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_____WORKSHOP ROSTER REPORT_____

Workshop Roster was developed as a tool for staff to locate a potential workshop in a specific area. To access the report, open System Reports by clicking on the plus sign (+) on the ASSET Menu Tree.  Next, click on Workshop Roster and the page displayed will look like this.

[image: image7.emf]
Workshop Roster Report defaults to Site Office of the Case Manager logged into ASSET. 

Begin your search by selecting the Workshop Type, Availability of a workshop, and the Site Office to locate workshop information for a specific area.  Click on the Search button and the Workshop Roster Search page is displayed. 

[image: image2.png]=l x|

File Edit View Favorites Tools Help

Qi+ O~ 19 & ] s S @] 0n L

i) -

ks [ st s

&d Go | Links

= ASSET

51 Case Management
Manage Customers
Manage Emplopment
Manage Assessments
Mansge Employabilly Flan
Mansge Frograms.
Manags Services
Manage Esits
Manage Folow-ups
Manage Customer Notes.
Manage dlets

Staff Requests

Job Matching

) System Reports
Customer Summary
Customer Noles
Customer Employment History
Veterans
Case Managed Veterans
Youth Individual Service Strateqy
Inelighle Youh Paticipants
EstWarning
Esited
Case Managed DOC/CDP
Case Load
Employment Plan
Ul Pticipant Report
Supplemental Data Fieport

T f

Watkshop Type:
Avalabily:

Site Office:

‘Workshop Postings
Offce

[WorkKeys - Losating Information =

Open =

0810Dane County Job Center

Location

Seach

Start Date/Time TolalSeals  SealsAvaiable Avalbily  Active
0810Dane County.Job Cenler 1813 Aberg Ave. Madison Wl 53704 09/27/2008 1000 &M 12 10 Open Yes
0810Dane County.Job Cenler 1813 Aberg Ave. Madison Wl 53704 08/71/2003 1000 &M 0 £l Open Yes
0810Dane County.Job Cenler 1813 Aberg dve. Madison W1 53704 08/08/2003 03.00 M % 2 Open Yes
Page 1

3rows]found.

oo

B RSSET W RSSET Wh,

[ [ [ [ & [’ tocalintranet

T RE ASSET

3 A




Or, to see Workshop availability in multiple locations, leave the Site Office blank or under the Availability select All. Next, click on the Search button:  When there are multiple Workshops the page returned may look like the one in this example.
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Field Descriptions for Workshop Roster Search 

	FIELD
	REQUIRED
	DESCRIPTION

	· Workshop Type
	Yes
	Course Name

	· Availability
	N/A
	Status: Workshop is Open, Full, or All

	· Site Office
	N/A
	Office and Site Name

	· Office 
	System Generated
	Office Number and  Site Name

	· Location
	System Generated
	Physical Location of Workshop

	· Start Date/Time
	System Generated
	Date and Time of Workshop

	· Total Seats
	System Generated
	Number of Attendees

	· Seats Available
	System Calculated
	Number of Seats Available for scheduling

	· Availability
	System Generated
	Options include:

· All

· Open

· Full



	· Active
	System Generated
	Status of Workshop Active/Inactive


To access the Workshop Roster, click on the Office listing (underlined and highlighted in blue), located under Workshop Posting on the Workshop Roster Search page. The page returned looks like this.
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The Workshop Roster includes Workshop Information and Availability and a listing of customers scheduled to attend the specific workshop selected.  

The checkbox, located under the Present column and located next to the PIN, may be used by staff to indicate if the customer scheduled for the workshop attended. 

Field Descriptions for Workshop Roster:

	FIELD
	FIELD DESCRIPTION

	Workshop Information

	Workshop Type
	Name of Workshop

	Date
	Calendar Day of Workshop

	Start Time/End Time
	Workshop Scheduled Time

	Site Office
	Office Location

	Site Address
	Address where Workshop  will be held

	Site Details
	Additional Comments Made by Case Manager

	Availability
	Number of Seats for RES and Non-RES

	Contact
	Name of staff to contact about Workshop

	Roster
	Customer information for scheduled attendees

· PIN-Located on ASSET Record

· Last Name 

· First Name

· MI

· Residence City

· Phone Number

· RES- Whether or not RES individual

· DOB –Date of Birth


Click on the PIN (highlighted and underlined in blue). The Workshop Service Details page is displayed and looks like the example at the top of the next page.  From this page, staff can update the customer’s information.
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For example, staff can change the workshop selection by clicking on Select Workshop or, remove the workshop entirely by clicking on Remove Workshop.  Once the Workshop is removed or the service is deleted, the customer will drop off the Roster listing. 
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