SSP Re-engagement Quick Reference Guide
Updating TRACS Re-engagement (RE) step
with attendance

Known Customer Image

1. Select current RE step

Detail |anatlnn | Schedule | Altendance |

Step Type: |Re-Engagement - RE | Status: [Planned
Description: |Re—engagement Appointment at 10:00am e
Planned Start: xovodocoe 7| Actual Start: I 57 Completion Reason:

Planned End: [xototoooe v|  Actual End: | = x|
Scheduled Hours:| 0 per week One Stop CIisnt:INn 'I

Additional Hours-| 1.0 = per week Attendance Status:l

Total Hours:l 1.0 perweek Emp\oyerContacls:l

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

Detail |Localian | Schedule | Attendance

2. Using dropdown arrows; select Actual Step Type: [Re-Engagement - RE =l Stetus: Planned
Description: |Re-engagement Appointment at 10:00am i
Start and Actual End equal to the date of e Aot 3 (2] -
. Planned Start: Imdmd)oooc || Actual Start- |xxhoo’>ooo( = Completion Reason-
the re-engagement app0|ntment Planned End: [xxiouxooe x| | Actual End: [othodoon ] || |
Scheduled Hnurstl 0 per week One Stop CIlent:INn hd
H H Additional Hours:l 1.0 == per week Attendance Stalus:|
3' nght CIICk and save Total Hours:| 1.0 per week EmployerConLacts:l
Contractor Managed?: m Load Code:l_
Created: 5/5/2016 Last Updated:
Created By: Last Updated By:

4. CI'Ck Attendance tab Detail ILDcatlon | Schedule | Attendance |
ﬂl il Month Year _’l M

Week Start Date Exp | Act Excu Unex Haol Sat?

[Sat sechodionoe [ 1.0f 10 |100% | | ¥~

5. Enter “1” in Act Attendance field

6. Right click and Save

| Absence Unresolvedl F'riml

Detail |Localian | Schedule | Attendance
In Completion Reason field select Step Type: [Re-Engagemen - RE = Status: Planed
“Activity Comp” i

™~

Description: IRe-engagemem Appointment at 10:00am

Planned Start: souxxioooe 1 Actual Start: Iﬁ [Completion Reason- |
. . Planned End: [xxhodioos | Actual End: [odioioo v) I!Acti\n'ty Comp LII
nght C||Ck and save Scheduled Hours:lT per week One Stop Cllent:m

Additional Hours:lﬂ per week Attendance Status: |

Total Hours:| 1.0 per week Employer Com.acts:l

o

Contractor Managed?: |N0 'I Load Code:l
Created: 5/5/2016 Last Updated:
Created By: Last Updated By:
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