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LaMPSS EXTERNAL CASE MANAGEMENT 

CASE TRAINING - EXERCISES AND DEMOS 

BEFORE YOU BEGIN 

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

1. Navigate to the LaMPSS website <https://lampss-prep.gov.ns.ca>.   
2. Type your organization ID, user ID and password in the corresponding fields. 
3. Review the Terms of Use and select the checkbox ǘƻ ά!ƎǊŜŜ ǘƻ ǘŜǊƳǎ ƻŦ ǳǎŜΦέ 
4. Click Login. You will be directed to your user homepage.  This is the starting point 

for each exercise and demonstration. 
 

! ŦƻǊƎƻǘǘŜƴ ǇŀǎǎǿƻǊŘ Ŏŀƴ ōŜ ǊŜǎŜǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ōǳǘǘƻƴ ǊŜŀŘƛƴƎ άCƻǊƎƻǘ ȅour 
ǇŀǎǎǿƻǊŘΚέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ  ¸ƻǳǊ ŎǊŜŘŜƴǘƛŀƭǎ ŦƻǊ ŀŎŎŜǎǎƛƴƎ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ōŜ 
verified and a new password will be sent to the primary email address on your account.   
 

 SYSTEM-GENERATED TASK DUE DATES 

Each system-generated task for a case is 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 

Current 
Date + 

 
7 days 

 
Complete Assessment 

 
28 days 

 
Develop Action Plan 

 
14 days 

 
Close Action Plan 

Last 
Planned 

Intervention 
End Date + 

 
28 days 

 
24 Week Outcome 

 
24 weeks 

 
52 Week Outcome 

 
52 weeks 

 
  

https://lampss-prep.gov.ns.ca/
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LAMPSS SIGN IN EXERCISE 

 

1. Navigate to the LaMPSS website by clicking the icon on your desktop or 
navigating to <https://lampss-prep.gov.ns.ca>.  Please have your organization ID, 
user ID and password ready! 

2. Type your organization ID, user ID and password 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 anyone.  Your login information and user 
ID are what LaMPSS uses to direct you to your customized user homepage with 
notifications and tasks assigned specifically to you.  Any actions you complete in the 
system are also tagged with your user ID. 

 

<<end of exercise>> 

https://lampss-prep.gov.ns.ca/
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SEARCH/A DD PERSON EXERCISE 

 

Before beginning this exercise review the person information on the Case Intake Form 
provided at the end of this training workbook. 

1. Navigate to the Person Search/Add Screen by clicking person management in 
the top navigation menu.  

2. Search for the client by SIN: 

¶ Enter 9 numbers in the SIN field without spaces/hyphens (i.e. 123456789) 

¶ Two asterisks (** ) will appear next to the field if an invalid SIN is entered 

¶ Click Search 

3. No search results are found.  Click clear to reset the person search criteria. 

4. Search for the client by last name: 

¶ 9ƴǘŜǊ ǘƘŜ ŎƭƛŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜ όŦƻǳƴŘ ƻƴ ǘƘŜ /ŀǎŜ LƴǘŀƪŜ CƻǊƳύ ƛƴ ǘƘŜ ƭŀǎǘ 
name field 

¶ Click Search 

Why search this way?  If you enter additional search criteria, the application may 
exclude the person you are searching for in the 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 the person information, including 
all information available on the Case Intake Form, such as: 

¶ Last Name 

¶ First Name 

¶ Middle Initial 

¶ Gender 

¶ Marital Status 

¶ Address 

¶ Phone 

¶ SIN 

¶ Date of Birth 
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6. Click add & save.  If any required information has not been provided or LaMPSS 
identifies invalid information a red error message will display at the top of the 
screen. Otherwise, the person record is created and you will be taken to the 
newly created Person 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>> 

Enter all person 
information from  
the Case Intake 

Form 
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UPDATE PERSON DETAILS EXERCISE 

 

1. Navigate to the Person Homepage by clicking the 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. 
The Person Details Page will appear displaying the information you entered to 
create the person record.  Review the Case Intake Form and, if necessary: 

¶ Enter any additional information available about the client such as service 
language, addresses, phone numbers or email. 

¶ Enter any known first name and/or last name aliases. 

¶ Click cancel to return to the Person Homepage at any time without 
saving your changes.  

4. Click Save. Your changes will be saved and you will be returned to the Person 
Homepage. 

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

Remember, ȅƻǳ ǿƻƴΩǘ ƻƴƭȅ ōŜ ǳǇŘŀǘƛƴƎ ŀ ǇŜǊǎƻƴ ǊŜŎƻǊŘ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜ ȅƻǳ ŀŘŘ ŀ 
new person to LaMPSS.  EŀŎƘ ǘƛƳŜ ŀ ǇŜǊǎƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƘŀƴƎŜǎ ȅƻǳ ǿƛƭƭ ƴŜŜŘ 
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 to the person details in LaMPSS! 

 

<<end of exercise>> 
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ADD CASE EXERCISE 

 

1. Navigate to the Person Homepage by clicking the 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 create case link in the left navigation menu under person actions.  If the 
person has not yet been shared with NS government the Privacy and 
Accountability Page will 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.   

¶ If a match or potential matches are found, LaMPSS will display those 
matches and wait for you to select which match you would like to merge 
with the person record.   

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

 

5. Click next. This allows you to proceed without merging the person record with 
any potential matches.  You will be redirected to the Add Agrmnt/Case Page.  
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6. Complete the following fields by making selections from the drop-down menus: 

¶ Agrmnt/Case Manager ς Select a case manager.  

¶ Accountability Reporting ς {ŜƭŜŎǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 9!{ ŀƎǊŜŜƳŜƴǘΦ  Do 
not select Private. 

¶ Copy Case Information from Previous Case ς Select a case. Available only 
if the client has had previous cases with your organization. 

 

 

7. Click next. You will be redirected to the Registration Details Page. 

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

¶ Correspondence Language 

¶ Employment Status 

¶ Are you a student? 

¶ Preferred Contact Method 

Select the 
Case Manager 

& your 
ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

EAS 
agreement 
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9. Click save.  You will be redirected to the newly created Case Homepage.   

10. Write down the six-digit 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 various sections of the Person Homepage.   

<<end of exercise>> 

  

Enter all 
case 

information 
from  the 

Case Intake 
Form 
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COMPLETE INTAKE EXERCISE 

 

1. Lƴ ǘƘŜ άaȅ ¢ŀǎƪ LǘŜƳǎ 5ǳŜκhǾŜǊŘǳŜέ ǎŜŎǘƛƻƴ ƻŦ ȅƻǳǊ ǳǎŜǊ ƘƻƳŜǇŀƎŜ ƭƻŎŀǘŜ ǘƘŜ 
intake task for your case/client.  

2. /ƭƛŎƪ ƻƴ ǘƘŜ ǘŀǎƪ ƴŀƳŜ όά/ƻƳǇƭŜǘŜ LƴǘŀƪŜέύ ǘƻ ƴŀǾƛƎŀǘŜ ŘƛǊŜŎǘly to the Case Task 
Page.  

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

-OR- 

1. Navigate to the Case Homepage by 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. 

¶ Lƴ ǘƘŜ ά/ŀǎŜ ¢ŀǎƪǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ƘƻƳŜǇŀƎŜ ƭƻŎŀǘŜ ǘƘŜ ƛƴǘŀƪŜ ǘŀǎƪ ŀƴŘ 
ŎƭƛŎƪ ƻƴ ǘƘŜ ǘŀǎƪ ƴŀƳŜ όά/ƻƳǇƭŜǘŜ LƴǘŀƪŜέύ ǘƻ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ Case Task 
Page.  

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

 

 Select an Outcome from the drop-down menu 
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3. Select an outcome from the drop-down menu.  For this exercise, please indicate 
that the intake process is complete.   

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

4. Click save.  You will be redirected to the Case Homepage.   

5. Notice that: 

¶ The case header displays the updated status of assessment 

¶ ! ƴŜǿ ǘŀǎƪ όά/ƻƳǇƭŜǘŜ !ǎǎŜǎǎƳŜƴǘέύ ǿŀǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎŜƴŜǊŀǘŜŘ ōȅ 
LaMPSS when the intake process was completed.  

<<end of exercise>> 
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ENTER CASE INFORMATION EXERCISE 

 

1. Navigate to the Case Homepage by 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.  

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

4. Complete the fields in the referral details/  case information sections of the page.  
While there are no mandatory fields that must be completed to save the page, 
all available information should be recorded by entering text or making 
selections from the drop-down menus/pick lists.   

 

Click the 
άǇƛŎƪ ƭƛǎǘέ  
to access a 
checklist 
of data 

Some 
fields 

allow free-
text entry 
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Remember, you can save your progress at any time by clicking save at the 
top/bottom of the page!   When a case screen is saved, LaMPSS will redirect you 
to the Case Homepage.  Follow steps 1, 2 & 3 of this exercise to navigate back to 
this page.   

 

5. Determine if there are any modules listed in the additional case information 
section at the bottom of the Case Additional Information Page. 

¶ If no, all case information has been entered.  Click save. Move onto the 
next exercise. 

¶ If yes (see example below), continue on to steps 6, 7, and 8.  

 

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. 

¶ The specific questions in each module as well as the order in which they appear 
ƻƴ ǘƘŜ ǇŀƎŜ ƛǎ ŘŜǇŜƴŘŜƴǘ ƻƴ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ [ŀat{{ ŎƻƴŦƛƎǳǊŀǘƛƻƴΦ   

 

 

This 
section 

may  
include 0-4 
modules. 
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8. Select the checkbox in the module header (see example above) to indicate that all data 
has been entered. 

¶ 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 main Case Additional Information Page.   

¶ 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 the Case Additional Information Page will be saved.  You will 
be redirected to the Case Homepage.   

<<end of exercise>> 
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ENTER EDUCATION &  EXPERIENCE EXERCISE 

 

1. Navigate to the Case Homepage by 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.  

3. Click the education and experience link in the left navigation menu under case 
actions. You will be taken to the 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 each record provide: 

¶ Education/Training/License name 

¶ Source/Location 

¶ Results 

¶ 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 Page will appear. 

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

¶ Employer Name 

Selecting an employer from the  drop-down will auto-fill the 
address section. 

¶ Employer Address 

¶ Job Title 

¶ NOC Code 

¶ From date 

¶ Employment Type 

7. Click submit.  You will be returned to the Education & Experience Page.   

8. Repeat steps 5-7 for each instance of employment.   
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¸ƻǳ ǎƘƻǳƭŘ ŎŀǇǘǳǊŜ ǘƘŜ ŎƭƛŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ ƘƛǎǘƻǊȅ ƴƻǿ ŀƴŘ ƻǾŜǊ ǘƘŜ ƭŀǎǘ р 
years.  Also include any significant employment that is relevant to an ENS funded 
application.  ENS defines significant employment as 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: 

¶ Skill/Knowledge name ¶ Skill/Knowledge Detail 

 

 

10. Click save.  You will be redirected to the Case Homepage.  

<<end of exercise>> 

Highest education level is required 

Use these 
buttons to 
add each 
record 


