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COMPLETEING AN OBJECTIVE ASSESSMENT and CAREER PLAN

1. Go to the individual’s Summary or Case Management Tab. NOTE: The attendees on the

Manage Attendees list display the username, which links staff to the individual record.

Parsonal Employment Plan Search History Salf Assessment Case Management Report

Summary Case Notes Activiti Assessments

Create Objective Assessment Summary

Create a Plan

2. There is a link to complete an Objective Assessment Summary of the individual’s needs
to prepare for employment. A Wizard makes facilitates completion of this form. The
following information is taken from the Staff User Guide.

Objective Assessment

Objective Assessment Summary (OAS)

The primary purpose of this form is to satisfy programmatic needs for recording results of Vocational
Skill Assessments or Objective Assessment activities. The information collected in the assessment
process for Employment and Training programs is commonly used to assess vocational skills and
aptitudes as related to employability, job seeking and job keeping skills, and may be used in the analysis
and development of Employment Plans/Service Strategies. EFM will associate an OAS record to an open
Employment Plan (IEP/ISS) by allowing the Plan # to be saved into and printed on the OAS record.
However, there is no built-in logic to associate the OAS results to Goals and Objectives set in the IEP/ISS
record. (NOTE: staff must have WP privileges of Full or Local Admin to create an OAS and the open WP
application must be in the logged-in staff’s region. STAFF CANNOT CREATE AN OAS FOR AN INDIVIDUAL WHEN

THE CASE IS IN ANOTHER REGION. STATE ADMIN WILL HAVE TO TRANSFER THE CASE TO THE NEW REGION FOR
THIS STEP TO BE COMPLETED)

This form is provided as a data collection interface for purposes of storing information for retrieval in
print documents and or customer reporting (not EFM standard reports). Each program (WP, WIA, etc)
will create its own assessment record and can be associated to particular applications (if an application
is “active” (this means complete with no case closure or case outcome) and present in EFM for the
program.)



Due to the length of the OAS interface, the design incorporates a wizard that presents several screens to
the user. Within this design, staff must click the Next and Finish buttons to save data to the database.
The “jump” links at the top of each screen allow staff to skip data entry screens they do not wish to
complete. They are only available once the required data entry fields have been saved.

When staff click Create Objective Assessment Summary from the Plan Tab of the Case Management
Profile, the system displays the first of X screens, as shown in the following sample figure.

Screen 1 — OAS: General

Create Objective Assessar%nt Summary

General Information
User D gsijoeereril
WIASRD ID
* Program we = Microsoft Internet Explorer
* Application ID 66 v% ﬁ The selected Program does not have an Open Enroliment. Ho Appication I avaiable.
FLWIA Worknet Flnf-ﬁm.#ﬂe.-v- ------------------ =i oK
* Office Location Tarpon Sprmps One Stop Center - 4444 +
* Assessment Create Date  g5/11/2009 ! Residence Address (7]
Altach Active Plan CYes @No * Address Line 1 1200 Highland Lakes
EPID# Address Line 2 o
. Alternate Contact
First Hame Joe " City PALM HARBOR
Middle Initial - State e = Alternate Contact Click Here
orida
* Last Name Emeril * Zip Code 34685 staff ]
Age at Assessment * Primary Phone Number 535 | /345 | /3333 | Staf UseriD GSIEFLINK ( Ellis Flink )
* Date Ci leted
Alternate Phone MNumber ole bompete U8/11/2009
Overall Note
Fax Phone Number
Email
[ Spell Check |

[ Corce [ oo o>

OAS, Screen 1

Staff perform the following to complete screen 1 of the Objective Assessment Summary:

In the General Information section...

e Select program for which you’re creating the OAS. If the individual is not currently enrolled in the
selected program, the system will display a pop-up alert (see sample figure above).

e Select your LWIA and office affiliation.
e Enter the “create date” for the OAS.

e Select whether to attach an active Individual Employment Plan (IEP) to the OAS. If yes, enter the
plan ID. Note: When you attach the IEP to the OAS, you may print plan details when you print
the OAS.

In the Residence Address section...

e Confirm address/contact details.

In the Alternate Contact section and Staff section...



e Click the Click Here link to manage contact information for persons known to the individual. For
details, see “Alternate Contacts” on page Error! Bookmark not defined..

e Record a date of completion.
e Compose a note (if desired).
e Click:
Cancel to escape without saving your changes.

¢ Finish to save your edits and return to the Plan tab.
+ Print to access the print dialogue box. Note: The system will only print saved information.
¢ Next to save your edits and continue.

Screen 2 — OAS: Expectation

[General] [Expectation] [Education] [Degree] [Cerificate] [Employment] ggg;fness] [Barriers] [Tests]
) As you complete and save each

page/screen, the system displays
jump links for easy navigation.

Program Expectations (7}

* Are you Seeking Immediate @ yes Oha
Emplayment

*What Senvices are you Training and Jobsesking

Seeking T a0 SR Cears
[ Retirement/Pension
[ Snellcheck | \(_‘?nraigts)tlammute Distance o0
! Juob Search Assistance [JHelp Getting Started in Job Search
Employment Expectations Requested [ Resume Assistance
Occupation 1 Select Qccupation E‘Complet{ng JSD:”Appllcatmns
13901101 nterviewing Skills
[Job Openings
Accountants [ Referrals to Emplayers
Occupation 2 Select Qccupation Desires Help in Career @ ves OMo
Planning
Seeking Training Services @ ves ONo
Occupalion 3 Selsct Occupation Training Preferences
Type of Job Seeking Mone Selected v [ Spellcheck |
Other Assistance Expected
Shift Preferences 1t C2nd CI3rd [Rotatin "
Minimurn Desired YWage 6.a80 (ex. 999999,99)
Maximurm Desired Yage .80 {ex. 999999.99) [ Spellcheck |
Wage Definition Haur v
[ Paid Wacation Time T

OAS, Screen 2

Staff members perform the following to complete screen 2 of the Objective Assessment Summary:

In the Program Expectations section...

e Indicate whether the individual seeks immediate employment.

e Record desired services (for example, career counseling, work readiness, etc).

In the Employment Expectations section...

e |dentify up to three desired occupations. For details, see the topic “Selecting an Occupation” in

“Appendix A.”

e Identify desired job attributes, such as FT/PT, shift preference, salary information

e |dentify required benefits, required job search assistance, work commute limit,
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¢ Cancel to escape without saving your changes.
+ Finish to save your edits and return to the Plan tab.

¢ Print to access the print dialogue box.
Note: The system will only print saved information.

¢ Next to save your edits and continue.

Screen 3 — OAS: Education

Staff members perform the following to complete screen 3 of the Objective Assessment Summary:

In the Education History section...

e Record the individual’s highest
grade completed, current school
status

e Type comments to summarize their
education history.

In the Basic Skills/Education Factors
section...

e Identify dropout status, areas of
basic skills deficiency, and other
factors, if applicable

e Type comments to summarize their
education history.

e Click:

+ Cancel to escape without
saving your changes.

+ Finish to save your edits and
return to the Plan tab.

+ Print to access the print
dialogue box. Note: The
system will only print saved
information.

+ Next to save your edits and
continiie

[General] [Expectation] [Education] [Dearee] [Certificate] [Employment] E‘Zﬁmss] [

Education History

Highest Grade
Completed:

None Selected v

Currently Enrolled in
School

Education History
Assessment
Summary-

None Selected

[ Spell Check ]
Basic Skills / Education Factors

High School Dropout: ]
Basic Skills Deficient ]

[[JReading below 9th Grade
[IMath below 9th Grade

[ Language Below 9th Grade
[ Literacy

[[JNon-Reader

Lacks Computer Skills:

Proficiency
Currently Enrolled in
ABE/Literacy or ESOL.
Behind Grade Level for
Age (Youth Only)

Basic Skills/Education
Factors Assessment
Summary:

]
Limited English O
]
0

[ Spell Check |

[<<Back [J Cancel [l Finish [l Print [l Next>>

Barriers] [Tests]

@

OAS, Screen 3




Screen 4 — OAS: Degree

[General] [Expectation] [Education] [Dearee] [Certificate] [Employment] {'«%wess] [Barriers] [Tests]

B (%) indicates required fields. 0 For help click the question mark.
egrees
g Degrees
Issuing Institution * Enter the type of education qualification/degree None Selected v
High School Diploma  Warren Peabody High School  06/1 * Enter the actual titie of the education program
Select the standard title that best describes this program: | None Selected v

[ Add a New Degree ]
* Issuing School or Institution

EX * State(of Institution): [South Caralna |+

* Country(of Institution): | United States ~

* Completion Date (mm/yyyy)

Comments (750 characters max.)

[ SpellCheck | Insert Sample Text | Clear Text |

OAS, Screen 4

Staff members perform the following to complete screen 4 of the Objective Assessment Summary:

In the Degrees section...

Complete details of the individual’s educational background.

Note: The system will display this information if the Background Wizard and/or Resume Builder
already includes this information.

Click Save to keep your edits, or Cancel to escape without saving.
To record additional education details, click Add a New Degree and repeat the process.
Click:
¢ Cancel to escape without saving your changes.
Finish to save your edits and return to the Plan tab.

.
¢ Print to access the print dialogue box. Note: The system will only print saved information.
¢ Next to save your edits and continue.




Screen 5 — OAS: Certificate

Staff members perform the following to complete screen 5 of the Objective Assessment Summary:

[General] [Expectation] [Education] [Degree] [Certificate] [Employment] Q:Tuérness] [Barriers] [Tests]
Certificates (7]
MCSE Microsoft Corporation 3/2005 Edit | Delete
[ Add a New Certificate ] | (%) indicates required fields.

[ Finish Es

* Certificate License
* |ssue Organization
* Completion Date
Expiration Date

* State | South Carolina -

(mmiyyyy)
(mmiyyyy)

* Country |United States

0 For help click the guestion mark.

OAS, Screen 5

In the Certificates section...

Complete details of the individual’'s occupational licenses and/or certificates, if applicable.

Note: The system will display this information if the Background Wizard and/or Resume Builder

already includes this information.

Click Save to keep your edits, or Cancel to escape without saving.

To record additional education details, click Add a New Certificate and repeat the process.

Click:

Cancel to escape without saving your changes.

+ Finish to save your edits and return to the Plan tab.
.
¢ Next to save your edits and continue.

Print to access the print dialogue box. Note: The system will only print saved information.




Screen 6 — OAS: Employment

Occupational Transferable Skills

[General] [Expectation] [Education] [Degree] [Certificate] [Employment] Readir

[Work Barriers] [Tests]

eadiness] [

(%) indicates required fields. 0 For help click the question mark.

Summary of Skill
Assessment

ploy History

Please provide information for the following fields and click the Save button when you are finished. If
you do not want to add any employment history at this time, click the Cancel button to return to a list of

Staff members perform the following to complete screen 6 of the Objective Assessment Summary:

[ Spellicheck ]
Employment History

Employer Start/End Dates

Geekbusters Inc 5/2004 - 11/2007
Digital Revolution 9/2002 - 4/2004

[ Add & New Fmployment

| <<aci [l cancel Jif Finsh |

Click Add a New Employment to
record work experience. For
details, see the “Step 3:
Employment History” topic in
Background Wizard or Resume
Builder, for more details.

employment histories

* Company Name
* Job Title:

* Occupation Code

* State
* City
* Country:
* Full or Part time:
* Salary
* Salary Unit
* Start Date
End Date
Duration
* Reason for Leaving

* Job Duties

Select Occupation

South Carolina v

United States v

s 0.00

None Selected «
[CICurrently Employed
)

None Selected v

[ Insert Job Description ] | [ Clear Text |

In the Degrees section...

OAS, Screen 6

Complete details of the individual’'s employment background.

Note: The system will display this information if the Background Wizard and/or Resume Builder

Click Save to keep your edits, or Cancel to escape without saving.

To record additional work details, click Add a New Employment History and repeat the process.

[}
already includes this information.
[ ]
[}
e Click:

Cancel to escape without saving your changes.

* & o

Finish to save your edits and return to the Plan tab.
Print to access the print dialogue box. Note: The system will only print saved information.
Next to save your edits and continue.




Screen 7 — OAS: Work Readiness

[General] [Expectation] [Education] [Degree] [Cerlificate] [Employment] QI:TD;(ness] [Barriers] [Tests]

Work Readiness (7]
LIS O Workplace Behavior (7]
[CIchild Care Motivational Factors O
[Ispecial Needs Child Affecting Employment
CJAdutt care [] Negative Work Aftitude
[CINot at This Time [[J Punctuality Issues
[ Attendance Problems
Dependent Care [[]Co-Worker Relations Issues
Comments:
Career Decision Making O
(Clearly defined
[ Spell Check ] goals/plans)
Transportation: O Interviewing Skills O
Drivers License: [ Difficulty Making Positive First Impression
Negative Attitude
[IHas a Valid License Dtieg
- [ Lacks Proper Attire
[IDoes not have a License, -
[J Need to Improve Communication Skills
[[Jsuspended
[IRestrictions .
esume
Coul O
Automobile [ Has Acceptable Resume
[[JResume Requires Revision
[lowns Automobile [ Does not Have Resume
[ Auto Needs Repair [JUnable to Identify/Communication Transferable
[Lacks Automobile Insurai Skills
[l cannot Afford Gasoline
[ Automobile ion C ]
[C]Automobile Repossessed
[CJAccess to Dependable A [ Lacks Thoroughness
[ Access to Public Transp [JNeeds to Address Sensitive Issues (i.e. Criminal
[CIRelies on Public Transpo Record)
[CINot at this Time DNeatness
[ Difficulty Summarizing Skills/Work History
Contacts: O
Appearance/Hygiene
Issues
[J Telephone in Home
3 Needs to Learn how fo use ]
Ll Access Telephone (Neighf | abor Market Information
[J Adequate Contact Persa Workplace Behavior
[ Transient History Assessment Summary:
[INot at this time
Work Aftire O [ Spell Check ]
Dl uniforms [ Fini
[ interviewing Clothes
[[INeeds Work Tools/Equipment
Emergency O
Food/Nutritional
Needs

‘Work Readiness Summary:

[ Spell Check |

OAS, Screen 7

Staff members perform the following to complete screen 7 of the Objective Assessment Summary:

In the Work Readiness section...

e Complete details of the individual’s dependent care needs.
e Type comments to summarize their dependent care needs.
e Complete details of the individual’s transportation, contact, work attire, and food information.
e Type comments to summarize their work readiness needs.

In the Workplace Behavior section...

e Complete details of the individual's motivational factors, career goals, interviewing skills, resume,
completed work application, and other behavioral information.
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e Type comments to summarize their workplace behavior analysis.
e Click:
Cancel to escape without saving your changes.

¢ Finish to save your edits and return to the Plan tab.
¢ Print to access the print dialogue box. Note: The system will only print saved information.
¢ Next to save your edits and continue.

Screen 8 — OAS: Barriers

[General] [Expectation] [Education] [Degree] [Certificate] [Employment] Q’:Tué:(ness] [Barriers] [Tests]
Health & Behavioral Observations (7]
Health: O
Living Environment (7]
Housing O
Economic Factors / Financial Situation (7]
Credit/Financial O
Other Assistance Received (7]
Public Assistance O
Behavior Home Life Barriers To Employment (7]
Lacks Significant Work O
History:
Sporadic or Limited Work ]
Economic History:
Factors/Financial ) .
Situation Assessment: Restricted Commuting O
Distance:
Living Environment Restricted Work Schedule: [
A it S
ssessment Summary: Partner Services: Unrealistic Wage O
Substance Abuse: . .
[ocationalljoccupations Requirements/Expectations:
. Legal I
Obsolete Work Skills b o
[JFailed Drug|
ClNotat this tff  License Expired/Revokes [CJ Ex-Offender
Vocationall i [ Gurrently on Probation
Health & Behavior Factors Assessment [CJExisting/Pending Workers Compensation Claims
Observations Assessment [JPending Court Appearances
Summary. [JCourt Ordered to Pay Child Support
[Jwage Garnishment
[ Spell Check |
Single Parent: O
Displaced Homemaker: O
Pregnant or Parenting O
Youth
Runaway Youth: O
Other Assistance Receivel | WIA Designated Barrier ]
Assessment
Other O
No Barriers to O
Employment/Work
Readiness Issues
Employment Barriers
Assessment Summary:
[ Spell Check ]
[Finin |

OAS, Screen 8

Staff members perform the following to complete this screen of the Objective Assessment Summary:

In the Health & Behavioral Observations section...

e Select statements that correctly characterize the individual's health, behavior, and substance
abuse information.
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e Type comments to summarize these needs.

In the Living Environment section...

e Select statements that correctly characterize the individual’'s housing/home life information.
e Type comments to summarize these needs.

In the Economic Factors/Financial Institution section...

e Select statements that correctly characterize the individual’s financial information.
e Type comments to summarize these needs.

In the Vocational/Occupational Factors section...

e Select statements that correctly characterize the individual's financial information.
e Type comments to summarize these needs.

In the Other Assistance Received section...

e Select statements that correctly characterize the individual's assistance information.
e Type comments to summarize these needs.

In the Barriers to Employment section...

e Select statements that correctly characterize the individual's employment obstacles.
e Type comments to summarize these needs.
e Click:
¢ Cancel to escape without saving your changes.
¢ Finish to save your edits and return to the Plan tab.
¢ Print to access the print dialogue box. Note: The system will only print saved information.
¢ Next to save your edits and continue.

Screen 9 — OAS: Tests

[Work
[General] [Expectation] [Education] [Degree] [Cerfificate] [Employment] Readiness] [Barriers] [Tests]

e Click the desired Click Here link to
view Basic Skills or Other Testing Resuits @
assessment skills results, as
maintained in the Assessments

Basic Skill Assessment Click Here

. .. y Other Testing Click Here
Tab of the individual’'s Case Apitude. O
Management Profile. Career Inferest 0
e Indicate additional assessments Testing Results Gomments
recorded, if applicable.
e Type comments to summarize [ Spell Check |

these test results.

| <<gsck [l Cancer Nl Finch [l Print

11



To secure your edits, click Finish.

To produce a hard copy of the Objective Assessment Summary, click Print. Preview the document in the
print preview window displayed. Click Print Window to proceed. Use the print dialogue box to execute
the print command.

Note: The system will only print saved information.

Career Plan

IEP/ISS

The IEP/ISS record is used to list an individual’s goals, objectives, and services provided in relation to
employment programs such as Wagner-Peyser and WIA. When staff click the Create a Plan link from the
Plan tab of the Case Management Profile, the system displays the following screen:

Note: An individual may have only one plan open at any given time. The Create a Plan link does not
display again once an IEP is created for the individual.

A screen similar to the following will display:

This page will help you gather |[EP Plan information on the selected individual.
Please fill in the required fields and then click the Save Button.

General Information: @
Plan 1D: 0
User D JDOE1
Mame: John M. Doe

* Plan was started on: 11,/03/2008

* Plan started in office
location:

R
Return to Plan Folder

New Plan Record Screen

From this screen, enter or select information as follows:
e Enter information in the required fields marked with a red asterisk.

e Enter the Plan was started on date using the MM/DD/YYYY format or by clicking the calendar
icon to select the date.

e Click the Save button to save and continue with this IEP record. Click Cancel if you do not want
to save the information.

12



Once you have saved this record, the screen will refresh so you may enter additional IEP information
relating to the individual’s goals and objectives. It is similar to the following example:

General Information: 0
Plan 1D: 70
User ID JDOET
Marme: John K. Doe

* Plan was started on:

* Plan started in office
location:

Plan closed on:

Click the link to add a goal.

Goal Information:

Term Date Est. Date 0 Proaram
Established | Comple 9

Mo objectives exist for this individual.

Add a @ew goal

Services Provided Against Plan:

et T T e e

[Sove [l Cancol [ oloto [l Piin

Plan Record Screen with Goals Link

If services or activities have been provided, they will display in the Services Provided Against Plan
section, which cannot be modified. The information is “view” only.

Goals

Click the Add a new goal link (as shown above) to enter the individual’s desired goal for this individual
employment plan. Goals must be added before objectives. The New Goal screen is similar to the
following example:
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General Information:

Usemame

Mame:
Goal Information:
* LA

* Prograrm Affiliation:

* Type of Goal:

* Term of Goal:

* Description of Goal:
* Date Established:

* Estimated Cornpletion
Date

* Completion Status:

Comments:

* Created at Office Location

Created By:
Last Edited By:

Objective Information:

JDOET
DOE, JOHN I

CEAZ2 b

[“l'orkfarca Investment Act
[JWagner-Peyser Act

Employment  »
Long Term v
Job

11/03/2008
110342009

Open v

[ Spell Check ]

Bismarck-handan Job Service v
GSIKTHOMASThomas Kim )
GEIKTHOMASThomas Kim )

2]

I Date .
Emahll!hEd “m

Mo objectives exist for this individual.

= e

New Goals Screen

From this screen, enter or select information as follows:

e Complete required fields marked with a red asterisk *.

e Select options from the drop-down lists or check boxes.

e Type a Description of the Goal.
o Type the Date Established using the MM/DD/YYYY format. You may also click the calendar icon

to select the date.

e Type the Estimated Completion Date using the MM/DD/YYYY format. You may also click the
calendar icon and select the date. This date must be equal to or greater than the Date
Established field entry. For example, if the date established is 2/11/2005, the estimated

completion date must be 2/11/2005 or a later date such as 03/30/2005.

Once you save the goal, the Plan Record screen will refresh with the added goal as Goals link (as shown
below). Clicking on the added goal will refresh the Goal screen with options to add objectives. The Add
New Obijective or Select predefined objectives links appear at the lower section of the page. These

objectives will be associated with the goal above.
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General Information:

Plan 10 71
Uger 1D JDOE!
Name: John M. Doe

* Plan was started on:

* Plan started in office
location
Plan closed on

—

Goal Information:

Goal Information:

LiylA
* Program Affiliation:

Type of Goal:
Term of Goal:

* Description of Goal:

Date Established:

* Estimated Completion
Date:

Actual Completion Date:

CEA2

[CIworkfarce Investment Act
Wagner-Peyser Act

Ernployrment

Long Term

Jjob

11/03/2008

11032008
—

Date [SADEIE “ Completion Status:
nnm pen
L Cloged Reason
. ong
103 % R NPT R Fe v o R———
Opening an exiting goal will
= display goal data, with a link for | Spell Check |

Creating new objective. iwcation:  Bismarck-Mandan Job Serice

e

Last Edited By:

Objective nformation:

GSIKTHOMAS (Thomas Kim )
GSIKTHOMAS (Thomas Kim )

Add new objective
Select éredeﬁned é éctwes
[Print

No objectives exist for this individual.

Objective Links on IEP/Goals Screen

Objectives

Click the Add new obijective link to enter a related objective for the individual. The Add Objective screen is

similar to the following:

R ez

Objective Information (7]
Goal Id: 103
Goal Date Established: 110372008
Goal Estimated Completion 11/03/2009
Date:
Usernarme: JDOE1
Marne: DOE, JOHN M
* LWIARegion: CEA D v
* Program Affiliation: Workforce Investrment Act V|
* Objective: Employment
* Date Established: 11/03/2008
* Review Date: 110372009
Actual Date Completed:
* Completion Status: Open v
Closed Reason: Mone Selected
Comments
Spell Check
* Office Location Mone Selected b
Created by: GSIKTHOMAS Thomas Kim )
Last Edited by: GEIKTHOMASThamas Kim )

Add New Objective Screen

From this screen, enter or select information as follows:
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e Complete required fields marked with a red asterisk *.
e Type the Objective.

e Type the Date Established using the MM/DD/YYYY format. You may also click the calendar icon
to select the date.

e Type the Review Date using the MM/DD/YYYY format. You may also click the calendar icon to
select the date. This date must be equal to or greater than the Date Established field entry, as
described earlier for goals.

e Click Save when you are finished. Click Cancel to exit without saving.

Predefined Objectives

When a goal is saved in the system, the user may add predefined objectives to the record. The
predefined objectives for your system are set up using the Virtual OneStop Administration system.

Click the Select predefined objectives link as shown on the previous page. The screen is similar to the

following example:

This page will help you gather IEP Goal information on the selected indiidual. Please fill in
the required fields and then click the Save Button.

(7 indiic ates required figids @~ help click the question mark next o each sechion
Back
General Information: [7]
Usernarme: 182
Mame: SMITH-JOMES, ZOEY
Goal Number. 36
* LA IREgiDIﬂ -
Program Affiliation: INDne Selected vl
* Office Location | TOC/OWA- Columbia =l
Created By: GSI5A0

w- elect each objective you wish to add to the above Date Established
program goal.

Click to ™ |Resume wiriting
check the Il Counseling
boxes that =
Mentoring
apply.
(I Skill Assessmant

Plan Predefined Objectives Screen

From this screen, enter or select information as follows:

e Complete required fields marked with a red asterisk *.

o Click the check box for each objective you want to add to this individual’s program goal. You can
select more than one check box, if applicable.

e Type the Date Established using the MM/DD/YYYY format.

o Type the Review Date using the MM/DD/YYYY format. This date must be equal to or greater than
the Date Established field entry, as described earlier for goals.

e Click Save when you are finished. Click Cancel to exit without saving.
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