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MOSES Information Bulletin #02-24


Description of Changes in MOSES Version 7.0
The most important MOSES 7.0 changes are summarized in the narrative below.  A more detailed list of MOSES 7.0 changes is provided in a chart. 

1. MOSES Sign-in – Welcome – “Do we have your correct phone number?       This question has been added to the Welcome/Bulletin Board screen and appears under the question: “Do we have your correct e-mail address?”.  Action required: When you sign onto MOSES 7.0, check the displayed phone number and extension.   Correct the number if necessary.

2. Federal Employer Identification Number (FEIN) required on Employer and Job Order records:  
· A FEIN is required when creating a new Employer record.

· A FEIN is required to update an existing Employer record.

· A FEIN must be entered for an existing employer record which does not contain a FEIN when adding a new Job Order, copying an existing Job Order, and re-opening a closed Job Order.

· A FEIN is not required to update an existing open Job Order. 

· When a MOSES user clicks on the Job Order button from an employer record the following FEIN message will appear on the screen:

"FEIN is required to add a new Job Order, to copy a job order, to reopen a job order that is closed or to update the employer record. Please obtain the FEIN and enter the number in the FEIN field on the General Information Tab of the Employer record. A FEIN is NOT required to update an OPEN job order. However, enter the FEIN on the employer record now, if you have it.”

Click “OK”, enter the FEIN on the Employer record, save it and click on the Job Order button again.  (If you are updating an open Job Order, click “OK” and update the Job Order and save it).

· Use the Link to the Secretary of State web site to look up the FEIN. The FEIN is all numbers and no letters. NOTE: numbers on the Secretary of State web site that start with a letter or two zeros are not FEIN's and should not be used.

· Or look up the FEIN by using the Link to the Crystal Reports User Group.  Select Item #10: MOSES Application Support – FEIN Look-up (Free ERISA).

3. New Way of Recording Test and Assessment information: Testing and Assessment information has been moved from the Services Tab, General Sub-Tab to its own Sub-Tab:  Testing.  All results from administered tests and/or assessments need to be entered here.  Like other Sub-Tabs, it has a listing of Testing Categories, and Service Details that match each of the categories chosen.  You can enter multiple entries of tests, to accommodate pre- and post-tests, and there are specific fields to enter the results of the test.  Testing information entered here will be brought forward to the Eligibility Criteria, General screen and to the Case Plan Tab, Assessment Sub-Tab, as entered.  You can no longer enter testing information directly to the Eligibility Criteria screen.

4. BEST: BEST stands for Building Essential Skills through Training.  This is an incumbent worker program, jointly funded by the Department of Labor and Workforce Development and the Department of Education.  The Commonwealth Corporation administers the BEST program.  A new Job Seeker tab, Special Programs, was created to record the information needed by the BEST program in MOSES.  This program is only approved for a few LWIB Areas, and these areas have received training in their data entry needs.  The Special Programs Tab, BEST Sub-Tab, will only be enabled for those people enrolled in the BEST programs at the relevant career centers.

5. Job Seeker Advanced Search: Functionality has been enhanced.  If you search for Job Seekers with no service in the last 10 days MOSES will prompt you to select a local office as one of the search criteria.  You can also search for Job Seekers enrolled in a specific program.
6. (Updated) LINKS to the Internet on the MOSES Menu Bar: The Links menu button on the MOSES Menu Bar at the top of each MOSES Screen has been given additional Links.  These Links can lead you to the following Internet Web Sites: 

· America’s Job Bank (AJB)

· Census Tract Street Locator (new)
· Commonwealth Corporation (new)
· Commonwealth Employment Opportunities – Access to state job openings.

· Crystal Reports User Group – check out this MOSES application support link where MOSES Administration will post helpful information, including copies of MOSES Information Bulletins and FEIN Look-up.

· Division of Employment and Training – DET Home Page - UI information, review DET publications and reports, access to MJQ (Mass. Job Quest – Job Seeker self-service) and MTQ (Mass. Talent Quest - Employer self-service).

· Federal Jobs Information (new) – Access to Federal Job Openings.

· HUD EZ Locator (new) - Enterprise Zones administered by the Department of Housing and Urban Development.

· LMI - Learn about Labor Market Information (LMI 101).  This easy-to-use guide introduces a glossary of labor market terms and definitions, acronyms, and abbreviations, and links to additional sites for economic information.

· MassStats – Go to this site to get economic data on Massachusetts employment and unemployment, wages, occupations and industries -- by labor area or for the state.  At MassStats you can drill in and see employer information by geography and industry.  View labor force, cost and wage data, and much more.

· Massachusetts Career Information System – Explore career information and occupational data in a variety of formats

· Massachusetts Job Quest – MJQ – Job Seeker Self-service

· Massachusetts Secretary of State - To look up Employer FEIN.  The official FEIN (Federal Employer Identification Number) is all numbers and no letters.  Those numbers on the Secretary of State web site that start with a letter or two zeros are not FEIN's and should not be used.  A typical FEIN for a Massachusetts Employer might begin with 04, BUT it might also begin with any two other numbers except 00.
· Massachusetts State Government Portal – access for state services

· Postal Service Zip+4 (new) – enter an address to get Zip code + 4.

· Selective Service Compliance - enter a person’s last name and SSN to check to see if they are in compliance with the selective service laws.
7. Career Center Contacts for Confidential Job Orders (Reminder): A new MOSES tab was added in MOSES 6.0 that allowed Career Center management to designate one or more local office contacts for job orders that are designated confidential.  

Career Center Managers should complete this tab by entering confidential contacts for the career center.  (Enter on Administration – Career Center Management – Confidential Job Order Contacts.)  Detailed instructions and screen shots appear on pages 10 – 12, after the table detailing the changes to MOSES 7.0.

8. Case Management: Several changes were made to make the Case Management module work more easily.  This module is currently being field tested by eight career centers: Framingham, Holyoke, Leominster, Lowell, Newton, Norwood, Plymouth, and Worcester.  Once they have improved the module, it will be released for use by all career centers.  Enrollment in Case Management will be shown with a clipboard icon.  Version 6.0 used an overflowing file cabinet.

9. Internet Applications and MOSES – MJQ, MTQ, Training Pro (Reminder):  
All services entered through the Internet are assigned to the Virtual Career Center (Office 4200).  There are 3 Internet applications connected to MOSES:
· MJQ (Massachusetts Job Quest) is an Internet application that allows Job Seekers to access the Job Seeker Self-service function of MOSES.  Any transaction generated by the Job Seeker will appear on MOSES with a User ID of “INETSELF”, that is, Internet - Self-service.  
· MTQ (Massachusetts Talent Quest) is an application that allows Employers to access employer services (create an employer record, create/edit a job order).  Any transaction generated by the Employer using MTQ will appear on MOSES with a User ID of “INETEMPL”, that is, Internet - Employer. 
· Training Pro is an Internet application that allows authorized training providers to register as a provider, edit or update Training Provider information, and create or edit a course record.  Any transaction created by a provider through Training Pro will appear on MOSES with the User ID of the Training Provider. 
10. Training Provider and Course Icons: Computer Icon and “M” Icon (Reminder)
· Training - Provider Maintenance:

1.  A “computer” icon means that the Provider application was entered on-line.  

2.  The “M” icon means that provider information has been modified on-line.  There is a “changes confirmed” box on the basic tab.  Once this “changes confirmed” box is checked, the icon will disappear.

· Training - Training Services (courses):
1.  A “computer” icon means that the course application was entered on-line.  

2. The “M” Icon means that course information has been modified on-line.  There is a “changes confirmed” box on the basic tab.  Once this “changes confirmed” box is checked, the icon will disappear.

· Training Provider Advanced Search:
“Internet user modified” has been added as a search option.  User must also type in “%” in the “provider name” text box to return all results.  All providers with modified information and all providers with modified courses will be displayed.  

Note:  Users will notice that some of the providers displayed as a result of the “Internet user modified” search do NOT have an “M” icon.  This means that at least one course has been modified, and the user should click on the Courses button to confirm changes to the course(s).  
Course Search Results Screen or Provider Search Results Screen

· A PC or Computer icon will be displayed on the Search Results Screen to indicate that the provider or course record was created on MOSES via the Internet.  

· An “M” icon will be displayed if the provider or course record was modified via the Internet. There is a “changes confirmed” box on the basic tab.  Once this “changes confirmed” box is checked, the icon will disappear.
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Table of Detailed MOSES Changes.

	Item
	MOSES 7.0 – Subject and Description of Changes

	1. 
	Job Seeker - Basic – Confidential Contact Information  (5646) – The ‘Confidential’ checkbox on the Job Seeker Basic tab has been replaced by 2 ‘Yes’ and ‘No’ radio buttons. This field is not required.  The data will be stored as Y or N.  If the question is not responded to, the field will be NULL.  If the Job Seeker chooses ‘No’, it means that the Job Seeker has chosen to display contact information over the Internet.  A ‘NULL’ value means that the Job Seeker has not responded to the question.  Employers will not be able to view the Job Seeker’s contact information on MTQ.

(closed)

	2. 
	Job Seeker Advanced Search - Search by Program  (5120) – You now have the ability in Job Seeker Advanced Search to search by a program with active enrollments by Job Seekers.  Select at least 2 options from the Personal area, or 2 options from the General area, or 1 option from each of these areas to make the search work.

  (closed)

	3. 
	Job Seeker Search – Advanced Search – “NO SERVICE in the last ___ days” and “HAD A SERVICE within __ days”  - The Job Seeker Advanced Search was not functioning properly for these 2 search options. This problem has been fixed by requiring that Local Office (on the Career Center drop-down list) must be selected when “had a service with number of days” or “no service within number of days” is selected as a criteria for Advanced Search. If you select “had a service” or “no service” with a set number of days but do not select a Local Office criteria, MOSES will prompt you to select a Local Office. 

(closed) 

	4. 
	Job Seeker – Case Management   – MOSES 7.0 now supports Case Management at Case Management pilot sites.  Case Management will be available to all users in the future.  New Case Management Icon: Clipboard.  This icon appears the Job Seeker search screen and on an open Job Seeker record banner, next to the Notes button.
(closed)

	5. 
	Employer – FEIN number missing from Employer record – Pop-up Message.  Use Link to reach the Secretary of State web site or the Crystal Reports User Group web site to look up the FEIN. 

 (closed) 


	6. 
	Employer – New Employer Search – Add FEIN Search Pop-up Box (4457) – A pop-up box labeled “FEIN” has been added to the New Employer Search criteria.  This pop-up window is displayed first when a user is trying to add a new employer.  The user enters a FEIN.  If records are found based on that FEIN, these records will be displayed in the Search Results section.  If the FEIN is not found, the existing search pop-up window for zip code and phone number will be displayed.  If records are found, check the company name and address to see if the employer you are trying to add is in the existing record.  If no record is found based on zip code and phone number, the user will navigate to the General Information tab of the new Employer Registration screen.  The phone number and the zip you have entered will pre-populate.  Enter employer name, address, FEIN and other required data.  The FEIN does not pre-populate from the FEIN search box. 
(closed)  

	7. 
	Employer – Employer Address – Foreign Countries – Exempt Zip & State (5539) – If any country other than USA is selected, the STATE and ZIP fields are no longer mandatory.

(closed)

	8. 
	Employer – Job Orders created by Employer on Internet (INETEMPL) (5080) – If a Job Order was created by the employer (user = INETEMPL) on the Internet  (using MTQ), MOSES users can view but not edit all tabs, the exception being the Selected Job Seeker tab, where normal edit rights apply.  



	9. 
	Employer and Job Order records – FEIN Required (6278) – 

· A FEIN is required when creating a new Employer record.

· A FEIN is required to update an existing Employer record.

· A FEIN must be entered for an existing employer record which does not contain a FEIN when adding a new Job Order, copying an existing Job Order, and re-opening a closed Job Order.

· A FEIN is not required to update an existing open Job Order. 

· When a MOSES user clicks on the Job Order button from an employer record the following FEIN message will appear on the screen:

"FEIN is required to add a new Job Order, to copy a job order, to reopen a job order that is closed or to update the employer record. Please obtain the FEIN and enter the number in the FEIN field on the General Information Tab of the Employer record. A FEIN is NOT required to update an OPEN job order. However, enter the FEIN on the employer record now, if you have it.”

Click “OK”, enter the FEIN on the Employer record, save it and click on the Job Order button again.  (If you are updating an open Job Order, click “OK” and update the Job Order and save it).

· Use the Link to the Secretary of State web site to look up the FEIN. The FEIN is all numbers and no letters. NOTE: numbers on the Secretary of State web site that start with a letter or two zeros are not FEIN's and should not be used.

Or look up the FEIN by using the Link to the Crystal Reports User Group.  Select Item #10: MOSES Application Support – FEIN Look-up.

	10. 
	Training – Provider Maintenance – Training Course – Performance Tab – Program Year Field (6344) – A drop-down list was added to the Training Course Performance tab so that staff can select the year that you want to view the performance data entered by the Training Provider.  Previously, you could not view any years prior to 2002 unless you had entered the course yourself or had rights to “Add/Edit all Training Courses”.  WIB, DET and Comm Corp staff could not view the 1999, 2000 and 2001 performance entered by the providers through Training Pro. 


	11. 
	Events – Employer and Job Seeker Events – Prerequisites (4727) – When you create an event you can designate prerequisites for attendance.  When a participant is added to the event the prerequisites screen will appear, allowing staff to screen each potential participant to ensure that they meet the prerequisites.

  (closed)

	12. 
	Events – Employer and Job seeker Events – Mass Entry – Future Dates (5470) – When a user adds participants to an event through Mass Entry, MOSES now performs a date check and does not accept future dates.

(closed)

	13. 
	 Events – Job Seeker Participation – Non-MOSES Participant becomes a registered Job Seeker (5390) – If you add a non-MOSES participant to an event and they are later entered on MOSES as a Job Seeker, you can now go back to the event, highlight the non-MOSES record, click off the non-MOSES checkmark, and then enter the SSN or MOSES ID#.  When you click OK, MOSES goes to the database and brings over the pertinent data.  If you entered the SSN, MOSES would pull over the ID# and telephone number from the Basic screen.  (closed)


	14. 
	 Administration – Career Center Management – Confidential Contacts Tab (4390) – This new tab in Career Center Management allows career center managers to designate one or more local office contacts for job orders that are designated confidential.  NOTE: Career Center Managers should complete this tab as soon as possible by entering the names and phone numbers of Confidential Job Order Contacts for the Career Center. 

When Career Center staff create a job order that is CONFIDENTIAL the Referral Information tab on the Job Order screen will display the Career Center Confidential Contacts that have been entered by managers in Career Center Management – Confidential Contacts. Staff can select the correct confidential contact by clicking on the button next to that contact name.  When staff click on the button this contact information will fill into the Referral Information box. 

Please see the detailed instructions following this chart.



	15. 
	MOSES Security – Sign-in – Bulletin Board – “Do we have your correct telephone number?” (4709) - This question has been added to the Welcome/Bulletin Board screen and appears under the question: “Do we have your correct e-mail address?” Action required: When you sign onto MOSES 7.0, check the displayed phone number and extension.   Correct the number if necessary.

	16. 
	 LINKS on the MOSES Menu Bar  (6304)  - 
Add the following new Links to the Links menu on the MOSES Menu Bar at the top of each MOSES Screen: 

· Census Tract Street Locator (new)
· Commonwealth Corporation (new)
· Federal Jobs Information (new) – Access to Federal Job Openings.

· HUD EZ Locator (new) - Enterprise Zones administered by the Department of Housing and Urban Development.

· Postal Service Zip+4 (new) – enter an address to get Zip code + 4.

Links to look up FEINs for Employers - 
· Crystal Reports User Group - Select Item #10: MOSES Application Support – FEIN Look-up.

· Massachusetts Secretary of State - To look up Employer FEIN.  The official FEIN (Federal Employer Identification Number) is all numbers and no letters.  Those numbers on the Secretary of State web site that start with a letter or two zeros are not FEIN's and should not be used.  A typical FEIN for a Massachusetts Employer might begin with 04, BUT it might also begin with any two other numbers except 00.



Please contact the MOSES Help Desk (617-626-5656) if you have any questions on the above changes.

CAREER CENTER CONTACTS FOR CONFIDENTIAL JOB ORDERS  (Item 1 in the Narrative)

There is a tab, introduced in MOSES 6.0, that allows center management to designate one or more local office contacts for job orders that are designated confidential.  Career Center Managers should complete this tab if they intend to use Confidential Job Orders.

For confidential job orders, previous versions of MOSES placed the name in the 

Administration > Career Center Management > Management  tab

as the referral contact for confidential job orders.  This new functionality gives career center management  complete control over the referral information for confidential job orders.

The new tab in MOSES is:


Administration > Career Center Management > Conf. Contacts (Confidential Contacts)

Here's how it works:

The manager completes the 


Administration > Career Center Management > Conf. Contacts tab below

This tab should be completed as soon as possible and maintained as changes occur.  The Confidential Contacts list can contain anything you wish, including names, locations in the office, anything.  You may complete one or many of the fields.  Every CC should have at least one entry.
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Administration > Career Center Management > Conf. Contacts


    

   


CONFIDENTIAL JOB ORDER

When the Career Center staff create a job order that is CONFIDENTIAL the Referral Information tab (shown on the next page) will show the Career Center Confidential contacts.

Continued on next page

  
 



REFERRAL INFORMATION TAB FOR CONFIDENTIAL JOB ORDER

This is what the Local Office Confidential Contacts list looks like.  

New – click here and the selection will fill in the Referral Information 

Note: drag and drop still works but clicking on the button is easier.

Note the scroll bar to see the rest of the entries.


This is what staff and the public will see in place of the employer contact information for CONFIDENTIAL JOB ORDERS.  You still have the option of typing entries or dragging the employer contact information into the Referral Information box.
Administration > Career Center Management > Conf. Contacts tab 








New Tab – Confidential Contacts List – every CC should complete at least one entry.





This is the ADD box.  Complete as many fields as you wish. You can have as many contacts as you want. Type in anything that makes sense for your office.





When creating Confidential Job Orders, you may choose the contact information from this list.  This is exactly what the public and staff will see.
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New in MOSES 6.0
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