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1 SUPPORT

Depending on the type of support required there are two main sources of assistance:

Adult Education Coordinator

LaMIPSS Operations Support

Your Adult Education Coordinator is your first line of
support for “how to” type questions or to request
additional information about how to apply the
common processes within your organization.

This would include items such as:

e How to use LaMPSS-LM to gather and
manage Adult Learner information

e Information about the assessment
processes, tools, and training on the
endorsed assessment tools

e Help to arrange training and other supports
for new staff

LaMPSS Operations Support is available when you
have a LaMPSS-specific question or issue (e.g.,
logging into LaMPSS or setting up access for new
staff).

You can visit the LaMPSS website
(https://novascotia.ca/lae/lampss/lampss.asp) for
detailed instructions on LaMPSS processes including
several step-by-step guides.

LaMPSS Operations Support is available via email at
LaMPSS@novascotia.ca.
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2 LAMPSS BASICS

2.1 How to Login

The address for the LaMPSS login page is: https://lampss.novascotia.ca/. A My NS Account is required

to access LaMPSS.

The link will navigate you to the LaMPSS
Login landing page. This landing page is

temporary. Ultimately, within the next
fiscal year, the link will navigate you

directly to LaMPSS via My NS Account.

My NS Account is where you can log in
or create an account. If you currently do
not have a My NS Account, click on
Create account to begin the process of
creating a new account. Ifyou currently
have a My NS Account, enter your
username and click Continue.

LaMPSS Login

fo use it with LaMPS5 it must be linked to a LaMPSS account

Access LaMPSS by selecting the option below that applies to you

| am an existing LaMPSS user and have nol
nked My NS Account to a LaMPSS account

Link My NS Account

LaMPSS Account

| have already linked My NS Account with my

Login using My NS Account

What is LaMPS5? +

Mot sure what eption to select? +

o LaMPSS now uses My NS Account 1o provide secure access My NS Account i5 used by many Nova Scolia government onling services but in order

am new 1o LaMPSS and do nol have access

LaMP3S Access Request

v
NOV.&?S&)TIA

NovaScotiaca  About TermsofUse  Privacy Notice  Contact Us

< Back to LaMPSS Online (Inermnal)
Your one account 1o securely access multiple provingial Services.

Daon't ha

Creale or

count?

here

Create account Cancel

2 an account?

Log in here

Username

Forgot username?

Conlsnue

Frangais
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If you currently have a My NS Account and do not want to link it to your LaMPSS account, it is possible to
create a new account, but it is not recommended if you want to access multiple government services with a
single My NS Account.

Once you either create or log in, you will review a privacy notice.

If you are using/creating an account with a different email address than what is used in LaMPSS, you are required
to verify your email address. A confirmation code will be sent to the email address that is entered in LaMPSS.

N(m?s‘:&)‘rm Sosich NovaScota ca E
-
LaMPSS Login

Verify Your Email Address

o Email associated with your My NS Account is diffarent from the amail specified within LaMPSS
o werily your account, please anter the confirmation code we sent to

Cenfirmation Code

Didn't get a code?

Resend Code

LaMPSS Business Support Unit Page: 6 Training Guide
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Once linked, you will use your My NS Account credentials to log into LaMPSS.
Change your MY NS Account Password
1. Loginto My NS Account - https://mynsid.novascotia.ca/.

2. Select “Change Password” on the left navigation.

%
NOV?SC TIA

NovaScotia.ca About TermsofUse Prvacy Notice Contact Us

Welcome,

A My Account You last signed in on Thursday, June 29 2023

4 Change Account Name First or preferred
name

@ Change Password

X Change Email Last name

Il change Username Username

@ Services Email

= Account History

il Delete Account

3. Enter your current password, new password and confirm new password and select “SAVE”.

A My Account To change your password you use to log in to your account, you must enter your current password

Current password

2 Change Account Name

/ Passwaord requirements

g Your new password must
New password
2 Change Email ( be a minimum of & characters
« contain at least one digit
Il Change Username + contain at least one lowercase letter
Confirm new password { + contain at least one uppercase letter

@ Services + not contain your username
« match the "Confirm new password”

= Account History

T Delete Account

4. You will receive a message that your password was successfully updated.
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2.2 User Homepage Overview

The key sections of the User Homepage include these items, highlighted in the screenshot below:
e Top menu bar - Access the Person Search, Argmnt/Case Search, as well as the Help guides.

e Left navigation menu — Access various parts of the system like your Organization Homepage, Service
Registration, and lists of your recently accessed persons and cases.

e Broadcast Messages — This section will display any important LaMPSS information such as system
outages or updates.

e Display an Agreement/Case — Quick access to a case by typing in the 6-digit case ID
e My Tasks - Your list of upcoming Case Tasks due for Adult Learner’s with cases assigned to you.

e My Notifications — Your list of upcoming Notifications due. These may be associated with Adult
Learners and cases or may be general reminders you have setup in the system.

e Language toggle — Where you can change your language preference for LaMPSS between English and
French

Home Person Management Agrmnt/Case Management

User Home Page

You are logged in as |

My Organization a

» Organization Home

Agrmnt/Case
Navigation

Registration :
Due:| All Overdue + 1 month v | Program: | - select - I v Task: [ -select- | ¥~
Due: | All Overdue + 1 month v | Program: | - select - [| T~ [

No notifications returned

» Svc Reg Search/Add

Person Navigation ¥)

Form Submissions
Business Partner ¥
I iaviTato
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3 ORGANIZATION MANAGEMENT

You can access information on how to manage your organization’s information in LaMPSS by accessing the Help
guides in the top menu bar within the system. There are also resources available on the LaMPSS website:
https://novascotia.ca/lae/lampss/lampss.asp

Some key information specific to Learner Management is provided in this section.

3.1 Learner Management Security Roles

Access to Learner Management in LaMPSS is controlled through security roles. Only
those staff in your organization with a Learner Management security role will be able
to view and create or update a case.

Similarly, only those staff with security roles for Service Registration can create ' ‘
services, register participants, and generate Service Registration report. Only those

staff with organization agreement security roles can view your funding agreements e = e
with government, apply for funding, and submit financial or activity reports.

This table shows the roles available for each area of the system:

Learner Management Service Registration Organization Agreements
e Administrator e Administrator e Administrator
e Manager (LM Manager) e User e User
e View Only (LM View Only) e View Only e View Only

Now, a review of what each of these roles has access to in LaMPSS:

Learner Management

eAdministrator can add or update your organization's contacts and assign other users the Learner
Management Update or View security roles

e*Manager will have update access for all Learner Management cases for your organization, including
the ability to add and update person information

eView users receive view-only access to all Learner Management and person information for your
organization

Service Registration

eAdministrator can add or update your organization’s contacts and assign other users the Service
Registration Update or View security roles.

eUsers will have update access for all Service Registration information for your organization such as
adding or updating services, adding or updating participants, and service reports.

*View users receive view-only access to all Service Registration information for your organization

oFull Update users can update your organization and agreement information, add or modify self-serve
users, submit funding applications and activity or financial reports.

ePartial Update users can view your organization and agreement information as well as submit
funding applications and activity or financial reports.

eView users can view your organization and agreement information but have no update privileges.

LaMPSS Business Support Unit Page: 9 Training Guide
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3.2 Organization Contact Setup

You can access information on how to manage your organization’s contacts in LaMPSS by accessing the Help
guides in the top menu bar within the system. There are also resources available on the LaMPSS website
(https://novascotia.ca/lae/lampss/lampss.asp) in the section pictured below.

LaMPSS External Access

The first step to apply for funding with the province of Nova Scotia for Labour
IMarket programs is to request access to LaMPSS.

How fo Request LaMPSS Access (PDE)

LaMPSS External Access Form (FDF)

Electronic Funds Transfer Form (Direct Deposit) (PDF)

How to Login to LaMPSS (PDF)

How to Add/Maintain your Organizations LaMPSS Access (POF)

Select “Organization
Home” from the left
navigation bar.

User Home Page

English / Frenchy

You are logged in as working as Organization Contact

My Organization 3

» Organization Home

Notification Actions ¥

Apply for Funding 3

Select Organization Home from the side menus to:

o View active agreements
o Apply for funding
o Update organization information

» Programs and Services
» View /[ Access In-
Progress Forms

Hacord Agrmnt/Case ID: | ] [ Display 5
Agrmnts/Cases
Recent Forms
Home Help
User Home Page > Organization Home
_ You are logged in as | I working as
My Organization £3
Select =
« . . + Organization Home
Ol‘ganlzatlon + Organization Details P
2 » Organization Contacis
ContaCts from the + Org. Published Services Type: Private - For Profit
: : Address: SAP Vendor # Payment Method: J
left navigation bar _ - e e e
Apply for Funding 2 Phone: = Account Group: ZCOM
» Programs and Services R yendor Blcckads bo
. Inactive Organization: No
+ View / Access In-
U etvegmemens

No records returned

Recent
Agrmnts/Cases

¥
Show History &
s
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Use the “Add Contact with LaMPSS Access” button on the Organization Contacts screen to enter the
information for a new user or find the name of an existing user in the list if you only need to add Learner

Management security to an existing role.

> Organization Contacts

> Organization Home

User Home Page

You are logged in as working as . . - Organization Contact x
My Organization 2
» Organization Home
» Crganization Details
» Organization Contacts
» Org. Published Services
d Type: Private - For Profit
Address: SAP Vendor #: Payment Method: J
Apply for Funding =« Contact: Terms: 0001
Phone: Account Group: ZCOM
» Programs and Services i Vendor Blocked: Ne
» View / Access In- Inactive Organization:  No

Progress Forms
Recent v i . i
AgrmntsiCases < Last Name: I:I First Name: \:I

Email: |

Active Only

[ Accounts with LaMPSS Access

‘o
]

Security Profiles: | - select -

f‘

:I None

["Add Contact & [“Add Contact with LaMPS5 Access B, fimmms

“ Only the Learner Management Administrator can assign Learner Management security roles.

LaMPSS Business Support Unit Page: 11 Training Guide
As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management

Version: 1.0

Input the user’s information in the
Org Contact section. The “Last
Name”, “First Name”, and “Email”
are the only required fields to add a
new LaMPSS user.

Homa Halp

User Home Page > O ion Home > O Contacts > Organization Contact Details

fou are logged in as |

working as 1 - Drganization Contact

My Organization S
« Organization Home

» Organization Delails

» Organization Conacts

» Oy Published Senvices

anm l‘orFmdl
A-umn SAP Vendor 1 Payment Method:
Apply for Funding 2 Contact: Tenms: nnr.n
Phane: Account Group: ZCoM
» Programs and Services Fax: Vendor Blocked: No

v Wiew | Access In-

Inactive Organization:  No
Progress Fomms

Recent )
AgrmntsiCases

Emall: |

Tithe: | |
Phone: | I | Mobiile: |
Active: Primary Contact: ||
Office Location: | - select p= Position Type: | - select ||
L —
Start Date: End Date:

Language Preference: English |
Additional Invite Message:

Then select the Security Profiles for the user using the Active Profiles section.

Profile Name
LM Manager
LM View Only
OFAAdmin
OFA User
OFA View Only
Srvc Reg Admin
Srve Reg User

Uogugoguogdno

Srvc Reg View Only

Profile Details
LM Manager
LM View Only
Organization Funding Agreemsant/ Administrater
Organization Funding Agreement/ User
Organization Funding Agreement/ View Only
Service Registration Administrator
Service Registration Usar

Service Registration View Only

Click Save. A message will display

indicating the account was created and an

email is sent.

o An email will be sent to to invite them to link

their My NS Account to LaMPS5.
The invite 1s valid until Aug 04, 2023

Press OK to Continue or Cancel to stay on the current Page

[ 0Ky | Cancelé)d
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4 KEY CONCEPTS

Before moving through the LaMPSS Learner Management case lifecycle and the NSSAL Common Processes,
there are a few key concepts to remember for how Adult Learner’s cases are managed in LaMPSS:

An Adult Learner's case will be owned by a specific NSSAL service provider
The case can be referred or transferred to another NSSAL service provider
The case can be transferred to another NSSAL service provider

The case remains "Active" between terms (e.g., summer)

The case is "Closed" if it's believed the Adult Learner is exiting the NSSAL system

If the Adult Learner exits the NSSAL system and later returns, the case is re-activated
The case for an Adult Learner will follow a status progression from Intake to Assessment, then Active status
(i.e., in Program Delivery).

While active, the case may be put On Hold for a period of time. Finally, a case is Closed when the Adult
Learner is exiting the NSSAL system.

These key concepts and the case lifecycle will be examined in more detail as you work through this guide.

LaMPSS Business Support Unit Page: 13 Training Guide
As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management Version: 1.0

5 INTAKE

5.1 Triage - COMMON PROCESS 1

Triage provides a welcoming environment by greeting the individual and having a conversation about why they
contacted (or came into) your organization. It’s an informal process to confirm that the person is in the right
place.

Various tools or information may be used by your organization such as the NSSAL Triage

Checklist. v —
Triage aims to ensure only those individuals interested in pursuing adult learning with v —
NSSAL complete the detailed Intake form. This also prevents the collection and storage of v —
personal information for individuals who are not being served by NSSAL service providers. v —

If it’s determined NSSAL is right for the individual, they will be invited to continue with
intake.

5.2 LaMPSS Intake Process - COMMON PROCESS 2

Intake includes gathering the information needed to create the Adult Learner’s case in LaMPSS Learner
Management as well as some additional information to help inform program recommendations. Intake is an
opportunity to develop rapport with the Adult Learner and ensure they know what information is being
gathered and how it will be used or shared.

Intake Form

The Intake Form collects the information needed to create the Adult Learner’s case in LaMPSS. The Intake
Form, which can be found on the LaMPSS website (https://novascotia.ca/lae/lampss/lampss.asp), must be
completed and signed by any Adult Learner whose information will be entered in LaMPSS.

The Intake Form includes privacy and consent information and requires a signature from the Adult Learner to
indicate they understand how their information will be used.

Once completed by the Adult Learner, the information from the form is used to create a case in LaMPSS. The
form should also be scanned and attached to the Adult Learner’s case.

LaMPSS Business Support Unit Page: 14 Training Guide
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Privacy & Consent
Protecting privacy requires a combination of privacy and security.

The FOIPOP (Freedom of Information and Protection of Privacy) Act sets rules for privacy management. It
defines personal information and sets rules for the collection, use, disclosure, retention, and disposition of
personal information. Personal information can only be used for the reason it was obtained or for a compatible
purpose and be disclosed only with consent or for other reasons outlined in legislation.

* The right to be let ¢ An obligation * The protections put in
alone ¢ You have access to place to protect the

e Refers to an information that confidentiality,
individual’s ability to enables you to integrity, and
determine what perform your job and availability of
happens to their have an obligation to information.
personal information only share or disclose

e A fundamental human information when
right authorized to do so

As part of the Intake Form, the Adult Learner will sign a Collection, Use, and Disclosure of Personal
Information statement. This statement explains the personal information being collected will only be used and
disclosed in keeping with the access and privacy provisions of the Nova Scotia FOIPOP Act and the Nova Scotia
PIIDPA (Personal Information International Disclosure Protection) Act.

It informs the Adult Learner that personal information collected is used only for providing the Adult Learner
with services (e.g., registration for programs, determining eligibility to services) and personal information is
only disclosed as required to fulfill the purpose(s) of the program or service, and only to the extent authorized
by law.
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Search for and Add a Person

Start by clicking Person Management in the top menu bar of LaMPSS. You will search for the Adult Learner to
determine if they have previously been added to the system by your organization. If not found, the person can
be added.

Home Person Management Click Person Management and
User Home Page search for the Adult Learner Englizh / French

My Organization Py

+ Organization Home

AgrmntiCase ¥

Navigation

e AgmintiCase ID: | | [ Display 5

My Service b3

Registration R |

The Person Search/ Add screen will appear. Search for the Adult Learner using the details from the Intake
Form. Any of the parameters seen on the Person Search/Add screen can be used to search for a person. Most
often, you will likely search using First/Last Name or Social Insurance Number (SIN), but any of the parameters
can be used to narrow the search results.

“ If a search by SIN is not successful, you should clear the SIN and search again with just Last Name and
the first letter of the First Name.

Person Management Agrmnt/Case Management

User Home Page = Person Search/Add

My Organization Yy

+ Crganization Home

Search Instructions 2"

Agrmnt/Case ¥ i : : ) T
Navigatins Last Name: | | First Name: | Middle Initial: |:|
Gender: | -select- | Person ID; \:I

Canada/Us Other

Person Navigation ¥

Notification Actions Address: | |

city: | | Country:
Recent - : : _ . .
Agrnmts/Ciee ¥ 8 PostaliZip Code: | | Province/State: [ Nova Scotia v |

Phone: | | Email Address: | |
QOrganizations (ddim B
DateofBirth: | | Age Range: o

Rocent Persons. (v S -

sl (_Search ;. [ Clear.

A few key features of the Person Search to remember:

e LaMPSS uses cumulative searching, so the more search criteria you enter, the more defined the search
results. It’s best to start with less information (e.g., First/Last Name only) then add more if there are
too many results!

e Search will use a Soundex ability when Last name and/or First name are entered. Soundex allows similar
sounding names to be displayed in the search results.

e Partial searching is available for First Name, Last Name, and Address.
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n You must search for the person before LaMPSS will provide the ability to add a new LaMPSS person.
This aims to help prevent duplicate persons from being added to the system.

The Person Search Results module will display any results below the search criteria. The first 100 results
will be returned with 10 records per page. The Person Search Results provide key information to help you
identify the correct person.

. : ; . Middle
Last Name: | Diaz | First Name: | Rosa | Initial:
Gender: | -select- v | Marital Status: | - select - ~ | Person ID: D
Address Type:  [Vialing v Canada/US Other
Care Of: | |
Line 2: | |
Line 3: | |
ciy: | | counny:
Postal/Zip Code: | | Province/State: | Nova Scotia v |
Phone: | | Email Address: | |
(dd/mmiyyyy)
Add & Save (3 [ search . [ Clearx.
Name Gender Address Date of Birth SIN
Diaz, Rose Female 456 Shore Road May 16, 1962 326-341-476
Oceanville, NS
B4V 3VO. CA
Dispiaying persons 1 of 1

If the Adult Learner is not found in the Person Search Results, the required person data can be entered in the
search criteria fields and the Add & Save button selected to create a new LaMPSS Person.

To add a new LaMPSS Person, the required fields are:
e Last Name
e First Name
e Gender
e Address (including city and postal code)
e Date of Birth

Although SIN is not a required field to add a Person to LaMPSS, it is required to create a Learner
Management case and to register a participant in NSSAL services. You will later encounter an error if SIN
is not provided.
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As of: October 16, 2023



LaMPSS Business Support Unit

NSSAL Learner Management Version: 1.0
Last Name: | Diaz | First Name: | Rosa | mgg:e
Gender: | Female | Marital Status: | - select - | Person ID: \:\
Address Type:  Mailing e Canada/US  Other
Care Of: | |
Line 2: | 100 Century Street | If the Adult Learner is
Line 3: | | not found by searching,
City: | Hundradville | Country: enter the rest of the
PostaliZip Code: | B2E 2E2 | Province/State: [ Nova Scotia v person information then
Phone: | (555) 555-5565 | Email Address: | | select Add & Save
SIN:
(dd/mmiyyyy)
Date of Birth: Age Range: \:'To l:l
— (Csearch . (Clear.

Once these fields (at a minimum) are
completed, click the Add & Save o © lae.gov.ns.ca says

button to add the person to LaMPSS. Are you sure you want to add Rosa Diaz?
A warning message will ask you to

confirm the action. “ Cancel

If any of the requested fields are not completed, an error message will appear at the top of the window
indicating the required information.

Errors:

* You must enter a Last Name

* You must enter a First Name

* Gender must be indicated

+ Address I1s required

+ A city name is required.

+ A valid postal/zip code is required
+ Date of Birth is a required field.

The missing information can be entered, then Add & Save clicked again.

Share Person with Government

As part of adding the person to LaMPSS, the system will guide you through the
process of sharing the person with government and merging records if potential
matches for the person are found.

When a person is added to LaMPSS, the person is initially visible only to other
users from the same organization.

Through the Share Person functionality, the person can be shared with
government.

As a part of the process, LaMPSS will search other shared person records to make
sure the person has not already been created by another service provider. If so, you will be presented with
option to merge your newly added person with the existing person in LaMPSS.
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To be eligible to participate in funded services (i.e., public services), a person must be shared with
government. If you attempt to register a private person in a funded service or to create a case, LaMPSS
will display an error message notifying you the person must be shared with government.

After clicking OK on the warning message to add the person, the Share Person screen will appear.

Home rson Management Agrmni/Case Management Help
User Home Page = Reqisiry Home Page = Share Person
- -

Org. Navigation ¥

= Nawgaﬂon = _
Person Actions Date of Birth: Aug 30, 1980 Person 1D: 403191

= = Age: 41 Gender: Female

Date of Death: Private Client:  Yes

Click Share

Use the buttons below to indicate if the client should now be Shared as part of the Person Registry or remain Private:
Shared - This case and client information should be shared with the Province. This client is using Nova
Scotia Government funded services and their personal information will be shared with the Province for

purposes of program delivery and accountability reporting. Consent forms have been signed by the client

Recent
Agrmnts/Cas

Recent Persons

Private - This client informafion should not be shared with the Province. This client is not using Nova Scofia
Keep ME Govemnment funded services and their personal information should not be shared with the Province. Note —
this client will not be counted for purposes of Nova Scofia Government accountability reportin

Get g

Click Share.

If no potential matches for the current person are found in LaMPSS, a message will display, and you will click
Next to continue with the sharing process.

If potential matches are found, LaMPSS will display the Person Merge screen with Potential Matches listed.

Home Person Management Agrmnt/Case Management

User Home Page = Registry Home Page

= Share Person = Person Merge Matches

Review any potential matches and
select the checkbox beside any
record you believe to be the same
person as the new Adult Learner.

Person 1D:
Gender: Female
Private Client:  Yes

» Person Details
, Address History

# Share Person One or more persons already exist in the Nova Scofia Government records who match this client. Please select the appropriate
match from the results below.

Notification Actions y

Name Gender Default Address Date of Birth
ie“”tt i ¥ 123 Training Street
frmnis s (] Diaz, Rosa Female Hundredville, NS Aug 30, 1930
. B2E 2E2, CA
Recent Persons ¥ Displaying records 1 of 1

) Get

Vel ADOBE' READER'

You will review any potential matches and select the checkbox beside any record you believe to be the same
person as the new Adult Learner.
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The name, gender, address, date of birth and Social Insurance Number (if known) will be displayed to help you
determine if one of the records is a match for the person you are adding.

Click Next to continue. LaMPSS will display the newly added person side-by-side with the existing shared
record.

Home Person Management Agrmnt/Case Management

= Person Merge Selactions

User Home Page = Registry Home Page = Share Person = Person Merge Matches

Org. Navigation ¥
Person Navigation

Person Actions b3

Please verify or modify the selections below to ensure the records are comectly merged.

» Create Case
+ Person Details Date of Birth: Aug 30, 1980

Date of Birth: Aug 30, 1980

Age: 41 Age: 41
Title: Title:

Last Name: Diaz Last Name: Diaz If the information is
First Name: Rosa P Mame: B already the same,

Review each record
and use the radio
buttons to modify

: Middle Initial: Middle Initial: . .
the selections to _ the radio button is
the Gender: Female Gender: Female ilabl
_ ensuret SIN: 136-863-172 SIN: 136-863-172 unavatiable
information is up-to- Marital Status: Marital Status: ———
date and the records Service Language: Service Language:
are merged correctly Other Language: Other Language:

Type Address Type Address
100 Century Street 123 Training Street
® Mailing Hundredville, NS O Mailing Hundredville, NS
B2E 2E2 CA B2E 2E2Z, CA
Type Phone Type Phone
Home (555) 555-5555 Home (555) 555-5555

Address Address

——ll (Cancel§3

When you have verified all information, click the Merge button at the bottom of the screen.

LaMPSS will display a message
requesting you to confirm you wish

to proceed. Select OK to procead with sharing the person information with the
Mova Scotia Government.

—— ~ lae.gov.ns.ca says

Click OK to complete the process
merge and sharing of the person Cancel
information with the Nova Scotia “ anee

government.

The Person Homepage will display.
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Person Homepage Overview

The Person Homepage displays key details about the person including any active funding agreements with
government, any active cases with Nova Scotia Works or NSSAL Learner Management, and Associated Services
the person may be registered in.

geme Click Create LM Case ag elp
User Home Page > Regisiry Home Page to start a case for the

Adult Learner . _Cancel
Person Navigation o
Person Actions
+ Create LM Case Jate of Bi Aug 30, 1980 Person ID: 403192
; Date of Birth: g 30, -
+ Person Details Age: 41 Gender: Female

, Address History
+ Share Person

No records retumed
Notification Actions

“«

Click Show History to
= - check for a closed LM Case
Aprmats/ ssen for the Adult Learner

Mo records returned
¥ [ Show History -,

No records retumed

Recent Persons

No records returmed

5&::.3_'5_5: 100 Century Street Phones: « Home (555)555-5555
g Hundredville, NS Extiail:
>
=4 ShEE No emails retumed
Field value Created By Start Date
(Cancel

s

Use the Show History button for Associated Cases to display any past, closed cases for this person. If the person
previously had a NSSAL-LM case, refer to the steps in Re-open a Previous NSSAL-LM Case for next steps.

“ If there is a case displayed in the Associated Cases, you can hover over the Case Manager name to see
the name of the Organization who has responsibility for the case, as pictured below.

Role on Case Case ID Client of Case Status Program Case Manager
Identified Client 392733 Diaz, Rosa Active M3SAL(LAE-AE) Grace, Mandy
Displaying records 7 of 1 ]
splaying Dffice:
Show History
LaMPSS Business Support Unit Page: 21 Training Guide

As of: October 16, 2023



LaMPSS Business Support Unit

NSSAL Learner Management Version: 1.0

In the left navigation menu under Person Actions, you can access options to create a new case, visit the Person
Details page, or view historical addresses in the system for this person.

Before creating a case, use the Person Details page to enter any additional known information from the LM
Intake Form

Person Details

Person Details not entered when the person was added to LaMPSS can be updated on the Person Details page.
There are fields to capture additional information, such as the Adult Learner’s preferred service language.

Person Management Agrmnt/Case Management

User Home Page

= Registry Home Page

Person Navigation

Person Actions F3

= Person Details

Update any additional
information about the

+ Person Details Adult Learner

» Address History
) Share Person

Notification Actions 3y

Date of Birth:  Aug 30, 1920 ]
Age: 41 Gender: Female

Title:

Recent Last Name: | Diaz | First Name: | Rosa | Middle Initial: \:\
AgrmntsiCases Gender: Martal Status:

Service Language: Other Language: | - select- v
Recont Preae Date of Birth: | 30/08/1980 DateofDeath: | | [7

SIN: | 136-863-172

Address Type:  Maling ~ + Default Address ® canadaius ) Other

Z careor: | |
& | 1

If the Adult Learner changes their contact information (e.g., phone number, email address, mailing address) the
new information can be captured here.

When any desired details have been updated, click Save to return to the Person Homepage.
Create a Case
To create a new case, select Create LM Case in the left-navigation menu of the Person Homepage.

Home Person Management Agrmnt/Case Management

User Home Page = Regisiry Home Page

Person Navigation 'y

Person Actions

» Create LM Case

k : Date of Birth:  Aug 30, 1980 Person ID: 403192
Person De_tal!s Age: 4 Gender: Female
» Address History
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You will be taken to the next screen where key details about the case can be captured.

Home Person Management

Agrmnt/Case Management
User Home Page > Registry Home Page > Add Agrmnt/Case

-

- ) | Cancel&3
Agrmnt/Case ¥ -
Nawgam" - _
Date of Birth:  Aug 30, 1980 PersonID: 403182
Age: 4 Gender: Female
Date of Death:
Select a staff name
as the Case [TRadagmatcase
Manager your Agreement/Case Type: Leamer Management v
’
current NSSAL SRR LA A
. Program: NSSALLM »
funding agreement,
and a Service Office: v
Delivery Location Case Manager: |_Grace, Mandy - Org Contact (46215) v |
Accountability Reporting: | - select - v
Service Delivery Location: | - select - v |

You will need to select a Case Manager who will be assigned to this Adult Learner. This drop-down list will
display staff from your organization who are setup in LaMPSS.

You will also select your current NSSAL funding agreement from the Accountability Reporting drop-down list.
Finally, you will select your organization’s location in the Service Delivery Location drop-down list.
Click Next to continue. The case is not created until you complete the following step.

A message will appear directing you to click Save to create the case and be re-directed to the Intake Details
screen, which is the first part of the case information in LaMPSS that should be entered.

Home Person Management Agmmni/Case Management

User Home Page = Registry Home Page = Registration Details

Help

. - Save ) | Cancelk
e . [_Save () [ Cancelg
Navigation
Date of Birth:  Aug 30, 1980 1D: 403192
Age: 41 Gender: Female
Date of Death:

Click Save to create the case and be re-directed to the Intake Details screen. Please note that Intake Details screen must be
completed before completing a task or manually updating case status

o— (Saved (Cancel )

Click Save to continue and create the case for the Adult Learner.
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Re-open a Previous NSSAL-LM Case

If a NSSAL-LM Case previously existed for the Adult Learner, you do not need to create a new one. Instead,
click on the Case ID in the Associated Cases section of the Person Homepage to navigate to the case to re-
open it for Intake.

Home Person Management Agrmnt/Case Management Help

User Home Page > Registry Home Page

— . — -
X
Person Navigation [y | "ESSE—"—

Click on the Case ID of a
Closed case to begin the
process of re-opening it

Person Actions

» Create LM Case
+ Person Details

» Address History
» Share Person

Mar 26, 1985
Age: 36

Role on Case Case ID
Identified Client 39273

Displaying records 1 of 1

lient of Case Status Program Case Manager

Notification Actions 'y
. Peralta, Jake Closed NSSAL(LAE-AE) Grace, Mandy

From the Case Homepage, select Case Status in the left navigation menu.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page

-—- -—— e e )(
Agrmnt/Case
Navigation
Case Actions R _
» Intake Program: NSSAL(LAE-AE) Status: Closed - Oct 08, 2021
Case Manager: Grace, Mandy (45215)

» Education History
» Assessments

» Referrals

Offices = —

 Case Details / Transfer Learner Phone Number: (555) 555-5555 Employment Status: About to be Unemployed
_ Learner Email Address: Long Term Goal: Get a job
Preferred Correspondence . S e Obtain High School
Case Tools 2 Method: Email NSSAL Objectives: Diploma
» Case Notes Preferred Correspondence , e e
. English Personal Challenges: Limited availability
» Gase Tasks tangrnge:
. Recommended Program
yGase Stafds e Navigate to the Case St
» Case Documents
LastAsy  Status screen of the
closed case
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On the Case Status screen, use the Add button to create a new row. The status history of the case can be
reviewed here. You will be able to see if this is the first time the case has been re-opened as well as any reasons
for the case being previously closed.

Person Management Agrmnt/Case Management

User Home Page > Case Home Page > Case Status
Agrmnt/Case ¥
Navigation
Case Actions )
» Intake Program: NSSAL(LAE-AE) Status: Closed - Oct 08, 2021
» Education History Case Manager: Grace, Mandy (46215)
Office: D o—— W - - -
» Assessments
» Recommended Learning
+ Referrals
+ Case Details / Transfer Status Start Date End Date Reason
Closed v Qct 08, 2021 Exit - Personal Reasons v |_,.«
Case Tools 2 Assessment v Oct 08, 2021 Oct 08, 2021 Intake Process Complete v P
» Case Notes Intake v Sep 22, 2021 Oct 08, 2021 New Case Created v B
» Case Tasks
EEase slus Displaying case status rec
» Case Documents o Click Add
e — (740 ) e
From the Status drop-down, select Intake.
Status Start Date End Date Reason
08, 2021 - select - vl w
- select - Oct 08, 2021 Exit - Personal Reasons ~ D !
Intake ! =
Assessment v Oct 08, 2021 Oct 08, 2021 Intake Process Complete v |5
Intake v Sep 22, 2021 Oct 08, 2021 New Case Created v B

From the Reason drop-down, select New Intake for Existing Case. You can also use the Case Note icon to the
right of the row to make a note about the circumstances for re-opening the case.

Status Start Date End Date Reason
Oct 08, 2021 | New Intake for Existing Case M =
Closed v QOct 08, 2021 Exit - Personal Reasons ~ |z
Assessment v Oct 08, 2021 Oct 08, 2021 ntake Process Complete v |
Intake v Sep 22, 2021 QOct 08, 2021 New Case Created v r.;

Click Save to complete the process of re-opening the case. You will be redirected to the Case Homepage.
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Select the Intake Details screen from the Case Actions section in the left navigation menu to continue and
enter new intake information for the Adult Learner.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page

- s s - x
Agrmnt/Case

Navigation

Case Actions

» Intake Program: NSSAL(LAE-AE) Status: Intake - Oct 08, 2021
» Education History Case Manager: Grace, Mandy (46215)
Office: . -

» Assessments

» Recommended Learning
» Referrals

B

Enter Intake Information

The Intake Details screen is the first of the screens listed in Case Actions in the left navigation menu. To move
through the case lifecycle in LaMPSS you will move down through each of these screens.

The first time you view this screen, the Version will automatically be Version 1 with the current date. If you
are capturing information gathered from the client on the LM Intake Form on a different day, use the calendar
by the Collected Date field to reflect the date the information was gathered.

If you re-opened a closed case, the information previously captured will display as the current version. Instead
of a Complete Data Entry button, you will initially see a Create New Version button.

Click the button to create a new version for editing. Some information will carry forward from the previous
case, while other information will need to be entered. The previous case intake information can be updated as
required, even where it is copied forward.

Person Management Agrmnt/Case Management

User Home Page = Agmmnt/Case Home Page = Intake Details

My Organization ¥

Agrmnt/Case ¥

Navigation

Program: NSSALLM(LAE-AE) Use the Intake screen to

Case Actions B | o e capture information from
rlntake_ the LM Intake Form

} Education History

) Assessments

\ Recommended Learning Version: | Version 1- Sep 232021 - Draft |

) Feferas Collected Date:  23/09/2021 Collected By: Grace, Mandy -]

+ Case Details { Transfer
| [ Complete Data Entry~)/

Case Tools 2

Draft «

| Case Notes

e CmtakeQuestions
+ Case Status REFERRAL INFORMATICN

} Case Documents o

How did you hear about us? O | -select- v | [

| o i | VATt izt £? dvinii I3 [ e

Next, you will move through each section of the Intake Details, capturing the available information about the
Adult Learner.
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A few items to note as you complete the screen:

e Any fields marked with a green checkmark are required before you can complete the data entry for
intake; however, you can save the screen using the Save button at the top or bottom of the screen, and
return to finish entering information at a different time.

e Usethe blue information icon to display more detail on what the field is intending to capture or how to
best provide a response.

e Use the notepad, found to the far right of each question, to provide any notes or additional information
about the response.

The first section of

Intake Questions REFERRAL INFORMATION
relates tO. Referral How did you hear about us? 0 | -select- v |
Information. These o -

. What organization referred you? 0 | |""'
questlons Capture —
how the Adult \Whao is your contact? 1] | |:
Learner heard about What is their phone number? 0 \:I j
you and details of
any referring
organization.
The next section of ELIGIBILITY INFORMATION
Intake QUEStions is Do you currently reside in Mova Scotia? ﬂ 5 b D
Ellglblhty_ What is your current status in Canada?® ﬂ Car n Cilizen e D
Information. These o

. Do t the NSSAL Py Yes
qu estions ca th re Heqyuﬁgems (‘133+:|? e = D
whether the Adult Are you currently in school? 1] e w
Learner is eIigibIe for Are you sufficientlty proficient in speaking [ listening 0 = W D

. in the language of insiruction to benefit fully in the
services through MSSAL Program?
NSSAL.
“ Through the triage process, it is likely only those eligible will proceed to intake.
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The next section of Intake
Questions is General
Information.

These questions capture
information that will
assist in serving the Adult
Learner as well as their
designated group
membership.

The next section of Intake
Questions is Current
Situation and focuses on
the person’s employment
and dependents.

The next section of Intake
Questions is El Benefit
Information and provides
detail on any benefits
being received and some
employment history.

The final section of Intake
Questions relates to the
client’s Service
Participation Situation.
These questions capture
information that will be
important as the person
begins to work with your
organization

GENERAL INFORMATION

What language do you wish to correspond in? Q ik
What is your preferred correspondence method? o i
Emergency Contact Name o | i
Emergency Contact Phone Number o \:\ w
Do you consider yourseli to be a member of any of
the following designated groups?
Indigenous 0 i
Persons with Disability & i
Francophone 0 1
Acadian 0 1
piican Nova Scoten 0 a
African Descent 0 i
Immigrant 0 il
Immigration Year ) | | il

Visible Minority 0 i}

CURRENT SITUATION
VWhich best describes your employment status? O | -select- v ]
Is your current job unstable or insecure? (1] il
How many dependents do you have? (1) ]

El BENEFIT INFORMATION
Are you currently receiving El Benefits? O B
Have you received El Benefits within the last 50 (1] B
months? —
Have you been employed with gross insurable n
eamnings of 52000 or higher annually, in at least 5 of —
the previous 10 years?

SERVICE PARTICIPATION SITUATION
Why did you discontinue (leave) schoal? (1] | -select - w n
Have you taken any upgrading programs since you €9 | select- ol il
left school? —
Are there any other agencies assisting you with 1} i
education and employment-related needs or —
planning?
What is your long-term goal that you're hoping this 1] [ - select - v | ']
program will help you achieve? —
How do you think NSSAL can help you achieve this () | select- | olv ']
goal? —
How many hours a week can you commit to (1] | | il
attending class? —
When are the most convenient times for you fo 1] | select - | Olv ']
participate in learning programs? —
Would you b interested in participating in online 0 il
and blended learning? —
Do you have sufficient ability and access to 0 i
technology and internat to participate in online —
learning?
Do you have access fo transportation? 0 i
Do you have any personal challenges that may 1] | celect- plv ']

interfere with your ability to attend class?
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Remember, you can partially complete and save this screen as many times as necessary. It does not need to be
fully completed at once. Each time you save you will be redirected to the Case Homepage and can use the left
navigation menu to return to the Intake screen.

In addition to capturing the information within the fields on the screen, it’s also important that you attach
the signed LM Intake Form including the person’s consent for their information to be captured and stored in
LaMMPSS.

Person Management Agrmni/Case Management

User Home Page > Agmmnt/Case Home Page > Intake Details

. Save i | Cancel

:gmggﬁse ¥ Click the paperclip icon to
attach the LM Intake Form

Program: NSSALLM(LAE-AE)

Case Actions 2 Case Manaager: Grace. Mandy (46213)
Office v

¢ Intake

Education History
» Assessments
Recommended Learning

Version: | Version 1 - Sep 23, 2021 - Draft

To attach the LM Intake Form (or any other desired supporting documents) to the Intake screen:
e Click on the paperclip icon in the Intake Details header

e In the Document window that appears browse and attach the desired file, enter a Document Name,
and choose the most relevant option from the list of Document Topics

e Click Save to attach the document

When you are confident you have captured the relevant Intake Details, including any mandatory fields, click
the Complete Data Entry button in the top section of the screen.

Home Person Management Agrmnt/Case Management

User Home Page = Agmnt/Case Home Page > Intake Details

My Organization ¥

Agrmnt/Case
MNavigation

(S (Concel®

Click Complete Data Entry when
all Intake Details have been
entered, any notes are made,
and documents attached.

Program: NSSALLM{LAE-AE)

Case Actions R

v Intake
Education History

» Assessments
Recommended Learning
Referrals

¢ Case Details / Transfer

Version: | Version 1 - Sep 23, 2021 - Draft

Collected Date: 23/09/2021 Collect

| Delete Version

Case Tools

LaMPSS will validate that all required information has been provided. If any required questions have not been
answered an error message will display in red text at the top of the screen directing you to complete the missing
information. Those questions will also appear with a red “x” beside them in the list to easily identify what is
incomplete.
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A warning message will confirm you
want to mark the Intake Details as @ By completing, no further changes to this version will be
complete_ allowed.

Are you sure you want to continue?
Once completed, this version of the Press OK to proceed, or Cancel to stay on the current page.
Intake Details will be locked down (i.e.,
greyed out) and can no longer be [ 0K/ [ Cancel€3
changed.

The Complete Data Entry button is replaced by a Create New Version button. This button will create a new
version that can be edited. Some information is carried forward from the previous version, which can also be
viewed by selecting it from the Version drop-down list.

“ The Delete Version button deletes a version of intake that has not yet been completed. Once you
complete data entry, the version cannot be deleted.
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Case Homepage Overview

In most situations, when a case screen is saved you will be redirected to the Case Homepage. As more
information is provided on the case screens, key details will populate the Program Area Essentials on the Case
Homepage as an at-a-glance summary of this Adult Learner’s case.

Home Person Management Agrmnt/Case Management Help
User Home Page = AgmntiCase Home Page
. (Concel(:
AgrmntiCase ¥
Mavigation
Case Actions £ _
Vs Program: NSSALLM{LAE-AE) Status: Intake - Sep 23, 2021
. i Case Manager: Grace. Mandy (46215)

» Education History Office: 5 3
 Assessments
 Referrals
\ Case Details / Transfer Accountability Reporting: NS Government Highest Education Level:

; Legally entitled to work in

[ intake Employment Status: At

Case Tools % | Employment Goal: Job Preference:
) Case Motes Employment Outcome: QOutcome Job Title:
) Case Tasks Outcome Type: Outcome Date:
» Case Statis Comespondence Method: Closed Reason Code:

The Case Homepage also has an Associated NSSAL Services section that will display any services this person is
currently registered for, with your organization or another. See the Service Registration section of this guide
for more information

Current tasks or notifications will also display on the Case Homepage. See the Case Tasks and Notifications
section of this guide for more information.

Enter Education History

The next step in creating a case is to capture the Adult Learner’s education history in LaMPSS. Use the left
navigation menu to navigate to the Education History screen.

Information from the LM Intake Form should be used to enter the Highest Education Level from the drop-down
list at the top of the screen. Once selected, the Year, Country and Province or State for that education must
also be entered.

Person Management Agrmnt/Case Management

User Home Page = AgmntiCase Home Page = Education and Experience

. Enter the Adult Learner’s
Agrmnt/Case . Highest Education Level

Haviaat . .
- (including Year, Country,
Case Actions 2 and Province/State)
| Intake Program: NSSALLM{LAE-AE) ke - Sep 23 20
. ) Case Manager: Grace, Mandy (46215)

| Assessments

» Recommended Leaming

| Referrals

+ Case Details / Transfer Highest Education Level: | - sslect - v | Year | |

Case Tools 2 ©® canadaius O Other Province/State: | Nova Scotia ~ |
LaMPSS Business Support Unit Page: 31 Training Guide

As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management Version: 1.0

Then, rows can be added to the Education/Training/License section of the screen to capture details of any
education history provided. If no additional education information is provided, just the Highest Education Level
can be entered.

Home Person Management AgmntiCase Management Help
User Home Page > Agrmnt/Case Home Page = Education and Experience
Use Add Another to create

Agrmnt/Case ¥

Narvigationt as many rows as necessary

to capture the Adult

Gase Acliag 2 Learner’s past education

take Program: NSSALLM(LAE-AE)

- Case Manager: Grace, Mandy (46215)

» Education History Office: i ? ks

Assessments

Recommended Learning
} Referrals
+ Case Details / Transfer Highest Education Level: | - select - v | Year | |
Case Tools a ® canadatus ) Other Province/State: | Mova Scotia v |
Case Notes Education/Training/License: SourcelLocation (e.g. School): Result:
» Case Tasks From To:
} Case Status 0 | | | [ - select - »
Case Documents | E | m

" Displaying records 1 of 1
s ((Add Another &y [ Delete®

For each record you will need to provide:
e The name of the Education/Training/License program
e Source/Location (e.g., School)
e Result
e From/To dates
If the Result is In Progress, then the To Date will not be required as the person is still engaged in the program.

Where the precise date is unknown (e.g., far in the past and not remembered) use the best
“ approximation, such as the first or last day of the month the program is known to have begun.

Both Case Notes and Case Documents can be added to the screen using the icons in the Education/Training
Header to provide additional detail, proof of completion, or other information about the Adult Learner’s
education history.

To delete a row entered in error, check the box to the left of the row and then the Delete button.
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5.3 Complete LaMPSS Intake

Once the Intake Details and Education History are entered, you are ready to complete intake and move the
Adult Learner’s case into Assessment in the system.

To do this, you will record an outcome on the Complete Intake task for the case.

Navigate to the Case Tasks screen by clicking on the Complete Intake hyperlink in the task on your User
Homepage or on the Case Homepage.

Home Person Management Agrmnt/Case Management Help
User Home Page = AgmntfCase Home Page
Agrmnt/Case ¥
Mavigation
Case Actions £ _
Vit Program: NSSALLM(LAE-AE) Status: Intake - Sep 23, 2021
_ ) Case Manager: Grace, Mandy (46215)
+ Education History Office: i
+ Assessments
' Referrals
» Case Details [ Transfer Accountability Reporting: MS Government Highest Educati :
4 Legally entitled .
e — ntake Bpionsicnil Matis: Canada: Click Complete Intake on the
ase Tools ) " :
SO Sl Job Preference: | - tack on your User Homepage
) Case Notes Employment Outcome: Outcome Job Tif
Ngrmranine Outcome Type: Qutcome Date: or the Case Homepage
| Case Siatus Comespondence Method: Closed Reason
+ Case Documents
Reports - Task Org/Player Created By Due Date
_ Complete Iniake_Diaz. Rosa GRACEM-100303 Oct 14, 2021
Recent ¥
Agrmnts/Cases S ol
e S — ying task items 1 of 1

The Case Task screen will display with the currently due task in the middle section of the screen.

The top section of the screen is used to search for other tasks, but to complete a task use the middle section.
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Home Person Management Agrmnt/Case Management Help

User Home Page > Agmmnt/Case Home Page = Agmmnt Tasks

- -
| Canceltg

i _Save ) [ Cancel

Navigation

Case Actions

(— Program: NSSALLM(LAE-AE) Status: Intake - Sep 23, 2021

s Case Manager: Grace, Mandy (46215)

+ Education History Office

» Assessments

» Referrals

- W s - - W

e e e | 1R | Complete Intake | Created By: | -select |
—— Priority: | -select- ~ | Completed By: | - select - ~ |

Cate Tool 2 [ include Tasks With Outcome

-] Exclude Term. Not Comple!

) Case Notes

) Case Tasks (daimmiyyyy)  (ddimmiyyyy)]l  Choose an Outcome
ST Date Range: | Due Date v | 14/10/2021 To | 141 of Completed.

| Case Documents Text: | |

Task Due Date
P Related Player Outcome Completed Date

v 14/10/2021 &
| - select - i | B

Recent
Agrmnts/Cases

Recent Persons

Displaying fask items 1 of 1

Choose an Outcome of Completed and select Save. You can also add additional Case Notes or Case Documents
using the icons to the right of the Complete Intake task.

If the task is saved successfully, you will be redirected to the Case Homepage.

“ If a required step has not been completed, an error message will display at the top of the screen with
further instructions.

You will see in the Case Header that the status now shows Assessment.

Home Person Management Agrmnt/Case Management Help

User Home Page = Case Home Page

= =1 -—— ——

Agrmnt/Case ¥
Mavigation

Case Actions A _

. Intake Program: NSSAL(LAE-AE) s status: Assessment - Sep 23, 2021

) ) Case Manager: Grace, Mandy (46215
+ Education History g Y ¢ )

Office:
» Assessments
+ Referrals

A Complete Assessment task has also been created, which will later be used to move the case into the next
status.

This Complete Assessment task will also display on the User Homepage of the assigned Case Manager as a
reminder that there is work to be completed for this Adult Learner’s case.
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6 ASSESSMENT

6.1 Placement Assessments - COMMON PROCESS 3

The placement assessment process is meant to provide the Adult Learner and the assessor with an overall
picture of the Adult Learner’s learning strategies and comprehension to help determine the Adult Learner’s
Recommended Learnings. The assessments take place outside of the system, then the results will be recorded
in LaMPSS-LM.

6.2 Capture Assessment in LaMPSS - COMMON PROCESS 4

The results of any placement assessments completed with the Adult Learner must be captured on the
Assessments screen. This is the next screen following Intake and Education History in the left navigation menu.

.' LaMPSS will not require that you enter an assessment to progress with the Adult Learner’s case, but if
any assessments have been completed they must be captured in the system.

More than one assessment can be added through the Assessments screen. After each assessment is entered
and the Complete Data Entry button used to mark the version as complete, the Version dropdown will provide
the option to create another assessment.

Home Person Management Agrmnt/Case Management

User Home Page > Agmnt/Case Home Page = Assessment

Save Cancel
My Organization ¥ LJ [j

AgrmntiCase ¥ Use the Assessments screen to
i capture any assessments
[ Program: LM(LAE-AE) ;
Fake ACHARE . Case Manager: Grace, Mandy (46215) completed with the Adult Learner
Office:

Intake

Education History
y Assessmen

Recommended Leaming

Referrals = ~
Collected Date: 2710972021 | |31 Collected By: Grace, Mandy |~
Case Details / Transfer i .2 D

Version: | Version 1- Sep 27, 2021 - Draft w |

[ Complete Data Entry~/’

Case Tools 2

Draft ~

If the date the assessment was completed with the Adult Learner is not the date it is being entered in LaMPSS,
use the Collected Date field to reflect the date of assessment.

Similarly, if the assessment was completed by another staff member of your organization, use the Collected
By field and the staff popup icon to select the name of the person who completed the assessment with the
Adult Learner.

Then, in the Assessment Questions section of the screen, use the fields available to capture the results of the
assessment. For all assessments you will need to enter the following:

e Assessment Tool Name
e Assessment Tool Purpose
e Assessment Focus Area

e Assessment Results
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For CAMERA, there are additional fields to capture the assessment scores.

Assessment Information

Assessment Tool Name 4] | -select- w |

Assessment Tool Purposes 0 | _=zelect - | o

IR

Assessment Focus Areas 0 |

Assessment Scores (applicable for CAMERA only)
Assessment Form (for CAMERA Stage 12,3 only) 0

Document Use (%)

Reading (%)

Mumeracy (%)

Wrifing (%)

Overall Results (%)

ceCcCCeCe

Recommended Stage

Qoo og

Assessment Results

Aszeszsment Resulis

e
L1

P

Like the Intake screen, the green checkmark will be used to indicate required fields while the blue information
icon displays more detail on what the field is intending to capture. You can also use the notepad to the far right
of each item to provide any notes or additional information.

Documents, such as a copy of any assessment documents, can be attached using the Case Documents icon (i.e.,
paperclip) in the Assessment header.

Once the Assessment Questions are complete, use the Complete Data Entry button to complete and save this
assessment. If necessary, click the Save button to save a partially entered assessment and return to the screen
to complete it later.

Click the paperclip icon to attach
any assessment documents

Version: | Version 1 - Sep 27, 2021 - Draft ol
Collected Date: i Collected By: Grace, Mandy [Lj
Click Complete Data Entry to ﬁ[ Delete Version &) [ Complete Data Entry )/
complete and save each assessment Draft =

LaMPSS will display a warning message to confirm you want to proceed. Click OK.

0 By completing, no further changas to this version will be
allowed.
Are you sure you want to continue?
Press OK to proceed, or Cancel to stay on the current page.

| 0K+ | Cancelg)
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The saved version will display in the drop-down list with the Version # and completed date, while the
Complete Data Entry button will change to a Create New Version button.

Version: | Version 1-3Sep 27, 2021 - Complete hd
Collected Date: 271092021 Collected By: Grace, Mandy B
. . s Create New Version -
Click Create New Version to capture v
Complete

information for another assessment

Assessment Information

Assessment Tool Name © & CAMERAPlacement b D
Assessment Tool Purposes 0 v | To identify needs or gaps | 0w |:]
Azzessment Focus Areas (1] ' Numeracy |

Use the Create New Version button to capture the information for another assessment. You can view
existing assessments by selecting the version and reviewing the information in the Assessment Questions
section of the screen.

6.3 Capture Recommended Learning in LaMPSS - COMMON PROCESS 5

Once the Adult Learner’s intake information and any learner assessment results have been reviewed, the
recommended learning for the Adult Learner should be captured in LaMPSS on the Recommended Learning
screen. This is the next screen following Assessments in the left navigation menu.

You will enter the NSSAL program stream and the subject area/competencies. The recommended learnings
are intended to provide a guide towards the Adult Learner’s goals and can change throughout their time within

the NSSAL system.

As recommended learnings are planned, completed, or not completed it can be captured in LaMPSS.

Home Person Management Agrmni/Case Management

| - Save (%  Cancel (3
e 5 |_save & [ Cancel
Mavigation

Use the Recommended Learning

e = = LM(LAE-AE) screen to capture recommendations
ogram.
o . ) Case Manager: Grace, Mandy (46215) for the Adult Learner
+ Education History Office- SRR P e —
» Assessments
+ Recommended Leaming
+ Referrals
+ Case Details / Transfer No results returned
_ [ MdAnomQ [ Dehte.]_n [ Print/View Leamning Plan Template Show History
Case Tools F-3
Save (s | Cancely
+ Case Motes
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To begin adding content for the Adult Learner, click the Add Another button to create a blank row. You can
add as many rows as needed.

Program Stream Subject Area / Competency ! Level Status

O [ -select- w| | -select- v| [ Recommendedw| |&| &

Add Another ;| Use Add Another to create as many Show History &
rows for Recommended Learning

For each row of Recommended Learning, you will use the drop-down lists to enter:
e Program Stream — The area or path of focus for the recommended learning

e Subject Area/Competency/Level — The list of sub areas available for learning based on the selected
Program Stream

e Status - The Adult Learner’s status within the selected recommended learning

Once you select a Program Stream, the available options in the Subject Area/Competency/Level list will reflect
only those relevant for that stream.

The options for Status include Recommended, In Progress, Completed and Not Completed. This field will be
manually updated by the Case Manager as the Adult Learner engages in and completes (or does not complete)
each recommended learning.

If there are multiple recommended learnings for the Adult Learner, they can be ordered in the most efficient
sequence using the up and down arrow icons to the far right of each row.

Program Stream Subject Area / Competency / Level Status
[ | GEDPrep ~| | Reading ~v| [ Recommendedv || & %]
[] | GEDPrep v | | wiriting ~| | Recommenged~ || #] &
[J | GEDPrep v | [ math v| [ Recommended~ || (& &
( AddAnother(y [ Delete | [ Print/View Leaming Plan Template - | Show History -

The Show History button will update the list to also display any Completed or Not Completed items.

To delete a row entered in error, check the box to the left of the row and then the Delete button. Only rows
in Recommended status can be deleted. If the status is In Progress, it can be changed back to Recommended
status and then deleted.
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Learning Plan Report

The Print/View Learning Plan Template button opens a printable version of a pre-populated Learning Plan
Template based on information provided on this and other Learner Management screens in LaMPSS. The
Learning Plan will launch as a Word document to allow Instructor Notes to be added and saved.

Click Print/View Learning Plan Template to launch the template in a new window.

PR

Program Stream Subject Area / Competency / Level Status
[J | GEDPrep ~ | | Reading v| [ Recommended~| %] [¥#]
[J | GEDPrep ~ | [ writing v| | Recommended~ | |E] [#]
[] | GEDPrep v | [ Math v | [ Recommendedw| || %]
(AddAnotherqy [ Delete | PrintiView Learning Plan Template , | Show History -,

The Learning Plan Template will include the following sections:

e Person Details

o Contact Information

o Alias
e Intake Details
e Education/Training

e Assessment Log

e Recommended Learning

e Instructor Note

LM Case Detai Report

Each section will have information pulled from the related LaMPSS screens. To change information on the
Learning Plan, you will need to change the information as it appears in LaMPSS and then re-generate the

Learning Plan Template.

The final section, the Instructor Note, is a blank page that can be used to add notes to the Learning Plan
before it is saved, shared, or printed.

Case ID: W
Person:
Organization

Instructors Notes

LM Case Detail Report

Case Manager:
Status:
Case Start Date:
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Once the Learning Plan has been reviewed and any desired notes added, it can be saved in various formats,
emailed, or printed.

6.4 Refer Learner - COMMON PROCESS 6

Once Recommended Learnings are identified and have been captured in LaMPSS, you may need to complete a
referral to refer the Adult Learner to another organization that offers the programs needed to achieve their
learning goals or you will register the Adult Learner in any services (programs) offered by your organization (see
Register Adult Learner in Service Registration).

This section of the guide will cover how to complete a referral using LaMPSS — which may or may not involve a
Case Transfer.

“ For full details on how to use Service Registration refer to the User Guide developed by the Adult
Education Division on LaMPSS Service Registration for NSSAL Service Providers.

Referrals Screen

There are three types of referrals you may capture within LaMPSS on the Referrals screen, which is the next
screen following Recommended Learning in the left navigation menu.

Case Transfer

e This type of referral can be used when your organization plans to transfer the Adult Learner
to another NSSAL provider.

e It will generate an informational email to advise the new provider that the Adult Learner
plans to transfer. They will be able to view the Adult Learner’s person record and a summary
of the Learner Management case.

e A Case Transfer will still need to be entered using the Case Details/Transfer screen. Once
the transfer is complete, the case will be assigned to the new organization instead of your
organization and you can no longer update the case.

Informational (within NSSAL)

e Used when referring the Adult Learner for services at another NSSAL provider, but where
your organization continues to manage the Adult Learner’s case.

e Used when referring the Adult Learner for services at an organization outside of NSSAL and
your organization continues to manage the Adult Learner’s case.

o If the Adult Learner is being referred outside of NSSAL and is not planning to return soon
the case could be closed once this referral is entered.
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On initial load, the Referrals screen will appear with no information. As referrals are added, they will be
listed.

Person Management Agrmnt/Case Managem

User Home Page > Case Home Page > Referrals

— - - S —

% [ Cancel &3
pom—— S Cancel
Navigation ]

Use the Referrals screen to capture any
Case Actions # referrals for the Adult Learner
» Intake Program: NSSAL(LAE-AE)
» Education History Case Manager: Grace, Mandy (46215)
Office; s wme = S o - "

» Assessments
» Recommended Learning
» Referrals
+ Case Details / Transfer

+ Referral Type: | - select - v|

E
E
2
%

Case Tools

» Case Notes

Referral Type: | - select -
- select -
Case Transfer
Informational (within NSSAL)
Informational (outside NSSAL)

A new set of fields will appear. Depending on the type of referral, different values are available to select for
some of the fields.

Referral Type: Informational (within NSSAL) Status: Draft y Q
Referral Date:
Organization: | - select - v|

Contact Name: | |

Email To: | |
Correspondence Template: | - select - hd
Correspondence Language: | English v

Email Subject: |
Email Content:

Follow best practices for email
and privacy. Do not provide
personal information about the
Adult Learner’s personal story,
education history, or
assessment results in the email.

[ Submit Referral )/ | Cancel Referral @
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For each referral you will provide:

Organization — The organization that will receive the referral. For Case Transfers or Informational
(within NSSAL) referrals this will be a drop-down list. Only organizations with an active NSSAL
agreement will be displayed.

Contact Name — The contact’s name at the receiving organization.

Email To — The email address of the contact. When an organization is selected from the drop-down
list this will default to the organization email.

Correspondence Template — The template the system will use and add as an attachment to the
referral email. Once a template is selected, you will see a Preview button to display the template in a
popup window.

Correspondence Language — The language to use for the correspondence template.

If you plan to select French, select the Correspondence Language first (i.e., before anything else) as
changing the language will overwrite any edits already made.

Email Subject — The subject line for the referral email being sent. The subject line is defaulted based
on the correspondence template but can be edited.

Email Content — The email body for the referral email being sent. The content is defaulted based on
the correspondence template but can be edited.

Any relevant notes or documents can also be added to the referral using the icons near the top of the screen.

Once all the referral details are
entered, click Submit Referral. A ,@ Submitting the referral will complete the referral send an

warning message will ask you to

confirm you want to submit the Do you wish to proceed?
version. Click OK to complete the _
referral. [ 0K/ [ Cancel&)

email to the specified address.

Once you select OK, LaMPSS will also process the Referral Correspondence for this referral, sending the
letter as an email attachment to the specified contact.

“ None of the Referral fields can be updated once submitted.

If at any point before submitting
you want to cancel the referral,

,@ Canceling the referral will delete the draft version.
select the Cancel Referral button.

A warning message will ask you to Do you wish to proceed?

confirm you want to delete the

draft version. [ OK+/ | Cancel)

Click OK to complete the cancel.

Once submitted, the new information is listed on the Referrals screen. The Add Referral button will continue
to be available for future referrals that may be required.
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Person Management

User Home Page

» Referrals
Case Details / Transfer

» Case Status

: Case Documents

> Case Home Page

» Recommended Learning

= Referrals

Referral Type:

Referral Date:

. -

e 3k = -

Agrmnt/Case Management

. ——

Select a Referral Type and click Add
Referral to add additional referrals

Agrmnt/Case ¥ P -

Navigation

Case Actions S

» Intake Program: NSSAL(LAE-AE)

» Ediication Hisiony Case l.ﬂanager: Grace, Mandy (46215)
Office: S =

» Assessments

& 2

Informational (within NSSAL)
Oct 10, 2021

Status: Submitted

Case Tools 2 Organization:
ESER RIS Displaying records 1 of 1
» Case Tasks

Add Referral

Referral Type: \ Informational (within NSSAL) V\

The referral information includes a Status field. Initially the status will be Submitted, then change to Emailed
when the system processes the correspondence and generates the email. This will typically occur within
approximately 15 minutes of saving the referral.

The double-
sided arrow
icon in the row
for the referral
can be used to
expand the
view to include
all the referral
information
and clicked
again to
condense the
view.

Referral Type:

Referral Date:
Organization:

Contact Name:

Email To:

Correspondence Template:

Correspondence Language:

Email Subject:
Email Content:

Displaying records 1 of 1

Informational (within NSSAL) Status: Emailed s A<

Oct 10, 2021

Norm Scully

NSSAL Referral - Informational

English

(Preview
NSSAL Learner Referral

Please see the attached referral letter about one of our learners who may benefit from
your program and services.

The next sections of this guide look at each Referral Type in more detail, as well as the system-generated referral

correspondence.
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Referral to Another NSSAL Provider Using LaMPSS LM

This type of referral is used when referring the Adult Learner for services at another NSSAL provider, but
where your organization continues to manage the Adult Learner’s case.

“ To transfer the Adult Learner to another NSSAL provider, complete a Case Transfer instead.

The Organization drop-down list will default to a list of organizations with active NSSAL agreements. You will
select the desired provider from the list. This will automatically populate the Email To field with the provider’s
email address from LaMPSS.

CReemas

Referral Type: Informational (within NSSAL) Status: Draft .gﬁr' B
Referral Date:

Organization: \ v
Contact Name: ‘ Norm Scully ‘

Email To:  sample@sample.ca |

Correspondence Template: \ NSSAL Referral - Informational ¥ |

Correspondence Language: | English ~| | Preview

Email Subject: ‘ NSSAL Learner Referral

Email Content: Please see the attached referral letter about one of our learners who may benefit from

your program and services.

b

sl | Submit Referral~)” | Cancel Referral @

Displaying records 1 of 1

The list of NSSAL providers is generated based on the provider’s legal name used in LaMPSS. In some
“ cases, this may not be the same name by which they are known in the community. Your Adult Education
Coordinator can assist if you are unsure which organization to select.

Once you’ve selected an organization, ensure you also select the Correspondence Template for “NSSAL
Referral — Informational”. This template includes the appropriate information and wording for this type of
referral. You can customize the Email Subject and Email Content using the text boxes provided.

“ Avoid including any personal information or sensitive details in the Email Subject or Content

All client information collected as an agreement holder on behalf of the Province must be treated as
confidential, and you must take all security measures reasonably necessary for the protection against
unauthorized access, use, release, or disclosure (e.g., secure access, storage, and disposal). Email is not
always a secure way to send and receive information. Therefore, when editing the Email Subject or Email
Content fields of a referral, you need to ensure the information you provide respects the privacy of the
individual and not provide personal information about the Adult Learner’s personal story, education
history, or assessment results. The referral process in LaMPSS is designed to notify the organization about
the referral and then you need to contact the organization to ensure they are aware of the referral and to
discuss and clarify applicable details about the Adult Learner.
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Referral to An Organization Outside of LaMPSS LM

This type of referral is used when referring the Adult Learner for services at an organization outside of
LaMPSS-LM. Your organization may continue to manage the Adult Learner’s case or if the Adult Learner is
not planning to return soon the case could be closed once this referral is entered.

“ It will be important to enter and save the referral before closing the case. Once a case is closed no
additional information, including referrals, can be entered.

The Organization field is free text for you to enter the name of the organization (e.g., government agency,
community service provider) where you will refer the Adult Learner.

Referral Type: Informational (outside NSSAL) Status: Draft & |4

Referral Date:

Organization: |

Contact Name: | Michael Hitchcock |

Email To: | sample@sample.ca |

Correspondence Template: | NSSAL Referral - Informational outside of NSSAL Network » |

Correspondence Language: | English v [ Preview

Email Subject: | NSSAL Learner Referral

Email Content: Please see the attached referral letter about one of our learners who may benefit from

your program and services.

0

el | Submit Referral )/ | Cancel Referral §

Displaying records 1 of 1

Once you’ve entered an organization, ensure you also select the Correspondence Template for “NSSAL
Referral — Informational outside of NSSAL Network”. This template includes the appropriate information and
wording for this type of referral. You can customize the Email Subject and Email Content using the text boxes
provided.

“ Avoid including any personal information or sensitive details in the Email Subject.

Case Transfer

This type of referral can be used when your organization plans to transfer the Adult Learner to another NSSAL
provider. It will generate an informational email to advise the new provider that the Adult Learner plans to
transfer. That organization will be able to view the Adult Learner’s person record and a summary of the Learner
Management case.

A Case Transfer will still need to be entered by the receiving organization using the Case Details/Transfer screen.
Once the transfer is complete, the case will be assigned to the new organization instead of your organization
and you can no longer view or update the case.

This could happen at various stages of the Adult Learner’s case, including during Intake, Assessment or Active.
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On the Referrals screen, select a Referral Type of Case Transfer.

Referral Type:
Referral Date:

Organization:

Contact Name:
Email To:

Correspondence Template:

Email Subject:
Email Content:

Displaying records 1 of 1

Correspondence Language:

Case Transfer Status: Draft &' | &
| -select- v
[ -select- ~

| English v

Y
| Submit Referral~)” | Cancel Referral &g

Fill out the referral information, selecting the receiving NSSAL provider from the drop-down list of
organizations. This will automatically populate the Email To field with the provider’s email address from

LaMPSS.

Once all information has been entered, click Submit Referral.

Referral Type:

Referral Date:

Organization:

Contact Name:
Email To:

Correspondence Template:

Email Subject:
Email Content:

Displaying records 1 of 1

Correspondence Language:

Case Transfer Status: Draft & &

| ]

| Raymond Holt ‘

| sample@sample.ca ‘

| NSSAL Referral - Case Transfer to another NSSAL ~|

| English v | Preview

| NSSAL Leamner Referral - Case Transfer

Please see the attached referral letter describing the possible transfer of a learner from
our organization to yours

P

sl | Submit Referraly/ | Cancel Referral @

A warning message will ask you
to confirm you want to submit
the version. Click OK to
complete your part of the
transfer.

@ Submitting the referral will complete the referral send an
email to the specified address.

Do you wish to proceed?

| oK</ [ canceléd
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Along with the transfer in the system, a soft handoff should be completed by contacting the receiving
organization to ensure they are aware of the referral. This is an opportunity to discuss and clarify details about

the Adult Learner.

Referral Correspondence

CRefemas

For all Referral
Types, once you
select the
Correspondence
Template you can
use the Preview
button to see a print
preview of the
correspondence
that will be attached
to the email.

The Preview will
launch in a
Correspondence
Preview Popup
window.

The letter for each Referral Type is based on a template setup in LaMPSS by the Adult Education Division.

Referral Type:

Referral Date:

Organization:

Contact Name:
Email To:

Correspondence Template:

Correspondence Language:

Email Subject:

Email Content:

Displaying records 1 of 1

Informational (within NSSAL)

Status: Draft

| Norm Scully ‘

| sample@sample.ca ‘

| NSSAL Referral - Informational

v]

| English

v| [ (Preview  siw—

| NSSAL Learner Referral

Please see the attached referral letter about one of our learners who may benefit from

your program and services.

P

[ Submit Referal </

[ Cancel Referral @

Correspondence Preview Popup

<<Program Name>>

<<Date>>
<<Email Address>>

To who it may concern,

Re: <<Given>> <<Surname>> Case Id: <<Agreement |ID>>

This letter is to inform you that we are referring <<Given>> <<Surname>> to your organization
as this learner may benefit from your programs and services.

“ If you believe changes are needed to the template, contact your Adult Education Coordinator.
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The email below is a sample of how the referral will look when received.

The Email Subject and Email Content will include the information that was input on the Referrals screen, with
the letter attached as a PDF document.

I-Cj :_L: ’I‘ \L = NSSAL Learner Referral - Message (Plain Text)

File Message Help Q Tell me what you want to do

]E - B D" e) (é) — | ﬁsharetoTeams (’_?_|

NSSAL Learner Referral

noreply-LaMPSS@novascotia.ca
To

NL
°

. LM - 392733 - 2021-10-10.pdf
o | 2 KB

Please see the attached referral letter about one of our learners who may benefit from your program and

services.

The email is generated from a no-reply address, but the letter includes contact information for your
organization. It may take up to 15 minutes for the emailed referral to be sent by LaMPSS.
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6.5 Transferring a Case from Another NSSAL Provider

Case Transfer is used to transfer the Adult Learner from one NSSAL provider to another. Once the transfer is
complete, the case will be assigned to the new organization. The Adult Learner may be referred back to the first
organization for service participation, but the case becomes managed by the new organization.

If an Adult Learner is already working with a NSSAL provider and expresses an interested in transferring to your
organization, you may receive a referral email at the email address recorded in LaMPSS for your organization.
The referral email is not mandatory. Case Transfers are already done by the “receiving” organization once the
learner engages with them. The Case Transfer referral is just a way to notify the new organization that the
learner may engage with them. A case can be transferred whether or not a referral email is received by following
the steps outlined below.

Using the name of the Adult Learner or the Case ID from the referral email, use Person Management or
Agrmnt/Case Management in the top navigation menu to search for the LM Case.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page

Agrmnt/Case
Navigation

Case Actions

Case Details / Transfe Ras@sam: NSSAL(LAE-AE) Status: Active - Oct 10, 2021

Once on the Adult Learner’s
Case Homepage, select
Case Details/Transfer in the
Case Actions section of the

(555) 555-5555 Employment Status: Unemployed
Get my High Schiool
Diploma

Obtain additional High

Address: Long Term Goal:

. . Email NSSAL Objectives: :
left navigation menu. ; =SEooks
— SROnCEnce English Emergency Contact:
Recommended Program To place learners at
Streams: appropriate level
SvelD/ Start Date / Participant . . Funding
Format End Date Siatns I e 2R Program
Group- ?j:gg’ggzzs " Registered NSSAL
Continuous |
Displaying records 1 of 1

The Case Summary on the Case Homepage will provide an overview of the Adult Learner’s current situation
and service participation.

To complete a transfer and move the Adult Learner into your organization’s caseload, select Case
Details/Transfer in the Case Actions section of the left navigation menu.
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Person Management

User Home Page

Agrmnt/Case ¥
Navigation

» Case Details / Transfer

Recent
Agrmnts/Cases

Recent Persons Y

> Case Home Page

Case Actions 2 —

Program: NSSAL(LAE-AE)

Case Manager: Grace, Mandy (46215)

TR W —

Office: W

Office:

Agrmnt/Case Manager:
Accountability Reporting:
Service Delivery Location:

Agrmnt/Case Management

> Case Details/Transfer

Use the drop-down lists to
select your organization’s

name, a Case Manager for
the Adult Learner, and your
current NSSAL agreement

| v

— s = 2

On the Case Details/Transfer screen, use the Office drop-down list to select your organization’s name. You

will also need to select:

e Agrmnt/Case Manager — the name of the staff person who will be the LM Manager for this Adult

Learner.

e Accountability Reporting — the active NSSAL agreement for your organization.

e Service Delivery Location —the location where the Adult Learner will receive service if your organization

has multiple locations.

When this information is complete,
click Save. A warning message will ask
you to confirm you want to complete
the transfer.

Click OK. A popup message will confirm
the transfer has been completed
successfully.

The LM Case will be assigned to the
selected staff person.

@ Are you sure you want to transfer this Case?
From:

To:

[ 0K+ [ Cancelyd

@, Case transfer has been completed successfully.

An automated notification to inform
has been created.
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LaMPSS will communicate this to the appropriate staff in both organizations:

e Asystem-generated task of “Received Transferred Case/Agreement” will automatically be created and
assigned to that user in LaMPSS. This task will appear on both their User Homepage and the Case
Homepage to make them aware they have received the case for an Adult Learner. This will be important
if the case has been assigned to someone other than the user who completed the transfer.

e An automatic notification will be sent to the Adult Learner’s Case Manager with the previous
organization to inform them the transfer has occurred.

Due:| All Cwerdus + 1 month | Program: | -- Mo Program — M [ = : i

P Type Agrmnt/ OrgiPlayer Program Created By Due Date
Case 1D
Info 392733 Diaz, Rosa LESAL(LAE  GROCEN- Cct 28, 2021
O e - !
Case has been transferred from Grace, Mandy (GRACEM-1003203) -

te Grace, Mandy (GRACEM-100319) -

6.6 Register Adult Learner in Service Registration (COMMON PROCESS 6)

Service Registration is the term used in LaMPSS for the set of functions to help your organization manage the
services delivered under your NSSAL agreement with the Adult Education Division.

It includes the ability to register Adult Learners, indicate what services they receive, capture key outcome
information, and generate reports to help manage those services.

Once registered in services, both the Person Homepage and the Case Homepage for the Adult Learner will
display a quick view of the services the person is participating in.

This section of the guide will cover changes to how Service Registration works for Adult Learners with a LaMPSS
Case. A series of guides are available on the LaMPSS website with full training on how to use Service
Registration functionality. They are available at: https://novascotia.ca/lae/lampss/lampss.asp and topics
include:

e Service Registration Overview

e How to Access Service Registration

e How to Create and Maintain Services

e How to Register and Manage Participants
e How to Remove a Participant

e How to Update or Complete a Participant
e Service Registration Reports

You can also use the LaMPSS Service Registration for NSSAL Providers user guide, available from the Adult
Education Division, for instructions that are specific for the NSSAL program.
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LaMPSS Learner Management Case and Service Participation

When an Adult Learner with your organization has a Learner Management Case in Assessment, Active or On-
hold status, that person can then be registered in services as part of their Recommended Learnings. To capture
that service participation and the immediate outcomes of their participation in the service, you will register the
person using Service Registration.

The Adult Learner may participate in services offered by other providers. Those providers would also
complete Service Registration information for the person.

Prior to the implementation of LaMPSS Learner Management, an Adult Learner could be registered for a service
offered through NSSAL funding if they had a LaMPSS Person ID, and the Social Insurance Number was provided
in LaMPSS.

Moving forward from November 2021, to be registered in a service funded through NSSAL the Adult Learner
will need to have a LM case. LaMPSS will generate an error message if a case does not exist. The LM case can
be with your organization or another NSSAL provider.

Person - O x
‘Organization:
Accountability Reporting: | - NSSAL(LAE-AE) W |
Service Name: | | [ search . [ Clearx, [ Cancel

Service Date  Service
Time Format

Service ID Service Name Participants) Warnings and Emmors

Case ID required. An LM Case in Assessment
7 Active, or On-hold status must exist for this person
tration in this

Group-

ALP Level 1&2 Confinuous

The exception to the case registration requirement is for services offered through NSSAL providers who
do not use LaMPSS-LM. For services offered by those organizations an override has been created in
LaMPSS so they can continue to use Service Registration for Adult Learners without a case.

LaMPSS Business Support Unit Page: 52 Training Guide
As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management Version: 1.0

Register from the Case Homepage

You can register the Adult Learner in services from the Case Homepage.

Home Person Management Agrmnt/Case Management Help
User Home Page > Case Home Page
P — o - - Cancel (3
Agrmnt/Case ¥ -t
Navigation
Case Actions R _
» Intake Program: NSSAL(LAE-AE) Status: Assessment - Sep 23, 2021
. Education History Case Manager: Grace, Mandy (46215)
Office: -
» Assessments
Referrals
Case Details / Transfer Learner Phone Number: (555) 555-5555 Employment Status: Unemployed
Learner Email Address: Long Term Goal: gieptlg;'_xamgh ez
Case Tools )
Preferre.d Correspondence Email NSSAL G
com e et Click the Register button in th
» Case Tasks Preferred Correspondence English Poeanal IC € Register button In €
s Languases Associated NSSAL Services section of
. Recomm| .
» Gase Documents EretoeroyiConiact Streams the screen to access to the Service
Last Assessment: (ERiRE Participant Registration Popup.
Reports 2 Sep 27, 2021
The results of the CARA
Assessment Results: —
Recent
Agrmnts/Cases
No records returned
Recent Persons ¥ I Register (3

Person - Diaz, Rosa (403192)

Organization: — - f—— - e
Accountability Reporting: | - select - v | o———
Sarvice Namos | | searcn [ Clears, [ Cancelt)

You can also enter text in the Service Name field to refine the search for only services containing that text.
To view all services associated with the agreement, leave the Service Name blank.

Click Search.
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The popup will expand to display any services that match your search. Key information about the service
will be displayed to help you determine the correct selection(s).

Person - Diaz, Rosa (403192)

. ; .
Select one or more services =
using the checkbox(es) - Search . [ Clears. [ Cancel

Service Date Service

Service 1D Service Name Participants Warnings and Errors

Time Format
O g:g:ilr):;.mus 2
L]/ -y - ”xﬁum 12 - e e s W
O g::?:i]r):—unus 9
0 wn  EDESN e -

You will also need to select
a Registration Type using
the drop-down list

Displaying records 1 - 4of 4

| Registration Type: - select - w Register

If no services are found, you may want to verify the services have been created by your organization.
Steps on how to navigate to and search for services are available in the online Service Registration
training guides at https://novascotia.ca/lae/lampss/lampss.asp

Depending on the requirements of the service and the information available for the Adult Learner in LaMPSS,
there are several warnings and error messages you may see displayed in the popup, depending on the
situation. Details about these errors are also available in the online Service Registration training guides linked
above.

Click the checkbox beside the service(s) you want the Adult Learner to be registered for. You will also need
to select a Registration Type using the drop-down list at the bottom of the popup. If Register and Copy
Available Information is selected, when the Adult Learner is added to the service any available intake
information will be copied from either the Intake Details on the case or the most recent Service Registration
under NSSAL — whichever is newest.

Once both a Service and a Registration Type are selected, click Register.

A confirmation message
will appear when the
Adult Learner is (
successfully added. Click | 0K§’
OK to return to the Case
Homepage.

Diaz, Rosa has been successfully added to 1 service(s).

You will now see the newly registered services in the Associated NSSAL Services section.

e e ...

SvciD/ Start Date / Participant = - Funding
Format End Date Status Sernce Name Petivered By Program
Sep 01, 2020 - ;
Grf)up- Jun 30, 2021 Registered NSSAL
Continuous
Displaying records 1 of 1
Register
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Register from the Person Homepage
You can also register the Adult Learner in services from the Person Homepage.

Follow the steps outlined on the previous pages to search for a NSSAL service and register the Adult Learner.

Person Management Agrmnt/Case Management

User Home Page > Registry Home Page

Person Actions

» Create LM Case
+ Person Details

» Address History
» Share Person

Notification Actions ¥

Date of Birth:  Aug 30, 1980

Click the Register button in the
Age: 41

Associated Services section of the
screen to access to the Service
Participant Registration Popup.

Role on Case Case ID Client of Case
Identified Client 392733 Diaz, Rosa

Displaying records 1 of 1

Recent ¥

Agrmnts/Cases Show History &,
[ |_

SvciD/ Start Date / Participant . . Funding
Format End Date Status Savcebiame Eelvered By Program
Sep 01, 2020 - )
Grpup- Jun 30, 2021 Registered NSSAL
Continuous
Displaying records 1 of 1
Register

Update Participant Status and Additional Information

Once the Adult Learner is registered in the service, you should update their status, start and end dates, and
provide any additional information that is required for the service.

To navigate to the Service Participant screen, you can click on the hyperlinked Service ID on either the Case
Homepage or the Person Homepage.

“ You could also navigate directly to Org. Service Registration from your Organization Homepage.

Person Management AgmntiCase Management

User Home Page = Organization Home

My Organization iy

» Organization Home

+ Organization Details

+ Organization Contacls

+ Org. Service Registration

+ Org. Business Pariners Type: Private - Not For P!uﬁt
+ Org. Published Services Address: W SAP Vendor £ Payment Method:
Contact: - Terms:
_ Phone: Account Group:
My Service - 5

Registration

» Svc Reg Search/Add

v Ben Intake Form

Search for the desired Service and click the Show Participants icon to access the Service Participants screen.

LaMPSS Business Support Unit Page: 55 Training Guide
As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management Version: 1.0

If you click on the hyperlinked Service ID on the Person or Case Homepage, you will be redirected to the
Service Registration Details screen with an overview of the service information.

Home Person Management Agrmnt/Case Management

Help
User Home Page > Organization Home > Service Registration Details
[ E— % ( Cancel 63
My Organization A

» Organization Home

» Organization Details
» Organization Contacts
» Org. Service Registration

» Org. Business Partners
» Org. Published Services

Service ID: Service Format: Group-Continuous
Accountability Reporting: NSSAL(LAE-AE)

My Service )

Registration Service Type: | SkillEnhancement-EssentialSkills-NSSAL M
Scroll to the Phone Type:  Fax Number: | I |
bottom of the

Participants: Enrolied: 12

screen and click - :
on the Show Sl —
Participants
button.

There are two main sections of the Service Participants screen:

e Service Registration Summary — This section displays a summary of the service currently being
viewed.

e Service Participants — This section will pre-populate with any existing (active) participants in the

service and includes buttons to Delete a service, Register Participant, and Import Participants.

Person Management

Agrmnt/Case Management
User Home Page > Organization Home

[P “save & [ Cancel €3
o —— (Save & [ Cancel &

+ Organization Home

+ Organization Details

» Organization Contacts

» Org. Service Registration

> Service Participants

Find the Adult Learner in the list
and click on the hyperlinked
ey, Blusiness Dafiners Additional Information fields to
» Org. Published Services Acgouniabiiity Repeeting: navigate to the Participant
[ service ID: Additional Information screen.

My Service S Service Format: Group-Continuous
Registration )
Service Name:

R e e Service Type: Skl Enhancement-EssentialSkills-NSSAL Participants:  Enrolled: 12

» Svc Reg Intake Form
+ Svc Reg Activity Detail
+ Svc Reg Activity

Summary Person ID: Case ID: Name: Email: Status:
} Svc Reg Participant List ‘ N | | =% | % ‘ | -5 - select - T~

Person ID Case ID Name Email / Phone Additional Information Status

My xaa il () 403192 2392733 Diaz, Rosa  (555) 555-5555 /26 Fields Registered
» Change Account - ;

Passiord Displaying records 1 of 1

[ Remove& | Register Participant 3 | Import Puﬂehantm Show History -

The Show History button can be selected to display participants in other statuses (e.g., Completed)
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Find the Adult Learner in the list and click on the hyperlinked Additional Information fields (or the
hyperlinked Status) to navigate to the Participant Additional Information screen.

The screen has three main sections:

Participant — The top section displays the name of the participant currently being viewed and a
Participant Status dropdown to indicate the Adult Learner’s status

Participant Start/End Dates —The middle section provides the ability to capture Participant Start and
End Date.

Additional Participant Information — The final section will list the additional information elements
required for NSSAL. For each information element there will be a short description, a tool tip providing
more detail, and a field (e.g., numeric, dropdown) to provide a response. Some of this information can
be copied from the LM case or the most recent NSSAL service (whichever is the most recent).

Participant Status: | Registered hd |
Start Date End Date
Mo records retumed
(delimmiyyyy) (delimmiyyyy)

Enter Dates: | 14/10/2021| | 141102021 @

Intake - Mafive language: 0 | -select- w |
Intake - How many dependents do you have?: 0 | |

Intake - Is your current job unstable or insecure?: 0 | - select - L |

Intake — Receiving El Benefits: € [ -select- |

Intake — Received El Benefits in the last 5 Yrs: 0 | - select - L |

Intake — Eamed 32K or more in at least 5 of the previous 0 | -select- w |

10 rs:

Designated Group - Aboriginal ldentity: 0 | -select - W |

Designated Group - Immigrant: &3 | -select- w |

Details about how to use each part of the screen are available in the online Service Registration at:
https://novascotia.ca/lae/lampss/lampss.asp

Some details in the Additional Participant Information will pull information from the Adult Learner’s case. For
example, the Primary Training Reason will populate based on the training reason(s) identified on the case and
the Years Since Public High School will calculate based on the current year and any Education History entered
on the case.

Primary Training Reason on the case allows for multiple selections, while the Service Registration field is
a single-select. LaMPSS will carry-over the first option selected in the multi-select list on the case, but
the choice can be edited in Service Registration if desired.
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6.7 Complete Assessment in LaMPSS

Once you work through the Assessment and Recommended Learnings, potentially included Referrals and
Service Registration, you are ready to complete assessment and move the Adult Learner’s case into Active status

in the system.

This should be completed when you are ready to move into program
delivery with the Adult Learner, but you will be able to revisit previous

screens to update information, add assessments, add or update
recommended learnings, enter new referrals, manage service
participation, and update other items while the case is active.

To change the status to Active, you will record an outcome on the Complete Assessment task for the case.
You can always access the Case Homepage by using the breadcrumb near the top of the screen if you are on

another screen of the case.

Home Person Management Agrmnt/Case Management

User Home Page > Case Home Page
[ Cancel

Agrmnt/Case ¥

Navigation
Case Actions A

Program: NSSAL(LAE-AE) Status: Assessment - Sep 23, 2021

» Intake
, Education History Case Manager: Grace, Mandy (46215)
Office:

» Assessments

» Referrals
\ Case Details / Transfer Learner Phone Number: (555) 555-5555 Employment Status: Unemployed
Get my High Schiool

|| Learner Email Address: Long Term Goal: Ninlnma

Navigate to the Case Tasks screen by clicking on the Complete Intake hyperlink in the task on your User
Homepage or on the Case Homepage.

P Task Org/Player Created By Due Date
&
[ ] Complete Assessmen Diaz, Rosa GRACEM-100303 Qct 21, 2021 >
&

Displaying task items 1 of 1
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The Case Task screen will display with the currently due task in the middle section of the screen.
Home Person Management Agrmnt/Case Management Help
User Home Page > Case Home Page > Case Tasks
E— (Conoai®3
Agrmnt/Case ¥
Navigation
— T

Case Actions

Program: NSSAL(LAE-AE)
Case Manager: Grace, Mandy (46215)
Office:

» Intake

» Education History

» Assessments

» Recommended Learning
» Referrals

)

Status: Assessment - Sep 23, 2021

» Case Details / Transfer Task: [ Gomplete Assessment ~ | Created By: - select -
e Pty [ -select- v|  competedBy: | -select- | Choose an Outcome

Case Tools X [ Include Tasks With Outco of Com pletEd

» Case Notes [ Exclude Term. Not Compiz:l-—

» Case Tasks (dd/mm/yyyy) (dd/mmiyyyy)

» Case Status Date Range: | Due Date v ‘ 2110/2021 To 21/10/2021

» Case Documents |

Text: | (Search | | Clear .
Reports A
Task Due Date
Recent ¥ P Related Player Outcome Completed Date :
Agrmnts/Cases ° Complete Assessment v 21/10/2021 &
Diaz, Rosa (AH) ~ . | select - v ‘ l_.
Recent Persons ¥

Displaying task ftems 1 of 1

The top section of the screen is used to search for other tasks, but to complete a task use the middle section.

Choose an Outcome of Completed and select Save. You can also add additional Case Notes or Case Documents
using the icons to the right of the Complete Assessment task.

If the task is saved successfully, you will be redirected to the Case Homepage.

further instructions.

If a required step has not been completed, an error message will display at the top of the screen with

You will see in the Case Header that the status now shows Active.

Home Person Management

User Home Page > Case Home Page

Agrmnt/Case
Navigation

§
8
x

Case Actions

Agrmnt/Case Management Help

» Intake Program: NSSAL(LAE-AE) — Status: Active - Oct 10, 2021
, Education History Case Manager: Grace, Mandy (46215)
Office:
» Assessments
» Recommended Learning
» Referrals
, Case Details / Transfer Learner Phone Number: (555) 555-5555 Employment Status: Unemployed
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7 ACTIVE

7.1 Orientation - COMMON PROCESS 7

Many organizations conduct an orientation process for Adult Learners who are new to the organization or
starting a new adult learning program.

The orientation has been included in the NSSAL Common Processes Guide as a reminder of how important it is
to orient the Adult Learner to ensure they feel comfortable and understand what is expected of them as they
re-engage in formal learning. An Orientation Checklist is available as a guide to help ensure a positive learning
experience.

Orientation may not occur at this specific point in the LaMPSS process, rather when it makes sense for the Adult
Learner and the organization.

7.2  Program Specific Assessment - COMMON PROCESS 8

During the Adult Learner’s time with your organization, you may use the endorsed E3 Programming assessment
tools to conduct in-program assessments. Other assessment tools might also be used. In either situation, the
assessment results should be captured in LaMPSS on the Assessments screen to help track the Adult Learner’s
progress.

The steps to Enter Additional Assessments are included in the Program Delivery section of this guide, found
below.

7.3  Program Delivery - COMMON PROCESS 9

While the Adult Learner’s case is active in the system, there are several things you may do in LaMPSS depending
on the situation of the Adult Learner, what has been included in the Learning Plan, and their progress.

This section of the guide outlines the most common LaMPSS areas you may revisit to update with new
information while the case is active.

Enter Update )
Additional T Update Updafce Serwce
. Referrals Registration
Assessments History
Update

Update Intake

Recommended . Case Transfer
. Details
Learning
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Enter Additional Assessment(s)

As additional assessments are completed for the Adult Learner (if applicable), they must be captured on the

Assessments screen.

Home Person Management

User Home Page > Case Home Page > Assessment

Agrmnt/Case
Navigation

<«

»

Case Actions
Program: NSSAL(LAE-AE)

Case Manager: Grace, Mandy (46215)
Office:

+ Intake

» Education History

» Assessments

» Recommended Learning
» Referrals

Agrmnt/Case Management Help

Status: Active - Oct 10, 2021

» Case Details / Transfer

Version: | CARA - Sep 27, 2021 - Complete

v

27/09/2021

Collected Date:
Case Tools

» Case Notes

Collected By: Grace, Mandy [ ]

e Creste New Vo -

faco Tacke

Use the Create New Version button to capture the information for another assessment. You can view

existing assessments by selecting the version and
section of the screen.

reviewing the information in the Assessment Questions

See the Capture Assessment in LalMIPSS section of this guide for full details on how to complete this screen.

Update Recommended Learning

As recommended learnings are planned, completed, or not completed they can be captured in LaMPSS on the

Recommended Learning screen.

You should update the Status of each recommended learning using the Status drop-down list and add any
additional recommendations for the Adult Learner.

Home Person Management

User Home Page > Case Home Page

<«

Agrmnt/Case
Navigation

»

Case Actions

» Intake Program: NSSAL(LAE-AE)

» Education History
» Assessments

Office:

> Recommended Learning

Case Manager: Grace, Mandy (46215)

Agrmnt/Case Management Help

Status: Active - Oct 10, 2021

» Recommended

Learning B
pethn Program Stream Subject Area / Competency / Level Status
» Case Details / Transfer -

O [ GEDPrep v | |_Reading ~ || [ InProgress v| & =
Case Tools 2 (J | GEDPrep | [ witing ~ || | InProgress & RN
~
Case Notes () [ GEDPrep v| [ Math v || [ Completed ~| B 3

See the Capture Recommended Learning in LaMIPSS section of this guide for full details on how to complete this

screen.
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Update Education History

If the Adult Learner attains additional education, training or licenses while working with your organization, you
should capture those additional items on the Education History screen.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page > Education History

[e—— v X
rpm—
Navigation
Case Actions X _
» Intake Program: NSSAL(LAE-AE) Status: Active - Oct 10, 2021
» Education History Case Manager: Grace, Mandy (46215)

Office:

» Assessments

» Recommended Learning A D
+ Referrals

+ Case Details / Transfer

Highest Education Level: \ High School Incomplete

Ease ol A ® canadaus O Other Province/State: | Nova Scotia v
» Case Notes
Education/Training/License: Source/Location (e.g. School): Result:
» Case Tasks Erom To:
EERS i 0 | First Aid | Canadian Red Cross | Complete v
» Case Documents o T
| 16/09/2014| | 1710972014
Reports_A 0 | Grade 10 | | Dartmouth High School | Complete v
— 01/09/2000
[N i records
Recent &
Agrmnts/Cases [ Add Another Deletee
I

Use the Add Another button to capture additional Education/Training records. You can also update the Result
for any Education/Training that was in progress.

See the Enter Education History section of this guide for full details on how to complete this screen.

Update Intake Details

While working with the Adult Learner, you may find the person’s situation has changed to the extent that you
want to update the Intake Details previously entered on the Intake screen.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page > Intake

(Soves (Conce3

» Intake Program: NSSAL(LAE-AE) Status: Active - Oct 10, 2021
Case Manager: Grace, Mandy (46215)
Office: i

Agrmnt/Case
Navigation

<

Case Actions

»

» Education History

» Assessments

» Recommended Learning
+ Referrals

+ Case Detalls / Transfer Version: | Version 1 - Sep 23, 2021 - Complete v

Case Tools Collected Date: 23/09/2021 Collected By: Grace, Mandy E

) Case Notes ﬂ[ Create New iégii@'

fal Tanl

»
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Use the Create New Version button to update Intake Details. You can view existing versions of the Intake
Details by selecting the version and reviewing the information on the screen.

See the Enter Intake Information section of this guide for full details on how to complete this screen.

Update Referrals

As the Adult Learner continues to work with your organization, you may complete a referral process for any
services that will be provided by another organization using the Referrals screen. This is also where you would
communicate to another NSSAL provider that an Adult Learner may wish to transfer.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case HomePage > Referrals

Agrmnt/Case ¥
Navigation
Case Actions R _
» Intake Program: NSSAL(LAE-AE) Status: Active - Oct 10, 2021
Education History Case Manager: Grace. Mandy (46215)
Office:
» Assessments

Recommended Learning

» Referrals
» Case Details / Transfer

Referral Type: Case Transfer Status: Emailed @-\" | ,Z'

Referral Date:

Case Tools Organization:
+ Case Notes m—
GCase Tasks Referral Type: Informational (within NSSAL) Status: Emailed & |z f
» Case Status Referral Date: | e
Case Documents Organization: &
Displaying records 2 of 2

Add Refeﬂ‘a@) Referral Type: | -select- v

Use the Add Referral button to capture additional Referrals. You can also add notes or documents to existing
referral records.

See the Refer Learner and Case Transfer sections of this guide for full details on how to manage referrals.

Case Transfer
Within your Organization to Another Staff Member

When a Learner Management case is assigned to someone from your organization in LaMPSS, all tasks and
notifications associated with the case will be directed to that user.

To transfer responsibility for the Adult Learner to another user from your organization, use the Case
Details/Transfer screen.
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Person Management Agrmnt/Case Management

User Home Page > Case Home Page > Case Details/Transfer

Agrmnt/Case
Navigation

Case Actions _

» Intake Program: NSSAL(LAE-AE)
Case Manager: Grace, Mandy (46215)
Office:

Update the Agrmnt/Case
Manager drop-down list with the
» Recommended Learning name of the user who will assume
P RReterh responsibility for the case.

» Education History
» Assessments

» Case Details / Transfer
m—
Office: v

Case Tools 2 Agrmnt/Case Manager: | Grace, Mandy - Org Contact (46215) v |
S Case Notes Accountability Reporting: | ~
S CareTasks Service Delivery Location: | . v

» Case Status

» Case Documents

Update the Agrmnt/Case Manager drop-down list with the name of the user who will assume responsibility for
the case. Click Save.

The LM Case will be assigned to the selected staff person. LaMPSS will assign a system-generated task of
“Received In-Office Case/Agreement” to the user receiving the case. This task will appear on both their User
Homepage and the Case Homepage to make them aware they have received the case for an Adult Learner.

To Another NSSAL Provider

Case Transfer is used to transfer the Adult Learner to another NSSAL provider. Once the transfer is complete,
the case will be assigned to the new organization instead of your organization.

The Adult Learner may be referred to your organization for service participation, but their case becomes
managed by the receiving organization.

See the Transferring a Case from Another NSSAL Provider section of this guide for full details on this process.

Along with the transfer in the system, a soft handoff should be completed by contacting the receiving
organization to ensure they are aware of the referral. This is an opportunity to discuss and clarify details about
the Adult Learner.
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Update Service Registration

As additional recommended learnings are determined for the Adult Learner, you may need to register the
person in additional services using Service Registration.

See the Register Adult Learner in Service Registration section of this guide for additional details on how to
register.

As the Adult Learner completes services for which they are registered, you will need to update LaMPSS with
both the result and immediate outcome information.

You can navigate to Service Registration through the Org. Service Registration link from your Organization
Homepage or by clicking on the hyperlinked Service ID in the Associated NSSAL Services section of the Case
Homepage or Person Homepage.

SvelD/ Start Date / Participant < . Funding
Format End Date Status Service Namg S Program
Sep 01, 2020 - :
Grpup- Jun 30, 2021 Registered NSSAL
Continuous
Displaying records 1 of 1
ss——— | Register ()

From the Service Participants screen, find the Adult Learner in the list and click on the hyperlinked Additional
Information fields (or the hyperlinked Status) to navigate to the Participant Additional Information screen.

Person ID: Case ID: Name: Email: Status:
| -y | |"'”\ ‘ ‘*‘\ | "‘x | - select - |
Person ID Case ID Name Email / Phone Additional Informatiol Status
D 403192 392733 Diaz, Rosa (655) 555-5555 0/26 Fields Registered
Displaying records 1 of 1
(Remove @ | Register Participant () | Import Participants’y ) Show History

Update the Participant Status in the top section of the screen to reflect whether the Adult Learner completed
the service. Then, in the next section of the screen, enter the Participant Start and End Dates for the dates the
person participated in the service.

Participant Status: | Registered v
No Show
Rescheduled
Start Date Did Not Complete End Date
Completed
O Sep 01, 2021 Registered QOct 10, 2021
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Finally, update any Participant Additional Information that was not already completed or copied from the case,
including the Immediate Outcome fields that indicate the result of the service for this Adult Learner.

Immediate Outcome - Intervention Outcome: i’ \ - select - \% |

Immediate Outcome - Credential/ Certification Earned: 8 \ - select - v |

Immediate Outcome - NSSAL First Credential Earned: D ‘ - select - v ‘
Immediate Outcome - Did the participant achieve an id L select- v

increase in Literacy and Essential Skills?:

Immediate Outcome — Primary Withdrawal Reason: U \ - select - W
Immediate Outcome - Withdrawal Date: O |:/ m

Immediate Outcome - NSSAL Program Completed: [ -select- v

Immediate Outcome - Learning Plan Completed: O  -select- v |

Click Save to finish the participant information entry for this service.

Complete Yearly Check-In with the Adult Learner

LaMPSS provides various tools to help you manage your workload of Adult Learners and their cases. One of
these tools is a task that will automatically be created when the case moves into active status.

This task is called Complete Annual Review and will have a due date at the end of June of the
current/upcoming year.

The Complete Annual Review task will appear on the User Homepage of the assigned staff for the Adult Learner
as a reminder to check-in on the case. It will appear at the beginning of May to allow time to complete the
review and record that you have done so in the system.

.’ If the case is newly created within 2 months of when this task would be due, the task will not be created
for that first year.

It is suggested that for the annual review to be complete the following should be done:

e Print out the Adult Learner’s Case Detail Report and have the person review their information to ensure
it is accurate and up to date.

e Make any necessary updates to the Adult Learner’s contact or other information.

e Update the case with any assessments that may have happened throughout the duration of the
program to-date.

e Depending on where the Adult Learner is on their learning journey, it may be time to conduct another
assessment to determine if progress is being made or if it is time to revisit and update the
Recommended Learnings.

To complete the review in LaMPSS, navigate to the Case Tasks screen by clicking on the Complete Annual
Review hyperlink in the task on your User Homepage or on the Case Homepage.
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The Case Task screen will display with the currently due task in the middle section of the screen.

Home

User Home Page

Agrmnt/Case
Navigation

¥

Case Actions F3

» Intake

+ Education History

» Assessments

» Recommended Learning
+ Referrals

» Case Details / Transfer

Case Tools

»

» Case Notes
» Case Tasks
» Case Status
» Case Documents

Reports

Recent
Agrmnts/Cases

Recent Persons ¥

> Case Home Page

Person Management

> Case Tasks

Program: NSSAL(LAE-AE)

Office:

Agrmnt/Case Management

>

Case Manager: Grace, Mandy (46215)

Task:

~ | Created By:
v Completed By:

Help
(Cancerty

Status: Active - Oct 10, 2021

| - select - o \

[ -select- v |

[J Include Tasks With Outcome
[ Exclude Term. Not Completed (no notes)

(dd/mm/yyyy)

]

(dd/mmiyyyy)

- select -
Priority: - select -
Date Range: - select -
Text: ‘

To
ﬁ[s.-rchl . |_Clear &b

Diaz, Rosa (AH)

Displaying task items 1 of 1

Task

Related Player

-] Complete Annual Review

Due Date
Outcome

Completed Date

30/06/2022

- select -

%]

] @,

sy

Choose an Outcome of Completed and select Save. You can also add additional Case Notes or Case Documents
using the icons to the right of the task.

Task
Related Player

2 Complete Annual Review
Diaz, Rosa (AH)

Displaying task items 1 of 1

Due Date
Outcome Completed Date
v 30/06/2022 &
s [ select - vl
- select - -

Annual Review Completed
Annual Review Not Completed (note is required)

If the task is saved successfully, you will be redirected to the Case Homepage.

You can also use the task to indicate an annual review was not completed for this Adult Learner. If you
select this outcome, you will be required to add an explanatory note before saving.
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Place Case On-Hold

There may be situations when the Adult Learner stops participating in services for a period. This could be the
result of family-related issues, financial barriers, health-related issues, seasonal employment, transportation
barriers, as well as a host of other reasons.

Instead of closing the Adult Learner’s case, you can change the status to On Hold to reflect that the person is
not currently participating but may return in the future.

“ A case does not need to be placed on hold during typical breaks such as Christmas or summer holidays.

From the Case Homepage, select Case Status in the left navigation menu.

Home Person Management Agrmnt/Case Management Help
User Home Page > Case Home Page > Case Status
[ Cancei®)
Agrmnt/Case ¥
Navigation
Case Actions & _
» Intake Program: NSSAL(LAE-AE) Status: Active - Oct 10, 2021
, Education History Case Manager: Grace, Mandy (46215)
Office:
+ Assessments
» Referrals
\ Case Details / Transfer Status Start Date End Date Reason
_ Active v Oct 10, 2021 Assessment completed ~ |_.
Case Tools 2 Assessment v Sep 23, 2021 Oct 10, 2021 Intake Process Complete ~ Iz
» Case Notes Intake v Sep 23, 2021 Sep 23, 2021 New Case Created v I
» Case Tasks
Case Status
. Displaying case status records 1 -3 of 3
» Case Documents
I (A4 e

On the Case Status screen, use the Add button to create a new row. The status history of the case can be
reviewed here.

Status Start Date End Date Reason
Ocigéh 2021 [~ select- v B
== select - 3 Oct 10, 2021 Assessment completed v |_.)'
On Hold ' -
Closed Sep 23, 2021 Oct 10, 2021 Intake Process Complete v =
Intake v Sep 23, 2021 Sep 23, 2021 New Case Created 5 E

From the Status drop-down, select On Hold.

Status Start Date End Date Reason

On Hold ~ Oct 10, 2021 | - select- ~ | B

Active v Oct 10, 2021 - select - )27
Family Related Issues T —

Assessment v Sep 23, 2021 Oct 10, 2021 Financial Barriers |
Health Related Issues —

Intake v Sep 23, 2021 Sep 23, 2021 Seasonal Employment ‘ |-&
Transportation Barriers
Unable to Contact Client

Displaying case status records 1- 4 of 4 Other
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From the Reason drop-down, select the best option. If you select Other, you should always enter a note to
provide additional explanation.

Click Save to place the case On Hold. You will be redirected to the Case Homepage.

LaMPSS will generate a task named Case Placed On-Hold which will appear both the Case Homepage and your
User Homepage to remind you to check in with the Adult Learner to determine if or when they will continue
with the program.

Due:| All Overdue + 1 month v | Program: | NSSAL (AE-LAE)| | = Task: | CasePlaced OnH | ™

B Task Agrmnt!  Org/Player Program Created By Due Date
Case 1D

2 Case Placed On Hc-ldh:)iaz. Rosa MS3AL(LAE-AE) GRACEM-100303  Mowv 27, 2021 o

o

Use this task to extend or to remove the On-Hold status as the Adult Learner’s situation progresses.

You can click on the hyperlinked task name to navigate directly to the Case Tasks screen.

Task Due Date
P Related Player Outcome Completed Date
& [ Case Placed On Holc v 27112021 &
Diaz, Rosa (IC ~ | _select - vl D
\
Extend Cn-Hold Status
Remove On-Held Status
Displaying task items 1 of 1

Selecting an outcome of Extend On-Hold Status will extend the current Due Date for the task by another month.
If the Adult Learner is ready to resume their participation, you can select Remove On-Hold Status to return the
case to Active status.

If you determine the Adult Learner will not return to NSSAL, you will need to close the case. A case cannot
move to Closed from On-Hold status. You should first use the task to remove the On-Hold status, then
you can proceed to close the case once it is active.
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8 CLOSE OUT

8.1 Complete Close Out in LaMPSS - COMMON PROCESS 10

When the Adult Learner completes or discontinues the program, the case can be closed in LaMPSS.

“ In the future, the system will also close cases automatically under certain conditions. This functionality
is planned for a release after the initial launch of Learner Management in LaMPSS.

Automatic Closing of a Learner’s Case

Once the functionality is implemented, LaMPSS will automatically monitor Learner Management cases for those
with no activity.

The system will automatically close any case where the Adult Learner has not participated in NSSAL services,
captured in LaMPSS service registration, for 12 months (calculated from the last service end date) or where
there has been no service registration LaMPSS will use 12 months from the date the case is created

A closed case can be reopened if the Adult Learner were to return for additional services in the future. See the
Re-Open a Previous NSSAL-LM Case for full details on this process.

Close a Learner’s Case Manually

If an Adult Learner is exiting NSSAL programming, the case can be closed right away using the Case Status
screen. Otherwise, after a period of inactivity as described above LaMPSS will automatically close the case.

On the Case Status screen, use the Add button to create a new row then select Closed as the new status.

Status Start Date End Date Reason
Ocld@® 2021 [ -select- v I
ZeEleis Oct 10, 2021 Assessment completed % P
On Hold =
Closed Sep 23, 2021 Oct 10, 2021 Intake Process Complete v | B
Intake v Sep 23, 2021 Sep 23, 2021 New Case Created v 1_

From the Reason drop-down, select the appropriate option. If the Adult Learner has successful completed the
program, select “Successful Conclusion”. Otherwise, choose the most appropriate option to reflect why the
person will not continue. If you select Other, you should always enter a note to provide additional explanation.

Status Start Date End Date Reason
Oct 10, 2021 | - select- v 1§
Active v Oct 10, 2021 = SAEG = _ F
Successful Conclusion
Assessment v Sep 23, 2021 Oct 10, 2021 Client needs cannot be met (note is required) r“
Exit - Child Care Barriers |
Intake ~ Sep 23, 2021 Sep 23, 2021 Exit - Financial Barriers r

Exit - Gain Employment

) ) Exit - Interpersonal Conflicts
Displaying case status records 1 -4 of 4 Exit - Mental Health

Exit - Physical Health =
Exit - Personal Reasons "a
Exit - Transportation Barriers

Exit - Unable to Contact Client
Exit- Other (note is requ_ired)
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Click Save to complete the case closure.

If the Adult Learner is registered in ongoing services within LaMPSS Service Registration, the case will
not be able to be closed until the participant status for those services is updated to Complete (or Did
Not Complete, Cancelled, etc.). Your Adult Education Coordinator can assist in navigating
conversations where the services may be offered by an organization other than your own.

LaMPSS will display a warning message if any items on the Recommended Learning screen are still “In
Progress” or “Recommended”; however, you can continue and close the case if desired. The status for
those items will be updated to “Not Completed.”

\ 8.2 External Referral - COMMON PROCESS 11

Case Transfer is used to transfer the Adult Learner between NSSAL providers. Once the transfer is complete,
the case will be assigned to the new organization instead of your organization.

The Adult Learner may be referred to your organization for service participation, but their case becomes
managed by the transferring organization.

See the Transferring a Case from Another NSSAL Provider section of this guide for full details on this process.

Along with the transfer in the system, a soft handoff should be completed by contacting the receiving
organization to ensure they are aware of the referral. This is an opportunity to discuss and clarify details about
the Adult Learner.

LaMPSS Business Support Unit Page: 71 Training Guide
As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management Version: 1.0

9 CASE TOOLS

Throughout LaMPSS Learner Management there are a variety of tools you will use to manage your Adult
Learners’ cases. This section provides an overview of each tool.

9.1 Case Notes

Notes are an important tool for capturing information throughout the Adult Learner’s case. Notes are
available on most case screens, making it simple to add additional information and details beyond what can be
captured within the screen.

A note can be added anywhere these icons appear: ' - B

392733 - Diaz, Rosa - Education/Training - Note

New Note
Topic:

Craated By: Grace, Mandy Created; Oct 10, 2021 [ Save @ [ Cancel €3

Past notes for this Education/Tralning Note Viewer
Note about s . Tople:
Education/Training P view Ed g Oct10,2021

Displaying notes 1 of 1

When you select the icon, the Note window will popup. You will enter a Topic as well as the text of the note.
Any past notes for the current section of the case being worked on will appear in the bottom left-hand corner
of the popup window.

When you finish entering the note, click Save. LaMPSS will execute a spell-check and then save the note.

Your user ID as well as the date and time a note is created are automatically stored and each note is tagged
with the part of the case where it is created. This makes it easy to search for notes and know who wrote each
one and when.

LaMPSS locks the content of notes after 30 days. Until they are locked, the content of notes can be edited or
added to, if required. Notes cannot be deleted.

-

Notes can also be added for each question on specific screens, like Intake, where this icon appears: —
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To search for a note or view all notes for an Adult Learner’s case, use the Case Notes screen in the Case
Tools section of the left navigation menu.

Home

User Home Page

Agrmnt/Case
Navigation

Case Actions

» Intake

» Education History

» Assessments

» Recommended Learning
» Referrals

» Case Documents

Recent Persons

> Case Home Page

Person Management

> Case Notes

Program: NSSAL(LAE-AE)

Case Manager: Grace, Mandy (46215)

Office:

Agrmnt/Case Management Help

Status: Active - Oct 10, 2021

Module:

» Case Details / Transfer | - select - |
Topic: |
Case Tools 2 !
»Cate Notesummn (daimmiyyyy) (ddimmiyyyy)
S T s - R

Module Topic Updated By Last Changed Created
Recommended EV Note about Recommended Grace, Mandy Oct 10, 2021 Oct 10, 2021
Learning Learning
- : This note is about Recommended Learning
ecen
Education Histol Note about Grace, Ma Oct 10,2021 Oct 10, 2021
AgmeniCaE w Education/Training o

This note is about education/training

Displaying agreement notes 1 - 2 of 2

Display Note(s) -

The top section of the screen includes a Notes Search that can be used to search for notes across all the screens
of this case. You can search by the Module where the note was created or enter a Topic or Text for the search.
You can also narrow the results by a specific date range.

The Search Results will initially display all notes. If search criteria are entered, after you select Search the
result will display only the notes that match your search.

You can view all the notes in the current results by clicking the Display Notes button. A Running Note popup
window will appear with all the current notes.

392733 - Diaz, Rosa - Running Note

Text Size: Smaller Larger
L
Module Topic Last Updated By Last Updated Created
f:;’i‘:";m Note about Recommended Leaming  Grace, Mandy Oct 10, 2021 Oct 10, 2021
This note is about Recommended Leaming
Education History Note about Education/Training Grace, Mandy Oct 10, 2021 Oct 10, 2021

This note is about educationftraining
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9.2 Case Documents

LaMPSS includes the ability to attach documents to a case throughout the Adult Learner’s engagement with
NSSAL. Documents may be attached to a case beginning in intake with the Intake Form through to when a case
is closed. Documents attached to the system could contain any type of supporting information for the Adult
Learner’s case.

A document can be added anywhere these icons appear: &3

Attachments: 392733 - Diaz, Rosa - Education/Training - Education/Training

File Name: | Choose File | No file chosen
(maximum allowable fle size is 10 MB)

Document Name: |
(do not include a file extension)
Document Topic: [select- W]
Document Name Topic View Created Changed
[[1  Educaton Certificate Education proof (e.g. diplomas and transcripts) POF  Oct10, 2021 Oct 10, 2021 I_WI
Displaying records 1 of 1

When you select the icon, the Document window will popup. You will select a file from your computer, enter
a Document Name, and select a Document Topic from the drop-down list. Any documents previously attached
for the current section of the case being worked on will appear in the bottom of the popup window.

When you finish completing the Add Document fields, click Save.

To search for a document or view all documents, use the Case Documents screen in the Case Tools section of
the left navigation menu.

Home Person Management Agrmnt/Case Management Help
User Home Page = Case Home Page = Case Documents
| % [ Cancel &3

pp— [ save [ Cancel

Navigation

Case Actions & _
b Intake Program: NSSAL(LAE-AE) Status: Active - Oct 10, 2021

e Case I_danager: Grace, Mandy (_46215}

Office:

» Assessments

» Recommended Leaming

» Referrals

» Case Details / Transfer Module:

Topic:
Case Tools « | Name: ‘ |
(dd/mm/yyyy) (dd/mm/yyyy)

» Case Notes e
+ Case Tasks Date Range: Created Date \:\ To: \:\ m | Search ,J\ Clews«,
» Case Status

» Case Document:

Module Document Name Topic View g{;ﬁ;g&l
Reports - Oct 10, 2021
(7] Education/Training  Education Certificate  Education proof (e g. diplomas and transcripts) PDF OEt 10‘ 2021
Recent ¥ Displaying records 1 of 1
Agrmnts/Cases
 —— S5 ( Hefticy
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The top section of the screen includes a Document Search that can be used to search for attachments across
all the screens of this case. You can search by the Module where the document was added, by Topic, or by the
document’s Name. You can also narrow the results by a specific date range.

The Search Results will initially display all documents. If search criteria are entered, after you select Search
the result will display only the documents that match your search. To view the document, click on the
hyperlinked file format in the View column.

If a document needs to be deleted or replaced (i.e., it was newly added within the past 30 days) there will be a
checkbox to the left of the document in the Search Results. Select the checkbox and click either Delete or
Replace, depending on the action you want to complete. After 30 days, the document will be locked and cannot
be deleted or replaced.

9.3 Case Tasks

Case tasks are case-related activities to be completed within a certain timeframe. Only LM Managers who
have cases assigned in LaMPSS for their Adult Learners will have tasks on their User Homepage.

On the User Homepage, a listing of tasks due within the upcoming 30-60 days will be displayed. The due date
for each task appears along with a low, medium, or high priority indicator (i.e., green, yellow, or red dot).

Home Person Management Agrmnt/Case Management Help

User Home Page English / French

My Organization 2

Organization Home

Mavigation
| AgmintCase ID: | | ((Display &
My Service F

Registration

Svc Reg Search/Add

Due:| All Overdue + 1 menthv| Program: | LM (AE-LAE) | v Task: Completeﬂssessﬂ | h\

Person Navigation p Task Agrmnt/  Org/Player Program Created By Due Date
CaselD

p— &
® Complete Intake 392730 Peralta, Jake LM (LAE-AE) GRACEM-100303 Cct 13, 2021 I-

Business Partner y &
Navigation L] Complete Assessment 392733 Diaz, Rosa LM (LAE-AE) GRACEM-100303 Oct 21, 2021 »

Motification Actions ¥ : . )
Displaying task items 1- 2 of 2

Because tasks are always associated with a case if responsibility for the case is transferred to another user,
all tasks related to the case are also transferred to that user.

Tasks can be automatically created by LaMPSS or manually created by an LM Manager.

Tasks can be used to record events that have already occurred, adding notes and documents as appropriate, or
to set a reminder for things that should take place in the future and provide a means to record information at
that point in time.

LaMPSS Business Support Unit Page: 75 Training Guide
As of: October 16, 2023



LaMPSS Business Support Unit
NSSAL Learner Management Version: 1.0

To manually create a task, select Case Tasks in the left navigation menu of the desired case under Case Tools.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page > Case Tasks

| T
Agrmnt/Case
Navigation
Case Actions _
» Intake Program: NSSAL(LAE-AE) Status: Active - Oct 10, 2021
, Education History Case Fanmgr: Grace, Mandy [_46215)
Office:

» Assessments
» Recommended Learning

» Referrals
» Case Details / Transfer | TasK: | -select- | Created By: | -select- v |
I Priority: | - select - v Completed By: | - select- |
Case Tools ~ [ Include Tasks With Outcome
LS [ Exclude Term. Not Completed (no notes)
N CaeTacks _ (dd/mm/yyyy) (dd/mmiyyyy)
» Case Status Date Range: | - select - v To
» Case Di It "
AR Text: | | [search | [ Clear .
e |

_ No task items returned
Recent £ Delet
Agrmnts/Cases x @

The top section of the screen includes a Task Search that can be used to search both upcoming and completed
tasks.

The Case Tasks section is where you can add additional tasks by selecting Add or deleting previously created
tasks using the Delete button.

Task Due Date
P Related Player Qutcome Completed Date
[ -~ [ -select- v [ 15102021 B &
| Tselect- | -select- v |

B

Initiate Learning Plan

Develop Learning Plan

Review Learning Plan

Conduct Learning Assessment
Displaying t& - conduyct Orientation

General
[@ [E Generate Correspondence

Learner Contact

Request Documentation

To create a task, select a Priority, the name of the task, and a Due Date. When you save the screen, the task
is created and added to the Adult Learner’s case. When the due date for the task approaches it will appear on
the assigned LM Manager’s User Homepage as well as the Case Homepage.
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To complete a task, whether system-generated or manually created, select an Outcome from the drop-
down list on the Case Tasks screen.

Task Due Date
P Related Player Qutcome Completed Date

v 15/10/2021

sl [ select - > |

- select -
Completed

)%

%

You can add notes or documents to the task, then save the screen. As tasks are completed LaMPSS saves and
stores all information about the task within the case for future reference.

Notifications

Notifications are like Case Tasks in that they serve as reminders of key actions. They will appear on your User
Homepage and on a Case Homepage when associated with a case.

Notifications are associated with a user, while Case Tasks are associated with a case. While notifications can
be linked to specific case as well, the primary connection is with the user ID a notification is assigned to.

Another way notifications differ from Case Tasks is once a notification has been addressed or deleted, the
information is not stored in LaMPSS for future reference.

Home Person Management Agrmnt/Case Management Help

User Home Fage English / French

My Organization 23

ST BroadeastMessages
MNavigation

P AgmntCase D: | | [ Display B

My Service =

) Svc Reg Search/Add

‘ Due;| Al Overdue + 1 month % | Program: | LM (AE-LAE) | | Task: | Complete Assessi | =/
Person Navigation P Task Agrmnti  Oro/Player Program Created By Due Date
Case D
s
o [ ] Complete Intake 392730 Peralta, Jake LM (LAE-AE) GRACEM-100303 Cct 13, 2021 |‘
&
Business Partner &

Navigation Complete Assessment 392733 Diaz, Rosa LM (LAE-AE)  GRACEM-100303 Oct 21, 2021

£,

ask ftems 1-2 of 2

My Account |
 Change Account
Password ‘ Due:| All Overdue + 1 mnnihv| Program: ﬂ b \:I'-\
Mo notifications returned
Recent

Agrmnts/Cases

Notifications can be automatically generated by LaMPSS, or users can manually create notifications.
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To create a notification, use the Notification Actions section in the left navigation menu.

Notifications are a good way to create reminders for yourself and about items that need to be completed for
your Adult Learners.

Home Person Management Agrmnt/Case Management Help

User Home Fage = Maintain Notifications

My Organization
Croemestentene | [WiNodification item Seareh |
Agrmnt/
Agrmnt/Case Item Type: cgse 1D; \:I
Navigation
o Org/Player: [ | Assigned To: [ Mandy, Grace (46215) v |
Person Navigation  y | Priofly:
Description: | |
Business Partner
Navigation ¥ (ddimmiyyyy) (ddimmiyyyy)
Date Range: To [ Clearx. [ Search .

P AT 2 | e —

Mo netifications returned

+ Notification

My Account ®

» Change Account (de/mmiyyyy)
Password Type: Duse Date: 371082021 IAIjgrmn‘U Case ﬁizszl‘?g) To: Grace, Mandy
Recent v || Priority: Description: |

Agrmnts/Cases

Recent Persons ¥ x

The top section of the screen includes a Notification Search that can be used to search existing notifications.

The Notification Items section is where you can add additional notifications.

To create a notification, select the Type, Due Date, Priority, and enter a Description. You may also want to
enter a six-digit Case ID this notification is associated with.

Click Create Notification to save the new notification. When the due date for the notification approaches it
will appear on your User Homepage as well as the Case Homepage if a Case ID was entered.

Due:|_All Overdue 1 montn v | Program: |~ NoProgram—— | 1~ [ |

P Type Agrmnt/ Org/Player Program Created By Due Date
Case ID
: GRACEM-
0 e Reminder 100202 Oct 15, 2021
Finish off Service Reqgisiration data input for Workshop ABC
p GRACEM-
0 =2 Reminder 100203 Oct 29, 2021
Check-in with (Clignt Name) about Program XY Z Progress
[ sefect Al
Displaying nofifications 1 - 20f 2
[ Delete &
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9.4 Case Search

The Case Search is accessed in the top navigation using the Agrmnt/Case Management hyperlink.
On initial load, the screen will display of the cases currently assigned to you, the logged in user.
You can search for a case in several ways:

e Agrmnt/Case ID — Enter a 6-digit case ID to search for a specific case

e Agrmnt/Case Type — The case type will be Learner Management unless you also have privileges for

another case type in LaMPSS, such as the External Case Management used by Nova Scotia Works
providers.

e Agrmnt/Case Status — Select a status from the drop-down list to narrow the search results to reflect
only cases in that status.

e Office — If your organization is setup in LaMPSS with more than one service delivery location, select an
office to narrow the search results to reflect only cases assigned to that office

e Agrmnt/Case Manager — Select a staff name from the drop-down list to narrow the search results to
reflect only cases assigned to the user selected

Home Person Management AgmniiCase Management Help
User Home Page = AgmniiCase Search

My Organization

» Drganization Home

Person Navigation 'y Agrmnt! :
Case ID:
Business Partner |y AgrmntiCase Type: |_- selsct- v| Exclude 'Closed’ AgrmntsiCases
MNavigation
Agrmnt/Case Status: | - select- ~ |
Motification Actions Office: hd
Agrmnt/Case Manager: | - select - |

Recent
AgrmntsiCazes

Csearon . (e

Recent
Organizations

A tf A tiC.

CEE‘D Org/Player Program Mga”n:;er e Start Date End Date Status
392733 Diaz, Rosa MNSSALLAE-AE) Grace, Mandy Active
382730 Perzalia, Jake MSSAL{LAE-AE) Grace, Mandy Intake

Displaying Agreements/Cases 1-2of 2

(Cancel 3

Click Search to display results for the current search in the bottom of the screen. There may be more than
one page of results which can be navigated using the VCR controls that will appear when multiple pages exist.

At any time use the Clear button to clear all search parameters to start over.

“ If you want to include Closed cases in the search, you will need to de-select the “Exclude ‘Closed’
Agrmnts/Cases” checkbox.
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9.5 Case Status

Often the status of a case will change based on the completion of Case Tasks as you work with an Adult Learner.
The status can also be updated manually using the Case Status screen.

From the Case Homepage, select Case Status in the left navigation menu.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page

- e S— -

[ 3
prmrsa—y [P——- [ Cancel
Navigation

»|

Case Actions

» Intake Program: NSSAL(LAE-AE) Status: Assessment - Sep 23, 2021
Case Manager: Grace, Mandy (46215)

Office; — - e &

» Education History
» Assessments
» Recommended Learning

» Referrals

» Case Details / Transfer Learner Phone Number: (555) 555-5555 Employment Status: Unemployed
[ Learner Email Address: Long Term Goal: giel;]::l}:a"!‘gh Schicol

Case Tools A

Preferred Correspondence Obtain additional High

b g Method: il A R School credits

» Case Tasks E;?Ifgelrizt;de?orrespondence English Personal Challenges: Life situation challenges
poase Sl - Recommended Program To place learners at

+ Case Documents Bt Bl cnaty Streams: appropriate level

On the Case Status screen, use the Add button to create a new row.

Home Person Management Agrmnt/Case Management Help

User Home Page > Case Home Page > Case Status

] — —— - () (Gt
«# | Cancelg

Agrmnt/Case ¥ GG

Navigation

Case Actions

» Intake Program: NSSAL(LAE-AE) Status: Assessment - Sep 23, 2021
» Education History Case Manager: Grace, Mandy (46215)
Office: NN e -
» Assessments
» Referrals
} Case Details / Transfer Status Start Date End Date Reason
_ Assessment v Sep 23, 2021 ntake Process Complete v &
Case Tools & Intake v Sep 23, 2021 Sep 23, 2021 New Case Created v )4

» Case Notes
» Case Tasks Displaying case status records 1 -2 of 2

» Case Status m+ '
Li: Case Documents
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From the Status drop-down, select one of the available status options. The options here are dependent on
the status of the case.

End Date Reason

Status

Oct 08, 2021 - select - ~ | F
Assessment v Sep 23, 2021 Intake Process Complete v P
ntake v Sep 23, 2021 Sep 23, 2021 New Case Created v l_.f

Displaying case status records 1-3of 3

From the Reason drop-down, select the reason why the case status needs to change. You can also use the
Case Note icon to the right of the row to make a note about the circumstances for changing the status.

Click Save to complete the process. You will be redirected to the Case Homepage.

9.6 LM Case Detail Report

The LM Case Detail report is launched from the left navigation menu of a case. It is a way to quickly pull all
information about a case into a single document which can be viewed, printed, saved, or shared.

You access the report in the left navigation menu under Reports.

Home Person Management AgrmntiCase Management Help
User Home Page = CaseHome Page

Cancel &3
Agrmnt/Case ¥
MNavigation
Case Actions % _
v Intake Program: NSSAL{LAE-AE) Status: Aclive - Oct 23, 2021
» Education Histary Case Manager: Grace, Mandy {46215}
» Assessments Sl
¢+ Referrals
+ Case Details / Transfer Leamer Phone Number: (555) 555-5555 Employment Status: Unemployed
_ Learner Email Address: Long Term Goal: S?tI:nYaHm AL
Case Tools 3 e
Obtain additional High
+ Case Motes School credils
i Preferred Correspondence : =t Improve reading/wrifing
Case Tasks Method: Email NSSAL Objectives: =kills

+ Case Status Improve math skills
» Case Documents Improve digiial skills

fﬂmewm” English Personal Challenges: Life situation challenges
HEnott &3 it Jake Peralta Recommended Program GED Prep
» LM Case Detailz Repol {555} 555-5555 Streams:

CAMERA Placement

Last Azsessment: Sep 27, 2021
Esmﬂn‘m il This is where namative text

a SenE Healie: can be added fo describe

the resuliz of the
assessment

Recent Persons

The report will open in a new window, and you will select parameters to indicate what information you want
to be included in the report. Use the drop-down list of all the sections that are available to be included in the
report. Select or de-select each section of the report, as desired.
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&

NOVASCOTIA

NOUVELLE-ECOSSE CANAD A

Report Detail:

| Perzon Details; Case Details; Inlalcelj a2

Show Notes Created From: I:I
Show Notes Created To: |:|

View Report:

Debug Report

Click View report to generate the report based on the parameters you enter.

&

NOVA'SCOTIA

NOUVELLE-ECOSSE CANADA

Report Detail:

| Person Delails; Case Details; Inlakﬂd 2l

Show Notes Created From: 0110972021
Show Notes Created To: 281072021

I< £ 1| of 2

>

Case ID: 392733
Person: Diaz, Rosa

Organization:

Tasks, Attachments, Notes
Notes Created From: Jan 09, 2021 to

Person Details

MName: Rosa Diaz

Report Detail: Person Details, Case Details, Intake Details, Case Status, Education/Training, Assessment Log, Recommendead Learning,

Debug Report

> i

O ©

100% ~ =

LM Case Detail Report

Case Manager: Grace, Mandy
Status: Active - Oct 28, 2021

Case Start Date: Sep 23, 2021

Person ID: 403192
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At the top of the report, you'll find a toolbar that allows you to page through the report, adjust the size of
the view, search the text of the report, and print. Reports can also be exported in a variety of formats. Use
the drop-down list to choose your preferred format.

The Case Detail Report can include the following sections:

e (Case Status

LM Case Detail Repart

e Case Details
e Person Details
o Contact Information

o Alias

¢ Intake Details
e Education/Training

e Assessment Log

e Recommended Learning
e Tasks

e Attachments

e Notes =

Each section will have information pulled from the related LaMPSS screens and any Case Notes from each
screen.

To change information on the Case Detail Report, you will need to change the information as it appears in
LaMPSS and then re-generate the report.

9.7 LM Person List Report

The LM Person List report is launched from the left navigation menu of the organizations home page. This
report will allow service provides to provide person and case related information for their organization. Based
on the specific search criteria, the results will be exported to Excel.

You access the report in the left navigation menu under Reports.
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Home

User Home Page

My Organization 2

» Organization Home

+ Organization Details

+ Organization Contacts

+ Org. Service Registration
+ Org. Business Partners

+ Org. Published Services

My Service A
Registration

} Svc Reg Search/Add

+ Svc Reg Intake Form

» Sve Reg Activity Detail

, Svc Reg Activity
Summary

» Svc Reg Participant List

My Account 2

» Change Account
Password

Reports 2

+ LM Person List Report

}Svc Reg Intake Form

+ Svc Reg Activity Detail

1 Sve Reg Activity
Summary

+Sve Reg Participant List

Person Management

> QOrganization Home

Type:
Address:

AgrmntiCase Management

Contact:
Phone:
Fax:

SAP Vendor #:

1 Payment Method: J
Terms: 0001
- - Account Group: ZCOM
- - Vendor Blocked: No
Inactive Organization:  No

Help

The LM Person List Report will appear, and you will select parameters to indicate what information you want
to be included in the report. Use the drop-down list of all the sections that are available to be included in the
report. Select or de-select each section of the report, as desired.

Home

My Organization &

\ Organization Home

\ Organization Details

\ Organization Contacts

» Org. Service Registration
» Org. Business Partners

\ Org. Published Services

My Account F

+ Change Account
Password

Reports #«

+ LM Person List Report

1 Svc Reg Intake Form

+ Svc Reg Activity Detail

+ SV Reg Activity
Summary

+ Svc Reg Participant List

Person Management

Case Start Date From:

Case Manager:
Accountability Reporting:

Service Delivery Location:

Sections to Include:

Agrmnt/Case Management

,_1 Case Start Date To:
| - select - | P Case Status: | - select - | Felig
| -select- |
| - select - | ol
| - select - | Lo
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Click Export Results to generate the report based on the parameters you enter. This will redirect you to an
external Excel spreadsheet.

A few items to note when selecting the parameters on the LM Person List Report:

The Person Details and Case Registration Details sections will automatically be included in the exported
results.

All other fields are required before you can export the results into an excel spreadsheet.

The number of days between the Case Start Date From and Case Start Date To must not exceed 1095
days (3 years).

A B £ i D | E i F L & | H

[N - T, B TR N

éPersnn Details Case Registration Details

[LM Person List Report (Last Refreshed: August 11, 2022 6:00 AM) h

In the top left-hand corner, the date and time for the data in the Exported Report. The data is refreshed two
times a day.

If the following parameters were selected for the Exported Results, please note what results are displayed:

Case Intake Details - Displays the latest completed intake details.
Assessments - Displays the last five completed assessments.

Recommended Learnings - Displays the last three recommended learnings that are either in
Recommended or In Progress status.

Associated NSSAL Services - Displays the latest service related to the client.

Referrals - Displays the latest referral on file.
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