Employment First Monthly Participation Tracking Window

The Case Plan action button on the EF Detail Program Case window has been disabled.  For EF cases, case managers will no longer have access to the list of Goals and Tasks Window.  The Case Plan has been replaced by the new Employment First Monthly Participation Tracking window.  We will now use this new window to report monthly participation of components and hours.  The new window will also serve to confirm monthly participation as is required by Federal regulations.  Components and Number of Hours Participated need to be entered each month for each Employment First Program Case in Active status and for each month of TMA-G.  The data for each month needs to be entered by the 10th day of the following month. 

An alert will be generated on the 2nd day of each month by the system for active and first month only transitional EF cases to assist in completing the data entry.   

To access the new window, from the Detail Master Case window double click on the EF Program Case.
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On the Detail Program Case Window highlight the Program Case Person and select Actions, from the drop down menu select Employment First, and from the sub-menu select Monthly Participation Tracking.  Notice the Case Plan button is no longer enabled.  
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Open the Participation Month drop-down list.  The months displayed are those of the previous quarter if the current date is within two months of the previous quarter’s end, otherwise only the months of the current quarter, excluding the current month will be displayed.  Current month will not display, as participation data should not be entered until the month is completed     

Based on the participation month selected, the status of the EF Program Case and any existing component/participation hours will be displayed for that month.  If the status of the EF Program Case for the selected month is Exempt or Closed, you will not be able to add Components and Participation Hours.

If EF Components and Participation Hours have already been added for the month selected, the information will be shown in the EF Component Box.  

There are three actions that can be taken from the Employment First Monthly Participation Tracking window: 

Add: Allows the user to add EF Components and Number of Hours Participated in each component for the selected Participation Month.

Update: Allows the user to select an existing instance of EF Component and Participation Hours for a Selected Month and update the participation hours only.  This action will not allow the user to change the EF Component.  If the type of EF Component was selected in error, you will need to use the "Delete" action and re-enter the correct information.  

Delete: Allows the user to select an existing instance of EF Component and Participation Hours for the Selected Month and delete it and if appropriate, enter the correct EF Component and Participation Hours.  
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In the Client Participation box select the component that denotes the type of participant activity.  Use the reporting tools the contractors have provided showing components and hours or use case record documentation of the component activity and hours the participant has completed, ie. pay stubs, school schedules, service plans (WP-4C), narratives that confirm activity hours of the participant, etc.    

Enter the actual Number of Hours participated during the month per component in the box provided.  Click on the Add push button. 

To enter another activity select another component activity from the EF Component drop down list, and enter hours, click on Add.

As component activities and hours are added, the information moves to the list box below.  The system will compute the Total Confirmed Hours of Participation for the month.  Click on Save or Save and Close when completed.
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In order to correct a component entered in error, highlight the component.  The Update and Delete pushbuttons are enabled.   Use Delete to remove the component.  A confirmation box asks “…Do you want to continue?”  Clicking “yes” results in the removal of the error.  Click on Save or Save and Close.
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In order to update participation hours, click on the component in the EF Component list box.  Client participation box is populated with the current component and hours.  Change the hours to the correct amount and click on Update.  Corrected hours are shown in the EF Component List box and the new total is shown.  Click on Save or Save and Close when completed.
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