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User Guide for New LBS Staff

Introduction and Disclaimer:

Please note that this user guide is intended as an informal guide for new users of the Employment
Ontario Information System — Case Management System, also known as EOIS-CaMS (or CaMS).
Although some information in the guide applies to the broad use of EOIS-CaMSs, it is primarily written
for Literacy and Basic Skills (LBS) service providers.

The user guide provides details on the functionality of EOIS-CaMS using screenshots, step-by-step
instructions and short explanations. In some sections, program/site-specific processes must be
considered along with the steps and explanations provided.

The guide is best viewed online so that the many screenshots from the EOIS-CaMS system are more
clearly visible.

All LBS providers are expected to check the Ministry of Labour, Training, and Skills Development’s
Employment Ontario Partners Gateway (EOPG) and myEQIS sites on a regular basis for updates and
changes to EOIS-CaMS. The authors of this guide are not responsible for any misinterpretation or
misuse of the information included in the guide.

Please note also that the EOIS applications and the associated resources mentioned in this guide are
upgraded/updated periodically. This user guide is based on the system version and resources
available as of January 2022 and primarily covers the Literacy and Basic Skills (LBS) Program.


http://www.tcu.gov.on.ca/eng/eopg
https://www.myeois.tcu.gov.on.ca/
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Getting to know the Websites and Forms

Employment Ontario Partner’s Gateway Website

The Ontario Ministry of Labour, Training and Skills Development (MLTSD) has an important website
containing a wealth of information: the “Employment Ontario Partner’s Gateway” (EOPG) at
http://www.tcu.gov.on.ca/eng/eopg.

On the EOPG site, you will find helpful program tools and materials to support service providers
delivering Employment Ontario (EO) programs.

On the EOPG landing page, you will find tabs along the left-hand side that allows you to easily
navigate to different areas of the website. You can also subscribe to the RSS newsfeed to receive
any important Ministry notifications.

Navigating EOPG

—
onta ri o @ Ontario.ca Frangais.

Search 1 B
HOME | POSTSECONDARY EDUCATION | ABOUT THE MINISTRY | NEWSROOM | CONMNECT

Employment Ontario Partners’ \\
Gateway ~ |

Ministry of Colleges and Universities

» New Postings '1

p Programs and Services e

p Stakeholder Engagement e

» Employ t Ontario Informati R Rsse o -
Systems Get started Click on RSS to add a newsfeed to your desktop
p Tools Welcome to the Employment Ontario Partners Gateway. This site provides suppaort to service providers delivering

Employment Ontario programs and services as part of the Employment Ontario network. It provides tools and

» Site Map materials to support the Employment Ontario brand, and employment and training information within the

Emplovment Cntario network of service oroviders.

o New Postings: This link provides a list of any information that was added to the site during the
past four weeks.

9 Programs and Services: This link provides a list of programs and services available through
Employment Ontario. The Literacy and Basic Skills (LBS) Program is found here.

9 Stakeholder Engagement: This link provides the latest Ministry requirements and
information related to the broader Employment Ontario network.

0 Employment Ontario Information System — Case Management System (also known as “EOIS-
CaMS” or “CaMS”): This link redirects to myEQIS, which contains all information related to
the administration and documentation for EO service plans.


http://www.tcu.gov.on.ca/eng/eopg
https://www.myeois.tcu.gov.on.ca/login/

Accessing Ministry Forms

There are two Ministry-mandated forms in the Government of Ontario’s Central Forms Repository
which can be accessed from the EOPG website. These forms are used in the administration of the LBS
program. The two forms are the Participant Registration form and the Exit and Follow Up form.

@ Click on Tools. Ontario @

Ministry of Colleges and Universities
9 Click on the A list of links to
application and claim forms _

link. e ™ "

¥ Mow Postings

HOHE | POS)

» Progranvs and Services

» Staksholder Lngagement

Ontaria.cs | Francais

| ABOUT THE MIMISTRY | ME

» Employment Ontario Information

» Site Map

Contict Us »

Mot sure what ACARTO means? Find out fram our new kst of A

Postsesandary §ducation » i
Computer Terminal Wallpaper

Here is an Empic Mage you can use as wallpaper for computer terminals used by clients

Enterprise Attachmer

s Useful Tools

Acronyms

ransfer Service

Memo: Using the.
(posted on December 29, 2020) (POF, 108 KB)

Forms
s 9
flis of links to pociication and cham foems

rment Transter Serdce. te. Share Inloomasion with ¢

9 These two links will access the forms. Ontario @

Ministry of Colleges and Universities

| Gateway

» Naw Postings

» Toals

» Site Map.

Postsecondary Fu

Explore Government

| Contact s

| Kenplayment Gntario Partners'

» Programs and Servces
» Sakeholder Engagrment

» Employment Ontario Tnformation
Systems

Client Forms

This psge pravides. s list of client forms by type and program name. For a8 other it

page.

cation Application and Claim Forms

«  Foims by Tvpe
*  Eooms by Program Name
Forms by Type

Chient Application Forms

Owtario.ca | Frasgais

it the program-specific




The links below access the forms directly.

|Form Title

|Form Number

Ministry

|Emg|oyment Ontario Participant

Reqistration Form

3006E

Labour, Training
and Skills
Development

Literacy and Basic Skills - Exit and
[Follow-Up

022-87-1788E

Labour Training
and Skills
Development

ONe-Key Service Ontario Portal

Literacy and Basic Skills (LBS) service providers are required to use the the Ministry’s EQIS-CaMS

application to enter and track client/learner data.

This is a web-based application used by the Ontario government and service providers to support the
delivery of many provincial programs and services, which include Employment Ontario (EO)
programs. EOIS-CaMS is hosted on the ONe-key portal.

To access EQIS-CaMS, service providers must pass
through a two-tier security system. The first tier is
through the ONe-key system. After the user
successfully logs into ONe-key, they are required
to log directly into the EOIS-CaMS application.
Access to the ONe-key portal can be found here:
https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp .
It is a good idea to save this link as a favourite in
your web browser.

Ontario @ ONe

Sign in

Sign In with your ONe-key ID

New Lo ONe-key?
& Ofe-iney 20C0UNE GRS Y0 SeCUre aocess o Onkerio
STt pregraTs Bnd bervioms, Lesin mare

Dan't have a ONe-key ID? Sign up now!

Paswward:



https://www.forms.ssb.gov.on.ca/mbs/ssb/forms/ssbforms.nsf/FormDetail?OpenForm&ACT=RDR&TAB=PROFILE&SRCH=1&ENV=WWE&TIT=Literacy+and+Basic+Skills&NO=3006E
https://www.forms.ssb.gov.on.ca/mbs/ssb/forms/ssbforms.nsf/FormDetail?OpenForm&ACT=RDR&TAB=PROFILE&SRCH=1&ENV=WWE&TIT=Literacy+and+Basic+Skills&NO=3006E
https://www.forms.ssb.gov.on.ca/mbs/ssb/forms/ssbforms.nsf/FormDetail?OpenForm&ACT=RDR&TAB=PROFILE&SRCH=1&ENV=WWE&TIT=Literacy+and+Basic+Skills&NO=022-87-1788E
https://www.forms.ssb.gov.on.ca/mbs/ssb/forms/ssbforms.nsf/FormDetail?OpenForm&ACT=RDR&TAB=PROFILE&SRCH=1&ENV=WWE&TIT=Literacy+and+Basic+Skills&NO=022-87-1788E
https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp
https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp

myEOIS

The myEOIS website provides information related to the administration and documentation for EQIS-
CaMS users. All known issues, updates, forms, training materials, and user guides are contained
within this portal. Access to myEOIS can be found here: https://www.myeois.tcu.gov.on.ca/login/

New EOIS users can gain access to the
myEOIS platform by emailing the
service desk at
myEOISpasswordrecovery@ontario.ca

with the following information:

Full Name
Name of Organization
Individual’s work email address

Ontario @

myEOIS Log In

Usemame or Email Address

Pagsword

—

Need help logging n? Send us an emad al myEOQISpa:

Specify which EQIS applications they use (i.e. CaMS, APPR, SP Connect)

The service desk will verify that the individual is a registered user of the application and initiate the
myEOIS registration process. It is important to register with myEOQIS!

EOIS-CaMS User Guides, Desk Aids & Training

There is a variety of user guides, desk aids and training videos in the myEQIS site.

User Guides

ontario @
After logging into myEOIS, navigate ©8 System Status -
to the menu on the left-hand side -
and click on Dashboard. At the myEOiS
bottom of the page, there are a @  Dashboard
variety of guides for the overall e @ @
program administration of
. %, Known lssues
Employment Ontario programs. — ]
& Tickets User Reporting
Guides User
) Foums W



https://www.myeois.tcu.gov.on.ca/login/
https://www.myeois.tcu.gov.on.ca/login/
https://www.myeois.tcu.gov.on.ca/login/
mailto:myEOISpasswordrecovery@ontario.ca

Desk Aids

There are also several quick
reference ‘Desk Aids’ that cover the
basic steps for various tasks including
creating and activating a service plan
in myEOIS.

Training

Several training videos are also
available by scrolling to the bottom of
the menu on the left-hand side and
clicking on Training.

) EOIS News
I All Syslems

@3 Desk Aids
[F] Forms

User Guides

System
Navigation

Targating,
Referal and
Feedback

=7 CaMs Reporting

CaMs

#&  Resources -
Desk Aids
@ EDIS News
’ [H All Desk alds
I 5 C Desk Aids )
[ CaMs -
ﬂ Forms
[ CaMs Reporting g
[ User Guides.
@ myEDIS >.
7 Treining
=
&  Resources = Training

ontario @ Ontario @ Ontario @
OBTP Demo. SAD-CaMs- CaMs -
Training-July- Targeting,
13-2021-1 Referral and
Feedback -
Searching for
Referrals
Ontario @& Ontario @ Ontario @
CaMs - CaMs - CaMs -
Targeting, Targeting, Targeting,
Referral and Referral and Referral and
Recording Record Forwarding
Outcomes Follow-up Referrals




EOIS-CaMS - Navigating and
Searching

Navigating

There are many helpful hints for navigating in CaMS.

When navigating through the EQIS-CaMS system:

1.
2.
3.
4.

Do not use the back and forward buttons on the browser.
Single-click only on links and actions/action buttons.
Use the Tab key to move through the fields.

Press the Shift+Tab keys to move backwards through the fields.

When having browser issues:

1.

2.

Press <CTRL> + <SHIFT> + <DEL> to delete the browsing history.

Add the website: gov.on.ca to Compatibility View Settings in your Microsoft Edge browser.

Here are the basic navigation components of the EOIS system:

System Tabs: appear at the very top of every page and function much like a toolbar.
Primary Tabs: appear below the system tabs and function much like web pages.

Secondary Tabs: appear within cases and participants’ profiles. In some cases, there will be
multiple levels of secondary tabs.

Shortcuts

Workspace Cases and Outcomes Tasks Calendar ‘ System Tabs
My Cases X Register a Person X EO|t L. x LBS{ | ® ‘ Primary Tabs
Program Literacy and Basic Skills Status Active
Start Date 122021 Closed Date
Owner Service Delivery Site College -
Home Clent Summary Plan Content Plan Summary Adrrinistration Case Notes Everts “_ Secondary Tabs
Service Plan Home == [ O}

There will also be tabs on the left-hand Tab Content Bar. The items within this bar act as sub folders
for the specific tab above.

Home Background Cases Contact Identity Administration

Education New (C
Type Qualification Institution Start Date End Date Status
1.
» Full-Time Grade Eor 10/01/1995 01/06/2001 Active
Equivalem Secondary

School




The Main Content Area is comprised of five key areas:

0 Page Title: is the title of the current page the user is viewing.

9 Toggle buttons: are downward arrows located at the top-right corner and on the left-hand
side of the system pages and panels. This allows the user to expand and collapse the

information within the page.

9 Context Panel: provides a key information summary of case and participant profiles.

0 Information Panel: displays information or fillable fields.

9 Main Content Area: where section content is displayed and entered.

Workapace Casas and Ouicomes Taska Cadorciar
My Canen X Pagater & Parson X EO ® LES x

Program Limaracy and B Skl Stans Actm

Stast Date 02021 Closed Date

Cwor Service Debvary Sita Colage
o

Service Plan Home .—9 ot

(E.J-A- Details \
Primary Gaant Plan Rsterurce Hurber
Program Status heth
L2 Chosure Reason
Sarvice Dalivery Site [ ——
Goad Redorred in Informal Weed of Mouth/Nedia Reterral
Start Datn Ctosed Date
Salf Sorvice Infisted Mo Total Suppoeis
LBS eCharnal ndhcator Mo LY Empsoyss
CLiParticipant No ° LW Apphcation
k Finme of Sut-Goal Fhart Date End Dt Sintus Outzome )
- 6 t
+ G
—

There are two types of home pages:
1. The User’s Home Page

The user’s home page, known as the
Workspace page, is the entry point to
the system. Each user has their own
home page with access to different
links and functions depending on their
assigned user role.

Welcome to the EOIS Case Management System

Ministry of Labour, Training and Skills Development (MLTSD) is committes

d to providi ible content on our

* requined feld

Ontario

you exper difficulty

accessing web pages andor roparts, th

= My Shortcuts -]

Register a Person
Register an Employer or & Corporats Entity
My Sarvice Provider

Panding Reviews

Reassign Cases

Ontario Gontact Gentro at

or 1-800-367-5656
o ¥’

10



2. The Participant and Case Home Pages

These home pages are the
central pages relating to a
participant or case and can be
accessed by clicking the Home
Tab in the participant’s profile
or case.

Here are other navigating features you need to be familiar with.

Within the main content area, there are five types of clickable text and buttons that will perform an
action when selected. These are shown and described below.

0 Action: a blue coloured text that performs a system function when selected. Examples of

actions include “Save” and “Close.”

9 Action Button: represented by three dots and displays a drop-down menu when selected that
allows the user to quickly perform context-specific actions. There can be several action buttons
on a page as they may relate to different items.

9 Hyper Link: a blue coloured text that allows the user to open related pages.

Q Refresh Button: refreshes all the data on the page to ensure that the user is always viewing
the most up to date information.

6 Print Button: allows the user to print the page.

) > <o

Service Plan Home
Casa Deatails

Primary Clians
Progesn Literacy arvd Busis Skits

Owmor

Survice Defivory Site
Goal Poste
Shart Dt W
Self Service Initiated

LBS eChannel Indicator

CLI Participant o

Mlam of Sub-Ganl Start

Clasar Date
Total Supports

LWl Emgiloyer
LWI Appiication

1 Raaronce b
Status Acti

Infeemal Wad of Mouth/Media Referral

Siatus Cueter

Note: Mandatory Fields are indicated with a blue asterisk (*) and all

dates are entered in the “DD/MM/YYYY” format.

11



@ A magnifying glass icon @\O

can also help with performing | client Name
searches.

Searching

Performing a Person Search:

The Person Search allows users to search for existing client records. This search must be performed

prior to registering the client, to avoid creating duplicate files in CaMS. There are many search
parameters, including: Social Insurance Number, reference number, last name, first name, date of
birth and/or gender.

Start from the Workspace Page Workspace @)
oricuts o
@ cClick the Cases and Outcomes system tab. Shorteut
Q Open the Shortcuts panel. Register a Person o
. .. . Register an Employer
€@ Click the Participant heading. Register a Corporate Entity
@ sclect Find Person. Skt
Find Corporate Entity
Find Employer e
Find Educational Institute

© Enter the search criteria and click Search.

Porson Seanch

Parson Search

* raguired el

Search Criteria

Aolerence Mumber

Last Name Don First Narme Jana

Date of Birth B iidentity As

APPR Cliant Party ID

@ Caution: The system will display an error message if there are not enough search criteria
entered.

12



This is how the EOIS-CaMS system is designed to perform searches:

The First Name and Last Name fields will perform a search by partial names. For
example, when entering “Soren” in the Last Name field, the system will perform a
search for last names that contain “Soren,” like “Sorenson,” “Sorensen.”

The box beside the First Name field is the nickname option. When selected, the
system will search for similar names. For example, when entering “Bill” in the First
Name field, and selecting the checkbox beside the field, the system will perform a
search for “Bill,” “Billy,” “Will,” and “William”.

The system will ignore special characters (accents) and case (upper and lower) when
searching in the First Name and Last Name fields.

@ The system will display the results that match the search criteria in the Search Results

information panel. The number of items returned in the search is indicated in the information

panel header.

If the client is already registered, click on the corresponding Reference Number link to display

the Person Home page.

Search Criteria v

Reference Number
Last Name Doe First Name Jane []
Date of Birth B lidentify As v

APPR Client Party ID

Search Reset
Search Besults ember of ltems: 5 out of 5) v
Pt First Name Last Name City Date of Birth AT cH.
Number Party ID

> Jane doe

13



Performing a Case Search:

Start from the Workspace Page
@ Click Search for a Case.

Workspace Cases and Outcomes Tasks

Welcome to the ECIS Case Management System

Ministry of Labour, Training and Skills Development (MLTSD) is

~ My Shortcuts [ x]

Register a Person
Register an Employer or a Corporate Entity
My Service Provider
Pending Reviews
Reassign Cases o
Reassign Reviews
Search for a Casa
Search for an Application/Referral

B C @

* required field

itted to providing ible content on our Employment Ontario Information Systems. If you experience difficulty accessing web pages
and/or reports, please contact the Employment Ontario Contact Centre at contactEQ@ontario.ca or 1-800-387-5656,

"%&

o

Q On the case search page, enter the search criteria for a case. If using the Client Name field,
clicking on the magnifying glass will open a pop-up window for a Person Search. Click Search.

Search Criteria

You can search Lsing & Case Rafens

Case Reference |

Chent Name

Catagory & Program

Start Date

Owner

o &

Q

R
B
O &

Number or 2 combinalion of other search criferia

Employer

Display cases with
Service Plans

Client Reference

Status

End Date

Aonot

n

9 The system will display the results that match the search criteria in the Search Results
information panel. The number of items returned in the search is indicated in the information
panel header. Click on the corresponding Select link:

14




Search Criteria

Reference Number
Last Name Doe

Date of Birth

Search

Search Regits (Number of Items: & out of 5)

Action e Hefprence First Name
Number

Jare

First Name Jane

B lidentify As v

Raset Cancel

Last Name City Date of Birth

doe

Performing a Service Provider Search:

The Service Provider Search allows the user to find service providers contracted with the Ministry to

deliver EO programs.

Start from the Workspace Page

0 Click the Cases and Outcomes system tab.

@ Open the Shortcuts panel.
9 Click the Service Provider heading.

9 Select Find Service Provider.

6 Enter search criteria for a service provider

and click Search.

weripoce @ sos s vaeon>

Shortcuts

Participant

Cases

Search Critera

Risference Mumber
Address

IF13 Bupplier Number

Business Mame
Cay

Satus

°

15




6 The system will display the results that match the search criteria in the Search Results
information panel. The number of items returned in the search is indicated in the information
panel header. If the service provider is registered, click on the corresponding Reference
Number link to display the service provider’s page.

Search Criteria

Reference Number O

Business Name

Address ‘ City
&
IFIS Supplier Numbe.t Status
L] T
@ : Search ‘ ‘ Reset
L
:
Service Prr::o.ﬁders (Number of ltems: 1 out of 1)
&
'l
Fleferenoa.. Businass Neifie IFIS Supplier Addrass
Number. Number

4

O College

City

Status

Active

16



Getting Registered and Logging In

Service Provider Registration Authority - SPRA

Each LBS organization will have at least one designated employee who is registered with the Ministry
as the ‘Service Provider Registration Authority’ (SPRA). The SPRA is responsible for creating,
monitoring, and removing EOIS accounts for staff users in your organization. They can also assist the
user in trouble shooting login issues.

EOIS-CaMs Registration

The designated SPRA within your organization will ensure that the appropriate registration forms are
completed for each EOIS user. They will then add the user to EOIS-CaMS (with the correct permission
levels), which prompts the Ministry to create the user’s account. When the account is created, the
SPRA can help the new user to access the One-key portal and log into EOIS-CaMS.

The SPRA will request that each new user completes the appropriate registration forms and will then
add the new user in EOIS-CaMS. The new user will receive two successive email notification
messages (generated by One-key) to confirm that their user account is set-up. The first email will
contain the Enrolment ID Number and a link to the government’s “One-key” log-in page. The second
email will follow 48 hours later (possibly sooner) and will contain the new user’s EOQIS-CaMS Private
Identification Number (PIN).

Creating A One-Key Account

@ Click on the link in the first email. lontario @ ONe

HELP | ServiceOntario | About Ontario

Sign in

9 Click on Sign up now!

Sign in with your ONe-key ID ONe-key ID:
New to ONe-key?

A ONe-key acCOUnt gIves you Securs access ta Ontaria

Government programs and services. Leam mare El Paisword:

Don't have a ONe-key lbkgia_;_uzl_\__n‘_;vr,

Can't access your account?

17


https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp

9 Choose and enter a username and

Ontario @ ONe
Password.

e Enter any username and
password. An example of a
username would be P e
firstname.lastname. e

* Confirm your password:

iceOntario | About Ontario

1 7 1 accept the Terms and Condilions ol Use and 1 have reviewed the Notice of Collection

o Choose three reCOVery questions that Need assistance? Please call ServiceOntanio at 416-326-1234 (GTA) or 1-800-267-8097
are easy to remember.

Password Recovery Info (*) mdicates & mandatory feld
1 vou forget your passwond you can Create 8 new one, Ser Brswenng 5 set of securty Questons. Create vour own set of secunty Quesbons and Mswers
9 Enter an Email Address. - Secertty Question 1: [~ Sskc s g )P G |
Question 1 Answer:
e The optional email is to recover Qe i Lt Qe |
. . . * Question 2 Answer:
the username in case it is ~ Sacetty Questien : [~ Soiis guicn 5 [ ot |
forgotten. bl
Optional 1D Recovery Info
6 C||Ck Sign Up. - 1mumrmlmnlvmwrmuvnufDM-tlrIDm:;:::mh.rwR‘Ymmmrmmmmﬂllammmﬂ‘

Email Address:

(6]

@ Review the Confirmation and Ontario @ ONe
Continue.

Vou have successhully regatered yous Ofe-key scoount. Your Gl by 10 5 eolscamuuser
& cortirmation e wil be seet to cobscamsuser Sgm.com

Ohie- ke grves. Yo secure acoess 1o Ontans Government snline serveces. You can login 3t sny time on the Ohe ey portal 1o manage your Ghe ey
account (change 10, change password, charge language greferences, #1c.] &nd 10 enral for accessng the avasdabie orine servces.

Piease prnt this page for your records and e o in 3 secure maneer. s not shane — — ey 10 or passmond with anybody.
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Enrolling in EOIS-CaMS$

All the services will be displayed according to your assigned user role within your organization.

@ Click EOIS-CaMS — Applications. [ N

SHSCESE Aecot All Services (rom Ao £

My Services

ONe-key has made several changes. Eind out more

SRR S AECOMNT Selbect a link below to enrol for service(s) access. After completing the enrolment you can access the service

fram tha My Services hist, for future visits

Logout
avallable Services * Accessibibty Comphance Reporting [ACR) + QCL Portal
Business Services * Child Care Licensing System . I nlin o
Persanal Services *o | Services Consalidated * GSAP FA Information Portal @

Information System(Dscis) @ @
+ OSAP FAQ Services - Advanced Services
Services by Calegory > » EQIS - SP Connect 9

» QSAP FAQ Sarvices - Genaral Sarvices @

All Bervices from A to Z * EQIS-APPR - Modular Emplaver @
* Ontario's Past Portal

Find Avallable Sorvices *+ Gpoortunities Ontario: Provingial Nomines
Start typing 10 search o @ Euditl R,

_ application * QUARTS - Qualification and Registration
‘ Iracking System for Building Practitionsrs
OIS Cam RenofL g )

+ SWMC Extranet and WISK] Web
* ERC Oniing

* Service Provider Network Compensation @

© Enter the Enrolment Number. Ontario & ONe

e The Enrolment Number is
located in the first email. This T
number is only entered once Sopieyment Oniaciy Infermetion Sysem (P

You are about to enrol for online access to EOIS.
to enroll into CaMS.

* Requared Field 9
EOIS Enrolment N E

e CIle submit e € | Please enter the EOIS Envoiment Number that was previously sent to you o

Ocnter your PIN. Ontario @ ONe

The PIN is located in the
second email. This
number will negd to be R S
entered every time the You are continuing to enrol for online access to EOIS.
user logs in. Boes i

EOIS Private Identification Number (PIN) *

ARCUT EMPLOYMENT ONTARIO | ONE-KEY PORTAL | LOGOUT

Please enter EOIS Private ldentification Number that was previously sent to o

© click Submit. o 'y
9-——-—.‘. 1

_ Sbmt D

Note: It may take a moment to load the Home page; please DO NOT use the refresh button while you
are waiting.
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6 Read the Terms and Conditions
and click I agree.

—
Breach of Terms and Conditions

14. I will cooperate with the Ministry and its contractors or auditors in any investigation into a breach of|
Conditions and the privacy and security provisions of the Service Provider's agreement with the Min

Revocation of Access te EOQIS
15. The Ministry may revoke my access to EOIS for any reason, including a breach of these Terms and s}
notice to me and without hability to me,

Medification of Terms and Conditions
16. These terms and conditions may be amended from time to time by the Ministry upon notice to me |
Provider and such changes will be posted at www.eopg.ca.

[— Tagres | |

0 Click Confirm Logout to exit. This
will bring up bring up the home
screen.

Ontario @ ONe

ONe-key - Confirm Logout

Confirm Logout

ONe-key Portal

Logout of ALL ONe-key Protected Applications, Go to the ONe-key Portal and stay logged in.

Logging into EOIS-CaM$S

On the home screen, the user will have login in with their new credentials.

o Enter the username and Password
created.

9 Click Sign in.

Ontarina ONe [

HELP | Serviceontario | About Ontario
Sign in
Sign in with your ONe-key 1D \ OMe-key I1D:
New to ONe-key?
A ONe-kiey BCCOUNT gives yol Secure access to Ontario
Government programs and services, Leam mare Password:

Cant access your account?

Don't have a ONe-key ID? Sign up now!

Note:. Please do not click on the SIGN UP NOW! link again.

The appropriate services will now have to

be selected.

e EOIS-CaMS - Application is for client/learner data entry.

e EOIS-CaMS - Reporting is for viewing program reports. (This will be explained later in the

guide.)
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© Clickon EOIS-CaMS— [ Griario @ one
Application.

Welcome,

Last Login: 01:26PM 02 Jan 2022

Help | Logout

ONe-key Account E" Services

My Services

You + have access to the service(s) listed below.
Manage my Account You can el for accessing additional services from the Avallable Services menu, on the left side of the
screen.
Logout
Available Services + EOIS-CaMs - Application = EQIS-CaMs - Reporting

Enter your PIN.
0 y Ontario@ ONe ey

9 Click Submit.

ONE-KEY PORTAL | LOGOUT

Employment Ontario Information System (EOIS)

Confirm your identity
= Required Field

EOIS Private Identification Number (PIN) *

Your access is now set up for the EOIS-CaMS system.



Registering and Creating a Service Plan

Each participant in LBS must have a service plan in EOIS-
CaMSs.

Follow the steps in this section to create the Service Plan.

NOTE: Remember to “save” information frequently and to log out when you are
finished. The system will automatically disconnect you after 15 minutes of inactivity.

Registering a Client

Searching for a Client’s Record

The following EOIS-CaMS system screen will appear after you log in. The client’s Participant
Registration Form (PRF) will be used to enter the required data into CaMS.

0Perform a person search by selecting Register a
Person.

e |tisimportant to make sure that the client is not
already registered.

There are many different ways to search for a client’s
record.

Q Enter client information.

a. Enter the SIN number in the Reference Number
field and click Search.

If nothing is found,

Workspace Cases and Outcomes Tasks Calendar

Welcome to the ECIS Case Management System

~ My Shortcuts a

Register a Person

Register an Employer or a Corporate Entity
My Service Provider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application/Referral

b. Enter the Last Name, First Name and Date of Birth and then click Search.

Note: The more information provided, the narrower the search results will be. Also, note that all
dates in CaMS are entered in the following format: DD/MM/YYYY.




Creating a new Client Record

0 Click Continue.

9 Enter all the mandatory fields

(*) in the Register Person page and

enter the address as shown in the

Navigating section.

Note: Although the SIN number does

not have an asterisk, it is a mandatory

field.

Ragister a Person X

Confirm Person Not Already Registered ol g
Enter search criteria to help you determine if the pe o seen registered before. * required field
Search Criteria -
Reference Number I1dentify As v
Last Name Doe First Name -
Date of Birth 02/07/1987 ™ APPRGlient Party ID E
e @
Search Results (Number of Items: 0 out of 0) £
—r—
A e Oee= O~ -
T R
. .

=} Bt o
o b a]
o Powi N o
o [re. o
o

oty Crun Pl o

e Then click on Register to

create a new record.

Workspace Cases ard Outcomes Thss

Fagister & Parson %

Register Person

I3 g

Qo ¢ Q

* rogured fiskd
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Postal Code Look-Up Feature:

Addresses in the system are entered using a centralized postal code look-up application. When the

user enters a postal code and clicks Search, the Canada Post look-up page will load a list of all

addresses in that postal code area.

1. Postal code does not exist or is incorrect:

e Verify the postal code on Canada
Post’s website.

e Contact the client to confirm proper
address information.

2. Address exists but is not found:

e Type “Invalid” in the postal code field, click Search and then enter the address

manually.

3. Canada Post weblink: https://www.canadapost-
postescanada.ca/info/mc/personal/postalcode/fpc.jsf

Modifying Addresses

Start from the Person Home Page:

@ Click on the Contact tab.

@ Select Addresses in the tab content bar.

9 Click Edit in the Action Button next to the address that requires modification.

Home  Background  Cases @ Identity  Administration

0"'" eAdd resse S\o

Email Addresses
Type Address City From
Phone Numbers
340 CROMWELL ST,
Web Addresses » Primary Mailing SARNIA, ON, SARNIA 09/03/2017
NYT3Y5

Status

Active

B C B

o——l

Delete. ..

- @ Caution: Do not click New to change an address. This may result in overpayments for clients

with active product delivery cases who are registered in other EO programs.
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https://www.canadapost-postescanada.ca/info/mc/personal/postalcode/fpc.jsf
https://www.canadapost-postescanada.ca/info/mc/personal/postalcode/fpc.jsf

Q A message will appear confirming that
the Person Registration is complete
and generated a Person Reference
number.

© click on Click here to open the
Employment Ontario Home page to
create a new Employment Ontario
(EO) Case.

Workspace Cases and Outcomes Tasks Calendar

Register a Person X

Person Registration Completed

123456 p—

@open the Employment Ontario @

The person reference number is

9 The person registration process has been successfully combleted.

6 A new screen will pop up Wolapics  CussswdOucomes  Taska Gl
called the Employment e
Ontario Home Page. You will Lol e =o= e
need to write the Case S m — @ e s
Reference Number at the top FS— -
of the Participant Registration Detas
Form (PRF). Como otorrce RocoredD p—
Prirmary Client Jaew Dow Type Employment Ontaria
Creation Dato CVOE2008 Status. Open
Adding Education and Employment Information
Enter the Education information
@ Click on the client’s name — (2] B
@ Click on the Background tab. o 123 At O Toorta o ey ©
ity As. Fernale
9 Click on New button. The first R R T \
vertical tab is already on o E e
Education. N - o m ,,..1 - m
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@ Enter the information from
the Participant Registration
Form (PRF).

© click save.

Create Education

XYZ College

Course Details

Institution *

Program Name

Start Date *

Type *

Country *

Comments

7/9/2021

Full-Time

Canada

Qualification *

* required field

Certificate/Diploma v

= End Date =

~

e .
N
oD semanen] [comet

Enter the Employment information (if applicable).

o Click Employment on the
vertical tab.

Q Click the New button. s

Horme Background Cases
Education Employment
Emplayment

===

Primary

b Yes

¥ No

Empioyer

e\ﬁ

From To Status
O1D5/2016 Active

08/08/2018 Active

© Enter the information from the PRF.

O\ National Occupational Classification
(NOC) codes and the North American
Industry Classification System Canada
(NAICS) codes are entered by clicking
on the magnifying glass to the right of
the field.

Create Employment
Detail
Cauntry Of
Emplayment Type * v
i i Employment *
Employer *
From Date * B mpae o
Employmant NOG * O, =] Primary 2]
Employment Reason v JcbTme*

For Leawing

Flacement Category

Wage Amourt

NAICS Code *

0.00

Employment Hours per

- o
Weak *
Wage Per

The user will need to look up the NOC and NAICS code before entering this information. This can

be done by searching them in a browser.

Note: Each LBS program may collect client data in a different way. It is important for the
user to be aware of which data fields are required for their specific program or site.
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Creating a Service Plan

o Go back to the EO CosoSewch X EC (s Sonesa
Home Page. Click on o T S ®
Type Empioyment Ortario Creation Date 0170672018
the Action button and Sk Open
select New Service Plan  [ir comcosmmes oo v s ocuscramges sooracamer
from the drop-down Employment Ontario Home
menu. Details
Case Reference S87E543 Received Dale oGz
Primary Client Jans Do Type Employr
Creation Date or0s2me Status Open
Crwner Type Organization Linit [ Employr|
Products
@ Complete all the fields. Deleils (2] .
Primary Chent Jare Dow
e Program: Literacy and Basic Program * Lieracy and B Sl
Ski”s :wkr:r-:llll’ Ontario Works

e Referred In: located in the
client summary on the PRF

e Owner: the name of the user

e Service Delivery Site: select
your appropriate Service
Delivery Site name

Service Dalivory Sas *
Salf Service initiated *

LAS eChannel Indicator |

e Self Service Initiated: the is when an EOSS application was filled out

e Template: this goal path is indicated in the client summary on the PRF

9 Click Save.

9 The Service Plan is now
created. This number can be
recorded at the top of the PRF
just above the case and person
reference numbers.

Note: the status is “Open” as this
plan has not been yet submitted
for approval within the system.

CLIParticipant [ n
Tamplata Mama 9 -
Terrpate Goal Path to Postsecondary | Vo de transiion vers los dludes postsecondains
(o) [omen

Jarw Dos. - 8785432 @
Program Literacy and Base Skils Status Open
Start Date o722021 Closed Date
Cvmer Service Defivery Site Lambton College - Sarnia

Homs  ClentSumeary  PanComert  PanSumeary  Adwnssaien  Cassboles

Service Plan Home

Case Details
Primary Cierd Pian Refererice Numeer
Program Status
Camer Cloaure Heascn

Senvice Delvary Sia " Ouicome

Gaal Change Goa Fabarract i
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e Click on the Client

Stari Date

Summary tab. P /9
@ Click the New button.

Chant Summary

Primary Chent

Literacy and Basx: Skl
T

mMOeM PunSummary  Admraswie  Casshoms  Bes

Closed Dute
Service Debvery Sde.

0 Enter all the applicable fields from
the Client Summary on the PRF.

Enter the Assessment information:

e Entry Assessment Tool is the
type of assessment used.

e Estimated Learner Weekly
Time Commitment is located
at the top of the Notice of
Decision.

e Date of Assessment (for
Entry Assessment Tool) is
the date the client
completed the assessment.

© click save.

Languags -
L at L at Last
ml:l'ccs;mm ok = mqnsanunr e
Home Workplace -

Barwce Provison
Language *

Ergiinh
Additicnal Detags
Humber of ependants * L]

Education

Highast Level of Education

¥ Source of income *

‘Country Highaat Loval of

Criaric Disabiley Support Prograr v

Grada 1 o - n
Cormplated * e S x Bt Echrcation Compieted * e
Tirne Out of Formal .
Gl Mera than 0 Years Time Out of Training Mor than § Years
H
istory of ermipted i
Edducation
Emoloyment -
Ladour Forca Attachment * Empiayed Part Time. ¥  Employment Experience * Worked In Canaca
Precarins Ernpiepment Unkncr w Time Out of Wark * Hot Apolcatie
Employment aftected by
N et
Fogistered Aporntice o covD-B* =
Assessrnent -
Estimated Learner Weekly
Asseasmen v ]
Erery T eoee Time Commitmen *
Date of Assassrsent {lor "
Learner Gaing emsmated [ 20m20n =}
e Ertry Assessment Tooll
Dete of Ass - =
Reatng Loamar Gal -
Documon: Use Numsracy
Canacian Language Benchimarks Assessment -
Spoakng * her Applcabie ¥  Rendng * Nt Apoicabie
Listening * hr Apicetin = Wiitng *

Comments

ALMOST THERE! NOW IT’S TIME TO ADD THE SUB-GOAL(S) AND PLAN-ITEM(S) TO
COMPLETE THE SERVICE PLAN!
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Adding Sub-Goals and Plan-Items to Complete
the Service Plan

Adding Sub-Goals and Plan Items

As mentioned in the previous section, each LBS program has its own process for collecting learner
data for entry into EOQIS-CaMS. Information will need to be provided to enter Sub-Goals and Plan
Items.

Sub-Goals and Plan Items can be added at the beginning, during service and before closure of the
learner’s plan. After adding a Sub-Goal, the user will need to add a Plan Item.

o Click on the Plan Content tab. ocon vz @) ®
Pergpam Liwncy and Basic Sils Buatus Open
Start Date oIz Closed Date.
L / Sevvice Doltvary Sto
o e
Service Plan Home EE o =
Program Liseracy and Basic Skily Hatus Cpen
Crwmar [Change Dwmer] Closurn Roason
—— s Ichangeservice
Gioal Poatsecondary [Changa Goal) Hatorred In Ortarig Wesks
Start Dato O7F22021 Ciosad Date
Boll Sarvice infiated Mo Total Supperts
LBF eCThanvwl b abor No LWI Emgiyen
9 Click on New Sub-Goal to add a bemiiiauind ®
new Sub-Goal. Plan Content e « &
Name of Sub-Goal Start Date End Date Status Outcome

Step 2 is repeated for every Sub-Goal
entered.
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Milestones

Milestones are assessments that are completed by the learner during their time in the program. All
the milestone information is located at the top of the milestone assessment document.

Adding the Millstone Sub-Goal

o Select the milestone Sub-Goal.

Create Sub-Goal

Select St o

Action

Select

Select

Select

Select

Sub-Goal Type
Competencies
Competencies
Competencies

Competencies

Sosesisngss

Name

Find and Use Information
Communicate |deas and Information
Understand and Use Numbers.

Use Digital Technology

Magaaslsamis

Competencies

Competencies

Referral to Other Programs and Services

Referral to Other Programs and Services:

Training Supports

Engage with Others

Learning Activities

Referral Out to Other Community Resources

Referral to Other Programs and Services

Training Supports

=] |

Select
Select
Select
Select
Select
Q Click Save. Add Sub-Goal
Details
Name
Owner
Me
Comments

Find and Use Information

User

* required fiel

o
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Adding the Milestone Item Plan

0 Click the Action Button within
the Plan Content.

@ Select Add Plan Item.

Hove OBy PunComet P Sumewry

Admresin  Casloba  Tam

9 Select the appropriate Plan Item.
O cClick Continue.

9 Complete fields as required.

e Expected Start Date and
Expected End Date: Use your
organization’s defined dates or
the system’s default dates.

e Expected Outcome: Use the
drop-down menu to select the
appropriate value.

Select Plan Item Type

(| Nama

@ Fead Contirnucus Text

() Irterpret Documents.

O Extract Info from Fibms. Araaciensts and Prasaeanions.

Pian tam Typs Desseription

Basic Pan tem

Basic Pan tem

—— o

Additional Information

°0
Delivery Method * \

—
Add Plan Item: 9
— u-‘ﬁ: Fiekl
Sub-Goal Find and Use Information Name Road Continuous Taxt
Primary Giient
Expected Start Date * 1002 B Expected EnaDate * 10V2022 (=
Expected Outcome v Estimated Cost

Service Delivery Site * Catioge - Q, & v
Blended Leaming O
TICITONE \ =
=

e Delivery Method: Use the drop-down menu to select the appropriate value.

e Milestone: If known at this point, use the drop-down menu to select the correct Milestone

number.

@ Click Save.
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Learning Activities

Learning Activities are defined by the LBS program and can include a variety of content such as
lessons, assignments, workshops, etc. that are completed by the learner during their time in the

program.

Adding the Learning Activities Sub-Goal

o Select Learning Activities Sub-
Goal.

@ Click Save.

Create Sub-Goal

Select Sub-Goal -

Action Sub-Goal Type Name

Select Compstencies Find and Use Information

Select Competencies Communicate Ideas and Information

Select Compstencies Understand and Use Numbers

Select Competencies Use Digital Technology

Select =ncies Manage Learning

Seleet Competencies Engage with Others

Select Competencies Learning Activities I

Select Referral to Other Programs and Services Referral Out to Other Community Resources

Select Referral to Other Programs and Services Referral to Other Programs and Services

Seleet Training Supports Training Supports

Add Sub-Goal
* required field
Details -
MName Learning Activities
Owner -
Me -] User O, (]

Comments -
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Adding the Learning Activities Plan Item

o Click the Action Button Fore: Clabimiy:  Peicoee ! Y Advhisos vt
within the Plan Plan Content P tewsicodl (0 O
Content Mame of Sub-Gosl Start Date End Date e

1 3 Learning Activities Not Started

@ Select Add Plan Item.

9 Select the appropriate Plan Item. St Pon e Ty = |
e Most Learning Activities are (3] ]
straightforward. Check with o Hare Pl T e
your program for more D —
information. o B
(] th Basic Plan bem

e (Custom Basic Plan Item is used 9
when a Plan Item is not on the = e e
list. Check with your program o Sy il
for more information. =

n Learing relased 1o e ashecacy B Plan oz
'} Learming relaserd 1 tecivical mash Basic Plan ltem
Q Click Continue. o Lo oA T
0 Cusaom Basic Plan Feen Custorn Plan bern
9 Complete fields as required.
Add Plan Item:
o “Expected Start” and “Expected 9 =
End” Date: Enter your defined — s
Sub-Goal Leaming Activities Narne Learning related to apprenticeship math
dates; otherwise, the system will friary et
Expecled Start Date * /012022 B ExpecisaEnapate * 10022 =
use defaults. ERNRC R . Snmiind
. Additional Information o,
e Expected Outcome: There is only _ o : i}
Service Delvery Site Conege ), ] Dealivery Methed Classroom v
one available option to choose S iy 0
Milestone: v
which is Related Learning = @ )
Achieved.
&

e Deliver Method: Use the drop-
down menu to select the appropriate value.

Note: Milestone is not a mandatory field for this plan.

@ Click Save.
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Training Supports

Most LBS programs provide Training Supports. These are normally financial supports to help eligible
learners with expenses for childcare and transportation, and sometimes other types of support.

Adding the Training Supports Sub-Goal

]|
0 Select the Training Supports Greate Sub-Goal
SUb-GoaI' Select Sub-Goal -
Action Sub-Goal Type Name
Select Competencies Find and Use Information
Select Competencies Communicate [deas and Information
Select Competencies Understand and Use Numbers
Select Competencies Use Digital Technology
Select Competencies Manage Learning
Select Competencies Engage with Others
Select Competencies Learning Activities
Select Referral to Other Programs and Services Referral Out to Other Community Resources
Select o Referral to Other Programs and Services Referral to Other Programs and Services
I Select Training Supports Training Supports I

Q Click Save. =
Add Sub-Goal
* required field
Details -
Name Training Supports
Owner -
Me [ User o &
Comments -
s
e
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Adding the Training Support Plan Item

Mo CleriSueary  PanCoved  Pambowary  ASeuon  Comboms  Bans

o Click the Action Button T
within the Plan Content. o 8t i P~

9 Select Add Plan Item.

Stan stz °

e Select the appropriate Plan Item. Sk |
O Descrionior
@ Click Continue. u
m]
O
o
g (o] [
e Complete the fields as required. e
e Expected Start Date and Expected e 9 “
End Date: Enter the dates with the — e
starting date of supports and the L £ Gotnendone c

Expected Dutcome * Support Pald

end of the fiscal year. If a learner is ki s

v Estmaied Cost

still receiving supports after March p— —
31t of that year, a new item plan
will have to be added.

e Expected Outcome: the only option

O ] DetveryMetnod

Save bExt) | Cancel

is Support Paid.

e Estimated Cost: Enter estimated cost for defined start and end date.

Note: Delivery Method and Milestone are not required for this Plan Item.

6 Click Save & Exit.
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Approving the Service Plan

Once all the Sub-Goals and Plan Items are added, the user is now ready to submit the service plan for

approval.

@ cClick on the Home tab.
@ Click the Action Button.

9 Select Submit for
Approval.

Q When prompted to confirm the

submission, click Yes.

The Service Plan will now display
as Approved.

Creating a Plan Summary

The user will now have to create the Plan Summary.

0 Click on the Plan Summary.

9 Click New button.

Fo%)  CiiSurmay  PanCoren!  PnSammey  Adwekintn Combows  Geets 9
\ e —— =
Service Plan o @ * 2
Ak Bookmark..
Bt ¥
Frimary Clien Blan Roforenco Numsar
Pr Lferacy and Basc Skils Stan Open
ooreen ¥ - Clone

Quwnar [Change Cranes] Oz Reason

. Colags - [Change Senvce Change Cioses Deaais
Service Delivery Sito Dfvary Sic] Outcame
Cond Postsecondary [Change Goal] Reterradin Informal Word of MouthMeda Reterms
Start Date WOV2022 Clesed Date

Submit Service Plan
Are you sure you want to submit this service plan?
—_
o
Jane Doe T BTa5432 @
Program Lisoracy ared Blasic: Siils Status Appraved
Start Dato [ a4 Closod Date
Ownar Servics Delivery Site.
Home Cane Notes Fumrta

Service Plan Home =

Program Literncy snd Basic Skils Status

Cvmar [Charge O] Closure Reason

5 i [Change Service

Sorvice Dalvery Site Deterory Sa0] Outcome

Goal Pastseconaary [Change Gaal] Reterred in Ortiste Worai

Start Date oTH2Re Clomed Date:

Self Service Intiated No Total Supports

LBS eChannel indicator o LW Empiayer

Homo  Cleet Summary N.oowum.—y Adeiituton  CasoNows  Ewwls 9
o— -
Action tsaued T Dale s Sasdus

The Plan Summary is now created.
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Plan Summary

_ (3]
Action Issued To
/

Everts

WOV2022

B ¢ G

Immued

Note: The system populates the client’s information and address. The “Date

‘ Issued” is set to the current date and the “Reason” is set to initial.

@ Click the Action Button.
e Select Edit.

Home  CleiSummwry  PanContent  FunSummary  Adminkiation  Case Mot

Viw Flan Surnnary

Plan Summary Home: Litaracy and Basic Skills

Diswiribesd Hitoey  Unioa History

Plan Summary Details

Sty

N C—

View Pian Sommary

Dorsmioad Pan in Engesh bl

Issued To Creation Date HAVAIT  Download Pan in Frencs,
Peasaon il Sntus s o P
lssue Date B

@ Enter the date the learner accepted the T

learner plan in the Date Accepted field.

@ Click save. .

Note: The Date Accepted will be determined
by your own LBS program.

Pisjection Commants

Cancallation

Plejection fleason

The status of the service plan has now = =~
changed to Accepted.

e
[
brvm Dot

Addvess

TuACotet  Telewwy  Afnemnsce Gt D

Timary Home: Literacy and Basic Skills 7351375 - Elsie Windover 1133575
R e ——————

Btan Summary Dt

Sigratien Datails

Vi By b b g By
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Printing, Downloading and Uploading the
Enhanced Learner Plan

Each participant in the LBS program must have a Learner Plan (LP) on file. Updates to the LP must be
entered in CaMS regularly.

LBS programs can choose whether or not to use the Ministry-designed Enhanced Learner Plan (ELP)
available in CaMS. If your program/site does not use the ELP, there will be a locally developed
Learner Plan in use instead of the ELP.

If used, the ELP is electronically generated and populated with data that has been entered into CaMS
for each learner.

Each location may utilize the following options differently, so it is important to be familiar with which
processes are most beneficial to your individual LBS site.

Downloading & Printing the ELP
To print the Enhanced Learner Plan:

o Click the Plan Summary tab.

9 Click the Action Button.

9 Select Download Plan in English or French (depending on which language client prefers).

Home  ClentSummary  Plan Content Administration ~ CaseNotes  Everts 9
1
Plan Summary Home: Literacy and Basic Skills - \Z)

Edit...
View Plan Summary  Download Histery  Uplead Histary

View Plan Summary

Issued To Creation Date 14022018 Download Plan in French
S Initial S Accapted
Reason e Status G Upload Pan...
Issue Dale 144022018
Close
Address : 0N,

Signature Details

Plan Summary to be Signed By

Once the ELP is downloaded in a PDF format, two copies can be printed to have the learner sign. One
copy goes to the learner and the other goes into the learner file. A copy can also be saved on a
secure drive.
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Uploading the ELP

To upload the saved ELP to the CaMS system:

o Go to Plan Summary.

Q Click on the Action
Button.

9 Select the saved ELP
that you want to upload.

The following screen will
appear.

0 Click on Browse to
retrieve your saved ELP
file.

@ Select Reason for
upload.

9 Click on Upload.

You will need to confirm the upload by clicking OK.
The ELP is now available to be viewed under the
Upload History. This process can be maintained until

Flan Summary Home: Literacy and Basic Skills

View

—
Home  Chect Summary Mwwﬂm Cashotm  Events

(2] \GDCG

View Plan Semary

Plan Summary Details Dermrisad Pan n English
aTo Croation Date ORR0  Downisad Pan in French
\ssue Date 14022018 ©
Caose
Address o
Signature Details
Plan Summary to be Signed By

Upload Learner Plan Literacy and Basic Skills :

File

Reason for upload

Reason

Select file to upload \

* required field

Change of Goal
Close Service Plan
Miesione(s) Complated
Plan Hemis) Added/Modifled

Othar

v

o~
D) ]

cscgiqdcapwsa01.cihs.gov.on.ca:9443 says

Do you wish to proceed with uploading the Learner Plan PDF for
_? Select Okay to proceed, or Cancel to cancel.

the ELP is ready to be closed (when the learner exits
from your LBS program). Make sure to always save

—'@ Cancel

and upload the latest ELP updates to CaMS.

You will be prompted
to click Yes to
proceed if the system
detects a previous
uploaded plan.

Learner Plan Literacy and Basic Skills

o The learner plan has been uploaded successfully, and the client's service plan has been updated. Do you wish
to download a new version of the learner plan for mister orange (this is recommended)? Select Yes to proceed

or No to cancel.

e d OO

THE SERVICE PLAN IS NOW ACTIVATED!
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Adding/Modifying/Deleti

Goals

It is likely that you will need to Add/Modify/Delete or C
program may have a different process for these tasks.

Deleting a Plan-Item and Sub-Goal

On the Plan ltem:

ng or Canceling Sub-

ancel Sub-Goals and Plan Items. Each LBS

o Click on the Action Button.
@ Select Delete Plan Item.

If the Plan Item has a date in the

Actual Start Date field, it can be deleted by first removin

Each LBS program may have a different process related to deleting Plan Items.

The following screen will appear: If you are certain you want to delete the Plan Item.

9 Click Yes.

The Plan Item has been removed. The Sub-Goal can now

On the Sub-Goal:

Q Click the Action Button.
9 Select Delete Sub-Goal.

Miaicre 8

==
g the date and saving, and then deleting it.
Delete Plan ltem : Write Continuous Text - Communicate Ideas a...
Are you sure you want to delste this plan item? \9
Qec)

be deleted.

ik e " o —_— C_-“

= N ===

The following screen will appear:
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6 Click Yes to accept and remove
the Sub-Goal.

Delete Sub-Goal: Communicate Ideas and Information - Literac...

Are you sure you want to delete this sub-goal?

(=)

There is another way to remove a Plan-Item.

o Click on the toggle arrow of the Q) s ©
Sub-Goal. ——

Q Then click on the toggle arrow on

g

the Plan Item. pre———— .. s =
. - Detalls - Dbt P Somy
9 Click on the Action Button. - =
O sclect Edit Plan Item. e o —
e Remove the Actual Start Date. — (6]
. Details »
@ Enter Cancelled in Outcome. : \
Mame 9 Wirita Continuous Text Outcome ~
a Click Save. Expected Start Date * 122022 B ExpectedEndDae Tiov202e =
Actual Start Date [ Actusl End Date [ oo
Estimated Cost Actual Cost
Expected Outcome * Level 2 v Good Cause Oﬂ \/EI
Additional Information o -
Service Delivery Site * College O, &] Delivery Method * Glassroom -
Blended Learming O
Milestone w
Comments \ 2
==
The status for this Plan Item will now —— - o P
change to “Not Started” with a _ o .
“Cancelled” outcome. You will also see a il - .
“Not Started” status under the Sub-Goal. e s o o - e

You have now successfully removed the
planitem.
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Closing the Service Plan

Here is a sample file checklist to use BEFORE you close a
learner’s service plan in CaMS. (Be sure to find out what your
program includes in its closed files.)

NOTE: once the service plan is closed in CaMS, it cannot be
reopened.

If you have any comments to add after closing the file, click on Change Closure Details, and use the

“Comments” section.

Before closing the service plan, ensure all reported changes to learner information and/or learner plan

details are recorded in the file and are up to date in CaMS (address, phone numbers, e-mails, goals,
education, employment, dates, etc.)

Checklist for
Closing Files

Signed Participant Registration Form

Intake and Ongoing Assassment Decumeantation
Learning Style Assessmant

Release of Infarmation Form

Casa Notes

Copias of Correspondence

Signed and up to date Learner Flan

Student Agreements lattendance/prograss)
Service Coordination Referred In/Out Documentation
Completed Milestones and Learning Activitias
Participant Exit and Follow-Up Forms

Copy of the Learnar Satisfaction Survey

Training Support Decumantation

|
[
[]
[]
[ ]
[]
[]
[]
]
[]
[ ]
[ ]
[]
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Now you can proceed to close the LBS learner service plan in CaMS. There are two ways to close the
file: Closing the Service Plan by Uploading the Learner Plan or Closing a File Manually.

First, you’ll need to log into CaMS and search for the LBS service plan for the learner you wish to
close. Review your file checklist, and ensure that everything is completed, entered and up-to date in
CaMSs for that learner. Set your Sub-Goal outcomes to either Attained, Not Attained or Cancelled.

Closing the Service Plan by Uploading the Learner Plan

LBS sites that use the Enhanced Learner Plan (ELP) can upload this document with closure details to

automatically close the service plan.

0 Click on Plan Summary and then
on Select.

b o

St

@ Next, download once again the
updated ELP and save as a PDF
file on a secure drive. Add
missing fields (if any) to update
the plan. Click Save.

9 You will now retrieve the
saved ELP file from your
secure drive and then select
Upload Plan.

9 The following message will appear on
your screen. Retrieve the updated PDF
ELP file to upload by clicking Browse.
Then click Upload.

S

v By Croaten Du b B

- - - s B,

..... i

s s

[LErp——

L e — \
nary Home: Literscy and Basic Skils (3] =3
Comrvecd ey Upkaadbarary
R N y—
ry Dreaa Downmod Pl n Bnglan
nd T PR—— oem Dttt P n e
52y - . = |
b e
.
Advesa
Upload Learner Plan Literacy and Basic Skills -
* required field
Select file to upload -
File Learner Plan for intro to C
Reason for upload o -
Reason Close Service Plan v
(7=
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© confirm by clicking OK.

@ You will need to assign a reviewer. The
person you assign will be the person
responsible for the mandatory 3, 6, and
12-month “Follow-ups” for this learner.

0 A confirmation will appear
stating you have
successfully uploaded,
updated and closed the
client’s service plan.

@ You can view the upload and
download history of your files by
selecting the appropriate tabs.

Closing a File Manually

0 From the Service Plan Home tab,
click on the Action Button and then —
choose Close from the drop-down

menu.

www.eoiscamia.edu.gov.on.ca says

Do you wish to proceed with uploading the Learner Plan PDF for
? Select Okay to proceed, or Cancel to cancel.

e “ Cancel
L

Close Service Plan Literacy and Basic Skills

Select No to cancel

Revvewes

Uplonding a closed Learner Plan will closs the Service Pian. To closs this service plan select Yes and a Reviewsr

N

= required field

& ]

Service Plan Closed Literacy and Basic Skills

The Learner Plan has been uploaded successfully, and the client’s Service Plan has been updated and Closed.

Select Ok to view Service Plan Home.

Home  Clermfummary  FusComer  Punfummay  Agmwemsn  Casbols B
Download History: Literacy and Basic Skills Oo= ¢ T
bssd T Dute hasued LR Status Accepted
Dnsricaed Dbt Flonpuirsest By
MO TN
Priacs.  CommdiOamee  lma  Coeiw
Ve =
®
L o Hans
et e s PR
- [R N [
7 Aen et e o \.
x e
[rs—
\ - *
e —
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Q Next, enter all the closure details captured Close Servios lar: Literscy and Basi Sl

from details of the service plan and noted on o
Details -

the Ministry’s Exit Form. Click Save. —
Peimcen Comphotion Satstacton” &
Ouncome * I poucation - postsecondary Reviewss* Qda
Assessment -
Loarer iion o it ascig E:."l‘.i‘.,”::;’:i:’";‘m =
Loarroer Qi at Exit: Docurroavd Hazthe godl path speolfic
i Culminating Task been No Rssponse ~

suctesshuly completed? *
Loarnar Gaine st Exit: Mumaonscy mmdrl;:';“w‘u' =
puoirccrctriaiie NG o Al
Pakeint ot ues g Hae the laamer sucoesstuly
::mmnmmnem = :;"m":"m::h“ You =
learreer pian?
Vi Ty eI SlLalion Nas s i S 0
improved. *
Yot g e a0
fonborsiprassa T B L) \ %
GeDlomes
e When you are prompted to
confirm that you want to Close Service Plan: Literacy and Basic Skills -

close the service plan, click
Yes.

Are you sure you want to close this Service Plan?

9 A confirmation will appear
stating you have successfully
closed the client’s service
plan.

Service Plan Home vl €

I o E1618: Please update Employment and/or Educational history accordingly.

Case Detalls -

Primary Client Plan Reference Number

Program Literacy and Basic Skills Status
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Entering Resource, Information and Referral
Data

follow-ups

referrals
outreach activities

SEIVICe sessions
coordination

...It’s all part
of the
contract!
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Documenting Learner Referrals

Part of the contractual agreement with the Ministry requires that all LBS sites record and document
learner referrals made to Other Programs and Services.

To enter this information into CaMS:

0 Select Plan Content and click ['— o= e B I B
on New Sub-Goal. Pran Corient (1] — ce
Nasne of Sub-Goal Seart Dane End Dats Stans Ouncome
b Manage Leaming w2 12020 Campleted Attsinod
b Loaming Actitios D208 o202 InProgress
b Urdomstand and Use Nurrbars WOLIDIE CA02E Campleiod
» Find and Lisa information 2500 Lrfn s B Campieted
* Aol Out 1o Other Communiy Fescuses DB a0 Compited Attmnad
The following screen will appear.
B =
9 Click on the Select button S
for Referral to Other Programs :
Action Sub-Goal Type Mame
and Services. _
Select Competencies Find and Use Infermation
Select Competencies Communicate |deas and Information
Ly
Select Compelencies Understand and Use Numbars
Select Competencies Use Digital Technology
Select Competencies Manage Learning
Select Co e Hes Engage with Others
Select Competencies Learning Activities
Select Referral to Other Programs and Services Referral Out to Other Community Rescurces
Refarral to Other Programs and Services Rafarral to Other Programs and Services
Cancel |
Another box will appear for you to confirm.
9 Click Save. Add Sub-Goal
~ Teguired T
Detalls v
Name ::;e;::;:.;::'\ﬁ’ Programs.
Dhwner -
Me -] User Q, &]
Comments e -
P!'Mws Cancel
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This new Sub-Goal will now appear in the list of all Sub-Goals with a status of “Not Started.” Next,

you need to:

0 Click on the Action Button.
9 Select Add Plan Item.

Note: A good practice for each site is to create a list of community agency names you most
often deal with and associate them with this list of Plan Items.

o The following screen with “Select
Plan Item Type” will appear. For our
example, we will choose the Post-
Secondary Education Plan ltem.

9 Click Continue.

The following screen will appear.

0 Enter the expected start and end
dates; otherwise, CAMS will default to
today’s date.

9 Enter the “Expected Outcome” from
the following three choices in the drop-
down menu: Referred at Entrance,
Referred During Service, or Referred at
Exit.

Select Plan item Type

@ Carcel
L
Ak Plan lam:
e e e £ o hame ‘e Sinere o
ecizd Erd Oue * =]
Faterod ot Exi mated Uoat
. P—
,\
- \
=

9 You can add comments if needed. For our example, we will enter that student is taking the post-

secondary Pre-Health Program.

@ Click Save & Exit.
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o Next, click on the Referral to
Other Program and Services
toggle arrow.

@ Click on the Action Button
9 Select Edit Plan Item.

Now you will be able to attain the
Plan-Item.

o Enter the Actual Start date.

9 Enter the Actual End Date if the
item is completed.

e Select the outcome from the
drop-down box
(Attained/Cancelled/Not Attained).

In this example, the referral was
made on the same day it was
confirmed, so the dates are all the
same.

@ Click Save to exit.

T T ——
Plan Content B ¢
Mame of S0 Gost Snart Dats Enc Date St Cutcome
b MoageLaaming FEE AT 2208 [ 2t
P L Achites 25012008 o0 P S—
b Uncerstand and e fumben s AT Compistss
b e L inbraten p i -~
b sl Ouf 1o Coner Comimunty Ressusss el e mpene sainee
lo »  ftorral lo Othor Prograrme and Servioos Bl s Mot Startod
Detaits .
Hame Crtcomg e
Tipe Conmer
Flan Itorms -
Name Wz Stawt Dt EnaCate Status Cucome
Fost.Seconaary RN,
O ot Statod (&)
i (3] ==
et Bl o
Maodity Plan tem :
i Tk
Primary Ciert o
Datails \ .
Mame Fost-Secondary Education Cutcome v
Expoctsd Start Date * ©oL20 ™ ExpectedErdDate * e [ =
@ - s -
Actual Start Dete ROv20eE O Acnal End Date oVt
Estimated Cost Al Cost
Expectsd Outcome * Pisferradat Exit v GoodCause Q Gl
Additional information -
Service Defvery Site * Coliege G, & Detvery Method -
Blonded Loasming (]
Micaixa: v
Commanis -
e

Here’s an example of a completed Plan Item with an “Attained” outcome. As well, the outcome of
the Sub-Goal is completed and “Attained.”
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—
- FRaterral to Other Programs and Services 120v2022 12nov2022 Compiated
Detaile -
Name Referral to Clher Programs and Services Qutcome
Type Raterral to Other Pragrams and Sarvices Owner
Plan ltams -
Name MileStonc # Start Date End Date Status Outcome
Post-Secondary |—] )
ot FCJHJ‘ Y 12003022 12002022 Compiatad AU
Education

Details -

" Ratarral to Other Programs and
Mame Paost-Secondary Education Sub-Goal - b
Services

Primary Clent Expected End Date 12012022

12012022

Expecled Start Dale 2012022 Actual End Date

Actual Start Date 120172022 Outcame

Expected Outcome Raferred al Exit Status

NOTE: All Sub-Goals need to have a defined OUTCOME (Attained, Not Attained or
Cancelled) before the service plan can be closed.

Documenting Unassisted Services

Your agency may also provide unassisted services such as “Information Sessions and Outreach”
activities. As part of your contractual Service Coordination commitment (and as a good practice for
client service), your program may refer potential clients to other LBS providers if they are not
suitable for service at your program. They may also be referred out to other programs and services in
the community. Therefore, these clients never become registered learners at your site.

These types of data are captured and entered on a monthly basis in the “Aggregate Data” section of
CaMS. The steps to enter this information are outlined below.

Information Sessions & Qutreach Activities

0 Click on My Service Provider: within the “My
Shortcuts” list.

Register a Person o

Register an Employer o
Pending Reviews
Reassign Cases
Reassign Reviews

A @fporate Entity
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Q Click on your site Reference Number.

Sarvice Provider Home: e
IF1S Supplier Site
Legal Name COLLEGE
Suppsbor Nt
Supger Site Nome
1PES Status Acwe
Dotads
Cattom
Businss Narm Flabarance Mumber
Prederred Language. Englah Prederred Gommunication Prons
CRA Business Number Bector Colege
NAKCE Code Provider Status Actn
35 Ha Geographic Region ‘Wostam Region Région de [ ouest
Max Number of Users " License ABocation 9
Cortact Datails

Addross Phone Numbar
Servica Delivery Sites
Aotoronce Mumber ‘Benvice Delivery Sas Name Provider Status

Services

> [— m

9 Click on Services.

Service Delivery Sita Name College - Reference Number
Preferred Language e English Status Active
Geographic Region Western Region/Région de I'ouest

Home: Contact Sarvice Delivery Site Members.
Service Delivery Site Home =

Service Provider -

College
Business Name Reference Number

Q Click on LBS Service Delivery.

Home Contact Services Sarvice Delivery Site Members.

Services e g
Name Start Date End Date Ministry Contact Case Reviewer Status
In-class Enhancer
Fund (colleges) el i
Apprenticeship ital 28/01/2021 Approvad

Grant

LBS Service Delivery 01/04/2013 Approved
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e Click on the Aggregate Data tab.

Service Home

Name

Details

Name

Service Home - LBS Service Delivery

01/04/2013

Service Delivery Site

College -

LBS Service Delivery

End Date
Ministry Contact

Reference Number

Ministry Contact

Elest [oeee C

v

6 Click the New button (If applicable).

Homa Aggregats Data Recent Changss

Search Results

From Data To Date

Type of Information

Information Sessionm Information Session College -
Participation ; §
Pleasze enter a date range for the information sessions
Wait Lint
From Date * ™ Topate*
Search Raset

Audience

Saasion

0

* required fleld

—

Numbser of
Attandess

0 The following pop-screen will appear. Under the Type of Information session, select
Information Session and/or Outreach, provide a description on the activity you did, details on
the audience served and enter dates. Click Save.

Create Information Session:

Information Session

pads
Type of inmrmali%ession *

Description *

Details
Audience * General public o
From Date * ov12/2021 =

Comments

T required ek

v

Information Session v

Weekly Information sessicns-held every Tuesday

Number of 0 -
Attendees * )
To Date * av1/2021 =

v

Sm&New Cancel

Create Information Session:

Description *

Details

Audience *

From Date *

Comments

Type of information session *

Information Session

Outreach

Ontario Works

T Number of e %
=R Attendees *

V122021 ™ Topate*

311272021

= required fieid

o

v

sawa.Nw | cancel
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@ Click on Participation.
Then click New.

9 Complete the
details and click
Save.

Home  AggrecensDuts  Recent Changes e
: Es....... Participations College - ! ~’-' ko)
= : :
W Lim Served ¥ o et to Cormectional Last Updated
providers programefienvices  Liseracy
3 22N 5 2 ] W20 55T
3 20110 5 0 o 02021 1323
» 202909 42 1 5 0 002021 1049
Create Participation College -
* required field
Details -
Year * 2021 v Month * 12 v
# Individuals referred to
# Individuals Served * 45 other literacy 8
providers *

# Individuals referred to
other
programs/services *

Comments

# Individuals referred to
Correctional Literacy *

o :

‘Save&Naw‘ .Cannal.
1 3 IENS—

If your site has a waiting list, choose the appropriate tab and record.
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Entering 3, 6, and 12-month

Follow-ups

It’s been 3 months since you closed a learner’s plan. It’s time

for the follow-ups!

When a service plan is closed, the system will automatically
create a 3-month follow-up. Once the 3-month follow-up is
completed, then the 6-month follow-up will be generated
and subsequently the 12-month follow-up. In CaMS, the
follow-ups are also known as “Reviews”. To complete your

follow-ups, see the steps below.

0 Click on Pending
Reviews from your
workspace tab.

Soanch for an Application/Feformal

Worhspacs Cases and Oulcomes Tasks Calerdar

Wetcome to the EQIS Case Management System

£ ch

CaMsS will display a list of cases, review types (3-month, 6-months, 12-month) and corresponding

review dates.

9 Click on the Case Reference to pull-up the reviews.

Pending Reviews

Case Reference

|m

837

s

3804

Program

Literacy and Basic Skills

Literacy and Basic Skills

Literacy and Basic Skills

Literacy and Basic Skills

Primary Client

Review Type

Qutcome at 12 months

Outcome at 12 months

Outcome at 12 menths

Outcome at 12 months

Review Date

30062022

304062022

30062022

24/06/2022

ce
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Typically, three attempts are made to contact the learner and outcomes are then recorded. The first

attempt made would be considered as the actual start date and the last attempt made would be
considered the actual end date recorded for each of the follow-up types.

The following LBS learner service plan will display.

9 Click on the Events tab.

@ Click on the Action Button.

9 Select Edit from the drop-
down menu.

@ You can then enter your
review outcomes in the
specified field.

0 Click Save.

Paeding P % g *

Program Litwracy and Bamc Siils E St

Seart Date RN Ciosod Date
[ Servics Doivery Soe
iome  ClctGunmary  PnGotws  Panfumrwy  Adwtos  Cessows

Events

Colurciar View Lot Vi Corma Pt

P CaseReves
b CaseRevew
Plor Ciosed

P Opmrd

Ciomea
30085051

Cologe - Sarmia

Start Cute Frct Dt \

06022 @

AR 0807 Ve Englopant

3008 9 e
oos anoez

Modify Review:

@ v iekd

Reviswer O, (=l Actual Start Date 30/12/2021 =
e

Scheduled Dats 3o0rz/2021 M Acta End Date 301272021 =

Expected EndDate 901272021 (= EmplymentHours 5

per Week
Outcome Employed Full-Tima v Wage Amount

Program Specific Outcomes

Your i ituation has i d.

5« Strongly agres
‘You are better prepared to find and maintain employment. 5 - Strongly agres

‘You have developed andfor increased skills. 5 - Strongly agree

15.00

Hour w

v

Your review is now complete. The next applicable review (6 or 12 month) will automatically appear in

your Pending Review link.

A very useful report for follow-ups is the Service Provider Follow up Cases (Service Plan) # 19-A. This
report shows service plan follow-up reviews that are overdue or due within the next 30 days. More
information on reports can be found in the next section.
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Must-have Tools:
EOIS-CaMS Reports

There are many useful reports available to
effectively manage your LBS program
performance measures.

Logging in

@ select EOIS-CaMS - Ontario ) ONe

Reporting.

ONe-key Account

My Services
Manage my Account

Logout

Avallable Services

Business Services

Tramear)

Welcome,

Last Login: 01:25PH 01 Jan 2022

Help | Logout

E Servi I

Yau currently have access to the service[s) listed below.

You can enrol for accessing addit'- —— - ~“rvices from the Available Services menu, on the left side of the

* Ne=

sereen,

= EQIS-CaM5 - Applicasion

@ Enter your PIN and click Ontario G ONe

Submit.

ONE-KEY PORTAL | LOGOUT

t Ontario

ploy

Confirm your identity

* Required Field
E Private Identification Number {(PIN) *

[ Fiease enter your EOIS Private Identification Number (PIN) Q

(EOIS)

Accessing the Reports

P SRR SRR e RS TEEYY
You are in: SDS Reports ->

0 Click on All Reports to view a
complete list of available reports.
You can also choose to filter
reports by program.

program:

€,

@)

Please select repnrto

College Log Out,

LBS Reports

OSEB Reports

SJS Reports

COJG Reports -

~ [Your current selection is All Reports

Submit

Employment Services

College -
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9 By clicking on the toggle arrown at the bottom, you can expand the reports by site location.

You will see a list of all available reports. From those listed, the highlighted ones are most important

to review regularly.

v College -

b LBS - All Data - IR (#60A)

) LBS - All Data - Outcomes/Follow-ups (#60D)
) LBS - All Data - Service Plan/Profile (#60B)
4 LBS - Case Activity (#61)

4 DF - LBS - Participation (#62F)

4 DF - LBS - Information Session (#62H)

) DF - LBS - Sub Goals And Plan Items (#62D)
4 DF - LBS - Service Plans (#62C)

4 LBS - Detailed Service Quality (#64)

4 DF - Literacy and Basic Skills DSQ (#64C)

) DF - Clients (Participants) (#32A)

4 DF - Education History (#32B)

4 DF - Employment History (#33B)

) DF - Follow-up Events (#32E)

) Service Plan Case Follow Up (#19A)

) PDC Follow Up (#19B)

_’ Inactive Cases (#20)

To further understand the data contained in each report and where it comes from in EOIS-CaMS, you
will find the corresponding CaMS Reporting “User Guide” next to the report date when you click on

the blue triangle to expand the list.

¥ LBS - Case Activity (#61)
¥ 2017
} 2018
) 2019
) 2020

o 4 2021

\%’52
; anuary

€ o23anuary 2022
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You will also find the CaMS Reporting User Guides under the User Guide section of the
myEOIS.portal.

User Guides

= All Systems CaMSs - Reporting - LBS All Data - 60ABD
Last updated : Thursday, June 17, 2021

wr CaM3 e

o CaMs - oning - LB Lase Actvity Keport b1
Reporting Last updated : Thursday, June 17, 2021

Canada-
Ontario Job

CaMSs - Reporting - LBS DSQ Report 64
Grant

Last updated : Thursday, June 17, 2021

Clients

Employers

Employment
Ontario Case

Employment
Service

General

Literacy and
Basic Skills

NOTE: To view CaMS reports, you must be registered (by your SPRA) to
access the “EOIS-CaMS — Reporting” application.

EOIS-CaMS data entry and associated file maintenance is critical to meeting your LBS program’s
contractual obligations to the Ministry.

Don’t hesitate to ask for help when you have questions about CaMsS!
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