C’-‘;Z‘;"’\-
f'.‘_ e \.!9
L9 h
i el
CS C e,
St
COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

NNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNNN

EOIS-CaMS User Guide
for New Get SET Staff

- 2026

Get SET 1+l EMPLOYMENT .
Skills, Education and Training Canada ]Vj/.\;{[e.# Ontario @



Acknowledgements

The College Sector Committee for Adult Upgrading (CSC) would like to thank our partners (Literacy Network
Northeast and the Mid North Network for the Coordination and Development of Adult Learning) for their support in
the development and piloting of this resource. In addition, the CSC is grateful to the Coalition ontarienne de
formation des adultes (COFA) for providing the French translation.

Many individuals from Get SET programs across the province contributed to the piloting and review of this guide.
Their feedback greatly improved the quality and relevance of this resource.

Prepared by

College Sector Committee for Adult Upgrading
Literacy Network Northeast
Mid North Network for the Coordination and Development of Adult Learning

Funded by

Ontario Ministry of Labour, Immigration, Training and Skills Development (MLITSD)

The views expressed in this publication are of the funded agencies, and do not necessatrily reflect
those of the Ministry of Labour, Immigration, Training and Skills Development.



EOIS-CaMS User Guide for New Get SET Staff

Introduction and Disclaimer

Welcome to the Employment Ontario Information System — Case Management System (EOIS-
CaMS) User Guide. This guide is designed to support new users—particularly those working with the
Get SET (Skills, Education and Training) program—in navigating and using EOIS-CaMS effectively.

While some of the information provided may be relevant to broader EOIS-CaMS usage, the primary
focus is on the needs and workflow of Get SET service providers.

What This Guide Includes

o Clear, step-by-step instructions

o Visual aids and screenshots

« Brief explanations of key features and processes

Please note that some procedures may vary depending on the organization’s specific practices.
Where applicable, the user should follow the site’s internal protocols in conjunction with the guidance
provided here.

Staying Up to Date

The government of Ontario’s Employment Ontario Partners Gateway (EOPG) platform provides the
most up-to-date information on EOIS-CaMS changes and system enhancements. Get SET providers
are expected to regularly check these sites for updates and official announcements.

Instructions for Using this Guide
This document includes helpful navigation links for easy access to its sections.
o The Table of Contents is interactive; clicking a section title will take you directly to that page.

« Within the content, you'll find links that lead to relevant web pages and other locations within the
document.

« When you navigate to a new section, there are links on the right-hand side that allow you to
return easily to the previous section.

Disclaimer

This guide is intended for informational and training purposes only. The authors are not responsible for
any misinterpretation or misuse of the content. EOIS-CaMS and its associated resources are updated
periodically. This guide reflects the system version and available resources as of January 2026, with a
focus on the Get SET (Skills, Education and Training) progra
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Employment Ontario Partners Gateway (EOPG) Website

The Ministry of Labour, Immigration, Training and Skills Development (MLITSD) provides a central online

resource for service providers through the Employment

Ontario Partners Gateway (EOPG).

The EOPG website offers a comprehensive collection of

tools, documents, and updates designed to support the

effective delivery of Employment Ontario (EO) programs, including the Get SET program.

Home Page — Key Features

1 Toolbar — Located at the top for easy
navigation across sections.

2 Latest Updates — Displays recent
announcements and program changes.

3 Quick Links to Program
Information — Direct access to
specific EO programs.

Programs (3}
I Adjustment Advisory Program
Better Jobs Ontario
Canada-Ontario Job Grant

Employment Service

TOC

Ontario

Employment Ontario Partners' Gateway

Home Updates Programs Apprenticeship Initiatives Forms Resources Contact

Employment Ontario Partners’' Gateway

This site provides information to support current Employment Ontario
partner organizations delivering Employment Ontario programs and
services.

Q—>

Latest Updates

June 4, 2025 May 30, 2025 May 28, 2025
Local Board Performance
Measurement Documents

Clarifications Regarding the 2025-
2026 Canada-Ontario Job Grant
Employer and Training Provider...

Apprenticeship Capital Grant 2025-
2026 Call for Proposals

Get SET (Skills, Education and
Training)

Ontario Job Creation Skills Development Fund

Partnerships Training Stream

|

Integrated Employment Ontario Labour Market
Supported Employment

Services Partnerships

Local Boards Skills Advance Ontario Youth Job Connection

Ontario Employment
Assistance Services

Skills Development Fund
Capital Stream

Page | 1


https://eopg.labour.gov.on.ca/en/
https://eopg.labour.gov.on.ca/en/programs/get-set-skills-education-and-training/
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4 Links to Other Websites and Information Quick Links
systems _ Commonly used by EO SerVICG U} Employment Ontario 4 myEols [ Transfer Payment Ontario (TPON)

I/} EOIS (APPR, CaMS, SP Connect) [ Ontario Job Bank
providers. L3 ind Employment and rinng Services 2 Oniari Labour Market Informatin
(FEATS)

5 Email Notification Sign-Up — Allows you to Email Notifications
receive alerts when updates are posted. s et e ity s\

content is posted on the Employment Ontario Partners' Gateway.

Sign up for email notifications h e

o ‘ Subscribing to alerts is highly recommended to stay informed about changes and new resources

Get SET Program Page

Step 1 . At the top Of the page’ CIle Home Updates Apprenticeship Initiatives Forms Resources Contact

Og| ams. Adjustment Advisory Program \ Ontario Bridging Participant Assistance Program &
Better Jobs Ontario o Ontario Employment Assistance Services
H Canada-Ontario Job Grant Ontario Job Creation Partnerships
.
Step 2: From the list, select Get SET.

Employment Service Ontario Labour Market Partnerships

[ Get SET (Skills, Education and Training) ] A— 9 Skills Advance Ontario
Global Experience Ontario & Skills Development Fund Capital Stream
Integrated Employment Services Skills Development Fund Training Stream
Local Boards Supported Employment
Ontario Bridge Training Program & Youth Job Connection

Step 3: Review the page for all Get SET-specific Gl
updates, resources, and information. Employment Ontario Partners' Gateway

Home Updates Programs  Apprenticeship  Initiatives Forms Resources Contact

This section provides access to Ministry

Home > Programs > Get SET (Skills, Education and Training)

e Memos
i i Get SET (Skills, Education and Training)
e program guidelines ‘6‘/9
o forms (I “Sverview
" P

« additional resources S ——
Curriculum Frameworl K @ Proo 9
(OALCF) The former Literacy and Basic Skills program is now called Get SET (Skills, Education and
" Training). Web content and Employment Ontario Information Systems (EOIS) are currently being.

pdates updated to reflect the new program name,
Planning
Reporting The Ontario Get SET (Skills, Education and Training) program helps adults in Ontario to develop and
Participant and apply numeracy, and digital skills to achieve their goals. The Get SET
Management program serves learners who have goals to successfully transition to employment, post-secondary,
100, and increased pr includes learners who
Questions and Answers may have a range of barriers to learning
Program Initiatives
| i _/  Visitthe Get SET ontario.ca page for program information aimed at the public.

It is important to review these pages reqularly and become familiar with the content to ensure compliance
and effective program delivery.

TOC Page | 2
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Employment Ontario Information System EOIS-CaM$S

Get SET service providers are required by the Ministry to use the Employment Ontario Information System —
Case Management System (EOIS-CaMS) to record and manage client and learner information. EOIS-CaMS is
a secure, web-based application hosted on the Ontario Public Service / Broader Public Sector (OPS BPS)
Secure Portal. It is maintained by the Government of Ontario to support the delivery and administration of Get
SET and other Employment Ontario (EO) programs.

EOIS-CaMS System Overview

The EOIS-CaMS system organizes participant information using a structured hierarchy of reference numbers.
Below is a snapshot of how the system tracks and manages data.

Person Reference Number — Client Profile
« Assigned when a participant’s personal information is first entered into EOIS-CaMS.
e Includes key details such as: EOIS-CaMS Syst em
o Contact information
Status in Canada

O
o Educational background
o Employment history
Person Case
Case Reference Number — Employment Reference coforence
Ontario Case Number Number
o Generated after the Person Reference onvi
. ervice Plan
Number is created. B  Number
« Used to manage the participant’s overall
engagement with EO programs. Service Plan
Number
e Includes:
o Registration details
. Service Plan
o Service plans —
o Recent updates

Service Plan Number
« Assigned when a participant begins a specific service, such as Get SET.
« Each service plan contains detailed information about
o participant goals
o status of the participant’s service plan, sub-goals and plan items
o start/end dates, outcomes, exit and follow-up data.

TOC Page | 3



EOIS-CaMS Access

To begin using EOIS-CaMS, registration must first be completed through the Get SET organization’s designated
Service Provider Registration Authority (SPRA). The SPRA is an employee of your organization who is
responsible for managing user access and will guide service provider members (users) through the registration
process. (Note that the Ministry recommends using the Microsoft Edge browser to access all EOIS services.)

Registration Process

To gain access to EOIS-CaMS, follow these steps:

1. Complete the EOIS Registration Form
o Obtain the required form from the SPRA for your Get SET program.
o Fill out all sections accurately.
2. Attend a Face-to-Face Meeting
o Schedule a meeting with the SPRA to verify identity and finalize registration.
3. Provide Valid Identification
o Bring two original pieces of identification to the meeting; a list of acceptable identification will
be provided by the SPRA.

Social Insurance Numbers (SIN) and Ontario Health Cards are not accepted as
valid forms of ID for this purpose.

OPS BPS Secure Portal Registration

Once the SPRA has initiated registration, an account must be created on the OPS BPS Secure Portal using the
work email address. This email must match the one provided on the registration form.

Step 1: Go to the OPS BPS Secure Portal onterio @
OPS BPS Secure
© | Bookmark the portal link in the browser fyou have Pk corticate
for quick access. (1) P————
OR
Step 2: Click Register New User? fesic: (2
Sign In
Email Address (Registered email Address)
l I
Passwort d
l l
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https://www.login.security.gov.on.ca/opsbpssecure/public/login?bmctx=C22AD37C1A6D53D7A3FBDFA9A7CDE03B8A0600BDDC0FEB50AA522D80720099A7&password=secure_string&hostIdentifier=IAMSuiteAgent&contextType=external&IS_OAUTH_OAM_SSO_LINK_ENABLED=true&IS_OAUTH_USE

Step 3: Complete the registration form with the following details: S
e Full name Register New Account
e Work email address
e Secure password e [

recuire

e [
Password Requirements: e [

recirecy

e Must be 12-17 characters long el — D] 3

e Must include: = 9

At least one uppercase letter T

(reciresy

At least one lowercase letter e

At least one number o

At least one special character (e.g., ' @Q#$ % " &*) T

(recuire

o O O O

Step 4: Agree to the Terms of Service by checking the box

Step 5: Click Register

A confirmation email will be sent to the email address provided upon successful registration.

From: 1tOntario_C: io.ca Ontario_C it@ontario.ca>
Sent: January 21, 2025 3:44 PM
To:

Subject: Welcome th the EOIS On-Line Access/Bienvenu  l'accés en ligne des systémes du SIEQ

Dear | X

Congratulations! You now have access to the Employment Ontario Information Systems (EOIS) online.
Please log in to this link.

« Enteryour registered email address in your OPS BPS Secure account

¢ Password
« Enterthe OTP (One Time Pin) sent to your registered email

You should be able to access the EOIS with the role that was granted to you.

Note: If you are a new SP Connect user, your access for SP Connect will take effect the next business day.

Kind Regards,
Employment Ontario Information System (EOIS)

Cher/Chére
Félicitations ! Vous avez maintenant accés aux Systémes d'information d'Emploi Ontario (SIEO) en ligne.
Veuillez vous connecter sous ce lien.
« Entrer votre adresse courriel enregistrée sur votre compte Accés Sécurisé — FPO et secteur parapublic
+ Motde passe
« Code Pin & usage unique vous sera envoyé a votre adresse courriel
Vous devriez avoir acces au(x) rdle(s) du SIEO qui vous a/ont été attribué(s).
Note: Sivous étes un nouvel utilisateur au FS Connexion ou si votre role dans le FS Connexion a changé, votre accés au FS Connexion sera disponible a partir du jour ouvrable suivant.
Sincéres Salutations

Systeme d'information d'Emploi Ontario (SIEO)
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Step 6: Once registered, return to
the portal homepage and click Sign
Intolog in

OPS BPS Secure Navigation

Ontarioa

OPS BPS Secure

Registration Success

Thank you for registering with OPS BPS Secure

EXN-—0

This section provides a step-by-step guide to help login and access the EOIS-CaMS tools through the OPS BPS
Secure Portal. It also outlines the multi-factor authentication process required to ensure secure access to the

system.

Logging Into OPS BPS Secure

Step 1: Go to the OPS BPS Secure

Step 2: Enter your work email
address and password

Step 3: Click Sign In

TOC

Ontarioa

OPS BPS Secure

If you have a PKI certificate

o Sign in with PKI certificate

OR

New User? Register

Sign In

Email Address (Registered email Address)

| ||[<—@

Password

e _—> m e
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SC

Step 4: Select the appropriate Ontario @ Frangats
EOIS-CaMS service: RS S e [ = ven
e MLITSD EOIS-CaMS - SP My Services
Reports: Access system-
generated reports You currently have access to the service(s) listed below from this portal. Please click the name of the
service that you wish to access.
e MLITSD EOIS Case
Management: Access the T —— [4)
Case Management system * _ MLITSD £OIS Case Management

Any application not listed here can also be accessed directly from the Program Area’s homepage.

View Profile

o Click the View Profile button if you need to update your profile information.

EQOIS-CaMS SP Reports access is restricted and will not be available to all staff.

Multi-Factor Authentication (MFA)

To ensure secure access, EOIS uses Multi-Factor Authentication (MFA). A One-Time PIN (OTP) will be sent
to your work email each time you log in.

Step 1 . Open yOUf OPS BPS Secure - Multi-Factor Authentication / Acces sécurisé - FPO et secteur parapublic — Authentification multifacteur

work email and locate @ roreply@ontarioca (©] © reay | © renly

the message from °

noreply@ontario.ca
containing the One-
Time PIN and copy the Dear
number Please use the codeo complete your multi-factor authentication.
N
Thank You,
OPS BPS Secure Team 0
Bonjour

Veuillez utiliser le code 82414012 pour terminer lauthentification multifacteur.

Merci,
L'équipe d’Accés sécurisé - FPO et secteur parapublic
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Step 2: Paste (or type) the PIN into the i)
designated field on the portal OPS BPS Secure
Step 2: Click Submit Multi Factor Authentication
Enter One Time Pin
| ~—0

If you don't see the email with One Time Pin in your inbox, please check your junk/spam folders.

Did not receive One Time Pin?

Re-Send

o If you dlid not receive the email, first check your Junk/Spam folder. Click Re-Send to request a new PIN.

Navigating to the Pages

This section explains how to switch between EQOIS services within the OPS BPS Secure Portal without having to
repeat the Multi-Factor Authentication (MFA) process.

Step 1: Click Logout in the top-right corner of the . Entr Reforence Number
current EOIS tool page.

You will be redirected to the OPS BPS Secure
Portal homepage.

Step 2: Click on the OPS BPS Secure label to return to the Ontario @
main portal dashboard.

OPS BPS Secure

Logout Confirmation
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Step 2: Select a different EOIS service link to B0
access another part of the system. OPS BPS Secure

My Services

You currently have access to the sarvice(s) listed below from this portal. Please click the name of the
service that you wish to access.

o ‘ As long as your session remains active, you won't need to re-enter the One-Time PIN.

EOIS-CaMS User Overview

EOIS-CaMS (Employment Ontario Information System — Case Management System) is the Ministry’s secure,
web-based platform used by service providers to manage client and learner information. This system supports the
delivery of Employment Ontario programs by organizing participant data, tracking service plans, and generating
reports. Understanding how to navigate EOIS-CaMS effectively is essential for accurate data entry, efficient case
management, and compliance with Ministry requirements.

Navigating Tips

There are many helpful hints for navigating the features and pages within EOIS-CaMS.

General Navigation Guidelines

« Avoid using your browser’s Back and Forward buttons. This can disrupt your session or
cause data loss.

« Single-click only on links and action buttons to prevent duplicate entries or errors.
o Use the Tab key to move forward through form fields.

o Use Shift + Tab to move backward through form fields.

Troubleshooting Browser Issues

If you experience issues with page loading or system responsiveness:
o Press Ctrl + Shift + Delete to clear your browser’s cache and browsing history.

e Add gov.on.ca to the Compatibility View Settings in Microsoft Edge to improve system
performance.
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System Components
Understanding the layout of EOIS-CaMS will help you navigate more efficiently.

« System Tabs: Located at the very top of each page, these function like a toolbar and provide access to
major system areas.

« Primary Tabs: Found directly below the system tabs, these represent main sections of the system, similar
to web pages.

« Secondary Tabs: Located within individual cases or participant profiles. Some areas may contain multiple
levels of secondary tabs for detailed navigation.

Workspace Cases and Outcomes Tasks Calendar & System Tabs
My Cases X Register a Persan X N Primary Tabs
@
Program Status Open
Start Date 27/07/2025 Closed Date
Owner Service Delivery Site
Home  ClentSummary  PlanConfent  PlanSummary  Administrafion  CaseMotes  Events Secondary Tabs
Service Plan Home ca
« Content Bar: A left-hand sidebar that acts as a set of subfolders related to the selected tab.
Home  Backgound  Cases  Contact  Idenfty  Administration
2 i HNew ¢ H
Education E Education Content Ba | Cc 9
. Type Qualification Institution Start Date End Date Status
History
» Full-Time Bachelor's Degree 01/05/1998 30/061999 Active
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Home Page Short Cuts
When a user logs into the EOIS-CaMS home page, they will need to set up ‘My Shortcuts’.

Setting up My Shortcuts

Step 1 : Click the Settings Cog Workspace CasesandOuicomes ~ Tasks  Calendar

Save [V

Step 2: Click the check box for My Youse loggedin under
ShOﬂCUts Ministry of Labour, Immigration, Training and Skills (MLITSD) is i to providing i centent on our Ontario i

Systems. If you axpBe difficulty accessing web pages and/or reports, please contact the Employment Ontario Contact Centre at contactEO@ontario.ca or 1-800-
387-5656.
.
Step 3: Click Save I'4 (3) c
B My Shorcuts Phase 2 Customer Satisfaction Survey [0 SDF ESQ Completed Outcome Checkpoints ’
[ SDFESQ Incomplete Outcome Checkpoints O soF jents Missing Email o

User's Home Page (Workspace Page)

This is the default landing page when a user logs into EOIS-CaMS. It provides personalized access to system
tools and functions based on the user’s assigned role.

The Quick Search is useful to find participant’s accounts if the Service Plan or Person Reference Number
is known.

Cases and Outcomes Tasks Calendar

You are logged in under sae T
* raquired field

Ministry of Labour, Immigration, Training and Skills Development (MLITSD) is committed to providing accessible conter on our Employment Ontario Information Syftems. If you experience diffigiilty accessing web
pages and/or reports, please contact the Employment Ontario Contact Centre at contactEQ@ontario.ca or 1-800-387-§656.

Register a Person
Register an Employer or a Corporate Entity l =

My Service Provider o
Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for a SDF Case

Search for an Application/Referral

Search for a COJG Application

Search for a Corporate Entity

‘Search for an Employer

Search for a Better Jobs Ontario Application
View Common Assessment Records

View My Bookmarks

View My Cases
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Searching Functions Overview

EOIS-CaMS includes several search functions to help users locate existing records efficiently. Performing a
search before registering a new client is essential to avoid creating duplicate files.

How EOIS-CaMS Performs Searches
EOIS-CaMS uses flexible search logic to help users locate existing client records efficiently:

« Partial Name Matching: The First Name and Last Name fields support partial matches. For example,
entering “Soren” in the Last Name field will return results like “Sorenson” and “Sorensen.”

« Nickname Matching: The checkbox below the First Name field enables nickname matching. If you enter
“Bill” and check the box, the system will search for related names such as “Billy,” “Will,” and “William.”

« Character and Case Insensitivity: The system ignores special characters (e.g., accents) and is not
case-sensitive when searching by first or last name.

Searching from the Workspace Page

There are two ways to do a search from the Workspace Page.

1 My Shortcuts pane] CASE MANAGEMENT SYSTEM - SERVICE PROVIDER MANAGER APPLICATION -

includes multiple search -

links tailored to different -

Employment Ontario You are logged in under (2] w C®
programs. Most users
will frequently use the B U L i
Case Search function. c e
2 Quick Search is Pt Erplyer o oy

My Service Provider

useful to find a
participant’s account if

the Service Plan or o o o/t e @)

Search for a COJG Application
Person Reference o o o ety
. Search for an Employer
Number is known. Search fr  Betir Jobs Ontario Application

View Commaon Assessment Records
View My Bookmarks
View My Cases
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Searching for a Participant from the Case and Outcome Page

Participant search functions can be accessed
directly from the Case and Outcome page. To
begin, open the Shortcuts Panel, which
provides quick access to search tools and -
allows you to locate participant records e sm By
efficiently. e Gy

Find Persan
Find Corporate Entity
Find Employer

Find Educational Institute

Performing a Search

A Person Search

Step 1: Click the Participant heading

Workspace Cases and Outcomes Tasks Calendar

Step 2: Select Find Person
~—©0

Register a Person
Register an Employer
Register a Corporate Entity

Find Person e

Find Corporate Entity
Find Employer
Find Educational Institute

Cases b

Service Provider b

o ‘ This search is useful when the Case Reference Number is known.
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Performing a Case Search

This allows you to search by Case Reference Number, if it is known.

Step 1: Click the Cases heading Wokpws  CmmaOdome  Teks G

Step 2: Select Find a Case

Register a Parson

My Cases

Find a Case

The Participant Search and Results

Multiple search parameters are available, including Social Insurance Number (SIN), EOIS case reference
number, last name, first name, date of birth (DOB), and/or gender.

To prevent creating a duplicate account for a participant, there are four suggested searches to perform to find an
existing participant.

1.

First and Last Name

Use this search in cases where there may be an error in the date of birth, or when a SIN is
missing, incorrect, or temporary in EOIS-CaMS.

First Name and Date of Birth

Use this search if the last name may be incorrect due to spelling errors, variations, or a name
change, and when the SIN is missing, incorrect, or temporary in EOIS-CaMS.

Last Name and Date of Birth

Use this search if there may be an error in the first name due to spelling, use of a preferred
name, or missing information in EOIS-CaMS, and when the SIN is missing, incorrect, or
temporary.

Social Insurance Number (SIN) Only

Use this search when the SIN exists in EOIS-CaMS but there may be errors in the participant’s
first name, last name, or date of birth.
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Step 1: Enter the search
criteria (using the four
different search criteria)

Person Search X

Person Search

* required field

Search Criteria

Step 2: Click Search

Reference Number
Last Name
Date of Birth

Step 3: Review the Search

APPR Client Party ID

First Name
B lidentity As

Display cases with SAMS Member D[]

Results

Step 4: Click the i

Bearch Results (Number of ltems: 1 out of 1)

S
0—[— 1~

corresponding Reference
Number link to open the
Person Home Page

o ‘ The system will display an error message if insufficient search criteria are entered.

Performing a Service Provider Search

LastName City Date of Birth R Client Party ID
MISSISSAUGA I

SAMS Member ID

The Service Provider Search allows users to locate organizations contracted by the Ministry to deliver

Employment Ontario (EO) programs.

Step 1: Click the Service Provider heading
Step 2: Select Find Service Provider

TOC

Workspace Cases and Outcomes Tasks Calendar

Shortcuts

Participant
Cases

—@
Find Service Provider G_—-—-_____~
Find Service Delivery Site 9
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Navigating the Search Panel

The Search Panel in EOIS-CaMS is designed to help users locate records quickly and efficiently. Once you've
selected a search type (e.g., Person, Case, or Service Provider), follow these steps:

Step 1: Enter the relevant
search criteria (e.g., name,
reference number, date of
birth)

Step 2: Click Search to
initiate the query

Step 3: Review the Search
Results displayed

Step 4: Click the
corresponding Reference
Number link to open the
associated home page (e.g.,
Person or Service Provider)

TOC

‘Service Provider Search X

Service Provider Search

Search Criteria

c g

* required field

Reference Number Business Name o
Address city
IFIS Supplier Number Status

e—)

Service Providers (Number of ltems: 1 out of 1)

Reference Number Business Name IFIS Supplier Number Address City

~—0

Active
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Participant Registration

The client’s Participant Registration Form (PRF) is used to enter the required data into EOIS-CaMS
and create a participant account. This form must be completed by both the participant and the service
provider. The PRF document is available on the EOPG website under the Forms section.

Participant Search

The first step in registration is to search EOIS-CaMS to determine whether an Employment Ontario (EO)
participant case already exists. A thorough search is critical to prevent the creation of duplicate accounts. Please
note that some applicants may have existing accounts with no SIN or with a temporary SIN number (900 series).

Step 1: Click Register a Person ¥ My Shortcuts X
Register an Emplo r a Corporate Entity
My Service Provider

Pending Reviews a
Reassign Cases

Reassign Reviews
Search for a Case
Search for a SDF Case

Step 2: Enter participant’s Workspace _Casesand uicomes Tasks Calondr
Information (Check the four e
different criteria in The Participant
Search and Results)

Confirm Person Not Already Registered (=

Enter search criteria to help you determine if the person has been registered before. e * required field

Search Criteria / ~

Reference Number First Name

Step 3: Click Search

(] search using nicknames

Last Name APPR Client Party ID

Date of Birth

dd/MM/yyyy (ke

1 Identify As

O—> ] [r]

o Perform searches by removing letters from the first name and the last name, or removing the birthdate, to
expand the search to ensure the applicant is not already in the system before creating a new account. If a
duplicate case is found, consult your program coordinator or manager for next steps.
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Search Results

¢ [fthe search value is zero, proceed to Creating a New Participant
¢ [fan existing EO case is found, proceed to Updating a Returning Participant

Creating a New Participant Account

Enter Participant Information

. 1 H Registera Person X
Step 1: Click Continue

Confirm Person Not Already Registered =]

Enter search criteria to help you determine if the person has been registered before. * required field
Search Criteria A
Reference Number First Name

[] search using nicknames

Last Name APPR Client Party ID

Date of Birth

01/02/2000 B~

IIdentify As

(][] () < @

Step 2: Enter all information in the mandatory fields | | o
(marked with an asterisk *) on the Register Person page -l
Step 3: Although the Social Insurance Number does not —

have an asterisk, it is considered a mandatory field —

nnnnnnnnn

nnnnn

o Information can also be entered in the non-mandatory fields.
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Entering an Address

Addresses in EOIS-CaMS are entered using a centralized Postal Code Look Up application. When a postal
code is entered and searched, the Postal Code Look-up page displays a list of all addresses within that postal

code area.

If the Postal Code is Correct

Step 1: Enter the Postal Code o CumwOunes Tk hontr

Register Person

8
W=
=
7]

Step 2: Click Search

Primary Mailing Address °

Please enter a valid postal code and click Search to retrieve the primary mailing address.

Country * [Pcstal Code Lookup / ]

Canada v
C— (2]
Primary Mailing Address Details ~
Apt/Suite Street1 *
Street 2 City *

Province/State * Postal/Zip Code *

Step 3: Click the Select link if the correct Address List *
address is listed or click Cancel if it is not and
refer to the next section - If the Postal Code is

| @ E1915: The postal code database has returned multiple results for | % ., Please select the correct address.

Incorrect.
Search Results (Number of Items: 4) ~
Action Addresses
Select 0dd/Impair 51 0 53..... HOLLYBUSH DR WATERDOWN ON
Select 0dd/Impair 51 to 81..... KILDONAN CRES WATERDOWN ON
Select EvM/égal 52 t0100..... KILDONAN CRES WATERDOWN ON
Select 1 SLATER CRT WATERDOWN ON

N
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Step 4: Enter the address information Address Details x

Canada Post provides the populated address information. Please complete additional address fields where necessary. *required field
: .
.
Step 5: Click Continue
Mailing Address ~
Street Number Suffix Unit/Suite/Apt
Street Name Street Type Street Direction
KILDONAN Crescen it
Delivery Mode PO Box or Route Number
Delivery Installation Type Delivery Installation Qualifier
City/Town Province Postal Code
ON

Country e
cANADA \

If the Postal Code is Incorrect
If the postal code does not exist or is incorrect, you can:

« verify the postal code on the Canada Post website
o contact the client to confirm the correct address information

If the address exists but is not found in the system:

Step 1: Enter InValid P

P
InValid | &

Bereh) e @)

Step 2: Click Search

Step 3: CIICk Retum Error Occurred *

@ E1916: The postal code supplied is invalid: InValid

eé
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Step 4: Enter the
address information
manually

Registera Person X

Register Person Registy Cancel =)
Primary Mailing Address 2
Please enter a valid postal code and click Search to retrieve the primary mailing address.

Country * Postal Code Lookup
Canada v InValid
Search (4]

Primary Mailing Address Details / »
Apt/Suite Street1 * \
Street 2 City *
Province/State * Postal/Zip Code *

- Y,

Participant Contact Information

Return to Modifying an address

coLu
FOR

Although contact information fields are not mandatory, they are helpful when identifying a participant.

Step 1: Enter the
participant’s contact
information

Step 2: Click Register to
create the account

TOC

Register aPerson X

Register Person

—> Cancel

ﬂhone Number

Primary Phone Number
Alternate Phone Number

Fax Number

Email Address Details

Email Address

\

[ Primary TTY

[ Alternate TTY

[ FaxTTY

\

0

c
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Recording the Person Reference Number
Once the participant account has been created, it is important to record the person reference number on

the Participant Registration Form (PRF).

Step 1: Enter the Person Reference
Number on the PRF

Step 2: Click the Click here to open the
Employment Ontario Home page link

TOC

Workspace Cases and Outcomes Tasks Calendar

Registera Person X

Person Registration Completed

The person registration process has been successfully completed.

The person reference number \‘5 _ o

| Click here to open the Employfient Ontario Home page. I é 9

EMPLOYMENT inistry of Labour, Employment Ontario

onta ri o @ ONTARIO Training and Skills Development  Participant Registration
Fields marked vith an asterisk (*) are mandatory. Staffis available to help you complete this form.

Ontario Programs *
Employment Service (ES) ¥ Literdly and Basic Skills (LBS) Supported Employment Consortia (SEC)
ction (YJC)/Youth Job Connection: S&hmer (YJCS) Supported Employment Sole (SES)
Use Only SP#:
Date of Registration (dd/mmiyyyy)

Youth Job

Case

vV VYV VVVVVIVVVVVVVVVVYVVVY

eference P
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Employment Ontario Home Page Overview

The Employment Ontario (EO) Home Page provides a centralized view of a participant's engagement with EO
programs. It displays key information such as registration details, service plans, products, and recent updates to the
participant’s file

EO Home Page Pannels

Navigation Tabs: The navigation tabs allow staff to move through different sections of the participant’s
profile. The Home tab provides a high-level summary of all products and services associated with the
participant’s account, as well as recent changes.

Registration Details: This section contains the participant’s registration information, including case
reference number.

Products: This displays a list of all EO products/services the participant is registered for. Each
product/service includes related statuses and key information.

Service Plans: This area shows all EO services the participant is currently enrolled in.

Recent Changes: This summarizes the most recent updates made to the participant’s case, giving staff
quick insight into modifications or new information added.

Action Links: These links are used to add new products, services and notes as well as edit and update
information

Refresh and Print Buttons

TOC

Emplayment Ontario 12j032014

ssssss Open

i Creston ate
e | b Navigation Tabs

-

Employment Ontario Home

o
Details N
- N . < Registration details
o =
zj0372018 Status o Action Links
cormm

h Refrefesh and

F
Products - .
Print Buttons
Case Reference. Primary Client Progam  StnDate Status Products

Service Plans

Reference Number ~ Member Tpe Goal Status. Date Created

<z

{iiit
o f g 4
R B

CaseMembers . Comments

é- Recent Charges
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Recording the EO Case Reference Number

Once the EO Home page is open, it is important to record the EO case reference number on the
Participant Registration Form (PRF).

Step 1: Click the Home tab

Step 2: Enter the EO Case b s
Reference Number on the PRF o

2999000 @9
-

Organization Unit

Step 3: Click Primary Client Name to
open the participant profile page to
update the background information.

Primary Client

YMENT Ministry of Labour, Employment Ontario

Ontario @ TARIO Training and Skills Development  Participant Registration

Fields marked with an asteri Staff is available to help you complete this form
Employment Ontario
Employment Servi ¥ Literacy and Basic Skills (LBS) Supported Employment Consortia (SEC)
‘Youth Job Co n (YJC)/Youth Job Connection: Summer (YJCS) Supported Employment Sole (SES)
Service Provit SP#:
Case Reference Person Reference Date of Registration (dd/mm/yyyy)

ERPEDAAAAAAAAAAAAAAAAAAAAAALL

Proceed to Add or Update the Background Information
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Update a Returning Participant’s Client Profile

Recording the Reference Numbers for a Returning Participant

Workspace Cases and Outcomes Tasks Calendar

Step 1: Enter the Case Reference Number on
the Participant Registration Form (PRF)

Register a Person X

Confirm Person Not Already Registered

Step 2: Enter the Person Reference Number Search Criteria
on the PRF and click on the hyperlink.

(This will open the Participant’s Profile
Information Page)

Last Name APPR (

Date of Birth

dd/MM/yyyy 8-

I Identify As

v

&

Search Results (NW[ of Items: 1 out of 1)

Case Reference Client Relereny First Name Last Name

e

. EMPLOYMI NT Ministry of Labour, Employment Ontario
Ontarlo @ ONTAR Training and Skills Development  Participant Registration
Fields marked with an asterisk (*) are mandatol Staff is available to help you complete this form
Employment Ontario Programs * ‘
* Employment Service (ES) Literacy and Basic Skills (LBS) Supported Employment Consortia (SEC)
Youth Job Connection (YJC)/Youth Job Conneltion: Summer (YJCS) Supported Employment Sole (SES)
Service Provider Use Only ' SP#:
Case Reference. Person Reference Date of Registration (dd/mmlyyyy)
VYV VVVVYVVYVVVVVVVVVVVVVVVVVY.
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Participant’s Profile Page

The participant’s Profile Information Page provides a centralized view of a participant’s personal information that
they provided when they registered. It displays key information such as personal details, address, education,
employment and social insurance ID. It is important to view all the information to ensure its accuracy and add/edit
the information if applicable. The Profile Information Page can be accessed by clicking on the Participant’s Name
hyperlink.

Participant’s Profile Tabs

e Home Tab: This is where you can view and edit the participant personal information.

Workspace Casesand Outcomes  Tasks  Calendar
MyCases X x
Address | Phone Number
Date of Birth 25/05/1973%
11dentify As Male
h Background Cases Contact Identity Adminkstration
Person Home ¢ B
Name
Reference Number
First Name Title
Last Name Middle Name
Initials AR Suffix
Mother's Birth Last Name Birth Last Name
SAMS Member ID APPR Client Party 1D

e Background Tab: This is where you can view, add and edit the participant’s education and employment

My Cases X "
~
Address Phone Number
Date of Birth 25/05/1973
1Identify As Male
Home Cases Cantact Identity Administration
Education
Education
Emglaym
’ Type ‘Qualification Institution Start Date End Date Status
....... y
> PartTime Bachelor's Degres 01/02/19%6 01/02/2002 Active
5 FultTime Post Graduate 01/02/1598 01/02/2002 Active Edit
| -
> FultTims Bachelor's Degree ] 15/07/1591 15/12/1934 Active Edit .
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e Cases Tab: This is where you can view the participants EO Home page. You can click on the case number
hyperlink to go to the EO Home page.

Workspace Cases and Qutcomes Taska Calendar
My Cases 3 ®
~
Address Phone Number
Date of Birth 25/051973
1 Identify As Male
Home  Background Contact  Identity  Administeation
¢ &
Cases b

Case Reference Program Owner Location Start Date Closed Date Status

D Qn( Ontarie Employment Ontario 42/03/2014 Open

Service Plans

Case Reference Program ‘Owmner Location Start Date Closed Date Status
Get SET (Skills, Education and Training) ‘Sheridan College - Oakville 08/11/2025 Active
Emplayment Sarvice ¥SB- Ottawa - Bank Street 12/10/2017 27/03/2018 Closed
Employment Service YSB - Ottawa - Moodie Dr. 13/07/2015 1708/2015 Closed
Employment Service YMCA - Ottawa - Metro Central 12/03/2014 21/03/2014 Closed
Employment Action Plan ~
Case Reference Program Owner Location Start Date Closed Date Status
Employment Action Plan JHS of Ottawa - Nepean - Ottawa Catchment 31/07/2025 Active

e Contact Tab: This is where you can view, add and edit the participant’s contact information. This includes
address, email address, phone numbers and web addresses.

My Cases x
A
Address Phone Number
Date of Birth 25/05/1973
IIdentify As Male

Home  Background  Cases Identity  Administeation

e Addresses _ -

Email Addresses
Type Address City From To Status
Phene Numbers
Web Addresses ? Primary Mailing Active Delete

TOC Page | 27



¢ Identity Tab: This is where you can view, add and edit the participant’s identity. This includes Alternative
Names (preferred Name), Alternative ID’s (Social Insurance Number) and Citizenship.

My Cases X "
Address
Heme Background Cases Contact Administration

Alternative Name

First Name Middle Name

Phone Number

Date of Birth 25/05/1973
T1Identify As Male
Last Name

Add or Update the Background Information

Type Status
e

Entering a participant’s background information is essential. It helps determine eligibility and supports the accurate

collection of program data and statistics.

Enter and/or Update the Education Information

Step 1: Click on the Background tab

Step 2: Click Education in the tab
content bar

Step 3: Click New or Edit

TOC

Workspace ~ Casesand Outcomes ~ Tasks  Calendar

RegisteraPerson x

:- 5555555
Address

Home Cases  Contact  Identity  Administration
[ ) € @ 5
History Type Qualification

> FullTime Grade 42 or

Equivalent
> Full-Time Certificate/Diploma

Phone Number

Date of Birth 02/08/1980
I1dentify As Male
0> ¢o
Tnstitution Start Date End Date st
08/09/1998 30/06/1999 Active Edit e
06/09/2016 Active
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Step 4: Enter the Education
Information from the PRF

Step 5: Click Save or Save &
New if there is more than one
entry

Create Education

Course Details

Knititulion *

Qualification *

Program Name

Start Date *

09/10/2025

Type *

Country *

\

End Date

dd/MM/yyyy

N

Comments

Enter and/or Update the Employment Information

Step 1: CI'Ck Registera Person X X

Employment in the
tab content bar

Home

Step 2: Click New or

Educati

ion

- 5555555

Address

Background ~ Cases  Contact  Identity

Employment

Edit [ <— @

History

TOC

Primary
>  No
> No
> Yes

Administration

Employer
Sitel Corp.
Atelka Inc

Volt/vMC

Phone Number
Date of Birth

I Identify As

From

01/10/2005

01/11/2010

04/04/2011

/ \ a

02/08/1980

Male

To

30/04/2008

31/01/2011

31/12/2011

eé New =]

Status

Active Edit .-
Active Edit .-~
Active
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Step 3: Enter the Employment Information from
the PRF

Create Employment

EEEEEEEEE

Employment Reason For Leaving

National Occupational Classification (NOC) codes and North American Industry Classification

Modifying the Address

Step 1: Click on the Contact tab T s

Step 2: Select Addresses in the 9 I
tab Content bar Home Background Cases Contact| Identity Administration

Step 3: Click Edit next to the
address that requires modification

Addresses

> Primary Mailing

System (NAICS) codes are entered by clicking the magnifying glass icon beside the field.

Users must look up the NOC and NAICS codes before entering them. This can be done by searching
online using a web browser or the NOC and NAICS Canadian official site at the links above.

Each Get SET 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.

02/08/1980

Male

12/12/2024

o 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 outside of Get SET.

TOC
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https://www.canada.ca/en/immigration-refugees-citizenship/services/immigrate-canada/find-national-occupation-code.html
https://www23.statcan.gc.ca/imdb/p3VD.pl?Function=getVD&TVD=1369825
https://www23.statcan.gc.ca/imdb/p3VD.pl?Function=getVD&TVD=1369825

Step 4: Type in the date (dd/mm/yyyy) or
use the calendar to enter the current date.

Step 5: Enter the Postal Code

Step 6: Click Search (follow the steps

outlined in Entering an Address)

Step 7: Click Save

Modify Address

Details

Type
Primary Mailing

From *

l 12/12/2024

Address Details

Address

Country

Canada

To
B | G— o dd/MM/yyyy B

W\ Postal Gode to Lookup

Address

0O - ==

~

o Change the From date and leave the To date blank. The From date is the date the participant
completed the registration

Adding a Preferred Name

Some participants may use a preferred name that differs from their legal name. Enter the preferred name as

follows:

Step 1: Click on the
Identity tab

Step 2: Click
Alternative Names
in the tab content bar

Step 3: Click New

TOC

MyCases X EO(

Citizenship

EI Status History

Alternative Name

First Name

Contact Identity Administration

Middle Name

Phone Number

Date of Birth

I Identify As

ame

10/03/1987

Female

Page | 31



Step 4: Enter the Preferred Name
Step 5: Select Preferred

Step 6: Click Save

Create Alternative Name

csC

*required field 4

Adding or Updating the Social Insurance Number

Some participant accounts may not have a Social Insurance Number (SIN) recorded or there may be some
participants who have a temporary 900 series that will need to be updated.

o ‘ A Social Insurance Number is required to proceed with the participant’s registration in EOIS-CaMS.

Step 1: Click on the Identity tab

Step 2: Click Alternative IDs in the
tab content bar

Step 3: Click New

Step 4: Enter the Social Insurance
Number

Step 5: Click Save

TOC

Registera Person X

- 5555555

a Date of Birth
/ 11dentify As
Administration

Alternative IDs

Alternative ID Type

Create Alternative ID

“roquied fld

Address Phone Number

yyyyyy

nnnnnnnn

02/08/1980

Male
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Adding a Service Plan

The Service Plan is created to register the participant into the service provider’s program. This is where all
relevant data will be stored throughout the participant’s involvement in the program.

Open the Employment Ontario Home Page

There is a way to get to the EO home page from the Participant’s profile page. This is where you will add the
Service Plan.

Step 1: Click on the Cases -

tab B
Address Phone
Number
Step 2: Click the Case (o o
Reference number Home Background Contact Identity  Administration
C B

9 A~

Cases
Case Referencﬁram Owner Location Start Date Closed Date Status

E Employment Ontario Employment Ontario 22/03/2026 Open

Adding a New Service Plan

Step 1 : GO back to the Eo Workspace Cases and Outcomes Tasks Calendar

H P RegisteraPerson X  EO( 1) 9999999 X
ome age W o - 9999999 ~
Type Creation Date
0 Employment Ontario 21/09/2025

Step 2: Click New Service
Status

Plan Common Assessment  Referrals Events  Administration RecentChanges  Better Jobs Ontario /

Employment Ontario Home New Product - B

Details ~
Case Reference 9999999 Received Date 21/09/2025

Primary Client Type Employment Ontario

Creation Date 21/09/2025 Status Open

Owner Type Organization Unit Oowner Employment Ontario
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Step 3: Select all required fields
from the drop-down menus:
o Program: Get SET
o Referred In: located in the
Client Summary section of
the PRF
o Owner: the name of the user
creating the plan
o Service Delivery Site: the
name of your site

Step 4: Self Service Initiated:
Select this if an online Request
an Appointment with a Service
Provider (RASP) application was
submitted by the participant

Step 5: Get SET (LBS) e-
Channel Indicator— select only if
your program is one of the 5
Ministry designated Get SET e-
Channel providers

Step 6: Template: this refers to
the goal path, indicated in the
Client Summary on the PRF

Step 7: Click Save

TOC

Create Service Plan

COLLEGE SECTOR COMMITTEE
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Primary Client

Program *

Literacy and Basic Skills X v

Referred In *

Informal Word of Mouth/Media Referral

Owner *

v

Service Delivery Site *

! .

Self Service Initiated * E o
x

Template Name

Template
Goal Path to Postsecondary | Voie de transition vers les études postsecondaires
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Recording the Service Plan Number and Registration Date

Step 8: Enter the Service Plan Number on e o
the Participant Registration Form (PRF) program [10)
Start Date 15/10/2025' e Closed Date
. . Owner Service Deliver
© | There is no designated field for the s

Service Plan # on the PRF, but it can
be written at the top of the PRF.

EMPLOYMENT Ministry of Labot) Employment Ontario
Ontario @ ONTARIO Tijning and Skills Rgvelopment  Participant Registration
Step 9. Enter the Start Date (dd/m -yyyy) Fields marked with an asterisk (*) are mandatory. Staff is Wailable to help you complete this form
On the PRF Employment Ontario Programs *
Employment Service (ES) Y/ Literacy and Basic Skills§BS) Supliaged Employment Consortia (SEC)
‘Youth Job Connection (YJC)/Youth Job Connection: Summer (YJCS) Supported Employment Sole (SES)
. . Service Provider Use Only SP#:|
Step 10: The Status Wl" d|Sp|ay as Case Reference Person Reference Date of Registration (dd/mm/yyyy)
5555555 9999999 |
13 ” - " T
Open”, as the plan has not yet been IV VYV VYV

submitted for approval within the system

o Patrticipants may have open or active service plans with other Employment Ontario
programs, including with another Get SET service provider.

The list of Service Plans for a specific participant that have not been closed can be
viewed by clicking View My Cases in the Shortcuts menu on the Workspace page.

From this list, participant cases can be easily accessed by clicking the hyperlinks, which
will open the corresponding EO case and service plan.
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Participant and Case Home Pages

CSC

The following is an overview of the components of the participant and case home pages. These pages serve as
the central hub for managing individual participant or case information once the service plan has been created.

You can access them by clicking the Home Tab within a participant’s profile or case file.

Address

w Background  Cases  Confact  Identty  Administration
Perseg Home

Name

Reference Number

First Name

Last Name

Initials

Mother's Birth Last Name

SAMS Member ID
Details

| Identify As Female

‘Other Description

Registration Date 22/03/2016
Status in Canada Canadian Citizen
Immigrated to Canada? Yes

Preferred Language English

Date of Birth

TOC

Phone Number
Date of Birth
I ldentify As

Title

Middle Name:
Suffix

Birth Last Name

APPR Client Party ID

Daie of Death

Country of Birth

Date Arrived in Canada
Preferred Communication
User

Marital Status

Ot ¢ T
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Main Content Area

Each EOIS-CaMS page includes a structured layout with five key areas:

1.
2.

Context Panel: Provides a summary of key information related to the current case or participant profile.

Page Title: Displays the title of the current page being viewed.

Information Panel: Displays learner information and includes hyperlinks to open related pages for viewing
or editing.

Toggle Buttons: Located at the top-right corner and left-hand side of system pages and panels. These
allow users to expand or collapse sections of the page for easier viewing.

Plan Content Panel: This panel displays all information entered in the Plan Content tab, allowing users
to view and manage service plan details.

TOC

5
=2
W

Warkspacs Cases and Qutcomes Tasks Calendar

MyCases x GS{ x
Program Get SET (Skills, Education and Training) Status Active
Start Date 08/11/2025 o Closed Date
Owner Service Delivery Site

Home Client Summary  Plan Content Plan Summary  Administration  Case Notes Events

Service Plan Home h e

Add Bookmark

Edit - O &

ése Details ‘

Primary Client
Program Get SET (3kills, Education and Training)
Owner s [Change Owner]

Service Delivery Site

[Change Service Delivery Site]

Plan Reference Number

Status

Closure Reason

Quicome

Referred In

Active

Informal Word of Mouth/Media Referral

Goal Employment [Change Goal]

Start Date 08/11/2025 Closed Date

Self Service Initiated No Total Supports

Get SET e-Channel No CLI Participant No
Wicalnr /
' )

Name of Sub-Goal Start Date End Date Status Outcome

> Communicate Ideas and Information 04/1272025 041272025 Completed Artained Add Plan Item

> Learning Activities 06/11/2025 20/11/2025 e Completed Attained Add Plan Item LR
C Learning Activities 27/112025 11/12/2025 Completed Artained Add Plan Item J
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Navigating the Main Content Area

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.

Within the Main Content Area, EOIS-CaMS uses several types of interactive elements to help users
perform actions and access information.

1. Action: Blue-coloured text that performs a system function when selected (e.g., Change Goal,
Change Owner, Change Service Delivery Site).

2. Action Button: Represented by three dots (:++), this button opens a drop-down menu with
context-specific actions. Multiple action buttons may appear on a page; each is linked to different
items.

3. Hyperlink: The learner's name the takes you to their Person Home page.
4. Refresh Button: Updates the page to ensure the most current data is displayed.

5. Print Button: Allows the user to print the current page.

Service Plan Home e .—ﬁ
Case Details f q
iy Grent ) €———— e o Ference Normber
Program Status Active o e
Owner [Change Owner] Closure Reason
Sel Deli i [Crange Out
rvice Dellvery Site Service Delivery Site] uteome
Goal Employment [Change Goal] Referred In - Informal Word of Mouth/Media Referral

Start Date 27/03/2025 Closed Date
Self Service Initiated No Total Supports
LBS eChannel Indicator Mo o GLI Participant No

6. Magnifying Glass Icon: Used to perform searches within the system.

Client Name \ (EI

o Mandatory fields are marked with a blue asterisk (*). All dates must be entered in the format
dd/mm/yyyy.
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Entering the Client Summary

Step 1: Click on the Client Summary
tab

Step 2: Click the New button

Step 3: Enter all applicable fields from the
Client Summary section of the PRF

TOC

£ SECTOR COMMITTEE
LT UPGRADING + ACE

Workspace Cases and Outcomes Tasks
MyCases x 7 x
- 7777777
Program
Start Date 15/10/2025
Owner

P

Home.

Client Summary

Primary Client

PlanContent  Plan Summary

Calendar

Administration

Status Open
Closed Date

Service Delivery
e

Events

Date Created

Create Client Summary

Language

Lenguage Spoken at Home *

Language Spoken at Last Workplace =

Service Provision Languzge

Additional Details

Number of Dependants *

Source of Income *

Education

Highest Level of Education Completed *

Country Highest Level of Education Completed =

Time Out of Formal Education *

Time Outof Treining *

History of Interrupted Education *

Employment

Labour Force Attachment *

Employment Experience *

Precarious Employment

Unknown

Time Out of Work =

ﬁszemﬂ Apprentics

Employment affected by COVID-19 =

S

Assessment

Entry Asssssment Tool *

Estimates Learmer Weekly Time Commitment *
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Step 4: Select the Assessment Tool used to assess the
participant

Step 5: Enter the Date of Assessment (dd/mm/yyyy) for
Entry Assessment Tool; this is the date the participant
completed the intake assessment

Step 6 Enter the Estimated Learner Weekly Time
Commitment (located at the top of the Notice of
Decision on the PRF)

© | This includes the total of both in-
class hours and “on your own”

hours.

Step 7: Enter the Canadian Language Benchmarks
results if applicable (not mandatory)

Step 8: Click Save

TOC
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Adding Sub-Goals and Plan Iltems

As mentioned in the previous section, each Get SET program has its own process for collecting and organizing
learner data for entry into EOIS-CaMS. When entering Sub-Goals and Plan Items into EOIS-CaMS, users
should refer to the information provided by their Get SET program manager to ensure accurate and complete
data entry.

Sub-Goals and Plan Items can be added:
« at the beginning of the service plan
« during service delivery
o before closure of the learner’s plan

After adding a Sub-Goal, the user must add a corresponding Plan ltem.

o The Delivery Method field in the Plan Item is mandatory for both Milestones and Learning
Activities. The options in the drop-down menu are based on the program’s delivery approach (e.g.,
Classroom, One on One, or e-Channel).

The Blended field is checked off only for a learner who is concurrently registered in both a face-to-
face and an e-Channel Get SET program.

Use the Comment Boxes to provide additional context or clarification as needed.

Adding Milestones

Milestones are Ministry-required assessments completed by the learner during their time in the program. Al
milestone information is located at the top of the Milestone Assessment document that is administered to the
learner.

Milestone 15| 4 Bt Milestone Number OALCF Milestones
Competency B:lCommunicate Ideas and Information
Task Group B1] Interact with others Level 1

/ Provide directions and instructions Milestone Name
E: Employment A: Apprenticeship S: Secondary School Credit | P: Postsecondary I: Independence

Milestone Level | < No time limit. Estimated time 5 to 10 minutes.
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Creating the Milestone Sub-Goal

step 1 . CIiCk the Plan Home  Client Summary PlanSummary  Administration  CaseNotes  Events

Content tab Plan Content NO 0 —> c®
Name of Sub-Goal Start Date End Date Status QOutcome

Step 2: Click New Sub-

Goal to add a new Sub-

Goal

Step 3: Select a Milestone Sub- Create Sub-Goal x

Goal from the list
Select Sub-Goal / e ~
Action /[ Sub-Goal Type 1L | Name

ﬁelect Competencies Find and Use Information \
Select Competencies Communicate Ideas and Information
Select Competencies Understand and Use Numbers
Select Competencies Use Digjtal Technology
Select Competencies Manage Learning

\Select Competencies Engage with Others /
Select Competencies Learning Activities
Select Referral to Other Programs and Services gzii:—:im to Other Community
Select Referral to Other Programs and Services Referral to Other Programs and Services
Select Training Supports Training Supports
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Step 4: Click the checkbox ‘Me’ to Add Sub-Goal x
assign yourself as the owner or click

on the Search Icon to select a o
different registered user from your Details
program staff. Name

Communicate Ideas and Informatio

* required field

Step 5: Click Save o )
Me Q
Comments ~
Creating a Milestone Plan ltem
Step 1: CIICk Add Plan Item Home  ClientSummary  PlanContent  PlanSummary  Administraion  CaseNotes  Events
Plan Content New Sub-Goal =)

Name of Sub-Goal Start Date End Date Status Outcome

> Communicate Ideas and Information Not Started 0 e | pdd Plan Ttem | -

Step 2: Select the appropriate Select Plan Ttem Type x
Plan Item

Plan [tems

Step 3: Click Continue (] Name

O Interact with Others Basic Plan Item
[} Write Continuous Text Basic Plan Item
O Complete and Greate Documents Basic Plan Item
O Express Oneself Creatively Basic Plan Item

Cancel Continue
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Step 4: Enter the Expected
Start Date and Expected End
Date

© | Use your organization’s
defined dates or the
system’s default dates

Step 5: Select the Expected
Outcome (this is the
Milestone level)

Step 6: Select the Delivery
Method

Step 7: Select Blended for a
learner who is concurrently
registered in both a face-to-
face and an e-Channel Get
SET program.

Step 8: Select the Milestone

Step 9: Click Save & Exit

TOC

Add Plan Item:

COLLEGE SECTOR COMMITTEE
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Details
Sub-Goal Communicate Ideas and Information Name

Primary Client

Interact with Others

Expected Start Date * Expected End Date o
20/03/2026 =N 20/03/2026 =N E
IExpec(ed Outcome * Estimated Cost
Additional Information \ «
Service Delivery Site * e Delivery Method * \
G o
(] Blended Learning h e
Wilestons
Comments ~
v
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Updating the Milestone to In Progress

Learners are excluded from the Ministry’s annual “Learners Served” target for your site if their milestone is set to
Not Started. Update the milestone to In Progress to ensure they are included in the count. (If more than one
milestone is entered, only one needs to be set to In Progress to count toward Learners Served.)

Step 1: Click the Arrow to expand FEm Eaizan newswsesl G B
Name of Sub-Goal Start Date End Date Status Outcome
. - Use Digital Technology 19/11/2025 19/11/2025 Not Started Add Plan Ttem  «»»
Step 2: Click Edit Plan ltem =
Detailso ~
Name Outcome

Use Digital Technology

Type Oowner

Competencies

Plan Items ~

Name MileStone # Start Date End Date Status Outcome

> Use Digital Technology ~ 54 Not Started 9 9 Edit Plan Item) ---

Step 3: Enter the Actual Start Date Modify Plan Ttem : X

. Details ~
.
Step 4: Click Save

Name Use Digital Technology Qutcome
Expected Start Date Expected End Date *

19/11/2025 8- 19/11/2025 B
Actual Start Date Actual End Date

dd/MM/yyyy 8- ( e dd/MM/yyyy B
Estimated Cost Actual Cost
Expected Outcome * Good Cause

Level 1 v Q
Additional Information ~
Service Delivery Site * Delivery Method

x O Classroom X v

] Blended Learning 0

TOC Page | 45



Step 5: Ensure the Status is In Plan Content
Progress Details

Name

Use Digital Technology

Type
Competencies

Plan Items

Name

> Use Digital Technclogy 54

Adding Learning Activities

MileStone # Start Date

Outcome

owner

End Date Status

19/11/2025 e 9 In Progress

New Sub-Goal cC B

Outcome

Edit PlanItem  «.-

Learning Activities refer to a variety of structured learning experiences that the learner engages in during their
time in the Get SET program. Each Get SET program has its own process for entering learning activities in EOIS-

CaMsS.

Creating a Learning Activities Sub-Goal

Step 1: Click on the Py adu
Plan Content tab Plan Content N
(1
Step 2: Click New Sub-
Goal to add a new Sub-
Goal
TOC

iinistration Case Notes Events

Start Date End Date

0— (== ¢

Status

Outcome
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Step 3: Select Learning Activities Sub- Create Sub-Goal '
Goal
Select Sub-Goal ~
Action Sub-Goal Type 1L | Name
Select Competencies Find and Use Information
Select Competencies Communicate Ideas and Information
Select Competencies Understand and Use Numbers
Select e Competencies Use Digital Technology
Select Competencies Manage Learning
Select Competencies Engage with Others
[ Select Competencies Learning Activities ]
Select Referral to Other Programs and Services 22‘5?:;2:‘ to Other Community
Select Referral to Other Programs and Services Referral to Other Programs and Services
Select Training Supports Training Supports

Step 4: Click the checkbox ‘Me’ Add Sub-Goal X
to assign yourself as the owner o
or click on the Search Icon to

select a different registered user

*required field

Details ~
from your program staff )

Learning Activities
Step 5: Click Save. .

User

Me Q

Comments ~

Previous
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Creating a Learning Activities Plan ltem

Step 1: Click Add a
New Plan Item Plan Content

Name of Sub-Goal

Plan Content  Plan Summary

> Leaming Activities

Step 2: Select the appropriate
Plan Item from the list

© | /fthe desired item is not
listed, select a Custom
Basic Plan Item and click
the link below.

Creating Custom Basic
Plan Item

Step 3: Click Continue to
proceed

TOC

Select Plan Item Type

Start Date

Case Notes Events

End Date Status Outcome

New Sub-Goal

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

(=]

Not Started ° e [Add Plan Ttem | -

-0

/

Oooooooooogoogao

N

Name

Learning related to analysis and synthesis of data or information
Learning related to Apprenticeship (non-apprenticeship goal path learners)
Learning related to apprenticeship math

Learning related to biology

Learning related to business math

Learning related to chemistry

Learning related to communications for employment

Learning related to communications for further education and training
Learning related to critical thinking and problem solving

Learning related to physics

Learning related to self advocacy

Learning related to technical math

Plan Item Type

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Ttem

Basic Plan Item

Basic Plan Ttem

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Cancel

Continue
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Step 4: Enter the Expected
Start Date and Expected
End Date

© | These dates reflect
when the learner is
expected to begin
and complete the
learning activity.

Step 5: Select the Expected
Outcome

© | Related Learning
Achieved” should
be the only option
in the drop-down

Step 6: Select the Delivery
Method from the drop-down
menu

Step 7: Enter the Activity
Information (optional)

Step 8: Click Save & Exit

TOC
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Add Plan Item:

Details

nnnnnnnnnnnnnn ies Leaming related to communicatit Loy
Expected End Date f o

=} 19/10/2025 8-
Ex; cor ] Es';a\eden e
Additional Information
rvice Delivery e ? [ ery Method ]

o

o e
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Adding Training Supports

Most Get SET programs receive funding to provide Training Supports to eligible learners. These monetary
supports assist learners with costs of childcare, transportation, and sometimes other relevant expenses.

Creating a Training Support Sub-Goal

Step 1 : CIiCk on Home Client Summary Plan Summary Administration Case Notes Events
the Plan Content Plan Content N

tab o

Name of Sub-Goal Start Date End Date

Step 2: Click New
Sub-Goal to add
a new Sub-Goal

Step 3: Select the Training Supports Create Sub-Goal

0 —> == ¢

Outcome

Sub-Goal

Select Sub-Goal

Action Sub-Goal Type

Select Competencies

Select Competencies

Select Competencies

Select Competencies

Select Competencies

Select Competencies

Select Competencies

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

Name

Find and Use Information

Communicate Ideas and Information

Understand and Use Numbers

Use Digital Technology

Manage Learning

Engage with Others

Learning Activities

Referral Out to Other Community
Resources

Referral to Other Programs and Services

Select Training Supports

Training Supports ]

~

TOC

Cancel
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Step 4: Click the checkbox ‘Me’ to assign Add Sub-Goal

yourself as the owner or click on the
Search Icon to select a different registered
user from your program staff

Details

Name

Training Supports

Owner ~
Steps 5: Click Save S\
Me Q
Comments ~
6 4
Creating a Training Support Plan ltem
Step 1 - Click Add Home Client Summary Plan Content Plan Summary ‘Administration Case Notes Events
Plan It.em Plan Content New Sub-Goal c &
Name of Sub-Goal Start Date End Date Status Outcome
> Training Supports Not Started oﬂ
X

Step 2: Select the Appropriate Select Plan Item Type

Plan Item Type

Step 3: Click Continue to proceed ]

O o oo

Name

Child Care Assistance

Custom Basic Plan Item
Technology Devices and Services

Transportation

Plan Item Type

Basic Plan Item

Custom Plan Item

Basic Plan Item

Basic Plan Item

TOC
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Step 4: Enter the Expected

Start Date and Expected End

Date

o The Start Date is when the
support begins.

e The End Date is when the
support ends or the end of
the fiscal year (March 31).

© | /f the learner continues to
receive support after
March 31 (end of the fiscal
year), a new Plan Item
must be created starting
April 1.

Step 5: Select the Expected

Outcome

« The only valid option for this
plan item is Support Paid.

o Estimated Cost: Optional -
enter if known.

e Delivery Method and
Milestone: Not required for
this item.

Step 6: Click Save & Exit

TOC

Add Plan Item:

COLLEGE SECTOR COMMITTEE
OR ADULT UPGRADING + ACE

Details

Sub-Goal Training Supports

Primary Client Daniel Kecman

Name

Transportation

Expected Start Date *

19/10/2025 B

Expected End Date *

19/10/2025

.| <o

Expected Outcome *

] Eumatsd Cost e

Additional Information

Service Delivery Site *

Sheridan College - BRAMPTON - Davis Campus

x O

Delivery Method

[ Blended Learning
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Adding a Referral

Learners may be referred out to other programs, agencies and services at entrance, during service
and at exit. As part of the contractual agreement with the Ministry, all Get SET sites are required to
record and document learner referrals within two general categories: Referral - Other Programs
and Services or Referral Out to Other Community Resources. These referrals are tracked in
EOIS-CaMS through a dedicated Referral Sub-Goal and associated Plan Item.

In general, “Referral - Other Programs and Services” is intended to record referrals to services within
Employment Ontario and other funded training/education providers, e.g., when a learner is referred to
another Get SET program. “Referral Out to Other Community Resources” may include referrals to
outside services such as childcare, social assistance, housing, etc.

Creating a Referral Sub-Goal

Step 1: Clle on the Plan Home  Cllnt Summary PanSummary  Adminitration Casslotes  Events

Content tab RIEEE 0— ¢ o
Step 2: Click on New Sub-Goal to

add a new Sub-Goal

Step 3: Click the Select button for Create Sub-Goal .
Referral to Other Programs and E
Services or Referral Out to e )
Other Community Resources S
and enter the relevant information select Competencies Commuricate ldeas and Information

Select Competencies Understand and Use Numbers

Select Competencies Use Digital Technology

Select Compe] 3 Manage Learning

Select egs Engage with Others

Select Competencies Learning Activities

m Referral to Other Programs and Services Referral Qut to Other Community Resources

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

Select Training Supports Training Supports.

TOC Page | 53



Step 4: Click the checkbox ‘Me’ to Add Sub-Goal x
assign yourself as the owner or o
click on the Search Icon to select

a different registered user from petals
your program staff e

0 Other Programs and Services

Owner

& v

Step 5: Click Save

Comments

Previous Cancel

Creating a Referral Plan Item

The Referral Plan Item list will be different depending on what was selected for the Sub-Goal. Both lists
are shown in the steps below.

A good practice is to create a list of community agencies that you most often refer to and associate each
one with this list of Plan ltems.

- H Home Client Summary Plan Content Plan Summary Administration Case Notes Events
Step 1: Click Add Plan
Item Plan Content New Sub-Goal =]
Name of Sub-Goal Start Date End Date Status Outcome
> Learning Activities Not Started o é Add Plan Ttem | ---
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For Referral to Other Programs and Services

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Step 2: Select the most Select Plan Ttem Type

relevant Plan Item from the

| |St lan Ttems e

Step 3: Click Continue to
proceed

\\

Name

Credential Assessment

Custom Basic Plan Item

EO - Action Center

Ef

=]

- Apprenticeship Program - Co-op Diploma Apprenticeship Program

- Apprenticeship Program - Other

EO - Apprenticeship Program - Program

EO - Employment Service Provider

EO - Literacy and Basic Skills Service Provider

EO - Local Boards

EQ - Ontario Job Bank

0Do0OO0OOoOoDooDoDoooQg
3

EQ-RRTS

- Service Provider - Other

ﬁ

~N

Plan Item Type

Basic Plan Item

Custom Plan Ttem

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan llem/

Continue

OR

For Referral Out to Other Community Resources

Step 2: Select the relevant Select Plan Item Type

Plan Item Type (
lﬂ':ms/e Name

Child Care

Step 3: Click Continue to
proceed

Custom Basic Plan Item
Educational/Academic Services
Financial Planning
Health/Counselling Services
Housing Services

Language Services - Assessment

Legal Services

Oo0o0oooooo@

Newcomer Seq

Regulatory Bodies \

/D

Plan Item Type
Basic Plan Item
Custom Plan Item
Basic Plan Item
Basic Plan Item
Basic Plan Item
Basic Plan Item
Basic Plan Item
Basic Plan Item
Basic Plan Item

Basic Plan Item

N

)

N\

Cancel Continue

TOC

Page | 55



Step 4: Enter the
Expected Start and End
Dates using the date the
referral occurred or accept
the system’s default dates
if applicable.

Step 5: Select the
Expected Outcome by
Indicating the stage of the
learner’'s program when
the referral was made:

e At Entrance

e During Service

e At Exit

Step 6: Add Referral
Details (optional but good
practice) by providing a
brief description of the
referral, e.g., Referred to
the City Library

Step 7: Save & Exit

TOC

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Add Plan Item: la

Primary Client

Expected Start Date * Expected End Date *

26/10/2025 B~ 26/10/2025 B~ E o

| Expected Outcome * ] iélimated Cost e

Additional Information

Service Delivery Site * Delivery Method

[ Blended Learning
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Adding Custom Basic Sub-Goal and Plan ltem

The Custom Basic Sub-Goal option allows users to create a personalized Plan Item that is not limited by
predefined categories. When selected, it unlocks all available drop-down selections, providing flexibility to design a
plan item that doesn't fit within the standard options. This is especially useful for tailoring Plan Items to unique
learner needs, such as specialized workshops, training sessions, or other custom activities.

Creating a Custom Basic Sub-Goal

Step 1 : Cl iCk On the Home Client Summary Plan Summary Administration Case Notes Events
Plan content tab Plan Content R

Step 2: CI|Ck on New Name of Sub-Goal Start Date End Date
Sub-Goal.

Step 3: Click Select on the Create Sub-Goal

@ —> (== o

Status Outcome

Sub-Goal that corresponds to o
the custom Plan ltem you wish et oo

ub-Goal Type

to create /

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

&kﬂ:l Training Supports

Name \

Find and Use Information

Communicate Ideas and Infermation
Understand and Use Numbers

Use Digital Technology

Manage Learning

Engage with Others

Learning Activities

Referral Out to Other Community Resources

Referral to Other Programs and Services

Training Supports /

TOC
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Step 4: Click the checkbox ‘Me’ to assign
yourself as the owner or click on the Search
Icon to select a different registered user from

your program staff

Step 5: Click Save

Creating a Custom Basic Plan Iltem

Step 1: Click Add Plan Item

Step 2: Select Custom Plan Item

Step 3: Click Continue

TOC

Client Summary

Plan Content

Name of Sub-Goal

Learning Activities

Plan Content

ECTOR COMMITTEE
UPGRADING + ACE

Select Plan Item Type

Plan Items

Name.
Learning related to analysis and synthesis of data or information

Learning related to Apprenticeship (non-apprenticeship goal path learners)
Learning related to apprenticeship math

Learning related to biology

Learning related to business math

Learning related to chemistry

Learning related to communications for employment

Learning related to communications for further education and training
Learning related to critical thinking and problem solving

Learning related to physics

Learning related to self advocacy

Learning related to technical math

Learning related to workplace math

Plan Ttem Type

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

Basic Plan Item

DlDDDDDDDDDDDDD@

Custom Basic Plan Item

Custom Plan Item I

X
Add Sub-Goal
o * required field
Details ~
Name
Learning Activities
Owner ~
Q|
Comments ~
Plan Summary ‘Administration Case Notes Events
New Sub-Goal [=]
Start Date End Date Status Outcome
Not Started o —
x
al
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Step 4: Enter the Name of the
Plan Item e.g., workshop,

training session, or activity title.

Step 5: Enter the Expected
Start Date and Expected End
Date

Step 6: Select the Expected
Outcome from the drop-down
list

Step 7: Select the Delivery
Method from the drop-down
menu

© | Required for Milestones
and Leaming Activities

Step 8: Enter the Activity
Information (optional)

Step 9: Click Save & Exit

TOC

Add Plan Item:

Details
Sub-Goal Learning Activities Name *
e é | [ustom Basic Plan Item

Primary Client Daniel Kecman
Expected Start Date * Expected End Date *

19/10/2025 B 19/10/2025 E e
Expected Outcome * Estimated Cost

&
. |- (6

Additional Information ~
Service Delivery Site * Delivery Method *

Sheridan College - BRAMPTON - Davis Campus x O ~
[ Blended Learning e \

Milestone \

[cOmmeMs
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Service Plan Activation

The service plan needs to be activated within EOIS-CaMS for the learner to count toward the Ministry’s annual
“Leamners Served” target for your site. The first step is submitting the service plan for “Approval” within the system.

Approving Service Plan

Step 1: C“Ck On the Home tab ClientSummary ~ PlanContent  PlanSummary  Administration  Case Notes  Events e

Service%e Add Bookmark El B [=
Step 2: Click the Action button . Q— ]

Primary Client

Step 3: Select Submit for Approval Program

Owner [Change Owner] Closure Reason

Close...

Plan Reference
Number

Service Delivery - o — wiue [Change Service Outcome
Site Delivery Site]

Step 4: C“Ck Yes Submit Service Plan x

Are you sure you want to submit this service plan?

o The Sen/ice Plan Status Wi” Home  ClientSummary  PlanContent  PlanSummary  Administraton  CaseNotes  Events
now ShOW as Approved It IS Service Plan Home Add Bookmark ~ Edi
ready for activation. .
Case Details
Primary Client Plan Reference
Number
Program Literacy and Basic Skills
Owner [Change Owner] Closure Reason
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Activating Service Plan

Step 1: Click on the Plan
Summary tab

Step 2: Click New to create the
Plan Summary.

Step 3: Click Select

Step 4: Click Edit

TOC

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Plan Content Plan Summary Administration

‘\o

Case Notes Events

0 — [

ued To Date Issued Status
Home Client Summary Plan Content Plan Summary
Plan Summary
Action / Issued To
Select . . -
Plan Summary Administration Case Notes Events
View Plan Summary G

bad History

-~
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OR ADULT UPGRADING + ACE

Step 5: Enter the Date Accepted Modify Plan Summary Details:

Step 6: Click Save.

* required field

Details ~

Issue To Address

x Q

Reason Issue Date

Initial v 08/11/2025 B~
Acceptance ~
Date Accepted

dd/MM/yyyy g e
Location \ Reference

0o

arvice Provider has explained its use and disclosure of my personal iiformation for its purpose.
Participant's Signature Date (dd/mm}/:
t t

o The Date Accepted is normally the date that the learner accepts (agrees to/signs) their Learner
Plan. While some GET Set programs have learners sign the Participant Registration Form and
the Learner Plan on the same day, others may have the learner sign the Learner Plan on a
different date. The key requirement is that the Date Accepted in EOIS-CaMS must not be dated

earlier than the signed Notice of Collection and Consent in the Participant Registration Form.
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The status of the Plan Summary
has now changed to Accepted.

Step 7: Click the Home tab

The Service Plan’s status is
now Active.

TOC

—
Plan Content Plan Summary

lan Summary Home:

Home Client Summary

iew Plan Summary  Download History  Upload History

Plan Summary Details

Issued To e s O ey

Reason Initial

Teena Nata 02/11/2025

Administration

Case Notes

Edit

Creation Date

Events

View Plan

08/11/2025

Accepted

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Accepted

Client Summary Plan Content Plan Summary
Servich-\ ome

Case Details

Primary Client .

Program Literacy and Basic Skills

Owner %o . [Change Owner]

Administration

Case Notes Events
Add Bookmark
Plan Reference o -
Number
Status Active

Closure Reason

Status

ActiD
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The Enhanced Learner Plan

Each learner in the Get SET program must have a Learner Plan (LP) on file. The LP is developed soon after the
learner is registered in your program.

Get SET programs have the option of using either the Ministry-designed Enhanced Learner Plan (ELP)
available in EOIS-CaMS or a locally developed LP that includes Ministry-required data. Locally developed LPs
often include additional information that the service provider chooses to include.

If your program uses the ELP, it will be automatically generated and populated with learner-specific data that is
entered into EOIS-CaMS. Updates to the locally developed LP must be entered into the EOIS-CaMS Service
Plan on a regular basis. The most common items that must be entered/updated into the EOIS-CaMS Service
Plan include milestones, learning activities, referrals, and training supports.

The information in this section describes the use of the ELP.

Downloading the ELP

If your Get SET program uses the ELP, it must be downloaded before it can be printed. You can
download the ELP once it is in Approved status in EOIS-CaMS.

Step 1: C“Ck the Plan summary Home Client Summary Plan Content Plan Summary Administration Case Notes
ot Plan S
Step 2: Click Select an Summary

Action Issued To Date Issued

Select 9 08/11/2025

Step 3: Click the Action Button

Step 4: Select Download Plan in English Plan Summary Administration Case Notes Events eﬂ:-—%
program

| Download Plan in English

d History

Upload Plan...

Creation Date 08/11/2025
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Saving the ELP

Once the plan is downloaded,

yOu can open and saveitas a The document you are trying to load requires Adobe Reader 8 or higher. You may not have the
Adobe Reader installed or your viewing environment may not be properly configured to use

pdffile. If you see the message Adobe Reader.

tothe rlght’ you may need to For information on how to install Adobe Reader and configure your viewing environment please

Update the version of Adobe see http://www.adobe.com/go/pdf forms_configure.

Reader on your computer.

Once the ELP is downloaded in a .pdf format, it can be printed for the learner to sign. Once signed, the
Accepted date is entered on the ELP and uploaded. The status of the ELP changes from Approved to
Active (visible in the top right corner of the ELP).

Uploading the ELP

When you open the Enhanced Learner Plan (ELP) .pdf file, you will notice drop-down lists, text boxes, and date
fields that allow you to make changes and updates to the plan. Once updated, the ELP can be uploaded to EOIS
CaMS to reflect the changes.

o The ELP .pdf is sensitive due to embedded JavaScript that ensures all mandatory fields are completed. If
the document does not validate properly, you may need to close and reopen it.

Make Changes and/or Updates to the ELP

Step 1: Use the drop-down arrows
to add or update personal 0\ LEARNER PLAN | Mozs 12:19:44 Active
information, sub-goals and plan A. CONTACT INFORMATION y
H H Learner Number Registration Date Expected End Date
items, learning style, etc. i P — -
Service Delivery Sil? _
Step 2: Click Validate e e == —
. . . 1rst Name ast Name
Note: this triggers a JavaScript check ﬂ[-
to confirm that all required fields are Middle Name ;Eid;*;iefy As q Other
Compl eted Date of Birth Country of Birth
s | E
Status in Canada Immigrated To Canada
(Canadian Citizen EI No
Date Arrived in Canada (If born outside Canada) Preferred Language of Service
L [English 7l
Marital Status Married EI
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o When you SAVE the ELP, it displays the Application Valid pop-up window. If the mandatory sections are

not completed before saving, you will receive an error message.

No Missing Information

The validation confirms that all

mandatory fields are filled in.

Application Valid

You have completed all mandatory fields. Please save and
close the learner plan before uploading to EOIS-CaMs.

Warning: JavaScript Window

Missing Information

JavaScript Window

Missing Mandatory Information

The first message will indicate that
mandatory information is missing.

Please ensure the learner plan is fully completed before
uploading to EQIS-CaMS. There are incomplete mandatory
field(s).

Warning: JavaScript Window

The second message will specify which

fields need to be completed.

o_) Expected Outcome : empty or not selected. is a required field cannot be left blank.

Custom Basic Plan Iltem was entered, please specify. is a required field cannot be left

blank.

TOC
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Uploading the New ELP to EOIS-CaMS

Step 1: Click the Plan Summary
tab and then click Select

Step 2: Click on the Action Button

1 History

Step 3: Click Upload Plan

Step 4: Click Browse to locate and select
your saved ELP .pdf file

Step 5: Select Reason from the drop-down
menu

Step 6: Click Upload

Step 7: Choose one of the
following options:

* Click Yes to download a new

version of the ELP.
» Click No to close the dialog box.

TOC

Plan Summary Administration

Case Notes Events

Edit Vlewmm ' =)

Download Plan in English

y

Download Plan in French

O — o)

Close

Creation Date 08/11/2025

Upload Learner Plan

*required field &

Select file to upload

-~

File

Reason for upload

Reason
[ |
~
v
Change of Goal
Close Service Plan v
Cancel Upload
Learner Plan x
@ 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 (this is recommended)? Select
Yes to proceed or No to cancel.
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Once uploaded, any changes made
in the ELP will now be reflected in
EOIS-CaMS when you view the
relevant tabs.

Home

CSC

Client Summary Plan Content Plan Summary Administration Case Notes Events

Name of Sub-Goal Start Date End Date Status Qutcome
> Learning Activities Not Started
> Learning Activities Not Started
> Learning Activities Not Started

Communicate Ideas and .
> . 08/11/2025 08/11/2025 Completed Attained

Information

Referral to Other P

elerratio Jther Frograms 08/11/2025 08/11/2025 Not Started

and Services

Modifying and Attaining Sub-Goals and Plan Items

Throughout the Get SET program, you will add, modify and close Sub-Goals and Plan ltems within your learners’
EOIS-CaMS Service Plans, and on the Learner Plan that you have on file. It is critical that the information you
enter in the EOIS-CaMS Service Plan matches the information in the Learner Plan.

As mentioned, previously in Uploading the ELP, modifications and updates can also be made to the Enhanced
Learner Plan (ELP) PDF and uploaded.

Modifying and Attaining a Plan Iltem

Step 1: Click the Plan
Content tab

Step 2: Click the Arrow to
expand

Step 3: Click on Edit Plan
Item

TOC

Home  ClientSummary [ PlanContent || PlanSummary  Administration  CaseNotes

\

0( Date

16/10/2025

Plan Content
Name of Sub-Goal End Date

Learning Activities

Details 9

Name

30/10/2025

Learning Activities
Type Competencies

Plan Items

Name MileStone # Start Date

Even

ts

New Sub-Goal @
Status Outcome

Not Started Add PlanItem -+

Outcome

owner

End Date Status Outcome

Notsxane_* EditPlanItem | -+
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Step 4: Select Attained, Not Modify Plan Ttem: 1
Attained or Cancelled from the
drop-down menu
© | These options vary .
depending on the Plan ltem i L — -
type Expected Start Date * ) Expected End Date * )
+ Learning Activity and e - N -
Milestones is “Attained” or ao iy B ddMM Iy B
“Not Attained’ Estimated Cost \ Actual Cost
* Referral is “Attained” or “Not \ "
Attained” (followed through or S — 5 ) a
nOt) Additional Information e ~
* Training Support is e sty e
“Attained” only (granted)) g -

Stop 5 Ente the Actual Start Date

and Actual End Date
© | These dates indicate when the
learner actually began and
completed the Plan ltem.

Step 6: Click Save

Completing a Sub-Goal

& Before you can complete the Sub-Goal, all the Plan Items within the Sub-Goal must have a status of
Completed or Cancelled.

Step 1 : Cllck the Actlon ClientSummary  PlanContent  PlanSummary  Administration  CaseNotes  Events
button n Content “Suhreoat c ®
Name of Sub-Goal Start Date End Date Status Outcome
st 2. CI' k Ed't S b_G I Learning Activities 16/10/2025 30/10/2025 Not Started Add Plan Ttem l |
ep <4: CliC tou oa
—_—

Details Delete Sub-Goal...
Name Learning Activities Outcome
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Step 3: Select Attained or Not Modify Sub-Goal x
Attained from the drop-down list

Details ~
Step 4: Click Save
| A
Outcome
Comments ~
o\ 4

\

The Sub_GoaI Wi" now show Home  ClientSummary  PlanContent  PlanSummary  Administration ~ CaseNotes  Events
that it is Completed and e Tamert Newsubdod | C @
Attained.

Name of Sub-Goal Start Date End Date Status, Outcome ]

> Learning Activities  mm——] [ 16/10/2025 30/10/2025 completed Attained Add PlanItem s+
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Deleting or Cancelling Sub-Goals and Plan Items
There are times when a Sub-Goal and/or Plan Item will need to be deleted or cancelled. This could
happen if:

« the learner never started the Plan Item activity

o the Plan Item was entered by mistake

o Each Get SET program may have different processes and rules for deleting or cancelling a Sub-
Goal or Plan Item. Always follow your program’s guidelines.

Deleting a Sub-Goal and/or Plan Item

The system will not allow a Sub-Goal or Plan Item to be deleted if the status of the Plan Item is “Started” or
“Attained”.

You will receive the following warnings:

Delete Sub-Goal: Learning Activities Delete Plan Item : i - Learning Activities

@ This sub-goal cannot be deleted as there are plan items dependent on it. @ This plan item cannot be deleted as the plan item status is In Progress or Completed.

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

_ _

If the Plan Item’s status is “Not started”, it can be deleted.

To delete a Plan ltem, you essentially reverse the steps you used to add it. The instructions below explain how to
remove a fully completed Sub-Goal and Plan Item. You can use any of these steps depending on how far along
you are in the process.
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Removing the Sub-Goal Outcome

You must remove the Sub-Goal Outcome before removing the Plan Item information.

Ste p 1 . Cl |Ck th e P I an Client Summary PlanSummary  Administration  CaseMNotes  Events
Content tab n Content \ Newsub-Goal (O &
Name of Sub-Goal o Start Date End Date Status Outcome e

Step 2: Cl iCk the Action Learning Activities 16/10/2025 30/10/2025 Not Started Add Plan Ttem B
button Q@ —> =

Details Delete Sub-Goal...

Name Learning Activities Outcome

Step 3: Click on Edit
Sub-Goal

Step 4: Click the drop-down and Modiy Sub-Gosl
select the blank option

Details

Step 5: C“Ck Save Name Learring Activites Ouner

Comments

Removing the Plan Item Outcome and Actual Dates

Step 1: C“Ck the Plan Home  Client Summary PlanSummary  Administration ~ CaseNotes  Events
Content tab Plan Content ‘\ vowswco G @

Name of Sub-Goal o—: Date End Date Status Outcome

step 2: Cl iCk the Arrow to Leam'mgAcI'w\’t\’es 16/10/2025 30/10/2025 Not Started Add Plan Item
expand \ o .

Name Learning Activities OQutcome

Step 3: Click on Edit Plan
Item Plan Items -

Name MileStone # Start Date End Date Status Outcome

> Nutsram@—ﬁ EditPlanItem | «++
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Step 4: Click the drop-down and
select the blank option

Step 5: Delete the Actual Start
Date and Actual End Date

Step 6: Click Save

Deleting a Sub-Goal or Plan ltem

Modify Plan Item: la
* required field
Primary Client Sue Zdero
Details ~
Name * n Outcome
Expected Start Date * Expected End Date *
16/10/2025 Bv 30/10/2025 Biv
Actual Start Date Actual End Date
dd/MM/yyyy (=} dd/MM /yyyy B~
Estimated Cost \ Actual Cost
Expected Outcome * \ Good Cause
Related Learning Achieved ~ e Q

Additional Informat

service Delivery Site *

tion e
Delivery Method

x RO, Classroom

Once the Actual Start and End Dates are removed and the status shows Not Started, you can delete

the Sub-Goal or Plan Item.

Step 1: Click one of the

Action bUttonS Plan Content

Name of Sub-Goal

Step 2: Click on Delete R

Sub-Goal or Delete
Plan Item

© | Choose based
on what you
need to remove.
If you plan to

Details

Name

Type

Plan Items

Name

> ABC's Of Communi

Comments

Start Date End Date Status

16/10/2025 30/10/2025 Completed

MileStone #

cations

replace the Plan
Item with
another, only
delete the Plan
Item and then
add the new one.

TOC

Start Date End Date

New Sub-Goal [N =]

Outcome

Add Plan Item E

Status

Not Starte
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Step 3: Click Yes Delete Plan Item : BB & OF st - Learning Activities

- °\_
Cancelling a Sub-Goal and/or Plan Item

Cancelling is typically used when a learner started an activity but did not complete it, or when the activity needs to
be marked as cancelled rather than deleted.

Cancelling the Sub-Goal

Step 1: Click the Client Summary Plan Summary Administration Case Notes Events
Plan Content tab L, Content \ N
ew Sub-Goa cC B

Name of Sub-Goal o Start Date End Date Status Outcome e
Step 2: Click th
ep <: ick the Learning Activities 16/10/2025 30/10/2025 Not Started adg planttem [

Action button @ ——> )
Details Delete Sub-Goal...
step 3: C“Ck On Name Learning Activities Outcome

Edit Sub-Goal

Step 4: Click the drop-down and Modify Sub-Goal *
select Cancelled

* required field

Step 5: Click Save Details -

Name Learning Activities Owner

Outcome /
~ |

v

Attained

Cancelled
Not Attained e
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Cancelling the Plan ltem

Step 1: Click the Plan
Content tab

Step 2: Click the Arrow
to expand

Step 3: Click on Edit
Plan Item

Step 4: Click the drop-
down and select
Cancelled

Step 5: Remove the Actual
Start Date

Step 6: Click Save

TOC

Home  ClientSummary | PlanContent | PlanSummary  Administration  Case Notes

\

Plan Content

Events

New Sub-Goal

(=

Name of Sub-Goal 0( Date End Date Status Outcome
Learning Activities 16/10/2025 30/10/2025 Not Started Add Plan Ttem  +»
Details ~
Name Learning Activities outcome
Type Competencies owner
Plan Items ~
Name MileStone # Start Date End Date Status Outcome
> Nutstane—ﬁ
. . X
Modify Plan Item:
* required field
Primary Client
Details ~
Name * Outcome L‘
~
v
Expected Start Date *
16/10/2025 e Attained
Cancelled
Actual Start Date
Not Attained
16/10/2025 ke @e aarmmryyyy e

CoEm—— 40000

o ‘ After saving, the status of the Plan Item will change to Not Started with a Cancelled outcome.
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Closing the Service Plan

A learner’s Service Plan must be closed when they leave your program. This is a critical step because
once the file is closed, it cannot be reopened or edited. Before closure, ensure that all information in
the learner’s file is complete and accurate.

File Closure Checklist

It is best practice to use a checklist before closing the Service Plan in EOIS-
CaMS. Your program may already have one, or you can create your own.

Checklist for
Closing Files

Signed Participant Reglstration Form

Example items on the checklist include:
o Confirm all reported changes to learner information and plan details are
updated in CaMS (address, phone number, email, goals, education,
employment, dates, etc.).
« Ensure all sub-goals are marked as attained, not attained, cancelled,
or deleted. T T e

Training Support Documentation

« Verify all required documents are present in the learner’s file.

For sites using the Enhanced Learner Plan (ELP), H. CLOSE SERVICE PLAN

complete the closure section (Section H) in the ELP Sus zdor0

.pdf, and upload it to EOIS-CaMS. eyt Employment
See Uploading the ELP pr—— p——

Oulcome

Y VVVVVVVVVVVYVVVVVVVYVV,

Ontario a Ministry of Labour, immigration, EMPLOYMENT Literacy and Baslc Skills

Closing the Service Plan in EOIS-CaMS

Before closing the Service Plan, the Exit and Follow-Up Form i and Fotowete
must be completed with the learner. This form is available on the S PO
EOPG website under Forms.

Hame and Contact Information
Last Hame

an

'V VYYYYYVVYYVYYYYVYVVY

If your program uses the Enhanced Learner Plan and you require a copy before closing the file,
this is the time to print or download it. A final copy should then be completed at closure.
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https://eopg.labour.gov.on.ca/en/
https://eopg.labour.gov.on.ca/en/forms/?terms%5B%5D=1025

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Completing the Closure

Step 1: Click the My ases -
Home tab
Program Status Active
. Start Date 11/11/2024 Closed Date
Step 2 " Cl ICk the Owner Service Delivery
Action button /0 site
. Client Summary Plan Content Plan Summary Administration Case Notes Events 9
Step 3: Click on
Close Service Plan Home Add Bookmark Edit G ¢
0 —> =
Case Details ;
Change Closure Details...
Primary Client Plan Reference
Number
Program Status Active
Step 4: Enter all Close Service Plan
required fields (4]
l * required field
Reason * Customer Satisfaction *
Qutcome * Reviewer *
~ x Q
Assessment

TOC

Learner Gains at Exit: Reading

Learner Gains at Exit: Document Use

[] Relevant numeracy learning activities included in the Learner Plan

Has the goal path specific Culminating Task been successfully completed? *

~

Learner Gains at Exit: Numeracy

Self Reported Learner Weekly Time Commitment?

\_

J

Cancel Save

Page | 77




Step 5: Enter the Close Service Plan:
employment section if
employment is selected as
the outcome. Only the
Wage and Wage per are
mandatory. If the learner [ Relevant reading activities included in the Learner Plan dd/MM/yyyy =)

d id not d isclose their Wage, e Has the learner successfully completed all goal path requirements identified
in the learner plan? *
[] Relevant document use learning activities included in the Lea\

Learner Gains at Exit: Numeracy Self Reported Learner Weekly Time Commitment?

enter 1.00 in the Wage .

fleld . Your employment situation has improved. * Hours per Week
v 0
. H You are better prepared to find and maintain employment. * Wage
Step 6: Click Save
v 0.00
You have developed and/or increased skills. © Wage Per

Step 7: Click Yes to confirm Close Service Plan: ; *
closure

Are you sure you want to close this Service Plan? e

_

Step 8: Click Confirm to confirm the
wage range amount (Reminder: wage
entered is less than $10).

Confirmation

The wage you have entered is outside the $10-50 range. Please confirm.
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Updating the Background
After closure, update the learner’'s Education and Employment details based on the Exit and Follow-Up Form.

Ste p 1 : A rem i nd e r Wi | | ﬂ Client Summary Plan Content Plan Summary Administration Case Notes Events
appear to Update Service Plan Home Edit  Close

Ed u Catlon a nd @ E1618: Please update Employment and/or Educational history accordingly. _ 0
Employment

Case Details 9
Step 2: CIiCk the Primary Primary Client :/ :l:':::rference

CI ient Iink Program Literacy and Basic Skills Status Closed

Owner [Change Owner] Closure Reason Completion

Step 3: Click the Background tome (o ) o) oty imiraon

tab Education New C &
i~ Type Qualification Institution Start Date End Date Status.
.
.
Step 4: Update Education - s bogee Unsyettason 207201009 sopoaona

and/or Employment information

See Create or Update the Background Information for more details on updating the background.

Changing Closure Details
Changes to closure details or additional comments can be made after closing the file in EOIS-CaMS.

Step 1 . Ed |t ClOSUre Informatlon as Modify Plan Closure Details: Literacy and Basic Skills #7505  Smmms - hie X
L
needed
5 - Strongly agree X v 0.00
Step 2: Enter additional comments VO: h:::::::: andor increased skills. * - Wage Per ;

Previous Comments

about the learner or closure \

on 15/11/2025 13:50 0

Step 3: CIICk Save Case of type Literacy and Basic Skills for s has been closed by

Comments x A
0Eg & Bl A b 7 U A- Q- x, x* i= i= -« >t [Font - [Sze -
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Follow-Up Events, 3, 6 & 12 Months

Each Get SET site is required to follow up with the learner

at 3, 6, and 12 months after they leave the program. Al oo R T S TR
information collected on the Exit and Follow-Up Form Armwer e Following quasions by scing ame ot pevidedapions

must be entered into EOIS-CaMS. .

When a Service Plan is closed, the system automatically ﬁj‘,fjf.‘ff’pi“i’:wuu‘ f!fz": Ly"'i“"f': - S

creates a 3-month “review”. (The follow-up is referred to Doveorivss [ oo Dt eiages Cagn_ swosrions

asa “review’ in EOIS-CaMS.) After the 3-month follow-Up  Gmosmein. o incumcm o ausomom o scmon a o

(‘review”) is completed, the 6-month review is generated,
followed by the 12-month review.

Typically, three attempts are made to contact the learner, and outcomes are recorded. Your program
will have a process in place for how learners are contacted.

o The first attempt date is considered the actual start date.
o The last attempt date is considered the completion date for each follow-up type.

A useful report for managing follow-ups is Service Provider Follow-Up Cases (Service Plan) #19-A,

which displays follow-up reviews that are overdue or due within the next 30 days. It is available on the
EOIS-CaMS Reporting site.

Pulling up the Pending Reviews List

EOIS-CaMS provides a list of reviews (follow-ups) that need to be completed.

Step 1 . Clle the Workspace tab Workspace Cases and Qutcomes Tasks Calendar

Step 2: Click Pending Reviews

You are logged in under

M My Shortcuts X

Register a Person

Register an Employer or a Corporate Entity
My Service Provider

Pending Reviews e
Reassign Cases

Reassign Reviews

Search for a Case

Search for a SDF Case

Search for an Application/Referral

Search for a COJG Application

Search for a Corporate Entity

Search for an Employer

EOIS-CaMS will display a list of cases, review types (3-month, 6-month, 12-month) and
corresponding review dates.
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Step 3: Click on the Pedegtiom
Service Plan Number

Pending Reviews

SECTOR COMMITTEE
ULT UPGRADING + ACE

Case Reference Program Primary Client Review Type Review Date
EW@\OS\C Skills Outcome at 3 months 15/02/2026
Literacy and Basic Skills Outcome at 3 months 05/02/2026

Literacy and Basic Skills Outcome at 3 months 14/11/2025

Literacy and Basic Skills Outcome at 3 months 12/11/2025

Literacy and Basic Skills Outcome at 3 months 05/11/2025

Completing the Follow-Up

Step 1: Click on the

Events tab Et e
Step 2: Click the arrow to
expand the event
information (2] coseein

Case Review

Start Date

Details
. .
Step 3: Click the Action
:

Scheduled Date 20/10/2025 Review Type

button
Outcome ‘Wage Amount
Reason Outcome at 3 months ‘Wage Per

Step 4: Click Edit

New Activity New Recurring Activity -+ C &

End Date

View Employment

0o—>

System Created
o

0.00

Step 5: Enter the information on the Modity Review: (5]
follow-up form \

*required field

Details

Actual Start Date

Step 6: Click Save o

By

Scheduled Date Actual End Date

20/10/2025 B dd/MM/yyyy By
Expected End Date Employment Hours per Week

dd/MM/yyyy B o
outcome Wage Amount

v 0.00

Reason Wage Per

Outcome at 3 months v v

Program Specific Outcomes

Your employment situation has improved. e

@eﬂsr prepared to find and maintain employment.

TOC
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Updating the Background

Step 1: Click on View

Education or View Home  ClleiSimmary  PunConent  PanSummay  Adniiswsion CaseNows  Eveis

Employment to Update the Events NewActivity  NewRecuringctivty | O &
background, if needed

Event Start Date

v CaseReview 20/10/2025

Details

See Create or Update the Background Information for more information on updating the background.

Request an Appointment with a Service Provider (RASP)

A RASP application refers to a request made through the online RASP tool. It is located on the Ministry’s public-
facing Employment Ontario website. The RASP tool helps clients connect with Employment Ontario service
providers. If an individual uses RASP to connect with your program, the request will go to the designated email
account that your program has set up in the service provider details in EOIS-CaMS.

The RASRP list in CaMS should be checked at least monthly. Data can be added to the
Aggregate Data count. Some users may not have access. This will depend on how your profile
is setup in EOIS.
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Accessing the RASP Tool

Step 1: Click on the Workspace
tab

Step 2: Click the Search for an
Application/Referral

Searching for a RASP

Step 1: Select Open from the
Status drop-down

Step 2: Select Get SET from the
Service drop-down

Step 3: Select the appropriate
Service Delivery Site from the drop-
down

Step 4: Click Search

TOC

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Casesend Ovicomes Tasks Colender

You are lo in under

Ministry of Labour, Immigration, Training and Skills Development (MLITSD) is committed to providi
reports, please contact the Employment Ontario Contact Centre at contactEO@ontario.ca or 1-800

Register a Person

Register an Employer or a Corporate Entity
My Service Provider

Pending Reviews

Reassign Cases e

Reassign Reviews

Search for a Case /
Search for a SDF Case

Search for a COJG Application

Search for a Corporate Entity

Search for an Employer

Search for a Better Jobs Ontario Application

View Common Assessment Records

View My Bookmarks

View My Cases

Application/Referral Search x

Application/Referral Search

Search Criteria o

You can search using the Application Number or combination of othar seareh critaria
Application Number Siatus
\ | \ open x v

Last Name First Name
[2)
Business Name Application Owner
Iscrwcc Application Type
% v v
Submitted Dete From Submitted Date To

dd/MM fyyyy B~ dd/MM/yyyy

Client Type city e

.
0\

ISerwce Delivery Site

Catchment Area
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Step 5: CI iCk the Search Results (Number of Items: 1 out of 1)

Number Nam; submitted Delivery Site

Application Number e - ’B _—

E K 26/02/2025 Open

Processing a RASP

Once you open the application:

Application i Postal Follow-
i

Type Code ups

RASP 0

¢ Contact the applicant by email or phone about the program and registration process.

¢ Keep arecord of the communication (email or phone call) in the file.
o After completing this task, the RASP must be closed.

Closing the RASP

Step 1: Click the Action el

bUtton Application Number Date Submitted
Step 2: Select Close Application Home

Application from the Applicaton Details

drop_down Application Number Owner

Service Delivery Site Client Type

Service Qutcome

Step 3: Select the closure Reason from Close Application EOSS |

26/02/2025

Change Eey Create Employment Ontaric Case

1am &n Individual

the drop-down

Details

Step 4: Click Save

Reason *

Appointment Scheduled
Application cannot be procssssd

Application withdrawn by Client

Cancel

TOC

Page | 84



Updating the RASP Outcome

Step 1: Click the Action button

Step 2: Select Record Outcome
from the drop-down

Step 3: Select the closure Outcome
from the drop-down

Step 4: Click Save

TOC

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

Date Submitted 26/02/2025

Last Name o\
Record Follow-up E

| Close Application... L

9 ﬁ Record Outcome...

Forward Application

Owner Change Owner Create Employment Ontario Case
Client Type ITam an Individual

Outcome Outcome not available

Date Submitted 26/02/2025

Record Application Outcome EOSS

e * required field

Details

6utcome *

Outcome not available

O T oS ST D e DT

Registered for Youth Job Cannection
Registered in Youth Job Connection - Summer
Referred out to other EO resources

Referred out to non-EO Resources

\Not Suitable for Employment Service

(4 y
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Saving the RASP Application
Documentation must be saved and kept on file:
« Save communication with the applicant

« Save the application

Step 1: Click the Print icon A
Application Number Date Submitted
26/02/2025
Application Home Forward Application Record Follow-up 21w c
Application Details o’ ~
Application Number Owner

Change Owner

Service Delivery Site Client Type
I am an Individual

All Bookmar

Print 3 pages

Step 2: Select Print or Save as a
PDF from the drop-down

Destination

Pages

Step 3: Click Print or Save

Layout

More settings
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Tracking Applications

If the applicant registers with your site:

Create Service Plan

o When creating the Service Plan, set
Self Service Initiated to Yes.

rrogram -

Referred In *

Owner *

Karen Johns v

Service Delivery Site *

Sheridan College - Brampton - West Street v

Self Service Initiated *
v (

Template Name

Template

Cancel
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Documenting Unassisted Services

Get SET service providers may offer unassisted services such as Information Sessions and
Outreach activities. These activities support Service Coordination and good client service practices.
Providers may also refer potential clients to other Get SET providers or community programs. These
clients do not become registered learners at your Get SET site.

Such data is captured monthly in the Aggregate Data section of EOIS-CaMS. Your program will have a
process in place to collect that monthly data so that it can be entered in EOIS-CaMS.

o ‘ Note: Some users may not have access. This will depend on how your profile is setup in EOIS.

Accessing Aggregate Data

Step 1: Click the Workspace tab Gk I

e
Step 2: Click My Service Provider Pl

Ministry of Labour, Immigration, Training and Skills Development (MLITSD) is comm
reports, please contact the Employment Ontario Contact Centre at contactEO@ontaf

2]
Step 3: SCI"O" down to the bottom and CIiCk Home Service Provider Members Contact Milestones Financial Supports
the Site Reference Number envice Provder fome:
Service Delivery Sites
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Step 4: CI'Ck Servi ces Home  Contact Service Delivery Site Members  Recent Changes
Services \
Step 5: Click Get SET Service Delivery (4]
Name Start Date
Canada-Ontario Job Grant 14/11/2014
Youth Employment Fund 12/03/2015
Youth Job Link 22/02/2016
In-class Enhancement Fund (colleges) 27/11/2020
Apprenticeship Capital Grant 01/02/2021
Employment Service 16/05/2010
_ e 01/04f2012
Summer Jobs Service 16/05/2010

Step 6: Click the Aggregate Data tab Home RocaCrange

Information Sessions \Drmatlon Session

Participation e

Wait List
Plaace antar a date rar

Information Sessions & Outreach Activities

These activities involve reaching out to the community or inviting the community to learn about and promote the
Get SET program. Aggregate Data entered should reflect the number of attendees.

Add New

Step 1: Click Information
Sessions Nome  AggegsteDaia  RecsntChanges

Tnformation Sessions Mi ssion: - . e é (=]
Step 2: CIiCk New [0 * required field

Participation

Wait List

Please enter a date range for the information sessions. A
From Date * To Date *

dd /MM yyyy ER [ aammyy =N
Search Results (Number of Items: 0 out of 0) ~
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Step 3: From the drop-down, choose the activity:
Information Sessions
Outreach

Step 4: Enter additional details about the activity

Step 5: From the drop-down, choose the audience:

Create Information Session:

Information Session

Type of information session *

escription *

e

e Employees (4]
e General Public (5] .
e Newcomers e \ T e— Py
e Students A
23/11/2025 = 23/11/2025 (=)
Step 6: Enter the number of Attendees / (5
Step 7: Enter the date range of the activity _o _
Cancel Save & New
Step 8: Click Save
Search and Edit
Step 1: CIiCk Information Home Aggregate Data Recent Changes
Sessions ot sosons | - Information Session: > hew | OB
Step 2: Enter the date range YRl Please enter a date range for the information sessions. &~
Step 3: Cllck Search eé 01/04/2025 [=h4 30/04/2025 [Shd
o 0—>=)—
Step 4: Click Edit o
Search Results (Number of Items: 1 out of 1) ~
;raotr: To Date ;Z::iz;[“h"ma“ﬂn Audience :;’:::e[;f Status \
> 01/04/2025  30/04/2025 Information Session ;?Siém 207 Active

TOC
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Step 5: Update the Information Session Moclify Information Session: W | g i x
or Outreach details - o

* required field a
Step 6: Click Save /
Information Session ~

Type of information session *

Information Session v

escription *

Information sessions

Details ~
Audience * Number of Attendees *

General public v 207
From Date * To Date *

01/04/2025 [mhd 30/04/2025 =R

“_

Participation

Aggregate Data for Participation allows you to enter the monthly number of client inquiries you receive,
as well as referrals for those clients who will not be registering with your program.

Add New

Step 1: C“Ck on Home  AggregateData  RecentChanges
PartiCipation Participations: - - . eﬁ =]

[Farichaton ) e
Step 2: Click New o o g #

Information Sessions

Individuals - -
# # Individuals Individuals
- referred to Last
Year/Month Individuals referred to other referred to
other B ~ Updated
Served ~ programs/services Correctional
literacv.
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Step 3: Select the year and month from
the drop-down

Step 4: Enter the number of client
inquiries/referrals for each section

© | Leave “0”if no referrals for that
section

Step 5: Click Save

Search and Edit

Step 1: Click Participation vome  Aagete D

Information Sessions

Step 2: Click Edit

Wait List

Create Participation: Sheridan College - Oakville - 3834A

* required field

Details ~
Year * Month *
I v v
# Individuals Served = # Individuals referred to other literacy N
providers *
)
0

# Individuals referred to other # Individuals referred to Correctional
programs/services * Literacy *

0 0
Comments ol

Recent Changes

Participations:

h 0/08 ?

> 2023/10 1
> 2022711 0
> 2022/12 0
> 2021/02 1
> 2024/04 9
> 2020/07 32
> 2025/10 30

30

0

N

New [=]
10/10/2023
112 it
07

112023
12:1
06/04/2023

/04 Edit
17:51
06/04/2023

/041 Edit
17:52
25/02/2021

/02/. Edit
12:25
13/05/2024
1015 it
30

/0712020
15:55

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE

23/11 -
# Edit
16:32

TOC
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Step 3:

Step 4:

TOC

Update the Participation

Click Save

Modify Participation: "o e e e e

* required field

N\
/ Details

Year *

| 2025

N
Month *

10 N4

# Individuals Served *

30

# Individuals referred to other
programs/services =

1]

# Individuals referred to other literacy
providers *

30

# Individuals referred to Correctional
Literacy ~

0

\J

Comments

COLLEGE SECTOR COMMITTEE
FOR ADULT UPGRADING + ACE
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Service Provider Reports

CSC

In EOIS-CaMS, Service Provider Reports are standardized reports generated from the system to help Get SET
programs monitor and manage program delivery, contract compliance, and performance. These reports pull data
from the cases and service plans entered into EOIS-CaMS and are essential for reporting to the Ministry.

There are numerous reports available in EOIS-CaMS that service provider users can utilize to effectively manage
caseloads and monitor program performance. Depending on your assigned role in EOIS-CaMs, you may not

have access to some of these reports.

Accessing the SP Reports

The filter can be used for service sites that provide more than one EO program or service.

Step 1: Click MLITSD EOIS-CaMS - SP
Reports on the OPS BPS page (after you log
in)

Step 2: Select Get SET Reports
Step 3: Select the fiscal year

Step 4: Click Submit

TOC

OPS BPS Secure

My Services

You currently have access to the service(s) listed below from this portal. Please click the name of the
service that you wish to access.

* MLITSD EOIS - Service Provider Connect

. lMUTSD EOIS CaMS - SP ReEorts| _ “

+ MLITSD EQIS Case Management

Any application not listed here can also be accessed directly from the Program Area’s homepage.

View Profile

Ontario &

Ministry of Labour, Inmigration, Training and Skills Development

EOIS SERVICE PROVIDER REPORTING

HOME | SDS REPORTS | ROLLUP REPORTS | CONTACTUS | LOG QO

*##Keep up to date on important CaMS and CaMS reporting communication, such as known is;
reporting due dates by visiting myEOIS.***

You are in: SDS Reports -> SHERIDAN COLLEGE INSTITUTE OF TECHNOLOGY & ADVANCED LEARNING

Please select report program: Please select fiscal year:
All Reports - [T20252026 v ) ( e
ES Reports
|LBS Reports
UJG Repons
Y.C Reports 9 o
YJCS Reports v \

Your current selection is LBS Reports Your current selection is 2025-2026
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Helpful SP Reports

Below is a list of some helpful reports. (Again, your access ot the reports depends on your assigned role in EOIS-
CaMs. Your program manager or coordinator will likely have access to all of the reports.

Step 1: Click the drop-down arrow
Some of the more useful reports include those

highlighted on the left: (1]

# 60A

# 60D ¥ 3834C Sheridan College - BRAMPTON - Davis Campus
¥ LBS - All Data - IR (#60A)

# 60B b LBS - All Data - Qutcomes/Follow-ups (#60D)

# 61 ) LBS - All Data - Service Plan/Profile (#60B)

# 64 ¥ 1BS - Case Activity (#61)

# 19A ¥ DF - LBS - Participation (#62F)

# 20 ¥ DF - LBS - Information Session (#62H)

4 DF - LBS - Sub Goals And Plan Items (#62D)
¥ DF - LBS - Service Plans (£62C)
) LBS - Detailed Service Quality (#64)
J DF - Literacy and Basic Skills DSQ (#64C)
» oF - Employment History (#33B)
Service Plan Case Follow Up (#19A)
) Inactive Cases (#20)
¥ Service Provider User Management (#42)
¥ 55 - Activity (#43)

Opening a Report

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

¥ DF - Literacy and Basic Skills DSQ (#64C)
) DF - Employment History (#33B)

4 Service Plan Case Follow Up (#19A]
¥ Inactive Cases (#20 | o
| ¥ 2025 9

» April
4 May
4 June
) July
) August
) September
¥ October
€ (3
02 November 2025 Guide
09 November 2025 Guide
16 November 2025 e Guide
l 23 November 2025' < Guide

} Service Provider User Management (#42)

o To access EOIS-CaMS reports, the user must be given access by the SPRA for your organization.
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Acronyms Associated with EOIS

COLLEGE SECTOR COMMITTEE

Acronym Full Name Definition
ELP Enhanced Learner Plan An enhanced (optional) version of the Learner Plan
available in EOIS-CaMS
EO Employment Ontario The provincial employment and training network
that delivers programs and services to job seekers
and employers
EOPG Employment Ontario Partners An online portal providing resources, tools, and
Gateway updates for Employment Ontario service providers
ETC Employment and Training Ministry staff who support service providers and
Consultant monitor compliance
Get SET Get SET (Skills, Education and A program that helps adults improve literacy and
Training) basic skills for work, learning, and life
LP Learner Plan A document outlining a learmner’s goals and activities
during their Get SET program
MFA Multi-Factor Authentication Security process requiring multiple verification
steps, e.g. for EOIS-CaMS login
MLITSD Ministry of Labour, Immigration, The Ontario government ministry responsible for
Training and Skills Development Employment Ontario programs and services
NAICS North American Industry A classification system for industries in North
Classification System America
NOC National Occupational Classification | A standardized system for classifying jobs by skill
type and level
OPS BPS Ontario Public Service / Broader Secure portal for Ontario Public Service and
Public Sector Broader Public Sector users to access EOIS-CaMS
and other government web applications
OoTP A One-Time PIN A temporary code sent to a user’'s email for secure
login
PRF Participant Registration Form Ministry-generated form used to register participants
in the Get SET program
RASP Request an Appointment with a Online tool for requesting appointments with
Service Provider Employment Ontario service providers
SIN Social Insurance Number A unique number issued by the federal government
to identify individuals for employment and tax
purposes
SP Service Provider Organizations contracted to deliver Employment
Ontario programs
SPRA Service Provider Registration The employee in your organization who is
Authority responsible for managing user registration and
access to EOIS-CaMS
TOC

Page | 96




	Employment Ontario Partners Gateway (EOPG) Website
	Home Page – Key Features
	Get SET Program Page

	Employment Ontario Information System EOIS-CaMS
	EOIS-CaMS System Overview
	EOIS-CaMS Access
	Registration Process

	OPS BPS Secure Portal Registration
	OPS BPS Secure Navigation
	Logging Into OPS BPS Secure
	Multi-Factor Authentication (MFA)
	Navigating to the Pages

	EOIS-CaMS User Overview
	Navigating Tips
	General Navigation Guidelines
	Troubleshooting Browser Issues

	System Components
	Home Page Short Cuts
	Setting up My Shortcuts
	User’s Home Page (Workspace Page)

	Searching Functions Overview
	How EOIS-CaMS Performs Searches
	Searching from the Workspace Page
	Searching for a Participant from the Case and Outcome Page

	Performing a Search
	A Person Search
	Performing a Case Search
	The Participant Search and Results
	Performing a Service Provider Search
	Navigating the Search Panel



	Participant Registration
	Participant Search
	Search Results

	Creating a New Participant Account
	Enter Participant Information

	Entering an Address
	If the Postal Code is Correct
	If the Postal Code is Incorrect
	Participant Contact Information
	Recording the Person Reference Number

	Employment Ontario Home Page Overview
	Recording the EO Case Reference Number

	Update a Returning Participant’s Client Profile
	Recording the Reference Numbers for a Returning Participant
	Participant’s Profile Page
	Add or Update the Background Information
	Enter and/or Update the Education Information
	Enter and/or Update the Employment Information

	Modifying the Address
	Adding a Preferred Name
	Adding or Updating the Social Insurance Number


	Adding a Service Plan
	Open the Employment Ontario Home Page
	Adding a New Service Plan
	Recording the Service Plan Number and Registration Date

	Participant and Case Home Pages
	Main Content Area
	Navigating the Main Content Area
	Entering the Client Summary

	Adding Sub-Goals and Plan Items
	Adding Milestones
	Creating the Milestone Sub-Goal
	Creating a Milestone Plan Item

	Adding Learning Activities
	Creating a Learning Activities Sub-Goal
	Creating a Learning Activities Plan Item

	Adding Training Supports
	Creating a Training Support Sub-Goal
	Creating a Training Support Plan Item

	Adding a Referral
	Creating a Referral Sub-Goal
	Creating a Referral Plan Item
	For Referral to Other Programs and Services
	For Referral Out to Other Community Resources


	Adding Custom Basic Sub-Goal and Plan Item
	Creating a Custom Basic Sub-Goal
	Creating a Custom Basic Plan Item


	Service Plan Activation
	Approving Service Plan
	Activating Service Plan

	The Enhanced Learner Plan
	Downloading the ELP
	Saving the ELP
	Uploading the ELP
	Make Changes and/or Updates to the ELP
	No Missing Information
	Missing Information

	Uploading the New ELP to EOIS-CaMS


	Modifying and Attaining Sub-Goals and Plan Items
	Modifying and Attaining a Plan Item
	Completing a Sub-Goal

	Deleting or Cancelling Sub-Goals and Plan Items
	Deleting a Sub-Goal and/or Plan Item
	Removing the Sub-Goal Outcome
	Removing the Plan Item Outcome and Actual Dates
	Deleting a Sub-Goal or Plan Item

	Cancelling a Sub-Goal and/or Plan Item
	Cancelling the Sub-Goal
	Cancelling the Plan Item


	Closing the Service Plan
	File Closure Checklist
	Closing the Service Plan in EOIS-CaMS
	Completing the Closure
	Updating the Background
	Changing Closure Details


	Follow-Up Events, 3, 6 & 12 Months
	Pulling up the Pending Reviews List
	Completing the Follow-Up
	Updating the Background


	Request an Appointment with a Service Provider (RASP)
	Accessing the RASP Tool
	Searching for a RASP
	Processing a RASP
	Closing the RASP
	Updating the RASP Outcome

	Saving the RASP Application
	Tracking Applications

	Documenting Unassisted Services
	Accessing Aggregate Data
	Information Sessions & Outreach Activities
	Add New
	Search and Edit

	Participation
	Add New
	Search and Edit



	Service Provider Reports
	Accessing the SP Reports
	Helpful SP Reports
	Opening a Report

	Acronyms Associated with EOIS



