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1. Select the menu button to access the Left Navigation Menu.

Close X
[ Sign Out

Search menu... Q=

~ Quick Assist

Enter Search. Q n

~ Other Staff Services
Labor Market Services >
Assistance Center >
Staff Online Resources
Staff Online Courseware >

Geographic Solutions Community
Site

Reports Catalog

~ My Staff Workspace
My Staff Dashboard
My Staff Resources >
My Staff Account

Directory of Services

~ Services for Workforce Staff

Manage Individuals >
Manage Employers >
Manage Résumés >
Manage Job Orders >
Manage Labor Exchange >
Lldanage Activitiac b

Figure 1: Screenshot showing Manage Individuals
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2. Under Services for Workforce Staff, select Manage Individuals.

Select Manage Outreach Pool.

Manage Individuals
Please select from the Manage Individuals options [isted below,

One Case Note to

Create a common i rt muttiple: Multiple Individuals s
program appicat nine eligibility Creste one case note and assodiate it to the
N Varous.. multipie individuals.
i Upload Rapid Response Manage Outreach Pool h
= Individuals Manage agency referrals to the Qutreach Pool,
TAA Eligible Worker Select this option to upload 2 Repid Response
Layoff List workbagk,
Search criteria page for TAA Eligible Worker
Layoff List

Return to Services for Workforce Staff

Figure 2: Screenshot of Manage Outreach Pool

Manage Outreach Pool

Please select from the Manage Outreach Pool options listed below.

I I @ ienu Descriptions

Choices (TANF) Outreach SNAP E & T Outreach Manage Customer Load
Management Management Exceptions

Manage HHSC TANF recipient referrals, set-
up and schedule Initial Appointments,
manage Appointment.

Manage HHSC SNAP recipient referrals, set-
up and schedule Initial Appointments,
manage Appointment.

Manage HHSC Choices (TANF) and SNAP
E&T interface data discrepancies.

Return to Manage Individuals
Return to My Dashboard

Figure 3:Screenshot of SNAP and Choices Outreach Pool Menus

Note: SNAP E&T and Choices Outreach Pools are both managed
within the Manage Outreach Pool Menu.
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Outreach Management - Choices

1. Select Choices (TANF) Outreach Management.

Manage Outreach Pool

Please select from the Manage Outreach Pool options listed below.

1 o Menu Descriptions

Choices (TANF) Outreach SNAP E & T Outreach Manage Customer Load
Management Management Exceptions
Manage HHSC TANF Manage HHSC SNAP Manage HHSC Choices
recipient referrals, set- recipient referrals, set- (TANF) and SNAP E&T
up and schedule Initia.. up and schedule Initia.. interface data...

Return to Manage Individuals

Figure 4:Screenshot of Choices (TANF) Outreach Management Link

2. Select Choices (TANF) Appointment Schedules.

Choices (TANF) Outreach Management

Please select from the Choices (TANF) Outreach Management options listed below.

Choices (TANF) Choices (TANF) Outreach  Choices (TANF) Outreach
Appointment Schedules Pool Scheduler Rosters
Create Appointment Schedule referred Manage appointment
Schedules for Choices Choices (TANF) rosters, finalize
(TANF) recipients and.. recipients from the... recipient scheduling b...

Figure 5: Screenshot of Choices (TANF) Appointment Schedules Link
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3. The Choices (TANF) Appointment Schedules page will populate.
To avoid creating multiple Schedules for the same event, select Filter
Criteria.

Choices (TANF) Appointment Schedules

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.

Add a New Schedule

Return to Dashboard

Filter Criteria

Figure 6: Screenshot of Choices (TANF) Schedules Page with an Arrow
Pointing to Filter Criteria

4. Modify the fields as appropriate.

= Filter Criteria

% LWDB/Region: | None Selected -] i —

Office Location:

‘ Mone Selected - ‘
* Program: Choices Program
* Appointment Type: 1 - Qutreach for Initial Appointment
* Pool Management 1 - Scheduling
Type:
Capacity: | | |:| Owerride Appointment Schedule Capacity Limit
Date From: 04/23/2024 Today

Date To: 05/07/2024 | [ Today h

Staff to Contact:

SSN:

Work Code:

None Selected

[ Apply Filters | Reset Filters ]

Figure 7: Screenshot of Fields to be Modified
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5. Select Apply Filters.
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___________________
Date To: 05/07/2024 Today

Staff to Contact: |

SSN:

Werk CodE:/ None Selected

[ Apply Filters | Reset Filters ]

Add a New Schedule

Figure 8: Screenshot with Arrow Pointing to Apply Filters Link

NOTE: A list of Appointment Schedule records will display. If an

Appointment Schedule exists with the required dates, skip to step

8. If an Appointment Schedule does not exist proceed to step 6

below to Add a New Schedule.

6. Scroll down and select Add a New Schedule.

i 04/29/2024, 04/29/2024, 3:00 14 23 40(17)
9:00 AM 12:00 PM

M dPage|1~|of 2k H
Add a New Schedule @

Return to Dashboard

Edit Appointment
Schedule

Search Qutreach
1

Delete Appointment
Schedule

Figure 9:Screenshot Showing Add New Schedule Link
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7. Complete all the required fields to add a new Appointment Schedule
record and Select Save.

Add Schedule

Please fill in the information below to complete the Appaintment Schedule record for the Choices program

Choices Program

WO Reion:

* Office Location: ‘ MNone Selected e
Program: Choices Program
Appointment Type: 1 - Outreach for Initial Appointment

* Appointment Subject:

* Appointment Date: l:l B Today
Today

* Appointment Start Time: 1200 AM |(hh:mm am/pm) @

* i Eme:
Appointment End Time: 1200 AM | (hhimm am/pm] @

* "
Hours: Format (0:00)
Contact Staff Phone:

]

L e[
*Location Name:
*Location Address:

Location Address 2:

*Location Zip Code:

Rlllgy

* Location City:

Created by:

Create Date: 12:00:00 AM
Edited by:
Edit Date: 12:0000 AM
—

Figure 10: Screenshot of Appointment Schedule Record

8. From the Appointment Schedule Screen, select Search Outreach Pool

[ Apply Filters | Reset Filters ]

Available Appointment Schedules for Choices Outreach - Initial Appointment

LWDB, Office Location Start Date, End Date, Time # of Pool Staff to
Time Records Contact

0472972024, 04/25/2024, 20017) Workforce Solutions Edit Appointment
9:00 AM 12:00 PM Schedule

. Search Outreach
Pool

Delste Appointment
Schedule

Figure 11:Screenshot Showing the Select Outreach Pool
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9. From the Outreach Pool Scheduler page, select Show Filter
Criteria.
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Choices (TANF) Outreach Pool Scheduler

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

Appointment Subject:
Office Location:
Start Date and Time:
End Date and Time:
Location:
Staff to Contact:
Capacity (Current Available):

Current List: 0 selected for Roster Scheduling

Figure 12: Screenshot of Show Filter Criteria Link

10. Modify the desired filters and select Apply Filters.

Hide Filter Criteria

LWDE/Region:

Office Location: ‘ -

Program: Choices

Appointment Type: 1 - Outreach for Initial Appointment

Date From: . .|-—:~ Today

Date To: 04/19/2024 | Today

Work Code: | M - Mandatory -
Application Closed @ All O No CaseClosure () Case Closed Only

Status:

Limit records to:

SSN:

Client Number:

EDG Numby

[ Apply Filters | Reset Filters ]

Figure 13: Screenshot of Apply Filters Link
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11. Select all appropriate records to include in the Scheduled
Appointment by using the check box under the Action column.

[ Apply Filters | Reset Filters |
Client Name Contact Type Work Code Chaices Appld/Status Choices Closed Status . WP App Last Action
Client Number HHSC Mailing/Phone Program Status Action L
EDG Num Select All
[l M - 11964999 - Complete WP Rl Only Pending
Mandatory
01 M- 11961331 - Complete WP Enrolled Pending
Mandatory

Figure 14: Screenshot of Action Checkbox

12. Scroll down and select Add to List to add records to a temporary table
for roster assignment.

01 J - DELETED Too remote to effectively No open Pending o
participate WP

a1 G - Single parent/caretaker relative Mo open | Pending 0
caring for a child under age 1 WP

[Remove from List ]

add to Lis
Return to schedules
Return to My Dashboard

Figure 15: Screenshot of Add to List Hyperlink

Note: The Last Action column provides staff members with

information about the current state of the individual.
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a. Pending means the record has been loaded into the temporary
table, but no actions have been taken.

Show Filter Criteria

Cient Name Contact Type Choices Appld/Status | Choices Closed Status| WP App
Client Number HHSC Mailing/Phone Program
EDG Num

G - Single parent/caretaker relative caring for a child under age 1 11970668 - Complete

Action
i [
Select All

Figure 16: Screenshot of Pending Note in Last Action Column

b. Pending Roster means that the record is waiting to be added to
the roster.

[ Apphy Filters | Beset Filters |

SSN Client Name Contact Type Choices Appld/Status Choices Closed Status| WP App Last Action Action
Client Number HHSC Mailing/Phone Program Status -
EDG Num Select All

o1 M- 11964899 - Complete WP RI Only

Mandatary

01 M - 11961331 - Complete WP Envolled
Mandatory

Figure 17: Screenshot of Pending Roster Note in Last Action Column

c. Pending Letter means that the record has been added to the
roster and is waiting for the letter to be printed.

Results View: Summary | Detailed
To sart on any column, click a column title, Current Sort: Work Code ascending

Customer Name HHSC Mailing Type Program Work Code Choices Choices WP App
Client Number Address/Phone Number ApplD/Status Closed Status
Status

01-TAMF cash M-Mandatory 11950985- WP Pending Letter O
assistance and Enrolled Enrclled

Medicaid
01-TAMF cash M-Mandatory 11958965 WP Pending Letter o
assistance and Enrolled Enrolled

Medicaid

Figure 18: Screenshot of Pending Letter in Last Action Column
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13. To add records to a roster, check the action box in Action column.

[ Apply Filters | Reset Filters ]

Client Number HHSC Mailing/Phone Program Status L]

SSN Client Name Contact Type Work Code Choices Appld/Status | Choices Closed Status| WP App Last Action Action
EDG Num Select All

[ M - 11964999 - Complete WP RI Only Pending
Mandatory Roster

()] M- 11961331 - Complete WP Enrolled Pending
Mandatory Roster

Figure 19: Screenshot of Action Box Under Action

14. Scroll page down and select Save to Roster.

01 J - DELETED Too remote to effectively Mo open | Pending (m]
participate WP
[ G - Single parent/caretaker relative Mo open | Pending o
caring for a child under age 1 WP
[ Remove from List | [Addto List] [ Print Preview List ]

# Return to schedules
Return to My Dashboard

Figure 20: Screenshot of Save to Roster Button (Link)

15.To return all unselected recipients back to the pool and return to the
Appointment Schedules Screen, click the Return to Schedules.

o1 1 - DELETED Toa remete to effectively participate 0- No open application Ne open WP | Pending
o1 M - Mandatory 11969902 - Complete No open WP | Pending
o1 M - Manoatory 0- No open application WP Envolled | Pending

Add to List
Retum to scheduies TR =)
Return to My Dashboard

Figure 21: Screenshot of the Return to Schedules Button (Link)

Note: An individual’s attendance record cannot be finalized until
a Print Letter Date exists within Roster Management.
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16.To print Outreach letters, return to the Choices (TANF) Outreach
Management Page and select the Choices (TANF) Outreach
Rosters.

Choices (TANF) Outreach Management

Please select from the Choices (TANF) Outreach Management options listed below.

|

Choices (TANF) Choices (TANF) Outreach Choices (TANF) Outreach
Appointment Schedules Pool Scheduler Rosters
Create Appointment Schedule referred Manage appointment
Schedules for Choices Choices (TANF) rosters, finalize
(TANF) recipients and.. recipients from the... recipient scheduling b...

Figure 22: Screenshot of Choices (TANF) Outreach Rosters Link

17. Select Filter Criteria.

Choices (TANF) Qutreach Rosters

Rosters- Choices (TAMF) - Qutreach For Initial Appointment

Filter Criteria h

Filter Criteria:
Date From:

Date To:
Staff to Contact:

Location Name:

Results Wiew: |

Figure 23: Screenshot of Filter Criteria Link
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18. Under Filter Criteria, modify the desired filters and select the Apply

Filters.

Filter Criteria

*LWDB/Region: | Mone Selected - |
Office Location: | . |
Programs: Choices [TANF)
Appointment Type: Choices Qutreach for Initial Appointment
]
Client Number: | |

EDG Number: | |

Date From: |:| B Today
e [ Jmmm

Application Closed @ A O Mo Case Closure O Case Closed Only
Status:

staff to Contact: | |

Location Name: | |

Apply FilterjReset Filte

Figure 24: Screenshot of Filter Criteria with the Apply Filter Link

19. Identify which appointment that needs updating and select the
Manage Roster.

e e e T R R |
1 nng

3021116 4/2/2024 90000  4/2/2024 10:0000  1:00 No Limit 0
AM AM

3021117 1/2/2024 8:00:00 1/2/2024 12:00:00  4:00 a No Limit
AM AM

3024456 3/1/2024 1:00:00 3/1/2024 3:0000 200 2 No Limit 0
oM PM

3024457  3/15/2024 1:00:00 3/15/2024 3:00:00 2:00 o No Limit )
oM

Figure 25: Screenshot of Manage Roster Link under the Action Column
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20. Using the check boxes under the Action column, check records in
Pending Letter Status to print letters.

Results View: Summary | Detailed

any column, click a column title, Current Sort: Work Code ascending
Customer Name HHSC Mailing Type Program Choices Choices Wwp App
Client Number | Address/Phone Number ApplD/Statu Gnsed
01-TANF cash M-Mandatory 11950985~ Pending Letter
Enrolled Enrolled
Med\cald
01-TANF cash M-Mandatory 11858365~ wp Pending Letter

assistance and Enrolled Enrolled
Medicaid

Figure 26: Screenshot of Action Column to Select Letters to Print

21. Scroll down and select Print Letters.

Customer Name HHSC Mailing Type Program Work Code Choices Closed Status WP App Record Last | Action
Client Number | Address/Phone Number AppID Statu Status Updated | Select
A.II

01-TANF cash E-Unable to work due to 11961931~ Close Date: Mar 1 2024 12:00AM Pending
menta Vphy ical disability > 180 Enrolled Close Reason: Services provided | Enrolled
Medicaid
01-TANF cash M-Mandatory 11958695~ | Close Date: Mar 1 2024 12:00AM wp Pending

Enrolled Close Reason: Services provided Enrolled Letter

assistance and
Medicaid

[ Update Selected Records | [ RemJWlrom Roster List ] | Print Roster ]

I Print Letters. I

Figure 27: Screenshot of Print Letters Button (Link)

Note: The print letter button officially schedules the appointment
and removes the referral from the Outreach Pool. The system
creates a partial application, and the application will display an
Incomplete status. Staff may complete the partial application
when the recipient attends the Initial Appointment.

BSS Desk Aid — Outreach Pool — Choices and SNAP E&T Programs 4.24.2024
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22.To Set Attendance Status dropdown, select the status you are
setting (Attended, Reschedule, Did Not Attend - Penalty, Did Not
Attend).

Capacity (Current No Limit ()
Availabile):

Scheduled: 4

Pending Letters : 0

Set Attendance Status: u e
Rescheduled Search:
Aended ]
Did not attend - penalty

1 Did not attend
sort on any column, click 3 commmnTie:

sults View: Summary | Detd

StateID | Customer Name HHSC Mailing Type Program
Client Number | Address/Phone Number

01-TANF cash M- 11950592 Close Date: Mar 11 2024 12:00AM Scheduled
assistance and Mandatory ~ Complete Close Reasan: Client is na longer (04/17/2024)

Medicaid eligible
01-TANF cash M- 11961706- Close Date: Mar 21 2024 12:00AM Scheduled
assistance and Mandatory ~ Complete Close Reason: Services provided (04/17/2024)

Medicaid
01-TANF cash M- 11967867~ Close Date: Mar 26 2024 12:00AM Scheduled
assistance and Mandatory ~ Complete Close Reason: Client is na longer (04/17/2024)

Medicaid eligible

Figure 28: Screenshot of Set Attendance Status Dropdown

23. Select all appropriate records for the Attendance Status under the
Action column.

——
Capacity (Current No Limit ()
Availabile):

Scheduled: 4
Pending Letters : 0

Set Attendance Status: [ o ooy .

Rescheduled
Attended
Did not attend - penalty

Did not attend
To sort an any column, click a commmnromes

Results View: Summary | Det:

Choices Closed Status PP Record Last  Action
[

Updated | elect

StateID | Customer Name HHSC Mailing Type Program | Work Code
Client Number | Address/Phone Number

01-TANF cash M 11950592 Close Date: Mar 11 2024 12:00AM Scheduled
assistance and Mandatory Complete Close Reason: Client is no longer (04/17/2024)

Medicaid eligible
01-TANF cash M- 11961706~ Close Date: Mar 21 2024 12:00AM Scheduled
assistance and Mandatary Complete Close Reasan: Services provided (04/17/2024)

Medicaid
01-TANF cash M- 11967867 Close Date: Mar 26 2024 12:00AM Scheduled
assistance and Mandatory Complete Close Reason: Client is no longer (04/17/2024)

Medicaid eligible

Figure 29: Screenshot of Action Column
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24. Once records are selected and status is set, click the Update
Selected Record.

|
Results View: Summary | Detailed
To sort on any column, click a column title. Current Sort: Work Code ascending

Customer Name HHSC Mailing Type Program Work Code Choices Choices | WP App Record Last | Action
Client Number ‘Address/Phone Number ApplD/Status Closed Status Updated Select
Status All
]
wp o

01-TANF cash G-Single parent/caretaker relative 11950299~ Scheduled

assistance and caring for a child under age 1 Enrolled Enrolled (03/25/2024)

Medicaid
O1-TANF cash K-Mandatory - Pending an appeal 11855345~ we Scheduled O
assistance and on TANF sanction Enrolled Enrolled (10/31/2023)

Medicaid

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

Figure 30: Screenshot of Update Selected Records Hyperlink

25. Repeat the process for all individuals who need attendance updated by
first selecting the Set Attendance Type, then checking the Action
column for the individual(s) and selecting the Update Selected
Records hyperlink.

Scheduled: 2

Pending Letters : 2

Set Attendance Status: None Selected

None Selected
Rescheduled

Attended

Did not attend - penalty
Did not attend

cort aon 3Ry column-click-a-colomp-ttle
e 1L Y- =

‘crrcicar

sults View: Summary | Det

Figure 31: Screenshot of Set Attendance Drop Down Menu
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26. The Summary roster will display each staff action under the Last

Action column.

Results View: Summary | Detailed

To sart on any column, click a column title,
HHSC Mailing Address/Phone Choices Closed
Apj Status

Number

pp Last Action
01-TANF cash assistance M- 11957029- WP Enrolled | | Did not attend - (8]
and Medicaid Mandatory Enralled penalty

1 Records Found

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

Figure 32: Screenshot of Summary Roster
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Outreach Management — SNAP E&T Program

1. Select the SNAP E&T Outreach Management link.

Manage Outreach Pool

Please select from the Manage Outreach Pool options listed below.

1 o Menu Description

Choices (TANF) Outreach SNAP E & T Outreach Manage Customer Load
Management Management Exceptions
Manage HHSC TANF Manage HHSC SNAP Manage HHSC Choices
recipient referrals, set- recipient referrals, set- (TANF) and SNAP E&T
up and schedule Initia.. up and schedule Initia.. interface data...

Return to Manage Individuals

Figure 33: Screenshot of Snap E&T Outreach Management Link

2. Select the SNAP E&T Appointment Schedules link.
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SNAP E & T Outreach Management

Please select from the SNAP E & T Outreach Management options listed below.

{

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

Return to Manage Outreach Pool

Figure 34: Screenshot of SNAP E&T Appointment Schedules Link

Note: The process for managing the outreach pool for SNAP E&T
program is identical to the Choices Program. Return to page 3 of
this desk aid under Outreach Management - Choices and
continue all steps using SNAP E&T Program filter instead of the

Choices Program.
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