Labour Market Programs Support System (LaMPSS)

Release 2 Case Training Workbook







LaMP SSXTERNACASEMANAGEMENT
CASETRAINING EXERCISES ANDEMOS

BEFORE YOU BEGIN

To begin each exercise you will first needdg-on to LaMPSS by following these steps:

1. Navigate to the LaMPSS websitdtps://lampssprep.gov.ns.ca.
2. Type youmrganization IDuser ID angassword in the correspondirfeelds.
3. Review theTerms ofUseand select the checkbak2 ¢! INBS (2 GSN¥Ya 2-
4. ClickLogin You will be directed to your user homepage. This is the starting point
for each exercise and demonstration.

I F2NH200Sy LI aag2NR Oy 06S NBaSili ome Of A 0]
LI aag2NRKe +ad GKS o02002Y 2F GKS LI 3So . 2 dzNJ
verified and a new password will be sent to the primary email address on your account.

SYSTEMGENERATEDASKDUEDATES

Each gstemgenerated task for aaseis automatically assigned a due date in LaMPSS.
Use the following chart for reference or as a desk aide to understand the timelines
associated with each task in the case management lifecycle.

Complete Intake 7 days
Current
Complete Assessment Date + 28 days
Develop Action Plan 14 days
Close Action Plan 28 days
Last
Planned
End Date +
52 Week Outcome 52 weeks
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LAMPSSSGNIN EXERCISE

1. Navigate to the LaMPSS website by clicking the icon on your desktop or
navigating to<https://lampssprep.gov.ns.ca. Pleaséave your organization ID,
user ID and password ready!

2. Type your organization ID, eisID and passwd in the corresponding fields as
illustrated below.

3. Click Login. You will be taken to your user homepage.

Please do not share your login credentials with anyovieurlogin information and user

ID are what LaMPSS uses to direct you to yawrstomizeduser homepage with
notifications and tasks assigned specifically to you. Any actions you complete in the
system are also tagged with your user 1D

Government of Nova Scotia | gov.ns.ca
NOW\ SCU £ e E—

NOUVELLE-FCOSSE CANADA
S N T R

'-"' S N BN
O — - -
ne Login / Connexion
e LaMPS$ Labour Market Program Support System
ERVICE Systeme de soutien aux programmes sur le marche du travail
="
==
ADVERTISEMENT Organization / Organisme: |
e User ID / Identifiant d'utilisateur: |
SRS NEAL password / Mot de passe: |
Ee———— 1
| This is a private network for authorized Le présent réseau est privé, il est ﬂ
UBLICATION use only and is the property of the éservé aux usagers autorisés et il
e e e Province of Nova Scotia. Unauthorized appartient 3 la Province de la Nouvelle-
— or improper use of this network is Ecosse. L'utilisation inappropriée ou sans
e prohibited. Users understand and accept autorisation du réseau est interdite, Les ¥
[ ———

W agree to terms pf’use‘ o Login I S aRon |
Accepter les modalités d’utilisation

If you do not remember your password, please click the link below to reset your password. Your

)

NOVA SCOTIA credentials for accessing the system will be verified and a new password will be sent to the

Comie ~,/,~‘(/, primary email address on your account.

ey Si vous avez oublié votre mot de passe, cliquez sur le lien ci-dessous pour réinitialiser votre mot
de passe. Votre justificatif d'identité pour acceéder au systéme sera vérifié et un nouveau mot de
passe sera envoyé 3 l'adresse de courriel principale figurant 3 votre compte.

sl W R s st |

<<end of exercise>>
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SEARCHA DD PERSONEXERCISE

Befae beginningthis exercise review the person information on the Case Intake Form
providedat the end of this training workbook

1. Navigate to thePerson Search/Add Scredoy clicking person management in
the top navigation menu.

2. Search for the client by SIN
1 Enter 9 numbers in the SIN field without spaces/hyphens (i.e. 123456789)
1 Two asterisks*t ) will appear next to the field if an invalid SIN is entered
1 Click Search
3. No search results are found. Click clear to reset the person search criteria.
4. Search for the client by last name:
T 9yGSNJ G4KS OftASyidQa ftrad yrYS 6F2dzyR
name field
1 Click Search

Why search this wayf you enter additional search criteria, the application may
exclude the person you are searchingifothe search results. In this case you
may think that the person does not exist in the registry and add a duplicate
record.

5. Person search results may appear at the bottom of the page; however, your
client is not listed. Complete the data entry of therson information, including
all information available on the Case Intake Form, such as:

1 Last Name 1 Address

1 First Name i Phone

1 Middle Initial 1 SIN

1 Gender 1 Dateof Birth
1 Marital Status
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NOUVELLE-ECOSSE CANAD A

Home Person M=—zooinont Agrmnt/Case Management

Uszer Home Rgge = Perzon Search/Add

il are Lo

My Organization o Serve User

n ag SMITHJ-A00319 werking az Smith, John (13349) - Self Cancel 63

Organization Home

Agr.mnt.-Case ¥ Last Name: | Jackson First Name: | Jaks Ml.d.dle \
Navigation Initial:

Gender: | Male  [w|  Marital Status: | Single Perslgf

Address Type: Canadalll

Person Navigation ¥

Enter all person
information from
Line 2: | 5678 Queen Street

the Case Intake >
Line 3:

Business Partner (¥

Navigation Care Of:

: : . Form
Recent ¥ City: | Halifax Country: .
Agrmnts/Cases § . - T
— PostaliZip Code: | 53K 41 Province/State: | MovaScoa  [v|
Recent ¥ Phone: | (90Z) 552-555% SIN: 128-164-158
Organizations rdd/mmivyyy)

01/06/1979 Age Range: To

Recent Persons

6. Click add & save. If any required information has not been provided or LaMPSS
identifies invalid information aed error messagavill display at the top of the
screen. Otherwise, the person record is created and you will be taken to the
newly createdPeron Homepage

As you complete this exercise, take a few moments to become familiar with the menu
options and various sections of the Person Homepage.

<<end of exercise>>
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UPDATEPERSONDETAILEXERCISE

1. Navigate to thePersonHomepageby clickingthe recent persons section of the
left navigation menu

2. Click on the Person ID and name of your client to access their homepage.

3. Click the person details link in the left navigation menu under person actions.
ThePerson Details Pagwill appear displaying the information you entered to
create the person record. Review the Case Intake Form and, if necessary:

1 Enter any additional information available about the client suckeasice
languageaddresses, phone numbers or email.

Enter any knowrirst name and/or last name aliases.

Click cancel to return to théerson Homepaget any time without
saving your changes.

4. Click Save. Your changes will be saved and you will be returned fetisen
Homepage.

5. Review the person record to ensure you hardgered all information, including
the Social Insurance Number, accurately for your client.

Rememberg 2dz 62y Qi 2yfé& 06S dzLJRFGAY3I | LISNRARZ2Y
new personto LaMPSE& OK GAYS | LISNE2YyQa AYyF2NNI (A2
to make updates. Life events such as marriage, divorce, buying a home, having a

baby or even minor events such as getting a new cell phone number will require

changes tdhe person details in LaMPSS!

<<end of exercise>>
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ADD CASEEXERCISE

1. Navigateto the Person Homepagéy clicking the recent persons section of the
left navigation menu.

Click on the Person ID and name of your client to access their homepage.

Click the create case link in the left navigation menu under person actions. If the
person has not yet been shared with NS government tevacy and
Accountability Pagevill appear

4. Click share. This indicates that the case being created and client information
should be shared with the Province.LaMPSS will search Nova Scotia
Government person records to find potential matches for the client.

1 If a match or potential matches ar@und, LaMPSS will display those
matches and wait for you to select which match you would like to merge
with the person record.

1 If no match is found, LaMPSS will display messaging and ask you to select
the next button to complete the process of sharirthe person
information with the Nova Scotia Government.

NOUVELLE-ECOSSE CANAD A

Home Perzon Management AgrmntiCaze Management

Uzer Home Page = Registry Home Bpffe = Privacy and Accountability

You are dwged in az SMITHI-100319 werking az 1th, John (13349) - Self Cam:el %

Org. Navigation £ Serve User
Rk © _
Person Actions ¥ Date of Birth: Jun 01, 1878 Person ID: 100831 128-164-158

Age: a2 Gender: Male

Date of Death:

Recent 5
Agrmnts/Cases

Use the buttons below to indicate if the client should now be Shared as part of the Person Registry or remain

Recent Persons £ Private:

Shared - This case and clent information should be shared with the Province. This client is using Nova

— @ Scotia Government funded services and their pergonal information will be shared with the Province for
purposes of program dedvery and accountability reporting. Consent forms have been signed by the client
and are on record with the chent's file with your organization.

Private - This client information should not be shared with the Province. This client is not using Nova
Scotia Government funded services and their perzonal informatien should net be shared with the
Province. Note — thizs cient will not be counted for purposes of Nova Scotia Government accountability
reporting.

5. Click next. This allows you to proceed without merging the person record with
any potential matches. You will be redirected to thad Agrmnt/Case Page
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6. Complete the following fields by making selections from the eifoyn menus:
1 Agrmnt/Case Managey Slect a case manager.

f Accountability Reporting{ St SO0 &2 dzNJ 2NHBI yADor GA2Yy Q&
not select Private.

1 Copy Case Information from Previous CaSelect a caséAvailable only
if the client hashad previous cases with your organization.

NOVA'SCOTIA

d
NOUVELLE-ECOSSE CANAD A m

Home Person Management Agrmnt/Caze Management

Uszer Home Page = Registry Home Page = Add Agrmnt/Case

“ou are logge: working az Smith, John (13348) - Self _, Cancel €3
AgrmntiCase 23 Serve User
— _
Date of Birth: Jun 01, 1879 Person ID: 100831 SIN: 128-184-158
Age: 32 Gender: Male
Cate of Death:
SeIeCt the Agreement/Case Type: | External Caze r.1anag&msnt[il
Case Manager DeptiArea: | LAEENS [w]
& your Program:
2NHI y AT otfce
EAS Agrmnt/Case Manager: | Smih, Jochn
agreement Accountability Reporting: | 100822 - Oct 01, 2011 - Sep 30, 2012 - EAS(LAE-ENS) [w |
Copy Case Information from e
Previous Case: | - seleet- [i]

Cafeel &3

Click next. You will be redirected to tRegistration Details Page

8. Complete the fields on this page. The following four fields are mandatory;
however, all available information should be oeded by entering text or making
selections from the drojglown menus:

f Correspondence Language
1 Employment Status

1 Are you a student?

1 Preferred Contact Method
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NOUVELLE-ECOSSE CANADA

Home Perzon Management #grmnt/Casze Management

User Home Page > Registry Home PAge > Regisiration Details

“ou are loggeNGg efting az Smith, John (13349) - Self “ Cancel 3

Agrmnt/iCase # Serve User
Navigation
bt _
Date of Birth: Jun 01, 1875 10 100531 SIN: 128-184-158
Age: 32 Gender: Male
( Date of Death:
Enter all _ :
Employment Status: . Correspondence Lang: .
case e Csekct- [w] Preferred Contact Method: | -select-  []
|nf0rmat|0n Applied for or in receipt of )
Work hoursiweek: Employment Insurance in - select - .
from the the last 36 months7:
Case | ntak Hourly wage: VWhat type of claim?: | - zelect - [il
Had a claim that started in 1
Form Eremzllamin the last 60 months ?: -
Are you a student?: | -zelect - [ll VWhat type of claim?: -zglect -
Legally entitled to work in e 1
e | -select - [w]

9. Click save. You will be redirected to the newly cre&tade Homepage
10. Write down the sixdigit case ID number that appears near the top of the page.

As you complete this exercise, take a few moments to become familiar with the menu

options and variousections of the Person Homepage.

<<end of exercise>>
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COMPLETENTAKEEXERCISE

1. LY GKS dGaé ¢Fail LISYa 5dzSkh@SNRdzZS¢ &aSOGA
intake task for your case/client.
2./ tA01 2y GKS GlFal ylryYS odalysoYhelaSelitdsk Ly i | S¢
Page
1 The intake task will be displayed in the case tasks section of the page
-OR
1. Navigateto the Case Homepagby clicking the recent agrmnts/cases section of
the left navigation menu.

2. Click on the case ID and name of your client to access the homepage.

T LYy GKS a/1FasS ¢l altaég asSoirazy 2F (KS K2
Oft A0l 2y GKS GFral yFIYS o6a/CGuelldss8isS Ly
Page

1 The intake task will be displayed in the case tasks section of the page.

Home Person Management AgrmntiCaze Management

Uzer Home Page (= Case Taszks

B0 are legged in a2 SMITHJ-100318 werking a2 Smith, John (13348) - Self « Cancel 63
Agrmnt/Case y | Serve User
Navigation
., Gwmtow e deons
Case Actions 2
Program: ECM{LAE-ENS) Status: Intake - Jan 05, 2012
* Case Details Case Manager: Smith, John (12249) SIN: 129-184-158
¢ Caze Additional Office: HALIFAX COMMUNITY LEARNING NETWORK

Information
» Education & Experience

» Needs Determination
Results Task: | Complete Intake [ll Created By: | - gelect - [il
» ATV Action Plan Priority: | -select - [ll Completed By: | -zelect - [il
PG TETEE D Include Tasks With Outcome
_ D Exclude Term. Hot Completed (no notes)
Case Tools 2} (ddimmiyyyy) (ddimmiyyyy)
» Case Notes Date Range: | Dus Date ] | rzovznz|[Blgg | 12012012

rCase Task E— | | Search| | | Clear .

r Case Status

U dmsemse

Due Date

Related Player

Outcome Completed Date
Recent 12/01/2012) s | @
Agrmnts/Cases - 2lsct - [il =

|
.\

Select an Outcome from the d@down menu
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3. Select an outcome from the dregiown menu. For this exercisglease indicate
that the intake process is complete.

1 Please remember that selecting an outcome of -selive only, group
services only, or referred out will close the case. This action cannot be
reversed.

4. Click save. You will be redirected to thase Homepage
5. Notice that:
1 The case header displays thpdated status of assessment
9! yS¢ GFral o0a/2YLISGS !'aasSaavySyaéo gl
LaMPSS when the intake process was completed.

<<end of exercise>>
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ENTERCASEINFORMATIONEXERCISE

=

Navigateto the Case Homepagby clicking the recent agrntsicases section of
the left navigation menu.

Click on the case ID and name of your client to access the homepage.

Click the additional case information link in the left navigation menu under case
actions.You will be taken to th€ase Additional Information Page

4. Complete the fields in the referral detdilsase information sections of the page.
While there are no mandatory fieldbat must be completed to save the page
all available information shoule recorded by entering text or making
selections from the dropdown menuspick lists.

SCOTIA —

NOUVELLE-ECOSSE CANAD A

NOV

Home Person Management Agrmnul=se Management

User Home Page > Agrmnt/Case Home Page\ > Case Additional Information

[ vou are logged in as SMTTRI=TO8SS=mrere 52 Smith, John (13349) - Self (“save % [ Cancel 3

Agrmnt/Case ¥ | ServeUser
Navigation
L ememow o csendue
Case Actions )
Program: ECM{LAE-ENS} Status: Azsessment - Jan 05, 2012
\ » Case Details Case Manager: Smith, John (12348) SIN;: 129-154-158
r Case Additional Office: HALIFAX COMMUNITY LEARNING NETWORK

Information
¥ Education & Experience

» Needs Determination

Results Referral source: | — not selected — [il

» ATV Action Pl
: fon Fian Referred by: | |
¥ RTVW Outcomes

_ Contact Hame: | | Phone number: | |

Case Tools

b

» Case Notes

¥ Caze Task Residency status: | — not sslectsd — [il
PR R Self identified as: | — not selected — |2
¢ Case Documents g
Targeted grou (\IICI( the
P Terosted group [~ ot selected - SHekne——— o
Recent ¥ AL LR o EIA O l.
Agrmnts/Cases In receipt of following
benefits: | —not selected - to accessa U ~°
Recent Persons ¥ 1 Lliet
= Drivers license type: | — not gelected — CHECLKISL | L2 -
of data
Some Jaccess to transportation
H il If checked, where:
flelds Dwnlmg to relocate ' |

Factors that may impact | |
allow free-  service participgti

any comrmuni rtners the client is currently (or has recently) worked with:
text entry v P i d

For Training PurposesOnly
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Rememberyoucan save your progress at any timedbigking sae at the
top/bottom of the page! When a case screen is saved, LaMPSS will redirect you

to the Case Homepagéollow steps 1, 2 & 3 of this exercise to navigate back to
this page.

5. Determine if there are any modules listed in the additiosake information
sectionat the bottomof the Case Additional Information Page

T

T

If no, all case information has been entered. Click skim/e onto the

next exercise.

If yes(see example belowxontinue on to steps 6, 7, and 8.

This
section | [AdisRalCasetermaen I ———
may Module Name Required Status Last Updated Update By
include 0_4 Life Situation No Mot Started - - ﬁ D
modules. Legal Status Ne Not Started - - & =

6. Select an additional case information module by clicking on the blue, hyperlinked
module name. The selected module will open.

7. Complete the fields in the additional case information module.

1 The specific questions in each module as well as the order in which they appear

2y

GKS LJI3S Aa

NOUVELLE-ECOSSE CANAD A

Home

Uszer Home Page

AgrmntiCase £

Navigation

Case Actions 3

Case Details

Case Additional
Information

Education & Experience

Needs Determination
Results

RTW Action Plan
RTW Qutcomes

Case Tools *
Casze Notes
Case Task

Case Status
Case Documents

Recent £

Perzon Management

= Agrmnt/Case Home Page

[ 0w are legged in as SMITHI-100319 working as Smith, John (13349) - Self

Agrmnts/Cases

Agrmnt/Case Management

= Case Additional Infermation

Serve User

Program: ECM(LAE-ENS)
Case Manager: Smith, John (13223}
Office: HALIFAX COMMUNMTY LEARNING NETWORK

Do you have a life situation or circumstance

RSLISYRSy

2y &2dz2NJ 2NBIF yAT |

[BMPSS

Help

Status: Azzezsment - Jan 05, 2012
SIN: 128-164-158

that affects your ability to work or participate in -zelect-

training?

Are your living arrangements adequate for you )

to be successful at work and/or participate in _
training?

Do you have family/social'community supports select -

that help you with your employment goals? bbbl S
Number of dependents:

Do you require dependent care for you to be P .

able to work and/or participate in training? il B8

((Next@ [ Submitil [ Close®
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8. Select the checkbox in the module headeze example abové) indicate that all data
has been erdred.

1 Please note, if the module is required by your organization, all information must
be entered and this checkbox selected before LaMPSS will allow you to
complete the assessment task for the case.

9. Click submit. You will be returned to the mé&laseAdditional Information Page

T When more than 1 additional case information modules exist, the next button
(see example above) can be used to navigate directly from one module to the
next.

10.Click save. All updates to tlxase Additional Information Pageill be saved. You will
be redirected to theCase Homepage

<<end of exercise>>
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ENTEREDUCATION: EXPERIENCEEXERCISE

1. Navigateto the Case Homepagby clicking the recent agrmnts/cases section of
the left navigation menu.

Click on the case ID and name of your client to access the homepage.

3. Click theeducation and experiencknk in the left navigation menu under case
actions. You will be taken ttné Education & Experience Page

4. Complete the fields in the education/training section of the page. Use the add
another button to provide details on all past and current education and training,
including any training or courses funded by ENS. For eachd provide:

1 Education/Training/License name
1 Source/Location

1 Results

1 From/To dates

A minimum of one row of information must be entered before assessment can be
completed.

5. Click add another in the employment history section of the page. The
Employment Details Pagewill appear.

6. Complete the fieldson this page. The following six fields are mandatory;
however, all available information should be recorded:

1 Employer Name

Seleting an employer from the[m’“‘“'"t Employers @} drop-down will autofill the
address section.

1 Employer Address
1 Job Title
1 NOC Code
1 From date
! Employment Type
7. Click submit. You will be returned to tEelucation & Experience Page

8. Repeat stepsT for each instance of employment.

For Training PurposesOnly
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. 2dz aK2dz R OF LJGdzNBE G KS Ot ASydiQa SYLX 2eYSy
years. Also include amygnificantemploymentthat is relevant to an ENS funded

application. ENS defines significant empleptas any employment record

where the client has been with one employer for 5 years or more.

9. Complete the fields in the other skills’/knowledge section of the page. Use the
add another button to add as many rows as required. For each record provide:

1 Skil/Knowledge name 1 Skill/Knowledge Detail

>

Highest education level is required

>

Use these

buttons to

add each
record

AN

10.Click save. You will be redirected to thase Homepage

<<end of exercise>>
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