected Records [ Remove From Roster List ] [ Print Roster ]

Attended

Scheduled
(10/2772023)

10/27/2023
Erandon
Martin

10/27/2023
Brandon
Martin

31



Presenter Notes
Presentation Notes
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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Set Attendance Status: Attended -

Search:

Results View: Summary | Detailed

To sort on any column, click a column title.

HHCS Mailing Choices
Address/Phone Number | Program ApplD/Status

10855 Garcia Jose 311 Bowie St AUSTIN, TX 61 1 1061 2- WP Rl Attended 10/23/2023
5127981512 78703 Incomplete Only Brandon Martin
3127981512
10852 | Janes Claudia 2311 La Frontera Blvd 1 19 10635- WP RI Did not attend 10/23/2022
3122222222 Austin, TX 78728 Incomplete Only - penalty Brandaon Martin
322222222
1085% | Wong Patricia 8200 S Congress Ave 1 1 10596- WP RI Attended 10/23/2023
3242222222 AUSTIN, TX 78745 Incomplete Only Brandon Martin
3242222222
10871 Garcia Ted 1301 W 5th St AUSTIN, TX 1 1 10616- WP Rl Attended 10/23/2023
5127381812 78703 Incomplete Only Brandon Martin
3127981812
10820 Lopez Bert 1301 W 5th St AUSTIN, TX 1 19 10631- WP Rl Attended 10/23/2023
5127986303 78703 Incomplete Only Brandon Martin
2127986303



Presenter Notes
Presentation Notes
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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