SSP Re-engagement Quick Reference Guide
Adding a Re-engagement (RE) step to TRACS

Known Customer

1. Open a new step

Detail an:almn 1 Schedule | Attendance I

Step Type: | | Status: |Planned
Description: |
Planned Start: ~| Actual Start: 2 Completion Reason:
Planned End: ~| Actual End: | =~ | ~|

Scheduled Hours:| .0 per week One Stop Client:|No -

Additional Hours: | .0 == per week Attendance Status:|

Total Hours:| 0 per week Employer Contacts:

Contractor Managed?: = Load Code:
Created: 5/5/2016 Last Updated:
Created By: Last Updated By:

Detail lLocation ] Schedule | Attendance

2. In Step Type f|e|d, Se|eCt IStepType: |Re-Engagement - RE jl Statueinned
“ _ _ ” I Description: |Re-engagement Appointment at 10:00am oo I
Re engagement RE Planned Start: | j Actual Start: | j Completion Reason:
. . . Planned End: | Actual End: | j | j
3- In Descrlptlon fleld, type Scheduled Hours:’T per week One Stop Chent:m
L - 1 Additional Hours:| .0 -3 per week Attendance Status:|
Re engagement AppOIntment at ” Total Hours:| 0 per week Employer Contacts:
(time of re-engagement appointment) Contractor Managed? | <] Load Code:|
Created: S/5/2016 Last Updated
Created By: Last Updated By

4. Using dropdown arrows; select Planned Dot | Lovsion | Schecde | atendance |
Start and Planned End equal to the date Step Type: |Re-Engagement - RE =l Status: |Planned
. Description: |Re-engagement Aement at 10:00am
of the re-engagement appointment.

Planned Start: | él ual Start: IS Completion Reason:
] IF’\anned End- | ZI éual End- | j || ﬂ
5. In the Additional Hours field, add 1 hour Scheduled Hours: [0 per week ({5) One stop Client e~

IAddltmnaI Hours: | 1.0 —= per week Attendance Statust|

. Total Hours:| 1.0 per Employer Contacts:
6. Using dropdown arrow change G Mmoot [ho o |° Lond Cote |
Contractor Managed to “No” EeD < omin

Created By: Last Updated By

Case name:  Smith
Hu:-q Barvices Date of notice: xx/xmx/xxx

7. Right click and Save )'(DHS T m  amm m
of

** An updated PDP does not need to
be mailed to the participant, as they will receive
a corresponding RE appointment letter. 500 Soramer Stret

Salem OR 97301

JOBS Re-engagement Notice

Did you know the Temporary Assistance for Needy Families (TANF) program provides
activities to help you meet your goals? These activities include:

s#Goal setting and personal planning.

e Workshops for updating your resume and practicing interviewing skills.

eHelping you set goals to improve your basic living needs such as finding better
housing. medical assistance and stable child care.
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