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The Refugee Support Services web tool was designed to track all required information related to client services and outcomes in the Ohio Refugee Support
Services (RSS) programs. The goals of this database include: efficient data collection, accurate client information and program participation, data quality
improvement, and query and report development.

This guide serves as a training tool and desk aid to reference using the web tool.

The web tool utilizes SalesForce software and is accessed through the State of Ohio portal, MyOhio.gov. Ohio has a designated number of licenses for users.
Each region that provides RSS has a set number of users for their region. Due to the restricted number of users, more users cannot be added.

If an issue arises please contact refugee services staff and we will assist you.

Jennifer Johnson Jennifer.Johnson@ijfs.ohio.gov
Sandy Hollingsworth Sandra.Hollingsworth@jfs.ohio.gov
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@ Login x  + - a x

Log_l n &« cC 0 @ dx.myohio.gov/wps/portal/myahio/pages/login/lut/p/z1/dY_LDolwEEW_pkuZiQVFdxiD4jMujNgNKYhAQLRp640_FzUmmuhs7jzuzckAgy2wil-KjNICVIw08451.., ¢ z o F -
i Apps Managed bookmarks B Google Maps G Google (O Innerweb (O ODJFS Online Help.. Imported From [E @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks
Go to myohio.gov =
@hio 2
Note: Use Chrome as browser

OHID User ID: Enter your assigned 7-digit ID
Password: Your created password

Passwords must be X characters and include the
following:

1 upper case
1 number
1 character

Passwords Guidelines:

v" Must be at least 12 characters in length
v" Must contain 1 character from each of
the following categories:
o Upper case letters (A-2Z)
o Lower case letter (a-z)
o Numbers (0-9)
o Special characters
(1$#.,%@~"&*_-
+=><(0IN";:/?)

v/ Cannot be similar to previously used
passwords

v' Cannot include your first name, last
name, username, or OH|ID

v' Can only be changed once per hour

v

Passwords expire after 60 days

@O0H|ID

WORKFORCE

Welcome to
myOhio.

myOhio is the state’s enterprise
intranet personalized for you. Here yo!
will find applications, news, resources
and events relevant to you. 5 N \

Enter your OH|ID Workforce User ID
(formerly referred to as the State of Ohio

OH|ID Workforce User ID:

Password;

READ MORE

Forgot password?

For help logging inte myOhio, use the Forgot Password functionality. If your login issues persist, contact the Customer Service Center (CSC) helpdesk at 614-644-6625 or 1-888-644-6625, option 1.

This system contains State of Ohio and United States government information and is restricted to authorized users ONLY. Unauthorized access, use, misuse, or modification of this computer system
or of the data contained herein or in transit to and from this system is strictly prohibited, may be in violation of state and federal law, and may be subject to administrative action, civil and criminal
penalties, Use of the system is governed by U.S. law and Ohio law and policies.

You have no expectation of privacy in any material placed or viewed on this system except where Ohio or Federal statutes expressly provide for such status, The State of Ohio manitors activities on
this system and may record and disclose those activities internally and to law enforcement and other entities to ensure the proper and lawful use of its information and resources, in accerdance
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- =] x

€) Home x 4+
< C 0 & dcmyochi ps/myportal/myohio/mychiost lut/p/z1 /fU3LD: IFoqneOBiFB3oTeiEllkLALIkVILItQiyYoHOaV2ZAQABCYKHWOVKZOtILmZn).. v @ Q@ :
ops Managed bockmarks B Google Maps G Google (O Innerweb  (O) ODJFS Online Help... Imported From IE @ abouttabs @ ALMOCTANE (O @ Person Search » Other bookmarks

LOg—In @hio HOME MY WORKSPACE MY LIFE & CAREER RESOURCES a B
User will see this page.

News My Events
Select My Workspace Movers and Shakers No upcoming events
Information on employee movement throughout the Agency including new, transitioning and departing,

employees.

Department of Educatien - Oct 07, 2018 4432 PM DT

Business Resources promotion
Brett McClaskie has been promated to facilities manager within the Business

Resources division

Public Utilities Commission of Ohio - Sep 03, 2018 04:02 PM EDT

ohio.gov '

DA Statement Contact /Help Privacy Statement

@) Dashboard x o+ = X
<« G £t @ dumyohiogov/wps/myportal/mychiofmyohio/my-warkspace/!ut/p/z1/IZFNcAIwEIb_Sj1wxI2NQUbDofpdgxlkaunYgRsEAQUpR _3zB2xgmtOsCh2STW7Is5A.. Yr o @ F | &
. . I Apps Hanaged bookmarks B8 Google Maps & Google () innerweb (O GDJFS Online Help. Imported From IE @ abouttabs €3 AIMOCTANE (O @ Person Search » Other bookmarks
Select Applications
L ]
@hlo HOME MY WORKSPACE MY LIFE & CAREER RESOURCES
Dashboard Applications

Resources Directory

By Topics AZ
Start typing ta filter content within this resource directory... Q
Quick Access
Applications
Ohie | Buys
Ohio Learn

ohio.gov#

ADA Statement Contact / Help Privacy Statement




Logln @ Applications X @ Applications X P cATS % | O ODJFS eManuals > Family Assist. x|+ - g X

Select Refugee Support SerViceS Tlle < C (¢ & dxmyohio.gov/wps/portal/myohio/myahio/my-workspace/applications/!ut/p/z1/IVLBcpswEP2VXjhilYggKTclk-JQmji2YwcuHQUEVQUIgGrHF1-5zkzitLFbHTRa.. Y¢ B @ & *
i Apps Managed bookmarks ¥ Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE () @ Person Search » Qther bookmarks

My Apps

You are currently subscribed to the apps below - clicking the "X" on the app tile will unsubscribe you from the app and reinstating your subscription may require additional approval.

CAFM Data Request Digital 7014
Access to Computer-Aided Management System ODJFS Digital 7014
Facility Management (DRMS)
Application Access to the tracking
system for data request
within ODJFS
Enterprise Cognos JFS Clarity PPM JFS Unified Workspace
Cognos Reporting Services s Praject and Portfolio JFS Unified Workspace
1— Management 'L Weh Portal
- ase

Learning on Demand O'Reilly Learning OQAKS FIN
Learning on Demand O'Reilly bocks, videos, OAKS Financials

o e ¥
- - and more. Provided by the

State Library of Ohio.

ODJFS Digital 7078 ODJFS User Attestation Refugee Support Systems.
ODJFS Digital T078 ODJFS User Attestation (RSS)

Access to Refugee Support
Services and Medical
Screening application




Landing Page

Selecting Home will bring user here

Household: Selecting will display of all
households in your region. User can
create new households

Refugee Search: Search of existing
refugee or a way to create a new
household.

Notifications: State users can display
statewide news or reminders about
Refugee Support Services to providers
throughout the state.

Open Tasks: Open tasks (reminders)
such as 90 day follow up or created by
internal user

Bell symbol: Will show number of 90-
day follow up tasks to be completed.

Chatter: Communication tool.

Note: After 30 minutes of no activity,
the system will time out and go back to
the previous application page.

& HouseHoldScreenListView X & Home X - 9 X

<« C 0 & uat-odjfs.cs32.force.com/RefugeeServices/s/ Q v 2 0 @ e

12 Apps Managed bookmarks ¥ Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs &3 ALMOCTANE () @ Person Search » Other bookmarks
Home Household Refugee Search A& @ Jennifer Johnson

@,"Refugee Services

NOTIFICATIONS
Test notification

testing notifications far RSS
added edit

Semi Annual Reports Due

RSS Notification

This is a test...this is only a test

CHATTER

Post

Share an update...

Q. Search this feed...

9 Sandra Hollingsworth (Employee)
April 17,2020 at 1:08 PM

Can you hear me now?7??

1l Like @ Comment

Jennifer Johnson likes this.

¢

1leomment = 2views

OPEN TASKS

90 Day Follow-Up 1
SER-:00000159

View All




Refugee Search
The Refugee Search screen will be used
most by users to:

e Search for existing refugees in
the system

e Add new refugeesin the
system

& RefugeeSearch

< - C 0 @ uat-odjfs.cs32.force.com/RefugeeServices/s/refugeesearch

2 Apps Managed bookmarks

G Google (O Innerweb () ODJFS Online Help...

Imported From [E @) abouttabs

Qa % & 0o

QD AMOCTANE (O @ Person Search »

&

X

Other bookmarks

Home Household

Refugee Search

4 0

v Search Refugee

Alien Number

Alien Number..

DOB Begin Date

from date..

13

DOBEnd Date

to date..

First Name

First Name..

Entry Begin Date

from date..

13

LastName name

Last Name..

Entry End Date

to date..

o



Refugee Search

& RefugeeSearch x 4 - a X
There are two ways to search for a O e R — aw dow|e
refugee depending on the inform ation the 2 Apps Managed baokmarks ¥ Google Maps & Google () Innerweb () ODJFS Gnline Help... Imported From IE @ abouttabs @3 ALMOCTANE () @ Person Search » Other bookmarks
user has. Home Houschold Refugee Search a0

» Alien Number: If used, no other

~ Search Refugee

fields need to be required.
919919919 First Name., LVJS(N;WE
» No Alien number: First o B o B) |fome B (e =
Name/Last Name are required. Cancet
IF used must also search by DOB
range or DOE range. ~ Refugee Search Results
Note: It is recommended to search using 1Refugee-page 1/1
Display Record Per Page:
the alien number if possible. © -
REFUGEE NUMBER HOUSEHOLD REFUGEE NAME ALIEN NUMBER DATE OF BIRTH DATE OF ENTRY COUNTY
Note: “No refugee found” will display REF-00000138 H.000073 Test Case 919919919 42801985 141312020 Franklin
when there are no matches.
Bl (43 unread) - jskibaT1@yahooco X @ RefugeeSearch x il Training Issuesxlsc x \ + - a X
Note: For a user to View a refugee recordl €« > C f @ uatodjfscs32force.com/RefugeeServices/s/refugeesearch a ¥ 20 F| e
the refugee must exist in the system and HHEH Managed bockmarks Bl Google Maps G Google () Innerweb () ODJFS Orline Help... Imported From IE @ abouttabs @3 ALMOCTANE () @ Persan Search » Gther bookmarks
’

. . " " e lousehol efugee Search a
reside in the same region as the provider i e e + 0
completing the search.

s Search Refugee
Note: If a search is performed on a — N
refugee that does not reside in the same S e e
region as the user com pletlng the Search DOB Begin Date DOB End Date Entry Begin Date Entry End Date
: ) from date. &5 todate, & 1/1/2020 [} 143142020 L
the message “Refugee exists in system,
please contact the refugee services e
section for assistance” will display.
~ Refugee Search Results
Refugee services staff will be able to

i 1 Refi - 1/1

assist. T
10 A4
REFUGEE NUMBER HOUSEHOLD REFUGEE NAME ALIEN NUMBER DATE OF BIRTH DATE OF ENTRY COUNTY

REF-00000138 H-000073 Test Case 919919919 4/28/1985 1/13/2020 Franklin




Refugee Search

User can begin to add a new refugee
via the refugee search to ensure the
individual does not currently exist in
the tool.

Enter the Alien number and select
search.

Message received that refugee not
found with following search criteria.

Select NEW HOUSEHOLD

- =] x

B (43 unread) - jskiba71@yahoo.cc X @@ Refugessearch X F3 Training Issues.isx x| +

€« = C (1 @ uatodifscs32force.com/RefugeeServices/s/refugeesearch a v B ORF| 2

HE agps Managed bookmarks [ GoagleMaps G Google () Innerwab () ODIFS Online Help. Imported From F @ abouttabs @Y AIMOCTANE () @ Person Sesrch » Cher boakmarks
Home Household Refugze Search L0

 Search Refugee

Alien Hmbe: st Narve Lasthamme e

86753091 Firs Name: Last Name.
DO Begin Dt 005 Er Date Ertry By Date iy Erud Date

fram date, & rodate, & from date, & todate., [

Cancel

b 43 unread) - jskibeT1@yshooce X @ RefugeeSesrch x O Training lssuesxlsx x| + = %
& 5 @ 0 & uatodifsesd2force com/Ref ices/sref a « B o &
HE Apas Managed boakmarks B8 Google Maps G Google () Innenveb () QDIFS Online Help. Imported From I @ aboutiabs € ALMOCTANE (O @ Persan Search » Other boakmarks

40

Horme Houserold Relugee Search

 Search Refugae

Allgn burien First Name LasiMame name:

86755091 First Name. Last Name.

Shauld be 9 digits 2nd contain only numbers.

OB Segn Date DOB End Date: Enlry Beain Date Enury EndDate

Bt

from date, i tadate. From date. & todate

Cancel

10



Creating a New Household
User will be brought to the household
screen.

Select NEW button to create a new
household.

Users may begin creating a new
household by not doing a refugee
search and selecting the Household tab
directly from the home page.

ﬂ REF Household
All

20 Households - page 1/ 2
Display Record Per Page:

10
HOUSEHOLD NAME
H-000068
H-000065
H-000047
H-000045
H-000044
H-000043
H-000041
H-000038
H-000037

H-000048

Next Page

RESETTLEMENT AGENCY
CCMRS

CRIS

CRIS

CRIS

CRIS

CRIS

CRIS

CRIS

CRIS

CRIS

REGION

Central Ohio

Central Ohio

Central Ohio

Central Ohio

Central Ohio

Central Ohio

Central Ohio

Central Ohio

Central Ohio

Central Ohio

CASE SIZE

1

1

1

8 HouseHoldSereenListWiew X & Home X ‘ & Recently Viewed | Accounts | Sale X ‘ @ Login X ‘ + - a x
C Y @& uat-odifs.cs32force.com/RefugeeSenvices/s/householdscreenlistview 2o =® &
B Apps Managed bookmarks ¥ Google Maps G Google () Innerweb  (O) ODJFS Online Help... Imported From IE @ abouttabs €Y ALMOCTANE (O @ Person Search » Other bookmarks
Home Household Refugee Search a e
New

11



& HouseHoldScreenListView X @ Home X | @ Recently Viewed | Accounts| Salc X | @ Login x| + = al X

&< - C O & uat-odjfs.cs32.force.com/RefugeeServices/s/householdscreenlistview * @0 F -
Creat“’]g a NeW Household B Apps Managed bookmarks ¥ Google Maps & Google () Innerweb (O ODJFS Online Help.. [ Imported From IE @ abouttabs €Y ALMOCTANE (O @ Person Search » | [] Other bookmarks

Displays list of all resettlement
agencies in Ohio. Also lists N/A for
those not resettled, and Unk/out of

state for secondaries.
New REF Household

Choose agency from drop down
and select SAVE Information

REF Household Name Region

May select SAVE & NEW to add
multiple households

*Resettlement Agency

Owner

Jennifer Johnson

7‘ Save & New

12




@) Login X \ & HouseHoldScreenListView X & REF Household: H-000073 X (@ Applications X \ + = a x

& > C 0 @ uatodjfs.cs32force.com/RefugeeServices/s/ref-household/a1ir0000000FvX1AAK/000073 QA % @B ol @
Addlng a refu gee i Apps Managed bookmarks ¥ Google Maps G Google () Innerweb () ODIFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE () @ Person Search » Other baokmarks
HOUSGhOld screen Created. Home Household Refugee Search a o

Fields:

REF Household

H-000073 Edit  Clone

Household name (system
generated number)

Details Related

~ Information

Case size: Number of refugees in REF Houschold Name Casesize
H-000073 1
household. When first created, Resetdlement Agency Region

. . CRIS Central Ohia
case size will be zero.

v System Information

Resettlement Agency: Selected by Createdy O
Jennifer Johnson . 4/28/2020 2:43 PM Jennifer Johnson
user. Lesthoded By

Jennifer Johnson , 4/28/2020 2:45 PM

Region: User’s RSS region.

Next step is to add refugee (s) to
household.

Select RELATED tab

13




x|+ - X

* @0 F| & i

Other bookmarks

2 0

X | ® Login|Salesforce x | O Login
»

& REF Household: H-000070 X & Home
@ uat-odjfs.cs32 force.com/RefugeeServices/s/ref-household/a1ir0000000FsOdAAC/h000070?tabset-c4f5e=2
@ abouttabs ) ALMOCTANE () @ Person Search

Q) Innerweb () ODJFS Online Help... Imported From IE

Ad d | n g R efu ge e Managed bookmarks |2} Google Maps G Google
Select N EW Home Household Refugee Search
REF Household N
H-000070 Edit Clone Change Owner
Details Related
New

u REF Refugees (0)

1ir0000000Fs0dAAC/h000070?tabset-c4f5e=2

https://uat-odjfs.cs32.force.c

14



Adding New Refugee:

Refugee Demographics Part 1
Note: All fields marked with a red
asterisk (*) are required fields.

You may go back and edit any fields
shown, except for alien number.

& REF Household: H-000070 X & Home

<« - C o0

i Apps

X | ® Login|Salesforce

Managed bookmarks ¥ Google Maps & Google () Innerweb (O ODJFS Online Help...

Information

*First Name

x | © Login x| +

@ uat-odjfs.cs32 force.com/RefugeeServices/s/ref-household/a1ir0000000FsOdAAC/h000070?tabset-c4f5e=2

[ Imported From IE @ abouttabs &) ALMOCTANE () @ Person Search

New REF Refugee

* Last Name

*Gender

--None--

¥ ‘

* Street Address

*Zip

Social Security Number

* County

‘ --None--

Phone Number

* Date of Birth

* Country of Origin

‘ --None--

M

Match Grant Begin Date

*Primary Language
‘ --None--

Other Language

Match Grant End Date

Cancel Save &New ‘ -

* B o0F| e

»

[ Other bookmarks

15



dding New Refugee:
Refugee Demographics Part 2.

*NEW FIELDS:

RCA begin and end date: Captured for federal
reporting

RCA Termination Reason: Select reason for
termination from dropdown. Required when end
date completed. Reasons: Employed, Sanctioned,
Withdrew, Loss of Contact, Time Limits

RCA Reopen: Yes/No dropdown. Select yes if RCA is
ever reopened after it is terminated.

TANF begin and end date: Captured for Federal
reporting

Ohio Benefits case number

Closure of TANF due to employment: Yes/No.
Required after TANF end date entered

Interpreter Role: In-house/contracted

Household Role: This optional. Helpful when a full
family to identify members.

Options: Husband, Wife, Daughter, Son, Mother,
Father, Other

Father
Other

& REF Household: H-000070 X & Home x | @ Login | Salesforce % | @ Logn

< > C 0 @ uat-odjfs.cs32 force. com/RefugeeServices/s/ref-household/a1ir0000000Fs0dAAC/h000070?tabset-c4f5e=2

x| + — A

* B0 F 2

552 Apps il Managed bookmarks ¥ Google Maps G Google () Innerweb () ODJFS Online Help.. [ Imported From IE @ abouttabs €Y ALMOCTANE () @ Person Search » [ Other bookmarks

New REF Refugee

RCA Begin Date RCAEnd Date

RCA Termination Reason RCA Reopen
--None-- --None--

TANF Begin Date TANF End Date

Closure of TANF due to employment/income Ohio Benefit's Case Number
| --None--
*Interpreter Role Is Active

--None--

Household Information

* Household

E H-000070

Head of Household

Household Role

| —-None—

Cancel

Save & New ‘

16



Adding New Refugee:
Refugee Demographics Part 3.

Note: All fields marked with a red
asterisk (*) are required fields.

Note: Once alien number is input and
saved, it cannot be edited. Contact
Refugee Services to correct errors.

Note: Refugee type is
Primary/Secondary. If secondary is
chosen, previous state is mandatory
field. If known, complete date migrated
to Ohio field.

Once complete, select SAVE & NEW to
save refugee and add another to the
HH or SAVE to return to the household
screen

house

& REF Household: H-000070 X & Home X | @ Login| Salesforce X | @ Login

&« > C 0 @ uat-odjfs.cs32.force.com/RefugeeServices/s/ref-household/a1ir0000000FsOdAAC/h000070?tabset-c4f5e=2

x| +

5 Apps [il Managed bookmarks ¥ Google Maps G Google () Innerweb () ODJFSOnline Help.. [ | Imported FromIE @ abouttabs €3 ALMOCTANE () @ Person Search

New REF Refugee

Head of Household
(

Household Role

--None--

Arrival Information

* Alien Number * Documentation of Status

* Date of Entry Date Migrated to Ohio

‘ --None--

*Refugee Type Previous State

‘ --None-- ‘ --None--

* Alien Status

‘ --None--

System Information

REF Refugee Number

Cancel Save & New ‘

* B oF e

»

[ Other bookmarks

17



@) Login X \ & HouseHoldScreenListView X & REF Household: H-000073 X (@ Applications X \ + = X

& > C O @& uat-odjfs.cs32.force.com/RefugeeServices/s/ref-household/a1ir0000000FvX1AAK/h000073 a % & 0 @ Q@ :

Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks

Adding a Refugee

Returning to Household Details Home Household Refugee Search 2 0

After saving refugee, user is brought e pousenold P E—
back to household detail tab

Details Related

v
. REF Household Name Case Size
To see refugees in household, select H-000073 1
Resettlement Agency Region
related tab' CRIS Central Ohio

v System Information

Created By Owner
Jennifer Johnson , 4/28/2020 2:43 PM Jennifer Johnson
Last Modified By

Jennifer Johnson , 4/28/2020 2:45 PM

18




- X

O RsSP - Employment X @ REF Household: H-000073 x (O ODJFS eManuals > Family Assist- X | +
<« - C 0 & uat-odjfs.cs32.force.com/RefugeeServices/s/ref-household/a1ir0000000FvX 1AAK/h000073?tabset-c4f5e=2 Q % 2 0@ ®
Refu gee added | £ Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks
User can now add eligibility, services, Home Household Refugee Search 2 0
referrals, and employment
REF Household §
H-000073 Edit | Clone | ChangeOwner
Select the Refugee Number
Details Related
n REF Refugees (1) New
REF Refugee Number First Name Last Name Alien Number
REF-00000138 Test Case 919919919 v
View All

https://uat-odjfs.cs32.force.com/RefugeeServices/s/ref-household/a1ir0000000FvX1AAK/h000073?tabset-c4f5e=2




© RSSP - Employment X @ REF Refugee: REF-00000138 x (O ODJFS eManuals > Family Assist- X | + = X

<« - C 0 & uat-odjfs.cs32.force.com/RefugeeServices/s/ref-refugee/a1jro000000JzIPAAS/ref00000138 Q % 2 0@ e
Refu gee Scr‘een £ Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks
Brings user to detail display which REF Refuges :
. REF-00000138 Edit
shows entered and saved demographic
information for refugee. Details | Relsted
. . v Inforpation
User can add/update information. . .
Test Case
Two options: Gender
Male
Street Address. City
1. Select EDIT button 150 High St Columbus
Zip County
. . . 43215 Franklin
2. Go to field directly to edit. _
Social Security Number Phone Number
To begin adding eligibility, services, DsteofBith Primary Language
4/28/1985 Bhutanese [Dzongkha]
referrals, and employment select the comtyeronin R
related tab. e
Match Grant Begin Date Match Grant End Date
RCA Begin Date RCAEnd Date
RCA Termination Reason RCA Reopen
TANF Begin Date TANF End Date
Ka
Closure of TANF due to employment/income Ohio Benefit's Case Number
Interpreter Role Is Active
Contracted in Person 9
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Refugee Screen

Refugee History: Previous households
User can view or input new:

e Eligibilities (eligibility spans)
e Services

e Referrals

e Employments

Select NEW to add eligibility for
refugee

© RSSP - Employment X @ REF Refugee: REF-00000138 x (O ODJFS eManuals > Family Assist- X | + = X

& - C (0 & uatodjfs.cs32force.com/RefugeeServices/s/ref-refugee/a1jr0000000JzIPAAS/ref00000138?tabset-afacd=2 Qa % @20 EB| 2o

Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks

Home Household Refugee Search a 0

REF Refugee 3
REF-00000138 Edit

Details Related

n REF Refugee History (1)

Date Field User Original Value New Value

4/28/2020 2:45 PM Created. Jennifer Johnson

| REF Eligibilities (0) New
a REF Services (0) New
REF Referrals (0) New
g Employments (0) New

https://uat-odjfs.cs32.force.com/RefugeeServices/s/ref-refugee/a1jr0000000)zIPAAS/ref00000138?tabset-afac4=2
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Eligibility
Refugee number will be displayed

Participation type:
Mandatory/Voluntary/Mandatory
but exempt

Reason for Exempt: Required when
“Mandatory but exempt” is entered

Program: RSS only option

Eligibility begin date & end date

Select SAVE

Note: When an eligibility span is
created, a number is created. In
this example, ELI-00000113

Note: Eligibility spans for a refugee
cannot overlap.

(O RSSP - Employment X & REF Eligibility Detail x (O ODJFS eManuals > Family Assist: X | Q Cisco Webex Meetings X \ + = X

« > c

S Apps il

javascriptvoid(0);

[a} @ uat-odjfs.cs32.force.com/RefugeeServices/s/ref-eligibility/a1lr0000000XwdEAAS/eli00000113 aQa % B O RF e
Managed bookmarks 2} Google Maps G Google () Innerweb () ODJFS Online Help.. [ Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » | [ ] Other bookmarks

Edit ELI-00000113

Information

REF Eligibility number
ELI-00000113

Refugee *Participation type
REF-00000138

[ Mandatory

Reason for exemption *Program
--None-- RSS

* Eligibility Begin Date * Eligibility End Date
4/1/2020 11/30/2020

System Information

Created By Last Modified By
Jennifer Johnson, 4/28/2020 3:16 PM Jennifer Johnson, 4/28/2020 3:16 PM

Cancel Save & New

Mandatory recipients: Eligibility span is eight months from the date of arrival.
Voluntary recipients: Eligibility span can be chosen on a case by case basis
but should not exceed a year.

ALL SERVICES MUST BE WITHIN THE ELIGIBILITY SPAN DATES

*Note in the example the eligibility span: 4/1/20-11/30/20
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Eligibility Tab
Adding Documents

Select Related tab to enter documents

Notes and attachments:

User uploads documents related to
refugee:

e Documents used to verify
eligibility

e Individual Employability Plan

e  Family Self Sufficiency Plan

e Employment verification

Types of files accepted: PDF, JPG, PNG
Limited to 3MB in size

Return to Details tab and select
refugee number to being to add
services.

O ws5® Cplayment X W AcE Digihiiy Do x O Fomily e % | Q) e e Nestings x| + - o x
€ 5 @ O & ustoditcs3torce com/RetugeeSenices/s/rat.sligibiltyfal IO000000XAEAAS/ 200000113 a# E o e
B o 1 Mesget semers B Gosgonas G Geaglz () inenast () GOUES Snine Vel InpensdFrom T @ bt @) ALMOETENE () @ e Search w1 Otharbosemanes
Hore [T— Refue Seanct a0
REF Eiigibitl
o Edir

ELI-00000113

ErE=r=m
w0z

~ System Information

CoratelBy

1 A M

Fartisgation viae
Mandzmary

O Rs5? - Employment X @ REF Elghbilty Detail X O ODIFS eManals > Famiy Assist: X | (@ Cisco Webex Meetings x| + - a8 x
€ 2> C O @ utodfs y, =2 aQa x* B o®
3 Apps Managed bookmarks B GoogleMaps G Google (O Innerweb (O ODIFS Online Help. Imported From I @ abouttabs @) ALMOCTANE (O @ Person Search » Other bookmarks
Home Household Refugee Search 20
poy REF Eigibilty
- ELI-00000113 Eat
Details  Related
Notes & Attachments (0) Usload Files

&, Upload Files

Ordropiles



Refugee Related Tab
Brings you back to refugee detail page.
Select RELATED tab.

Eligibilities can be viewed.

Select NEW to add Services

O RSSP - Employment X & REF Refugee: REF-00000138 X (O ODJFS eManuals > Family Assist: X | Q@ Cisco Webex Meetings X \ + = X
< > C 0 & uat-odjfs.cs32.force.com/RefugeeServices/s/ref-refugee/a1jro000000JzIPAAS/ref00000138?tabset-afacd =2 Q % 2 0@ ®
Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks
Home Household Refugee Search a 0
REF Refugee
Edit

REF-00000138

Details Related

n REF Refugee History (1)

Date Field User Original Value New Value
4/28/2020 2:45 PM Created. Jennifer Johnson v
View All
New
REF Eligibility number Participation type Reason for exemption Program
ELI-00000113 Mandatory RSS v
View All
a REF Services (0) New
. REF Referrals (0) New
New

g Employments (0)
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Services
All fields are required.

Service provider: Begin to type in the
first four letters of the provider name

until it pops up, then select.

Note: Users may assign refugees to
services with any provider in their
region.

*The lead agency in each region is
responsible to ensure there is a process
in place that allows this.

Service: Select from dropdown list of
services

Service start and end dates

Related Eligibility: Service must have a
related eligibility span. User will select
eligibility span.

Hint: you can see it in the background of
the pop up.

Can also type in ELI, hit enter and a pop
up with the associated eligibility will
appear and user can select the eligibility

(O RsSP - Employment X @ REF Refugee: REF-00000138 x (0 ODJFS eManuals > Family Assist X ‘ @ Cisco Webex Meetings X I + = a %
€ > C O @ uat-odjfscs32force.com/RefugeeServices/s/ref-refugee/aljr0000000JzIPAAS/ref00000138?tabset-afacd=2 a ¥ @ o @ -
55 Apps  [il Managed bookmarks Gaogle Maps G Google () Innerweb () ODJFS Online Help.. [ Imported From IE @ abouttabs @) ALMOCTANE (O @ Person Search » | [] Other bookmarks

New REF Service

Information

REF Services Mumber "Refugee

E8 ReF-00000138

*Service Provider *Service

m Test Franklin Prime | Individual Employability Plan

*Service Start Date *Service End Date
4/1/2020 11/30/2020

* Related Eligibility

[ﬂ ELI-00000113

Javascriptvoid(0):

ALL SERVICE BEGIN & END DATES MUST BE WITHIN THE BEGIN & END DATES

OF THE ELIGIBILITY SPANS
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Services
For service details and all services,
select VIEW ALL

Individual Employability Plan
(IEP): Must be completed and
service input for each
employable RSS participant.
Begin and end dates for this
service must be equal to the
related eligibility span.

In the system, the IEP is linked to
employment if the employment
begins during the IEP service
span.

The link was created to properly
capture employments gained by
RSS recipients participating in
employment services.

This will ensure any
employments input during the
service and eligibility span are
captured for federal reporting
purposes.

@ HouseHoldScreenListView X @ REF Refugee: REF-00000138 x + = =] X
€ >Cc o a force. 1000001387tabset-afacd=2 Qa* BoRE|@®:
H: Apps [ Managed bookmarks B GoogleMaps G Google () Innerweb () ODJFS Online Help. imported From IE. @ abouttabs €3 AIMOCTANE (O @ Person Search [ Other bookmarks
n REF Refugee
REF-00000138 Edit
Details Related
8 REF Refugee History (1)
Date Field User Originai Value New Value
4/28/2020 2:45 PM Created. Jennifer Johnson v
View Al
[} REF Eligibilities (1) New
REF Eligibilty number Participation type Reason for exemption Program
ELI-00000113 Mandatory RSS v
View Al
[ REF Services (1) New
REF Services Number Related Eligibiity Service Provider service
SER-00000188 ELI-00000113 Test Franklin Prime Individual Employability Plan v
View Al
REF Referrals (0) New
[ Employments (0) New
& HoussHoldscraenListiew X @ REF Services x 4 =
€ = C 0 & uatodifscs32force geeServic ist/ajrd AAS/Services_r a % BOoRF & i
Apos [ Managed bookmares B Googlehsps G Google () Innerweb () ODIFS Online Helo.. [ Imported From 1 @) abouttsbs €3 AMOCTANE () @ Persan Search 5[] Other bookmares
Home Household Relugee Search a0
REF Refugees » REF-00000138 "
REF Services o
1 itern = St by Service Start Qe = Upclsted 2 few corneds 220 LASII
REF Services Number ~  Related Eligibllity v Service v + v i ~
1 SEROD00DIE £L1.00000213 Incividual Employatilty Plan aru2020 12730/2020 -
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Referrals
Referrals is a new option.

User will enter referrals completed for
anyone in the household.

All fields are mandatory.

Referral options: Legal, Medical,
County JFS, Child Care Provider, Food
Pantry, Social Security Administration,
and Housing.

® HouseHoldScreenListView X & REF Refugee: REF-00000138 x  + == =] x

€« = C O & uatodifs forc: ices/s/ref-refugee/alj 3B87tabset-afacd=2 a ¥ @ o @

pps il Managed bookmarks B GoogleMaps G Googls () innenveb () ODJFS Online Help..  [] Imported From 1€ @ abouttabs 3 ALMOCTANE (O @ Person Search » [ Other bookmarks

New REF Referral

Information
* Referral Date *Other Reterrals
41302020 @ | County JFS

* Referral Ageney Name:
I Franklin County JEY

Refugee

‘n REF-D000D138
System Information

REF Referral Mumbar Oviner
Jennifer Jahnsan

Cancel Save & New

® HouseHoldScreenListView X @ REF Refugee: REF-00000138 X+ - o X
&€ 2> C O & uatodjfscs32forcec i ref-refugee/a1jr0000000JzIPAAS/ref000001387tabset-afacd =2 Q ¥ BOoR| @
i Apps  [] Managed bookmarks B® GoogleMaps G Google (O Innerweb () ODJFS Online Help.. || Imported From IE @ abouttabs €Y ALMOCTANE (O @ Person Search » [l Other bookmarks

New REF Referral

Information
* Referral Date *Other Referrals

~None--

* Referral Agency Name

Refugee

EY rer-00000138

System Information

REF Referral Number Owner
Jennifer Johnson

27



& HouseHoldScreenListView X @ REF Refugee: REF-00000138 X ap - X

< > C O @ uatodjfs.cs32force.com/RefugeeServices/s/ref-refugee/al1jr0000000)zIPAAS/ref00000138?tabset-afac4=2 Q ¥ B Oo0ORF| & i

Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help.. [ Imported FromIE @ abouttabs €Y ALMOCTANE (O @ Person Search » Other bookmarks

Employment
Select NEW to add employment

Details Related

Y REF Refugee History (1)

Date Field User Original Value New Value
4/28/2020 2:45 PM Created. Jennifer Johnson v
View All
[ REF Eligibilities (1) New
REF Eligibility number Participation type Reason for exemption Program
ELI-00000113 Mandatory RSS v
View All
a REF Services (1) New
REF Services Number Related Eligibility Service Provider Service
s 8 ELI-00000113 Test Franklin Prime Individual Employability Plan v
View All
REF Referrals (1) New
REF Referral Number Referral Agency Name Referral Date Other Referrals
REFE-00000013 Franklin County JFS 4/30/2020 County JFS v
View All
g Employments (0) New
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Employment

& HouseHoldScreenListView X @ REF Refugee: REF-00000138 X + = =] x
A” reqUIred flelds have a red aSterISk € =2 C ft & uatodjfscs32force.com/RefugeeServices/s/ref-refugee/aljr0000000JzIPAAS/ref00000138tabset-afacd=2 Q w @ o @ -
(*) 3 Apps  [Il Managed bookmarks B Google Maps & Google (O Innerweb (O ODJFS Online Help.. [ Imported From [E @ abouttabs €3 ALMOCTANE (O @ Person Search » | [ Otherbookmarks

New REF Employment

Information

* Refugee

|E reF-ooo00138
* Employer Name Employer State
Amazon Ohio

Employer City . * Hourly wages
Columbus $12.50

* Job Title * Employment Type

Warehouse Full Time

" Emplayment Begin Date Emplayment End Date
5/4/2020

*Healthinsurance @ Hours Per Week

=

System Information

REF Employment Number

» Employment begin
date is 5/4/2020.
In order to have

javascriptvoid(0):

employment captured
for Federal reporting,
begin date must be
within |IEP dates.

This employment will
be captured on report
as |EP service dates are
4/1/20-11/30/20



& HouseHc X ‘ » s X @ REFRefugeciREr X B Training lssuesxlsx X | I eCFR—Codeofr % | Bl UsersRSSRMS OF % | Bl AppendixCRSS [ X | + - a8 x

90 D ay Follow Up SerVICe € > C O @ uat-odjfscs32force.com/RefugeeServices/s/ref-refugee/aljr0000000JzIPAAS/ref00000138?tabset-afacd=2 a ¥ @ o @ -4

. i Apps  [i Managed bookmarks R GoogleMaps G Google (O Innerweb () ODIFS Online Help.. [] Imported from (€ @ abouttabs €3 ALMOCTANE () @ Person Search » | [] Other bookmarks
Once a new employment is entered, user

will enter a new service for 90 Day
Follow Up

User will select begin date.

New REF Service

End date will be 90 days from begin date.

Select SAVE Information

REF Services Number "Refugee

E8 ReF-00000138

*Service Provider *Service

‘ BB Test Frankiin Prime | 90Day Follow-Up
|

*Service Start Date *Service End Date
| s/5/2020 | 8732070

* Related Eligibility

f
‘[ﬂ ELI-00000113

‘ Cancel ‘ Save & New n

Javascriptvoid(o)
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® HouseHoldScreen X | @ RefugeeSearch X & Home x gl Training lssuesxisx X | eCFR—Codeof i X | £l UsersRSSRMS O X | ol Appendix CRSSD X | + = X

Open Tasks

. . <« - C 0 & uat-odjfs.cs32.force.com/RefugeeServices/s/ a % 2 0@ 2
Creatmg a 9O_day FOIIOW_Up Service £ Apps Managed bookmarks [} Google Maps G Google () Innerweb () ODJFS Online Help... Imported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search » Other bookmarks
will create an Open Task on the user’s =

Home Household Refugee Search A @ Jnnifer Johnson

home screen.

he service input displays with follow .
IpdateasAuZu:td&p e mRefugee SGFVICBS

Previous service input displays in red as NOTIFICATIONS CHATTER R
it is past the due date. Test notification

testing notifications for RSS

Five days before the end of the 90 Day added edit Share an update..
Follow Up service end date, a red

Post

Semi Annual Reports Due Q_ Search this feed... ¢

number will appear next to reminder

sandra Hollingsworth (Employee) v
be” RSS Notification e April 17, zozoit 1.08PM e

This is a test...this is only a test Can you hear me now????
Selecting the 90 Day Follow-Up on task ihtie @ Comment eomment - 2 e
Wi” take you to that taSk. Jennifer Johnson likes this. -
OPEN TASKS
90 Day Follow-Up @ May3

SER-00000159

90 Day Follow-Up Avg3
SER:00000189

View All
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Open Tasks

Overdue Task: When selected, user

& HouseHuliSzreen. X | #0 Rsiugessesrch

X @ Teksoouro X O Tening ke x| D scrR— Codest % | i vserRssams o x | Ol AppenduCRSSE X 4 - & X
€ - ¢ o a fifs. f TSVALAJ/90-day l a w 30 & &
may Change the due date or add 05 [ Maraged bookmorks Y Google Moo G Google () Innerven () GOUFS Gniine Help, imooned Fom @ obouttabs €9 AMOCTANE (O @ Peson Search » Qther bookmarks
comments. Heme Hovschaid Refuges Seareh a9
Task . .
50 Day Follow-Up v MikComplete | Bt Rt Comments | CrangeDite | w
[
SER.000C0159
Detalls
v Task Infarmation
Sukimt
0Dy Pl Up
~ Related To
et o
SER.00000133
~ System Infarmation
Createay ey
O oo it 41712020 557 P o, 4172020 557140
Open Task: When selected, edits can
b d C f |d . ® HouscHuliSerzen| X | @9 RufugesSesrch X @ REFSewvice Cotsil X Ol Trsining lisussadas X | [ eCPR— Codeol [ X | O Users RSSRMEC X | O AppendinCRSSD X 4 - o X
e made. Comment fie Is not € 9 ¢ 0 @ o fref-service/aTnsBOBODDOE! a % 20
avallable Apos Menaged bookmarks B GocgleMag: G Google () Innenwee () CIUFS Online Help.. imoorted From IE @ aboutabs €3 ALMOCTANE (O @ Peson earch »
Hors Househord euges search an
REF service
SER-00000189 &
Details

Retzted Elig il
ELI 0000112

~ System Infarmation

oy
) enniter Jahnean, 515:2020 4:33 PM

RFF-00000136
90 Uy VolleweLlp
SenienErd Gaie
732020

Lotz
Jemwier o)




Activities/Tasks

Activities are tasks or reminders that a

user can create that will be connected

to the refugee. They are not connected
to a service, referral or employment.

From the refugee detail screen, user
selects activities tab.

Open activities display current
activities. Select NEW TASK to create a
new one.

Activity history displays activities that
have been completed.

) Applicsticns x | o row " x| & x| - X & RS Refugec REFOOODDIIZ X = - o X
& 0 C O @ uodibeil ices/s lrOCaCH0C: 0112 a & BOo &S
1 Apos Msraged boskmerks R GeegleMaps G Google () Innerweo () OTUFS Online Help. Imooed From £ @ abouttabs €Y ALMOCTANE (O @ Person Szarch - Other boskmarks
Hame Housenald [e— a0
REF Refugee
REF-00000T12 e
Dotails  Refpres  Activitios
 Informatibn
Frathane Lacitame
K s
Garder
Wile
ey iy
123tigh St Colurbus
20 oty
43215 Franklin
Soclal sectr pyrumber e rmber
Direoret [
w1985 Brutarase [Uzorgkns]
Courte ol e Ep—
Uen
Mter Grars BepinDite Ve Grare T Cite
RCA Do Dote RCALrdDste
11700 23972050
[rep—
T et
1312020
[ro———
(@) Applications x| - x| - x| - X @ REFReligee REEOOOTIZ X 4 - =] E3
€ > C O @ ustodfsesiaf R ‘ J 1anak 4=f33c3 e % BOB @ i
2 apes [ Monagedboskmeks B Sooglabaps G Gongle () Innerwsh () ODIFS Oniina Help moarted From IE @) oheutiabs €9 ALMOCTANE () @) Fersan Search » Dt makmerks
Home Houserald Retugee Searcn ap
REF Refuges
REF-0000012 i
Details  Releted  Activities
Open Activities (0} NewTask

0tz + Sarteel iy e Dt Last Mdied D+ a0

Activity History (0}

03 Lot Mot Dat= T

jrascriptvoidiD)
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Activities

New task box pop up. All fields except
comments are required. User can place
any message they wish to use to create
a reminder task related to the refugee
client.

Priority choices are normal and high
(red flag).

Users home screen will show any
created tasks with the due date. There
are no reminder alerts prior to, on, or
after the due date.

User may select task title to take them
to the task or mark it as complete.

@ Applications % \ B HouseHoldSereenlistiiew 3 \ - stV ® | S i X @ REFRefuges: REF-00000112 % 4 = @ X

€ > G 0 & ustodiscI i 2AAK/ref000001127abset-ofacd =f83c3 e % 200 F 2
i Apps o Managed bookmarks BN Google Maps & Google (O Innerweb () ODUFS Orline Help.. || Imported From [E @ abouttabs @3 ALMOCTANE () @ Person Search » |, Other bockmarks

New Task: REF Refugee Task

Task Information
subject *nasigoed 1o

Callelient [ jenniter johnsan

* Due Dste "stats
£/5/2020 Open

Comments * Prioriey

Fallows up o day care issue High

Related To

*Relatedt To

B8 reroon00112

@) Applications X | & HoussHoldscreenUstview X | 4 itvien X | 4m sty X @ Home x o+ - X
& = C Y @ uat-odjfscs32forcecom/RefugesServicesss’ a w B o F|a
H Apps [ Managed bookmarks B Google Maps G Google () Innerwel b () ODIFS Orfine Help. | Imported From 1 @ abouttsbs @ ALMOCTANE () @) Person Search » [] Otherbookmarks
Home Househald Relugee Search & @ enniferjohnson
NOTIFICATIONS CHATTER =

Test notification Post

testing notifications for RSS

added edit Share an update.. Share

Semi Annual Reports Due Q, Search this feed... =

RSS Notification

This is a test...this is only a test O

‘OPEN TASKS

Callclient |% ans

View All
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atter
atter is part of the SalesForce
ftware application.

is a communication tool that may be
sed between users in the same region
or between users and state staff.

® Home x 4+

€« > C 0 & uat-odjfs.cs32.force.com/RefugeeServices/s/

Home Household Refugee Search

- a X

Managed bookmarks ¥ GoogleMaps & Google () Innerweb (O ODJFS Online Help... Ifported From IE @ abouttabs €3 ALMOCTANE (O @ Person Search

Qv @B oF @

»

A @ Jennifer Johnson

Other bookmarks}

@'Refugee Services

NOTIFICATIONS
Test notification

testing notifications for RSS
added edit

Semi Annual Reports Due

RSS Notification

This Is a test...this Is only a test

OPEN TASKS

90 Day Follow-Up &
SER-0D000187

View All

CHATTER

Post
Share an update...

Q, Search this feed.

9 Jennifer Johnson (Partner)
3mago

@Jennifer Johnson (Partner) Can you look at this case?

1 Like @ Comment

Auga

1 view
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