SARA

WIOA Service Provider Training



What will be covered:

What to expect from SARA?

Where is SARA located in EmployNV?

How and why should | update My User Profile and Signature?

Where do | find Alerts and what are they?

When and why do | use SARA?

What Tools are available for SARA?



What can SARA do for me?

SARA can:

>

Ensure clients receive timely
communication

Ask specific questions and get
responses from the client and notify
me

Send me an Alert if the client needs
assistance

Allows for continued contact with
the client regarding training classes,
job referrals, and employment

Document detailed Case Notes in
EmployNV

Schedule appointments with my client
and sends out reminders one-day prior

Allows for bulk communication with clie
in my case load to invite them to special
events or Job Fairs

Allows posting of Case Notes to multiple
clients in my case load all at once

Allows for documents to be collected from
clients

Allows for work to be done on my beha
24/7 without being reporting to th
Board



What do | have to do for SARA?

» Don’t keep SARA a secret

» Tell client’s about SARA verbally
» Share the SARA flyer

» Pay attention to SARA

» Look at and take action on SARA Alerts daily
» Pay attention to the client Track assighments in SARA

» Don’t keep her all to yourself

» Share client’s with other staff and agencies, if requested or
determined appropriate



Accessing SARA
There are 2 ways to access SARA through EmployNV

The first way is from EmployNV’s Dashboard:

Welcome to My Staff Workspace ROY BROWN.

‘- EmpI DyNV ' This page allows you to customize the content you are interested in. Click on a button in the grid to

access the details of a work item, or select another function from the menu on the left hand side of the

. screen.

Create a Request My Staff Dashboard My Staff Resources My Staff Account Directory of Services

At the bottom of the Dashboard, select Configure Dashboard Widgets

\

nhur il Vi




Checkmark the box next to SARA and click Save

(Note: this doesn’t have to be done each time you log in)

Dashboard Widgets Available

Check All | Uncheck All

[#] Active Case Load [#] Need help or more information
[#] Report indicators

Labor Market Services
Latest News and Announcements
D {May not appear if news or announcements have not been posted recently:) » E SARA

E My Calendar E Saved Lists
My Correspondence E Scheduled My Reports
E My Messages Staff Productivity Reports

@ Cancel

The Dashboard Widget will display on the Staff Dashboard

[=] SARA [#

@ Alerts




When using the SARA Widget from the Dashboard to access SARA:

» Alerts - Displays for the ENTIRE CASE LOAD

Logout Marshall, K... | &

@ Viewing As

Marshall, Krista

! Alerts Global Client Search

Show: Alert Level All* | Clients| All = Unviewed Grouped by Client~ | Search

Client Name Latest Alert Alerts

= Baker, qu_istina_ 121772018 2:00:11 PM B ©
TC:;:::|: orce Services Representative:

= Pale, Tad _ 12/17/2018 10:35:01 AM @ ©

rimary Workforce Services Representativ

]

Young, Zynda

Legend: @ Urgent [E] Potential Problem Completion/Progress Report @ Shared Client @ Email/Text Message Document/Imags




When using the SARA Widget from the Dashboard to access SARA:

» Calendar - Displays My Calendar

DETR 2| & Logout Marshall, K... o2

Marshall, Krista

m Appointlnents > My Calendar Global Client Search
Change View -« Add Appointment
22 January 2019 Showing | Full Month = < | Today | >
Sun Mon Tue wWed Thu Fri Sat
1 2 E +

= 7 a8 k=] 10
1= 14 15 16 17
20 21 22 23 24

27 28 29 =0 31



When using the SARA Widget from the Dashboard to access SARA:

» Reports - Displays for General, Client, and Help

Anderson, Kelsey

Reports

General Clients Help

DASHBOARD Report

Scheduled Assignments - Next 5 days
Click on assignment to see details. "Attempts" indicates how many times SARA has tried sending the assignment

so far.
Excel PDF print Show 10 » entries Search:
Client - Client ID < Track < Assignment ¢ Language < Type ¢ Attempts < Date ¢ Method <
o SARA . ) Email and
CURRY, JOY 892278 Training Introduction English One-Time O 01/23/19 SMS
o Monthly Training . Email and
CURRY, JOY 892278 Training Follow-Up English Progress O 01/23/19 SMS
CURRY, JOY 892278  Training %gm English One-Time 0O 01/23/19 EE;" and



Accessing SARA

Secondly, through an Individual’s General Information Page:

Create a Request

Search for Request

| - |
(SB

Service Tracking: ON
Release Individual

Assist a new Individual
General Information

B My Staff Workspace

» Indicates required fields.
My Staff Dashboard

Staff Information

[ Assi individual | Staff Services | Individual Portfolio ]

=] [ My Individual Brofiles
[=] [T Barsensl Brofile
[ Genersl Information
[ Background
[ activizies
[ Memo
[ [ Saacch Hister: Profily
[F] [ Saif Aszessmant Brofile
[#] 7] Sommunications Brofile

[ [ My Individual Plans

[#] ) Staff profiltes

Bderma

W For help click the question mark icon.

My Staff Resources L4

My Staff Account

Registration Date:

Directory of Services

Registration Source:

B Services for Workforce

" Assigned LWIA:

Staff

Manage Individuals L4

b SARA Client Overview:
Manage Employers
Manage Résumés L4

02/04/2008

Legacy WIiA and WP System

I Mevadaworks

Individual Audit History:  View individual history

M{::":

[ Merge Individuals | Potential Duplicate Accounts ]




» Displays the Individual’s SARA Client Overview Page

'QPF:—TBQ ? | @ | Logout Marshall, K...

@ Viewing As

Marshall, Krista

A Client Overview - BECKY BARRAGAN Global Client Search

BECKY BARRAGAN (Shared Client)

bbarragan@testemail.com Primary Workforce Services Representative: Zynda Young =5
F75-700-0000 Office: No Office

Current Track: Job Search
Client ID: 43592 Track start Date: 10/12/2018 Change Track

State ID: 892272
Refresh Client Record Load Client Record as Primary Workforce Services Representative

Profile Alerts Communications Appointments Assignments (3) Case Motes Reassign / Share
Mame: BECIFY BARRAGAN s Add State 1D: 892272
Language: English Program: 512
Primary Email: bbarragan@testemail.com LWIlA: 05
Primary Cell: 775-700-0000 Office: 39
Additional Phone Numbers Add ApplD: 619350

Edit Profile Information Orientation Date:
Edit Additional Information

Delete Client




Updating the
User Profile

Cody Dixone

& Administration > User Account Management > Cody Dixon (cody7035)

Return to User Account Management

o

Profile

L} User Information

User Login:
Level of Access:
Name:

Gender:

Titte:

Email

Office Phone:
Fax Number:
Address:

External 1D:

User Information
cody7035 Account Status
Super Admin
Cody Dixon DateL
Male
TCI Admin
cody.dixon@thecareerindex.com
208-819.4956

1078 W. Peninsula Drive
Coeur d Alene, ID 83814
0

Edit User Information

User Settings / Customization / Signature

Failed Logins:
Password Change:

’”

[ C @ The Career Index Corporation [US] https//staff. sara digital

Qoerr
A

Dashboard

# Dashboard

Add a New Client K2

5 SARA « Dashboard X | Jp EmployNV - Review Regutation X °

Proxy and Sharing

Account Information
Active

09/27/2018 10:31 AM
10/15/2018 1:08 PM

0

09/28/2018 10:26 AM

User Office

Two Factor Authentication
Update Two Factor Authentication Sestings

Login Log

Add Assoclation



Click on Edit User Information, make changes, and Save

Edit User Information

User Login krista.marshall

Level of Access Super Admin v

First Name Krista

Last Name Marshall

Gender Female v
Title
Primary Email kimarshall@detr.nv.gov
Office Phone 775-555-1212 ext

Fax Number

Street Address 2800 E 5t. Louis Avenue

City, State, Zip Las Vegas NV v 289104

External ID 4732




Click on User Settings / Customization / Signature tab

Krista Marshall e
User Information

User Settings
Associate with client:
Can be proxied:
Receive email notification on incoming text
messages:
Receive email notification on appointments
sel:

Edit User Settings

User Settings / Customization / Signature

Yes
Yes
Yes

Yes

Dashboard Customization

Number of Clients per-page:

Display Client Current Track:

Display Client Current Track Date:
Display New Alert Counts:

Display Upcoming/Overdue Appointment
Counts:

Display Client Communication 5Status:
Display State ID:

Edit Dashboard Display Settings

Proxy and Sharing Login Log

100
Yes
Yes
Yes
Yes

Yes
Yes

User Signature (appears on emails)
Krista Marshall

2800 E 5t. Louis Avenue
Las Viegas, NV, 89104,
Office Phone: (775) 555-1212

Edit User Signature




Edit User Signature and Save

User Signature (appears on emails)
Krista Marshall

2800 E 5t. Louis Avenue
Las Vegas, NV, 89104,
Office Phone: (775) 555-1212

Edit User Signature

AN

Edit User Signature

BN

Krista Marshall, Job Developer

WIOA Service Provider Name
2800 E 5t. Louis Avenue
Las Vegas, NV, 89104

Office Phone: {(775) 555-1212 / Cell Phone: (775) 555-1213 fklmarShall@detr.nv.gﬂ'url

Reset to Default




Dashboarc)

Add a New Client K7

L
#& Dashboard

Showing all clients in all active tpn

Client List (48)

Search

Done

Client Name

AMDERSOM,
SREMNT

Anderson,
Melinda &2

Andrews,
Taneshiz

AWILES,
ESMERALDA

Track

Mew Client

Employment
Follow-up

WIOA Mew Client

Employment
Follow-up

Job Search

MNew Alerts (135)

Select Global Alerts from the top menu

Track Date

03/06/2019

12M12/2018

09/18/2017

1271272018

10/12/2018

Upcoming Appointments

Track | All Active Tracks -

Alerts Appts.

GJ
BN R 6

& O
)

Client Search

Include Closed Tracks

Communication
Status

Scheduled (03/05)

Scheduled (12/28)

Scheduled (02/17)

scheduled (03/28)

Scheduled (10/23)

Where Do | Find Alerts and What Are They?

B Today's Appointments

all-day

aam

G:30am

Jam

J:30am

8am

2:30am

Qam

Global Client Search

~| Show Today's Appeointments?

Monday



Select Alerts Tab While In the Client Overview

»'QI».‘IRO ? & LogoutMarshall K... <

# Client Overview - BECKY BARRAGAN Global Client Search

BECKY BARRAGAN (Shared Chant)

bbarragan@testamail.com Sy Workforoe Secvices Representiatve: Iynca Yyoung -~
T75-700-0000 Office: No Office

- -
.= Currert Tracks job Search

b~ .. A Clant 1D 83592 Track Szart Oate: 1001220178 Change Track
Charge Pcnare SEate 1O 892272
SMe O B92272

Load Ohert Rocord as Premary W kdorce Serviers Repr eseriesve

| —————
s - A ot o ADPOINtITents Assignresnts (5) Case Notes RIS

oar201e TIVOV2018 433 P - OUtpoing - | Jont want to coene In on Saturday

012 4:37 PM - Outpoing - Woldd 9722 ot S00am or Z00pm work for you? 1 have either one of ¢
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What Are Alerts?

Legend: « Shared Client e Cross-Agency Shared Client @ Unable to Communicate (3Has Not Accepted SARA

| Urgent @Pﬂtentialprnblem Cnmpletimfﬂrngress Report @Shared Client @

Email/Text Message Document/image

% Shared Client Client is being shared between staff (WIOA, WP, CEP, JVSG, etc.)

o Cross-Agency Shared Client @ shared Client Not currently being used. This will be in a future enhancement whe
the client is being shared between staff (WIOA, WP, CEP, JVSG, etc. A

BVR)

@ Unable to Communicate Client contact info is bad or the client has asked not to receive

automated communication

LA Client has not accepted SARA
@) Email/Text Message Client or staff has communicated using SARA manually via text
| Document/image Client has sent a document or image to SARA

(Note: these items must be approved by staff before they are s




What Are Alerts?

0

» Red Alerts - Urgent - Needs Immediate Attention

Examples:
» All Contact Methods are bad

» Individual asked a question or asked to be contacted

» Responded that they would be coming to or not coming to an
appointment



What Are Alerts?

]

» /=l - Potential Problem - SARA Needs Directio

Examples:

» Individual responded with free flow text, but did not ask to be
contacted

» Track ended



What Are Alerts?

» Green - Normal Progress/Completion Report -
No Direction Needed

Example:
» Assignment ran and response given



When and Why Do | Use SARA?

» Automated - Follow any Program or Board guidance regarding automated tracks

» A short phone number (34459) is used

» This is the number SARA is referring to when asking for acceptance during the Introduction
assignment

» If the Individual declines, the short number cannot be used for automatic track communication
» All communications are sent to EmployNV as a Case Note

» Manual - Staff Can Use SARA to manually communicate with an Individual

» A long phone number (775-430-4493) is used

» No Introduction assignment is needed

» Staff can use the long number to schedule appointments and an appointment reminder
sent

» Staff can send out specific text messages or notify the Individual through bulk acti
upcoming events

» All communications are sent to EmployNV as a Case Note



Automated Tracks

» WIOA Participation creates the SARA Introduction Track, “WIOA New Client’

SARA Introduction
Tra C k Sta rts; c' ie n t Change Track as appropriate for

Client Opt In: client

notified either by
email and/or text

SARA will case note opt out;
proceed as usual with services and

Daie Cigiz ot case notes and follow through



» Tracks Must Be Assigned For Each Individual So SARA Knows What To Do
» Follow any Program or Board Guidance Regarding Which Track And When
» Manual Assignments/Tasks Can Be Added At Any Time

DETR,, ? | @& | Logout Marshall, K... o

@@ Viewing As

Marshall, Krista

# Client Overview - BECKY BARRAGAN Global Client Search

BECKY BARRAGAN (Shared Client)

bbarragan@testemail.com Primary Workforce Services Representative: Zypd
775-700-0000 Office: Mo Office

Current Track: Job Search
Client ID: 43592 Track Start Date: 10/12/2018 ettty pery

State ID: 892272
Refresh Client Record Load Client Record as Primary Workforce Services Representatve

ile Alarts Communications Appointments Assignments (3) Ca tes Reassign / Share

Show: Active and Completed ~ Add Assignment

Progress Last

Assignment Title Responsible Status - Last Progress Sent Frequency Response
IVSG Job Search Client Scheduled (10/19) 7 Days ©
Job Search Follow-Up Client scheduled (10/2a) 2 Weeks ©
20 Day Motification Workforce scheduled (12/26) [>]
Services
Representative
SARA Introduction Client Completed 09/20/2018 09/20/2018 ©
Job Search Follow-Up Client Completed 09/20/2018 2 Weeks 09/20/2018 L

Legend: @ Response Due



Important Notes

When a client is participating in a WIOA track, your program takes precedence due
to reporting requirements and should not be changed

The Veterans, REANV / RESEA, Generic (CEP) programs must leave the track set by WIOA
in place, but other program staff may use SARA to communicate manually with clients or
set manual tasks to run in conjunction with your track

Notify the Board if you notice a change to your track
SARA only allows for one track to run at a time

The Case Manager in EmployNV will be the Case Manager assigned in SARA. The
Case Manager in SARA must share the Individual with other Agency or Office Staff
in order for any action to be taken on the Individual’s record

The Case Manager can send text/email notifications, set manual
tasks/assignments, and set manual appointments but cannot adjust the track




Automated Tracks

Tracks are a key event in a client’s progress and should match a
participant’s status (i.e. training, job search, follow-up).

Additional Tracks Include:
» Training

» Job Search

» Employment Follow-up

» Temporary On Hold
» Post Employment
» Closed, No Follow-up



Automated and/or Manual Tasks

Each track has different assignments or tasks associated with it.
Some Tasks Include:

Training Start Date Task is available in the Training Track - Auto-assigned

Monthly Interrupted Service Follow-up Task is available in the Temporary On
Hold Track - Auto-assigned

Job Search Follow-up Task is available in the Job Search Track - Auto-assigned
Monthly Training Follow-up is available in the Training Track - Auto-assigned
Proof Follow up is available in all Tracks -

Employment Follow-up (30 day) is available in the Employment Follow-up and
Post Employment Tracks - Auto-assigned

90 Day Notification (for staff) is available in the Job Search and Youth Jo
Search Tracks - Auto-assigned

OJT - First Week is available in the On the Job Training Track - Auto-assign



Tools

Reports > General > SARA Task Definitions

Gives details on what instructions have been provided to SARA on how to follow-up with clients and staff

= O >
J# EmployNV - Logged Off > £ SARA - Reports > £ SARA - Reports > -+
< & & The Career Index Corporation [US] | https://staff.sara.digital/#/home/reports r (=]
22 Apps (] uUinv @3 GoToMeeting Login Imported From IE B Outlook web app % Employ Nevada [ Employ Mevada (f# EmployNw - Time O... % Employ Nevada »
'QDE_TR 2? || @ || Logout Marshall, K... 242

< Viewing As

Acewvedo, Pamela

Reports

General Clients

Staff Dashboard

SARA Task Definitions

NV Employment Security Division - ResCare-Laughlin

Find Onet Codes

7 _Instructions - Click to view

Printi"ﬁ

SARA TASKS

7 Task: 14 Day Employment Follow-Up

This assignment is sent te the cient after 14 days on the job to ensure everything is going as expected

This task is awvailable in the following tracks:

=  Employment Follow-up - Assignment Method: - Auto-Assigned




Tools

» Reports > Clients > Idle Report

» Gives details on which active clients have no scheduled assighment, those clients who are on hold,
or those clients where contact information is missing

SARA Idle/Missing Data Report
This report shows active clients with no scheduled assignments for SARA to execute.

Include Non-Active Clients? ! m
SARA Idle On Hold Missing Data




Tools

Calendar
Schedule Individuals for appointments
See at a glance your daily schedule

SARA sends out a reminder to the Individual 1-day prior to the appointment

Logout Marshall, K... g

<@ Wiewwing As

Anderson. Kelsey

m Appoir‘ltmer‘lts = My Calendar Global Client Search

Change View - Add Appointnent
E2 October 2018 Showing | Full Month ~ < | Todsy | »
Sun Mo Tue Wed Thu Fri Sat
1 2 =2 <4 =1 L=
7 B8 1= 11 12 1=

10
4:30p AGUILAR, JOHN (Compl-
18 19 20

17
S-aA5p ABERMATHY, JENMNMIFER ( 115308 ARREGUINM, VICTOR (O

14 15 18

21 22 2= 2 25 28
28 29 30 =31

10-=30a ACOSTA, MELISSA (Ove



Tools

» Bulk actions

Inthate Cimed Trcy

» Used to contact multiple
Clients regarding:

Trawn Date Assigred Te

Y08 Ardereen K

» Job Fairs
» Employer hiring events
» General Follow-up

Note: The message will
appear personalized and will
not appear as it was sent as
a group action

» Can also be used to:
» Add assignments

» Add Case Notes in
EmployNV

» Share the selected
client(s) with another
staff member in the

office




Tools

» Questions

» Supervisors/Managers

» Local Board

» Contact Tech Support button (located in SARA on the bottom right hand
corner of each page)



