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1. From menu, select Manage Individuals.

Close X
(> .Sign Out

Search menu... Q=

~ Quick Assist

Enter Search... Q ﬂ

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

Geographic Solutions Community
Site

Reports Catalog

v 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 >
|_Mapage Activitiec by

Figure 1: Screenshot showing Manage Individuals
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2. Select Assist an Individual.

r Manage Individuals <

Create an Individual

Common Intake

One Case Note to Multiple Individual

I > Assist an Individual

TAA Eligible Worker Layoff List
Upload Rapid Response Individuals

Manage Outreach Pool

Figure 2: Screenshot showing Assist an Individual

3. You can find recently assisted customers in Quick Assist, or you may

search for a new customer by entering information in the General
Criteria section and click Search.

= \‘" WORKITEXAS

 Staff Services - Individual Search Criteria

ase enter your search criteria below to help you find an Individual.

Quick Assist

ved Individual item(s) in My Search Liste

Here are the 50 most recent individuals you assisted: h

[Top | Search | Eottom

General Criteria

Individual Username (Login @ Exact match O Begins with h
ar
T T

Individual User 1D: O starts with these #s @ Matches exactly

Individual User 10:
(Comena delmited st et your entry.
10 200 characters)

State ID Number:

Figure 3: Screenshot Showing Quick Assist, General Criteria and Search
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4. Select Programs under the Case Management Profile section.

e _________________________________________|
[ Assist an individual | Staff Services | Individual Portfolio ]

(] My Individual Profiles [ ] My Individual Plans & staff Profiles
& General Profile

i Summary

[ ] Identity Issuss
& Case Management Profile
i Case Summary

!
W orocram: h

§ Plan

i Assessments

B Report Profile

Figure 4: Screenshot Showing Programs under Case Management Profiles

5. Navigate to the SNAP Employment and Training ribbon and click the
plus sign icon to expand.

SNAP Employment and Training A Apps: 1

Create SNAP Employment & Training Application

SNAP #11429181 - Complete &g g

LWDE:

Figure 5: Screenshot Showing How to Expand the SNAP Ribbon

6. Click the plus sign icon to expand the Sanctions Ribbon.

Attendance
Good Cause 1
Sanctions h 0

Figure 6:Screenshot Showing the Create Sanctions Referral Link
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7. Click on Create Sanction Referral.

@ Sanctions

Create Sanction Referral h

There are no records to display.

Figure 7: Screenshot Showing the Create Sanctions Referral Link

8. The sanctions page will display. Verify that the correct LWIA/Region
and Office Location selections are accurate. If not, change them
accordingly.

* LWIA/Region:

‘ Mone Selected

* y6fe —
Office Location: Select an LWIA/Region

Sanction Referral

* Referral Reason:

* Mon-Cooperation /
Cooperation Date:

Comments:

Figure 8: Screenshot showing the LWIA/Region and Office Location
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9. For Referral Reason, select appropriate reason from the drop-down

menu.

* LWIA/Region:

None Selected - ‘

* Office Location:

Select an LWIA/Region

Sanction Referral

* Referral Reason:

Comments:

5-Failed to respond to outreach iy
17-Failed to participate, Good cause recommended ?

18-Failed to respond to outreach, Good cause recommended
19-Penalty reviewed, Good cause recommended

* Non-Cooperation Date: —SE S
4-Failed to participate

Figure 9: Screenshot Showing Sanction Referral Dropdown

10.For Non-Cooperation Date, select the appropriate date.

* Office Location:

Select an LWIA/Region

Sanction Referral

* Referral Reason:

*Non-Cooperation Date:

Comments:

Figure 10:Screenshot of Non-Cooperation Date Field



11. If applicable, add Comments.

* Office Location: Select an LWIA/Region

Sanction Referral

* Referral Reason:

None Selected hd

* Non-Cooperation Date: ’—‘ = Today

Comments:

Figure 11: Screenshot Showing Comments Field

12. Add case note by clicking on Add New Case Note.

)

Attach Case Note /

Print Selected Case

Motes [

A1

Figure 12: Screenshot Showing Add Case Note Link
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13. The case note pop-out box will appear. Enter case note details

and attach any necessary documents.

Appointment Options

Case Note Template

Autocomplete
by template:

Case Note Summary

Username:
UserlD:
Name:

Case Note Details

[] Please check to suppress this Case Note

* Contact Date: |

Figure 13: Screenshot of Case Note Screen



14. Select the Save (or Save and Print) button.

Message Options

Assisted User does not have an email address saved. Email option will not be available
[[] Create Message From Case Note on Save

Case Note Attachment(s)

Listed below are the documents associated with this case note. Click the View link below te view that particular item.

Results View: Summary | Detailed
Chck a colume title to sort [ view Thumbnails

Uploaded and scanned documents with spaces in the document name may be incompatible with some browsers. These spaces
will be replaced with _ when saving the document in our system.

[ Add a Document ]

@ Save and Print

Figure 14: Screenshot of Message Options Save or Save and Print

15. The Case Note table appears.
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Figure 15: Screenshot of Case Note Table

16. To view the sanction referral, click on Programs.

I —
[ Assist an individual | Staff Services | Individual Portfolio ]

] My Individual Profiles [ ] My Individual Plans & Staff Profiles
& Ceneral Profile
i Summary
B Cas< totes
B Activities

I 1dentity Issuss

& Case Management Profile
iCEEi Summary
[P
_EET
B 2ssessments
] Report Profile

Figure 16: Screenshot of the Link to Programs
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17. Navigate to the SNAP Employment and Training ribbon and click
the plus sign icon to expand.

SNAP Employment and Training Af— Apps: 1

Create SNAP Employment & Training Application

lSNAP #11429181 - Complete f g
LWDB:

Figure 17: Screenshot Showing How to Expand the SNAP Ribbon

18.Click on the plus sign on the Sanctions Ribbon to see the sanctions
table.

Attendance

Good Cause 1

Sanctions h 0

Figure 18: Screenshot Showing the Sanctions Ribbon

19. The sanctions table appears with the sanction information.
& Sanctions 1
Create Date Create Date Referral Non- Referral HHSC HHSC | Adverse HHSC  Rejection Day

Staff = Sent Reason  Cooperation = Status  Response Response Action Good Reason Counter
to Date Date Date  Cause

HHSC Reason

06/28/2023 Failed to 06/28/2023 Pending 0

participate HHSC
Response

Figure 19: Screenshot Showing Sanctions Table
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