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Department of Workforce Development Bureau of Workforce Programs
Division of Workforce Solutions  diane.bartels @dwd.state.wi.us 
P.O. Box 7972
Madison, WI 53707

THIS IS AN INFORMAL E-FLYER THAT IS MEANT TO UPDATE SYSTEM USERS ABOUT UPCOMING EVENTS, POLICIES AND
HAPPENINGS RELATED TO JOB CENTER SYSTEMS.  OFFICIAL POLICY WILL BE TRANSMITTED THROUGH REGULAR
DWS COMMUNICATIONS.  Please be sure to pass this information on to whoever needs it!

SPECIAL EDITION
 ASSET CHANGES PLANNED FOR WEEK OF JUNE 28 – JULY 2, 2004

Some major changes are moving into ASSET.  Each of the changes is described below, along with the
date you should expect to see them occur.  The ASSET Users’ Guide will be updated with these changes
in the next few weeks.

CHANGES FOR JUNE 28

NEW ASSET EMPLOYMENT PLAN
This enhancement is the result of a collaborative
funding effort between the Division of Workforce
Solutions and the Unemployment Insurance (UI)
Division.  Through a special grant, some newly
dislocated workers will be selected as part of a
UI research demonstration project to investigate
the impact of specific intensive services on
length of stay on UI.  One requirement of the
project is the creation of an Employment Plan
(EP).  

While developed for the UI project, the new EP
is available to all case managers to use for
any ASSET customer in any program.  There
are three areas in ASSET from which the EP is
drawn.  This is how it works:

MANAGE ASSESSMENTS: The first tab of the
comprehensive assessment is re-organized to
bring the employment goals as the first item on
the page.  There is a small icon indicating that
this section prints on the EP.  This is where case
managers should list the types of jobs the
person is looking for, is trained for, or has had
experience.   At least one Goal must be listed or
you will not be able to create an EP.  

MANAGE EMPLOYABILITY PLANS: There are
two new sections added in this function.  The
first addition is directly beneath the existing
Youth Skill Attainment for Youth.  This section,
called Skills to Develop, is where the skills that
the case manager and the customer agree need
to be accomplished in order to find employment.
They may include educational goals or other 

‘soft skills’.  The Goal Type dropdown helps to
organize the goals into categories –
Occupational, Work Readiness, Basic Literacy,
and Other.  The Goal itself is a text entry and
should state what the skill is that needs to be
attained.  For example: Improved interviewing
techniques, Resume Writing, Application
Completion, Writing Letters to Employers, and
Time Management are skills that customers may
need to achieve to improve their job search
success.  There is a field to enter when the goal
is set and a date field to indicate the
approximate date by which this skill should be
achieved.  These goals will appear on the
Employment Plan as long as the outcome is
Attainment Pending or until the Planned End
Date has passed.  Case managers may extend
the Planned End Date to accommodate active
goals that are not yet achieved.  Entries in this
section are not performance measure related, as
in the Youth Program.  

The second section is Job Readiness Steps
and is used for listing other activities or actions
the customer needs to take to get ready for
work.  These steps are outside of the program
participation but address needs that should be
considered by the customer.  Examples are the
arrangements that need to occur so that when
the job offer comes, that there’s no last minute
problems. Sample Job Readiness Steps are:
Checking out the public transportation routes
and schedules, Meeting with a financial
counselor to get credit card balances
manageable, or Finding back-up childcare.  Like
the Skills to Develop, Job Readiness Steps have
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Set Date and Planned End Date fields, and
remain on the Employment Plan until the
Planned End Date expires.  

MANAGE SERVICES: The EP uses the open
services as a way for the customer to see what
activity is planned, when it is to occur and where
the customer needs to do it.  There are three
new fields on every Service Detail page.  Case
Managers have the option of completing these
fields regardless of whether or not they are
using the EP.  The new fields are Weekly
Participation Hours, Location of Service
Provision, and Comments.  The Weekly
Participation Hours should be an estimate of the
time commitment the customer should expect to
have for that activity.  The Location of Service
Provision gives the Case Manager a place to put
an address, room number or other information
that will help the customer get to the right
location.  The Comments field is a text field that
provides the customer with additional
information or instructions.  All three of these
new fields appear on the printed EP for the
customer.  The services that appear on the EP
are only those services that are open, i.e., do
not have an Actual Close Date.  Services with
either a Planned Begin or an Actual Begin Date
will appear on the EP.  

Pulling the information from these three areas in
ASSET dynamically creates the Employment
Plan. In summary, here’s where the info comes
from:
Manage Assessments > Goals 
Manage Employability > Skills to Develop 

> Job Readiness Step
Manage Services        > Services/Activities

Note: At least one Goal and one open
service are required for an EP.

 
The EP itself is found in System Reports.  It
prints on 8 ½” X 11” paper and includes a block
for signatures of both the customer and the
Case Manager. 

The philosophy behind the design of the EP in
this manner is that an EP is an agreement
between the customer and the case manager,
and each should retain a copy of the signed plan
for reference.  It gives the customer a single
place to look for instructions and information
about participation.  For the case manager, it
gives a total picture of what is assigned or
expected by all of the programs with which the
customer is associated.  

The EP is intended to be for the customer, and
as such should be updated as needed.  In most
instances, an EP should be reviewed with the
customer on a regular basis, to determine
progress and to add or change Goals, Skills to
Develop, and/or Job Readiness Steps as
appropriate.  Because it is created dynamically,
the look of the EP changes each time a change
is made in ASSET to any of the areas that are
drawn together to create the EP.  From a
monitoring and program operation standpoint,
the printed and signed version of the EP is the
one that is in effect for the customer.  

NOTE:  The Youth Individual Service
Strategy (ISS) was not modified at this
time.  The addition of Job Readiness
Steps might be one feature that could
easily be added to the Youth ISS.  

Eventually, ASSET will be modified to store
historically all of the EPs that have been printed.
However, until that enhancement occurs, the
signed form(s) in the paper case file is the only
history of the customer’s plan over time.  

SAME SERVICE TO MULTIPLE
INDIVIDUALS

Case Managers will now be able to report a
single service to multiple individuals who receive
a service under the same program and fund
source.  Like the functionality for creating a
Customer Note for multiple individuals, the
creation of a service record for multiple
individuals should save staff time.

There is a new button on the Manage Services –
customer search page – Add Service to
Multiple Customers.  Clicking on this button will
bring up the Search for Multiple Customers page
that allows a user to select the Case Manager
and Program for which the service is being
reported. 

Note: the list for a case manager
contains only those customers who
have that worker listed as case manager
for that Program or Program Area in
Manage Programs.  

After the desired list is returned, checking the
appropriate names and then clicking on the Add
Service to Selected Customers button will return
the user to the Manage Services function for
completion of the service information.  Once
submitted, that service will be recorded for each
individual selected.  



JOB CENTER SYSTEMS INFOLINE              Job Center Business Area Newsletter

3

If you are not entering a service for multiple
individuals, proceed as in the past: Search for
the customer for whom you wish to report a
service and click on that person’s PIN.

STAFF SEARCH

This enhancement is a new option on the Menu
Tree and allows an ASSET user to find
information about other ASSET users, including
the office, telephone number, email address and
staff type (if they have entered all of that
information on the Staff Information screen).
This can help you locate a worker in another
office or WDA. 

NEW FIELDS ON TAA
REGISTRATION AND EXIT

Because of federal reporting requirements, a
new field was added to the TAA Program
Registration to clarify the date relating to the
dislocation.  There is now a field for the
Qualifying Dislocation Date and the Most Recent
Qualifying Separation Date.  Here are the
definitions for each field:

Qualifying Dislocation Date: The date of
the first separation or layoff - including
temporary layoff - from the affected
employer after the impact date of the
petition. 

Most Recent Qualifying Separation Date:
The last date of presence at work with the
affected employer.

Initially, these dates may be the same.  For
some customers, the employer may call the
worker back for some period of time and again
lay them off.  This may occur several times.  In
each instance, when the customer returns for
TAA services, the Most Recent Qualifying
Separation Date should be update with the last
day worked.  

Another new field on the TAA Registration
relates to Pell Grants.  If the customer has been
approved to receive or is receiving a Pell Grant,
the Yes response should be checked.  

On the TAA Exit, two new fields were added to
allow for the reporting of training information.
The first question – Did this person receive
TAA approved training? – must be completed
at the time of exit from TAA.  If the answer is
YES, the second question appears, and asks –

Did the person complete the approved
training course?  Answer Yes to this question
only if the person finished the training program
successfully.  If the person withdrew or failed to
successfully complete the training, the response
is No.

UI RE-EMPLOYMENT
DEMONSTRATION PROJECT -    NEW

FIELDS & REPORT
The UI demo project will be starting on July 1 in
Oshkosh and Milwaukee.  The staff assigned to
the demo will have a manual that fully describes
their responsibilities.  However, all ASSET users
will see a few new fields on the Manage
Customer record, Case Management tab if the
customer is part of the research group selected
for the project in the designated offices.  The
new fields relate to the person’s UI referral date,
assignment to a research group and the UI
Profiling Score.  The referral date and Profiling
Score are display only.  There also is a new
report for this project that provides the project
staff with a listing of the individuals who have
been referred by UI to ASSET.  It is important for
all ASSET Users to note that individuals who
have been referred to ASSET by UI
automatically have a Manage Customer record
created from the UI Benefit system information
provided on the Initial UI Claim.  Because UI
does not collect all of the information that
ASSET requires, the Manage Customer record
on these new individuals is not complete.  

If any case manager happens to select this
individual’s record before UI project staff have
had an opportunity to contact the customer, it
will be necessary to complete the Manage
Customer record to ensure that all the required
fields are entered and information on the entire
record is accurate.  It will be necessary to
especially check the following items, as the
information transferred from UI is incomplete or
missing: Race & Ethnicity, Veterans Status,
Highest School Grade Completed, and Current
Education Status.
    
ALL OF THESE CHANGES ARE INSTALLED TO
THE ASSET PRODUCTION AND TRAINING
ENVIRONMENTS AS OF JUNE 28.  

USE THE TRAINING ENVIRONMENT TO CHECK
THEM OUT AND PRACTICE USING THEM.

KEEP READING - CHANGES FOR JULY 1st

BELOW
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CHANGES FOR JULY 1

DISLOCATED WORKER AUTOMATED
CONVERSION OF GRANT IDS

There are a number of SSR and STW Grants
that end on June 30 that are being continued
under through new PY 05 grants.  All of the
individuals who are being served under the
closing grants need to be converted to the new
grants.  Because there are several thousand
open services under several different grants, the
DWS Dislocated Worker Section requested that
there be an automated conversion.

Therefore, on July 1st, you will find that all open
services on June 30 (that have a Dislocated
Worker SRR or STW grant that closed June 30
as the fund source) have been ended effective
June 30, 2004 and re-created on July 1, 2004
under the new Grant ID.  All of the closing Grant
IDs will be inactivated and will no longer appear
on the dropdown in ASSET.  

Questions regarding the conversion may be
directed to Lynn Schmitt at 608 261-6733.

If there are any services that were converted but
should have been closed prior to July 1 (late
reporting or worker error), it will be necessary to
request assistance to delete the service under
the new Grant ID.  This must be done using the
ASSET Data Correction Form – form number
DWS 13942E, found on the DWD Workweb at:

http://dwdworkweb/forms/dws/DWSP_13942_E.
htm  

Correction forms should be sent via email
attachment to: Diane.Bartels@dwd.state.wi.us

CHANGES FOR JULY 1

UI RE-EMPLOYMENT PROJECT –
BATCH PROCESSING OF REFERRALS

The first download of information from UI will
occur on the night of June 30 to create the
ASSET Customer Record for individuals who
are selected for participation in the UI Re-
employment demonstration project and do not
already have an ASSET record.  (Oshkosh and
Milwaukee designated offices only). 

Only staff assigned to work in the UI project
should make the assignment of the appropriate
research group.  However, any ASSET user
may need to complete the partial Manage
Customer record that is created from this batch
process if the person receives services from
other programs before the UI Project Staff have
had an opportunity to meet with the customer. 

http://dwdworkweb/forms/dws/DWSP_13942_E.htm
http://dwdworkweb/forms/dws/DWSP_13942_E.htm
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