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Introduction

This manual is intended as a guide for the WorkSearch Information Navigators (hereafter
referred to as INs for brevity) who will be responsible for assisting the Users in
navigating the WorkSearch Assessment system. The WorkSearch Assessment system is
being deployed as part of the AARP Foundation’s WorkSearch program.

As the primary source of information and help for a User of the WorkSearch Assessment
system you will be responsible for assisting a new User to create an account for qualified
prospects, help them log on to the system, and assist them in navigating through the
various screens and functions in the system.

An IN is not considered a career-counselor and you are not expected to offer career
guidance to the Users; you are merely to help the User to access and use the WorkSearch
Assessment system.

This manual will also refer to the WorkSearch Getting Started Guide — the User manual,
also referred to as simply the User Guide — and will note specific pages or sections where
more detailed information is available.

Why are you important?

You have been selected because you have the aptitude to understand the WorkSearch
Assessment system, you are reasonably comfortable using computers and the Internet,
and you are willing and available to help the Users in the various entry points (sites).
Your ability to work with the Users and to assist them in using the WorkSearch
Assessment system is vital to the success of this program.

What's new in this version 1.3?

Username and Password required to access WorkSearch Resources website
New location for the demo version of WorkSearch — both user and admin sites
Password Flag on user listing screen

New icons on user and administrator screens
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How does an IN account get created?

An IN account will be created when your Site Administrator (usually a SCSEP Project
Director or State Office Lead or other partner lead) faxes a completed IN/Admin Account
Creation Form to the AARP Foundation headquarters (see Appendix).

How does an IN access the system?

When an IN is first registered they will be given an Administrator ID (usually their first
initial and last name, e.g. “gcampbell”) and a password (e.g. “bellc”). They will also be
given an “access key” which they will use to “unlock” the User creation screen. Note that
an IN account is not the same as a User Account; an IN does not have a User account
created and therefore they do not have direct access to the WorkSearch assessment tools.
You will use your Administrator ID (Admin ID for short) and Access Key to create new
User accounts.

Administrator ID

The Administrator ID (Admin ID) and password will be used to access the Administrator
area of the WorkSearch Assessment system. This area is used to update or change User
information that was entered incorrectly, enter outcome information (e.g. did we help this
person get a job, did they enroll in SCSEP), run selected reports, reset or recover a User’s
password, and re-activate a User account.

These functions are discussed in more detail in the Administrative Functions section.

Access Keys

Access keys are used to ‘unlock’ the User creation screen. These should not be shared
with anyone and only used by the responsible IN. The IN will use their “access key” to
create a new User account.

What materials does an IN give a new User?

WorkSearch Information Sheet

WorkSearch Program Summary

Basic FAQs

“What You Can Expect From the WorkSearch Assessment system”
Terms & Conditions
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We are constantly in the process of developing FAQs (Frequently Asked Questions) and
other information that will help the User progress through the system. In general we do
not believe a User requires a User Manual; you will have one available to refer to and can

share that with the User as needed. All of these documents are available on-line
http://www.aaprmmp.org/worksearch. You need to enter a Username and Password to access all
the documents; if you do not have a Username send an e-mail to WorkSearch@aarp.org.

When a prospective User ‘comes in the door’, you will give them the WorkSearch
Information Sheet that matches the User creation form in the WorkSearch Assessment
system. We want all Users to fill out the form, read the attached information sheets and
then you will review that information with the User. If the prospective User wants to
continue with the program, then you can create the User account. These paper forms need
to be given to the Site Administrator on a regular basis for permanent storage by the Site
office.

Demo system

There is a separate training/testing/demo environment that is available to you at all times.
This demo system can be found at http://af.demo.nbsalliance.com; this is a mirror-image
of the production version of the WorkSearch tool and it is available for your use without
impacting production or causing permanent changes. Every month or so the demo system
will be refreshed to save on storage space so do not expect any data in the demo version
to be permanent; unlike production where the data will be saved for several years.

You can use the demo version for practice, testing or demonstrations. For example, you
could try creating a User account for yourself, take the assessments and tests and
generally explore the system. These practice sessions have no impact on production and
do not interfere with any production data.

To create a new User in the demo environment you will use a special Admin ID, key and
location: Use “admin000” for the Admin ID (note it is all lower case), “000000” (six
zeros) for the Access Key, and then you must select the SCSEP Arkansas Hot Springs
site. Selecting any other combinations will not work.
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-
AARP ' | worksearch

FOUMNDATION

Home Create Account Login

This website is protected. Please enter the Admin ID and Access Key to continue
Adminstrator Information

Admin ID: Access Key:
admin000 ssssee

Entry Point Information

What is your entry point?

SC - SCSEP Office 3
State SCSEP Office Location
Arkansas ~ | |Hot Springs, AR e

Continue

nnnnnnn

You would then follow the instructions below for creating a new User; the User you
create will only be available in the demo system, but it will have the same functionality
as a User created in production.

How does an IN create a new User?

Once a prospective User indicates they want to participate and access the WorkSearch
Assessment system you will use your “access key” to create a new User account. (See
pages 5-7 in the User Guide) First, make sure you are using the real-live production
version and not the demo version. You will enter your “Admin ID” and “Access Key”,
identify the entry point (the site codes where you are located — your supervisor will give
you the codes for your site) and then assist the new User in filling out the various fields in
the User creation screens. Note that your Admin ID is linked to a specific site; you must
use the entry point information given when your IN account was first created. The
required fields are indicated with a red asterisk. The User must agree to a terms and
conditions paragraph and can optionally agree to allow their name to be given to
prospective employers. Once the “submit” button is clicked (and the required data has
been entered), the new User account will be created and automatically logged on to the
system. This completed User account creation process also generates a bill to the AARP
Foundation.

Version 1.3 8/7/2007 Page 5 of 5



AARP WorkSearch

FOUNDATION
Information Navigator Manual

Where does an IN get more help?

If you need assistance, you should contact your Site Administrator (usually a SCSEP
Project Director, State Office Lead or other partner lead). If your Site Administrator is
unable to answer your question, they will escalate the problem to the national help desk.
The national help desk will work with the program developers to answer the question and
will relay that information back to the Site Administrator who will communicate with
you. This is designed to streamline the flow of questions and get you the help you need as
quickly as possible. This also allows your Site Administrator to learn more about all the
problems and questions in their area of responsibility.

A complete review of the WorkSearch Assessment system with audio instructions is
available on the Internet at this address:
http://nbsalliance.com/ecourses/aarpfoundation/player.html

Typical First Steps for a New User

The following is a brief overview of basic steps every User will go through as they use
the WorkSearch Assessment system. Occasionally there will be instances where these
steps are not appropriate but this will be rare; in general you want all the Users to follow
these first basic steps.

Create a new User Account

1. As indicated above, you first have the prospective User fill out the paper version
of the WorkSearch Information form and give them several other documents to
read: Basic FAQs, a brief WorkSearch Program Summary, and the “What You
Can Expect from the WorkSearch Assessment system”. All of these documents
are in the appendix of this manual and are available in PDF format at
http://www.aaprmmp.org/worksearch.

2. If the prospective User is comfortable with the program and wishes to continue

then you begin the on-line User creation process.

Login to the production system: http://aarpworksearch.nbsalliance.com.

4. Because this is a new User you want to click on the Create Account link as
indicated below:

(98]
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Contact AARP Foundation

MRPSM Print this page /
-~

FOUNDATION

WorkSearch

Home Create Account Login

Welcome to the AARP Foundation WorkSearch Assessment Login
System website. Our goal is to help you determine your job
interests and work skills so that we can match you with the
best possible job in your community. We will also identify for you
any skill gaps you may have and the training available to help
yvou close those gaps.

Username:

One of the programs within our larger WorkSearch is the Senior Passwaord:

Community Service Employment Program (SCSEP). If you are 55

or older, if your income for the last year is not above our

guidelines, and if we have a community location near you, you

could be eligible for paid training on that program. Login

If you might be interested in this program, you can get more
information by clicking here # Learn More. You can also ask the
person who is assisting you at this time.

5. This will take you to the next screen where you enter your Access Key and
Password. You also select the entry point (SCSEP or State Office), the State you
are located in, and the specific office code. You will be given these codes by your
PD, State Office Lead or other partner lead.
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P Foundation

JOB INTERESTS AND WORK SKILLS

AARP' ASSESSMENT SYSTEM

FOUNDATION

Print this page

Home Create Account About Login

This website is protected. Please enter the access key and password to continue

Adminstrator Information

Admin: Access Key:
ladmin009 | e

Entry Point Information

What is your entry point?

|SC- SCSEP Office v]
State SCSEP Office Code
| California v|  [5C068 Sacramento, CA vl
N BUSINESS
FERVIGES

6. The next step is to have the User enter all the User account information (address,
phone, etc.) and some basic demographic information. You can assure the User
that his/her specific information will not be shared without their permission and
the demographic information will only be used in aggregate for reporting

purposes.
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= = Required Field

Be sure to write down your username and password in a safe place, so that you have these, when you return.
Account Information

* First Name: * Last Name:

* Username: Email:

* Password: * Verify Password:

* City: * State:

| Not Applicable v

* Zip: County:

Primary Phone: Other Phone:

Tell us about yourself

Gender: * Are you 55 years old or older?
|N0 Response V| |N0 v|

Are you a grandparent or other relative raising a grandchild or other family members's child?

No v
Race: Are you of Hispanic/Latino/Spanish Origin?
|No Response V| |No V|
Veteran Spouse of Veteran Spouse of Active Military
|ND v| |ND V| |ND v|

* Employment Status:
| Not Employed v|

* Annual income range:
| Do not Wish to Report v|

Education level:
| No Response V|

7. Note that the User must create a unique Username and Password. You may
experience a problem continuing with the account creation process if the
Username they select is not unique. Some suggestions are to add their zip code or
other number to their Username, e.g. “gcamp12”. User names are limited to 10
characters and passwords are limited to 8 characters. You should also encourage
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the User to write down their Username and Password and keep them in a safe
place. (We can provide you with a sample card that Users can fill out and keep.)

8. [If the User indicates that they are over 55 and they are low income they may be
eligible for the SCSEP program. Encourage them to learn more about the program
by clicking on the Learn More button on the main page of the WorkSearch
Assessment system the next time they log on to the system or provide them any
printed materials you have (e.g. brochures, overview, etc.)

9. Either you or the User can enter this information depending on how comfortable
the User is using a computer. But you should be immediately available to answer
any questions and to insure they complete all the required fields.

10. If the User is unable to use the computer but still wishes to have the assessments
done using the WorkSearch Assessment system, please preface their Username
with the code “NC” — No Computer skills (e.g. “NCgcamp12”). This will help us
identify those Users as needed.

11. All the required fields are indicated with a red asterisk and they must be filled out
before they can continue.

12. Once all the fields have been filled out, click the “Continue” button and you will
then see the Terms and Conditions page:

Terms and Conditions

As a condition to accessing the AARP Foundation job development system, you must acknowledge and agree to
the following:

The information you provide to AARP will be considered strictly confidential. Information that you provide will be
used to enhance the AARP Foundations ability to assist others in finding employment. Best practices and
recommendations may be published by the AARP Foundation and shared nationwide through the media,
through industry meetings and through AARPs grassroots network. However, no information that you provide
will be published in a manner that identifies you by name unless you give us permission to do so. Your contact

individuals within the AARP Foundation who are responsible for maintaining this sys
information will not affect vour confidentiality:

ntering your contact

By checking the box below, you acknowledge and agree to ove statement:

Yes |© No |~
Consent or Release of Personal Job Qualification Information for Job Openings

I consent to allow information about my job qualifications and/or certifications, name and phone number to be
released to potential employers if there is a job opening available.

Yes |[© No ¢
*If you enter the SCSEP program yvou will be required to agree in order to receive service.

Create Account Cancel

13. The User must agree to the Terms and Conditions and indicate their agreement by
clicking on the “YES” box. If they do not agree to the Terms and Conditions they
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will not be allowed to use the system and you should terminate the User creation
process by clicking on the red CANCEL button.

14. The second part of this form is the “Consent for Release”. By consenting to this,
the User agrees to allow us to release their name, phone number and job
qualifications to prospective employers. Often we (you or your supervisor) will
find out about a job opening that might fit this User; by consenting to this clause
we can provide the Users name and number to the employer who can then contact
the User directly. This is what the program is all about — helping someone find
employment.

15. Note that this second clause is optional and they can still be part of the program
and use the WorkSearch Assessment system even though they do not agree to this
clause.

16. The final step in the User creation process is to click on the Create Account
button. If all the necessary fields have been filled out and the User agrees to the
Terms and Conditions, then a new account will be created and the User will be
automatically logged into the WorkSearch Assessment system.

Beginning the Self-Assessment Process

Now that the User account has been successfully created they will usually proceed on
their own. The first step is to enter their Work Interests and Personal Characteristics.
They start that process by clicking on the Step 1 — Start Here link:

wWelcome Contact A8RP Foundation

JOB INTERESTS AND WORK SKILLS

Print this page

AARP' ASSESSMENT SYSTEM ot
” W ok Persanal Ertry Lavel Transferable Specific
Status: Interests Characteristics Skills Skills Skills

FOUNDATION CDITIPIEtEdI

Dashboard sSkill Inventory Test Inventory Learning Plan Edit Account Logout

Work Interests and Personal Characteristics Search for Job Choices
Find your best job choice matches. Interested in a specific job?
Step 1. - Start Here!
N BUSINESS
SERVICES

They will then be presented with a series of questions regarding their Work Interests
(Primary Interests). They should try to answer these as honestly as possible and select
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from 1-6 interests or passions they are strongly interested in and would enjoy in a work
setting.

Your Interests and Personal Characteristics

1. Your Primary Interests or Passions
From the list below, chose the interests or passions that hest apply to you.
Choosing only the interests or passions that apply to you most of the time,

or all afthe time will resultin better job matches.

Acting or Performing
Being Physically Active at Work
Caring for Animals or Mature
Caring for Others [Mever — [+]
Composing or Performing Music [Mever — [v]
Creating Wisual or Graphic Art
Diefining YWork Processes
Entertaining, and Social Events [Mever — [+]
Exploring Abstract Ideas
Gardening
Giving Speeches or Presentations
Investing Money
Leading or Managing Others
Learning or Using New Technalogies
Managing of Recording Financial Activities [Mewer  [+]
Operating Large Vehicles or Heawy Eguipment  [Never  [+]
Qrganizing or Categorizing items or Data

<

Performing Academic Research or Analysis

After they complete that section (which should take only 10-15 minutes) they can then
complete the Personal Characteristics page.
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Your Interests and Personal Characteristics

Your Personal Characteristics
From the lists below, chose the characteristics that hest describe yvou.

Choosing only the characteristics that describe you most of the time,

ar all ofthe time will result in hetter job matches.

2. lprefer...
Activities that have a practical purpose
Focusing on one task at a time
Performing tasks in an orderly and systematic way
Taking action rather than thinking and planning
Tasks that allow me to see the finished result
Tasks that require a lot of research or analysis
To be self-directed and wark independenthy

To double-check rmy work to ensure there are no errors

3. 1enjoy...
A competithve environment
Eeing the focus of people's attention

Discussing and defending my ideas and opinions
Exploring alternative solutions to a problem

Once they have answered those questions they click on the Next button which submits
there answers to the WorkSearch Assessment system. Once they have done that they can
see their Job Matches based on those answers by clicking on the “Click here” link:

Contact  AARP Foundation

JOB INTERESTS AND WORK SKILLS

AARP' ASSESSMENT SYSTEM BlilnSEAE (212

FOUNDATION

Home Create Account  Abhout Login

Your Interests and Personal Characteristics

Yourwiork Interests and Personal Charcacteristics information has now been submitted.

Click here to view vaur best job matches based on vourWork Interests and Personal Characteristics.

MATIONAL

VERICE

CLIANCGCG
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The WorkSearch Assessment system will then show them several job choices based on
their Work Interests and Personal Characteristics:

Welcome Contact &44RP Foundation

JOB INTERESTS AND WORK SKILLS

AARP' ASSESSMENT SYSTEM Print this page

” Status Wark Parzonal Ertry Level Transfarable Specific
Interests Characteristics Skills Skills Skills
LU UL Completed: 19 FER 2007 19 FEE 2007

Dashboard  Skill Inventory  Test Inventory Learning Plan  Edit Account Logout

wWork Interests and Personal Charasteristics Search for Job Choices

Your best job choice matches: Interested in a specific job?

[sawe] Production Laborer/Worker
[save] Janitor/Cleaner

[Save] Warehouse Worker
[Save] Catetena Worker

Update!

workplace Skills

Take the Mext Steps - Assess your workplace skills to find even
better job choices

Looking for Entry-Level Job options? == Start Herel
Looking for more Advanced Job options ? ==5tart Here

nnnnnnn

N\ BUSINESS
SERVICES

The Dashboard Page

We refer to the page above as the Dashboard Page. At the top you will notice that is has
the five boxes representing the five basic steps in the assessment process and the dates
those steps have been completed. At this point the User has only completed the first two
assessments and it shows the dates the User completed them.

It also shows their best job choices based on their Work Interests and Personal
Characteristics; it allows them to take the next steps of entering Workplace Skills and
more advanced skill assessments such as Transferable and Specific Skills. At any time in
the process, the User can also search for a job by clicking on the Search Button; or they
can find out more about a specific job by clicking on one of the job choices listed.

Think of the Dashboard Page as your ‘home page’ — it shows you all the steps you have
taken, it allows you to branch out to more tests, learn more about specific jobs, search for
jobs, etc. You can always return to this page by clicking on the Dashboard link (see the
arrow above).
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Next Steps

At this point the User has a number of choices available to them. They can:

e Take more self assessments by taking the Workplace Skills assessments (the
Entry-Level and Advanced options.

They can review their best job choices in more detail.

They can begin a job search.

They can take Quick Tests to evaluate their entry-level work skills.

They can take more comprehensive tests for the Essential Skills required in
specific jobs

They can go back and refine their Work Interests and Personal Characteristics
e They can learn more about specific jobs and required skills

e Ffc.

The User Guide has much more information on these possible options and it shows the
many screens and outcomes for each of the choices.

Not Computer Skilled?

What happens if you get a prospective User that is not comfortable with a computer and
does not want to take the on-line tests? We have taken the basic Work Interest and
Personal Characteristics questions from the system and have paper copies available. Have
the User fill out those forms and then, when you have the time, you can enter their
answers in the WorkSearch Assessment system and print out their Best Job Choice
matches from the Dashboard Page. This is all that would be entered for a User who
cannot use the computer. As noted earlier, please preface their User name with the code
“NC” to help us track these individuals.

In some cases you may want to refer this person to Alternative Services; the WorkSearch
program relies heavily on the use of the WorkSearch tool and a prospective User with no
computer skills may not be best served in this particular program.

SCSEP qualified?

As noted earlier, based on the initial demographic questions (“are you 55 or older” and
“are you below” certain income guidelines?) the prospective User might be eligible for
the SCSEP program.

If your initial review of the prospective User indicates that they may be eligible for
SCSEP and there is an AARP SCSEP site in your area, you can direct the prospect to the
AARP SCSEP site. Your State Office Lead (Administrator) will provide you with that
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information. Because of funding constraints and rules, you cannot refer potentially
qualified SCSEP applicants to SCSEP programs that are not operated or managed by
AARP Foundation. To re-enforce this policy, all Users of the WorkSearch Assessment
system must sign the WorkSearch Information sheet which states the following clause at
the bottom of the form:

***NOTE: Job seekers currently enrolled with other SCSEP Providers other than AARP
Foundation are prohibited from using this no-cost system because of federally funded
guidelines on duplication of effort. By signing this form, I certify that I understand that
although I may enroll or be currently enrolled in the AARP Foundation SCSEP, I am not
currently enrolled in a SCSEP program offered by any other SCSEP provider.

Follow-ups

One of the key measurements of success for this program is determining if the User
actually gains employment after using the WorkSearch Assessment system and search
engines. While it is difficult for you to keep track of every User you have created and
assisted, we do need you to enter any job referral and employment information you know
about. There is a separate administrative screen that allows you to track this information
for each User in your site; see below.

Administrative Functions

The Administrative area of the WorkSearch tool is a completely different website:
http://aarpworksearch.admin.nbsalliance.com. See the login screen below.

Note that as of August 18, 2007 the demo version will be relocated to:
http://af.demo.nbsalliance.com and the admin demo version will be at
http://af.admin.demo.nbsalliance.com.
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ADMINISTRATION

FOUNDATION

WorkSearch

Administrator Login

Admin ID
TimIN

Password

hhhhhhh

% BUSINESS
SERVICES

You enter your Admin ID and Password and click the Login button; if successful you
will see the Administration Dashboard page:
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MRPSM Print this page
-

FOUNDATION

WorkSearch

Dashboard Users Administrators Reports Locations Certifications Logout

Dashboard

» View WorkSearch Resources

» To create new Administrators or Locations, and access Reports, click on the appropriate menu item above.

» Use the search options below to work with existing Users, Administrators or Locations.

Search for a User Search for an Admin Search for a Location
Username: Admin ID: Entry Point:

Select v
First Name: First Name:

Search

Last Name: Last Name:
Account Status: Status:
Active | Search Active | Search

As an IN you only have access to the Users and Reports options in the Administration
area; you cannot access the Administrators, Locations or Certifications options. If you try
to access an area you do not have permission for you will see the following warning
message.

Timthe IN[IN ] ADMINISTRATION

.
AARP | worksearch
FOUNDATION
Dashboard Users Administrators Reports Locations Certifications Logout

You do not have the reqguired permissions.
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Users

WorkSearch

One of your key roles as an IN is to assist your Users, and one common problem is they
forget their password. To access the list of Users in your site, click on the Users option
and you will see a listing of all the Users in your site.

M . .
Print this page
AARP | worksearch
FOUNDATION

Dashboard Users Administrators Reports Locations Certifications Logout
Search Results [ New Search ]
Legend: [} - Edit User 3 ' - User Qutcomes

Last Name + # First Name + + User Name + + Status + # Loc. Code 4+ + Registration Date + 4
G2 ' Allen Emily eallen Password ST-DC-001 14 MAY 2007
03 ' Banks Joshua jbanksz Active ST-DC-001 18 JUL 2007
03 ' Banks Joshua jbanks Active ST-DC-001 13 JUL 2007
03 ' Black Sue sblack Active ST-DC-001 31 JUL 2007
03 ' Hookey Megan mhookey Active ST-DC-001 16 MAY 2007
03 ' May Ethel ethelmay Active ST-DC-001 02 AUG 2007
L..J ; ' may tom tommay Inactive ST-DiC-001 30 JUL 2007
L..J ; ' Ty Diane dianety Active ST-DC-001 16 MAY 2007
G2 ' White Mary marywhite Active ST-DC-001 30 JUL 2007
1

In this case, you see only one page of users; if there were more users than can fit on one
page use the page counter and/or Previous/Next buttons to move from one page to the
next. Most are “Active” which means they are an active User of the system, one is
Inactive and one has a Password flag set (more on this later). You can see their first, last
and User names, the location code and registration date. You can also Edit their account
or enter Outcomes for a User by clicking on the appropriate icon. If the list of Users is
extensive you can also access the “New Search” option to search for a specific User.

Edit Users

You can use this option to retrieve a User’s password or to correct or update their User
information. For example you may need to correct their address or zip code or complete
some additional demographic information. As indicated above, Users often forget their
passwords or User name; by scrolling down in the screen you can see that information
and give it to the User. Click on the Edit option and you will the screen below; you can
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scroll down through all the data and then click “Cancel” to return to the Dashboard

careen without savini iour chanies or click “Continue” to save iour chanies.
=M
AARP

FOUNDATION

WorkSearch

Dashboard Users Administrators Reports Locations Logout

Consent for Release of Personal Job Qualification Information for Job Openings

User consents to allow information about my job qualifications and/or certifications, name and phone number
to be released to potential employers if there is a job opening available.

Yes |« No [«

* = Reqguired Field
Be sure to write down your username and password in a safe place, so that you have these, when you return.

Account Information

* First Name: * Last Name:
BrendaH$| Testing
Outcomes

As we noted earlier, following the success of the User and recording their outcomes is an
important part of the WorkSearch tool; we need to know how well the system is working.
To access the outcomes for a User click on the Outcomes icon in the User listing screen

as shown below:
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FOUNDATION

WorkSearch

Print this page

Search Results

Dashboard Users

dministrators Reports Locations Certifications

Legend: L:n - Edit User . J - User Outcomes
First Name + # User Name + ¥+ Status + + Loc. Code + + Registration Date + +

L:. " Emily eallen Password ST-DC-001 14 MAY 2007
& '__; Banks Joshua jbanks2 Active ST-DC-001 18 JUL 2007
= & Banks Joshua jbanks Active ST-DC-001 13 JUL 2007
=& Black Sue shlack Active  ST-DC-001 31 JUL 2007
=& Hookey Megan mhookey Active  ST-DC-001 16 MAY 2007
=5 May Ethel ethelmay Active ST-DC-001 02 AUG 2007
=& may tom tommay Inactive| ST-DC-001 30 JUL 2007
=& Ty Diane dianety Active ST-DC-001 16 MAY 2007
=& White Mary marywhite Active ST-DC-001 30 JUL 2007

Logout

[ New Search ]

You will then see a screen as below. The first thing you need to do is indicate which
program the User is ultimately placed in: WorkSearch, SCSEP or Alternative Services.

MRPSM Print this page
-

FOUNDATION

WorkSearch

Dashboard Users/Administrators Reports Locations Certifications Logout
Choose a Program Service

Which program service?

‘Choose

A‘[

Cancel

Program OQutcomes

Save

Add Qutcome

Version 1.3 8/7/2007
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Click on the “Choose” box and select one of the options. All of your SCSEP enrollees
should be identified with the SCSEP program service. This is an important piece of
information and needs to be correctly entered for each User.

Which program service?
WorkSearch v

Choose
SCSEP

WorkSearch
Alternative Services

The next step is to add an Outcome for the User. Click on the Add Outcome option.

FOUNDATION

WorkSearch

Dashboard Users Administrators Reports\Locations Certifications Logout
Choose a Program Service

Which program service?

‘Choose V|

Cancel Save

Program OQutcomes Add Outcome

You will then see the next screen where you can enter the name of the company you
referred the User to, the date you referred them, identify the industry type, whether or not
they actually became employed and any comments you want to add. Click the Continue
button to save the record. You can enter as many Outcomes as necessary.
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Dashboard Users Administrators Reports Locations Certifications Logout

Add a Job Outcome
Referred to: Referred Date:
| =
Industry Type: Employed?
Other v No v
Comments

Cancel ‘ Continue |

Once you have entered an Outcome for a User you can always go back and edit that
information; see an example below:

FOUNDATION

WorkSearch

Dashboard Users Administrators Reports Locations Certifications Logout
Choose a Program Service

Which program service?
‘ WorkSearch v ‘

Cancel Save

Program Qutcomes Add Outcome
Employer Start Date

Delete Edit walmart 2007-07-23

Delete Edit kmart 2007-07-18

In this case the User has stayed in the WorkSearch program and has two outcomes
already entered
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You can add, edit or delete Outcomes for the User. To edit an outcome just click the
corresponding Edit button; you will see the following screen:

-
~.‘MI!I) WorkSearch

FOUNDATION

Dashboard Users Administrators Reports Locations Certifications Logout

Add a Job Ouicome

Referred to: Referred Date:
walmart 5] 2007-07-23
Industry Type: Employed?
Retail v No v
Comments

Cancel Continue

In this screen you can indicate what employer they were referred to, the date of referral,
the industry type and whether to not they obtained employment. You can select from a
list of 12 industry types and add any comments if needed. As always, click “Cancel” to
return to the dashboard and not save your work; click “Continue” to save you changes.

You can also delete an outcome if necessary; and you can add as many outcomes as
necessary.

Reports

You also have access to a set of reports that will give you information on your site and
the activity of the Users in the site. Currently there are five reports available to you. The
activity report is a summary of the User activity in you site by quarter; the other reports
will return a listing of Users that match certain criteria such as the skills or tests that you
select. These reports are useful if you are looking for a candidate in your site with
specific skills to fill a job request.
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WorkSearch

FOUNDATION

Available Reports

Activity Report
Participants by Target Job
Skill Report

Test Report

Certification Report

User Report

Dashboard Users Administrators Reports Locations Certifications Logout

For the Activity Report for example, you select the location, status of the User (Active or
Inactive or Both), the consent to release their names to prospective employers (Yes, No
or Both), the program (SCSEP, WorkSearch, Other or All) and select the reporting period
(Current quarter, YTD or specify a date range). You can also view the report on-line or

download in a CSV format for use in Excel or other programs.

Activity Report Parameters

Selected Locations  SelectAll

Hot Springs, AR

Status: Consent:

| Active v Yes v
Program: Reporting Period:

|AII r ” Current Quarter v‘

Download C5V Continue

The resulting report would have a format like this:
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NBSA Progress Report

A. Information

Report Period Ending:
2007-09-30

B. Participation Levels

Current Job Seekers:
0

Exit Due to Entered Employment: 30 Day Confirmations:
Q:0 Q:0
YTD: O YTD: O
NMumber of Job Referrals:
Q:0
YTD: 1

Active vs. Inactive Users

As noted earlier, Users can be designated and ‘active’ or ‘inactive’. As User can become
‘inactive’ for several reasons: if the User does not use the system for 6 months they will
automatically become inactive; you may also wish to set an account as inactive if you
realize the account was created in error or is a duplicate.

G2 ' Black Sue sblack Active ST-DC-001 311U

G2 1 ' Hookey Megan mhookey Active ST-DC-001 MAY 2007
G2 ' May Ethel ethelmay Active 02 AUG 2007
L”_'i ; ' may tom tommay Inactive 30 UL 2007

As indicated above, this User is flagged as ‘inactive’. To reset their account simply click
on the red ‘inactive’ flag and the system will switch is back to active.

If the account is an error, click on the ‘active’ flag and the account will be set to
‘inactive’. Then send a message to WorkSearch@aarp.org and we will permanently
delete the duplicate or incorrect User account.

Password Flag

A User’s status may also be set to the red ‘Password’ flag if they have incorrectly entered
their password three times. For security reasons the system will automatically disable
their account; the User will have to contact their IN or MGR and you will have to reset
their account.
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Last Name ++  First Name + %  UserName ++  Status++%  LocAode++  Registration Date +
._w_'} ; ' Allen Emily eallen Password™ ST-DC-001 14 MAY 2007
=& Banks Joshua jbanks2 Active ST-DC-001 18 JUL 2007
02 1 ' Banks Joshua jbanks Active ST-DC-001 13 JUL 2007

You reset the password flag by clicking on it, the system will ask that you confirm your
action and then the status flag will be reset to ‘active’ and the User can once again use
their account.

What Now?

Now that you have assisted the User in getting their account created and completing the
initial steps they are free to go on using the system as they want. They can access the
WorkSearch Assessment system from any computer that has Internet access (high-speed
access is recommended) — 24 hours/day and 7 days/week. They only need to know the
web address and their Username and password. Once they log-on they can resume where
they left off and continue refining their job matches or searching for jobs.

There are several job search engines that are linked to the WorkSearch Assessment
system. If a specific job is selected first, and then the job search engine of their choice,
their job selection will be passed to the engine along with their zip code information to
narrow the search to their local area.

If they forget their password they will need to contact you (Information Navigator); that
is why it is important that they write it down and keep it in a safe place.

And as we noted above, your help in tracking the success of the User in finding a job will
help us judge the success of this program and thus continue funding the program.
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Appendix

Please Note: up-to-date versions of all the following documents as well as
other manuals and information are available at:

http://www.aaprmmp.org/worksearch

You are strongly encouraged to visit this site and download any
documents you require.

WorkSearch Program Summary

This document should be given to each prospective User. It is available on-line at
http://www.aaprmmp.org/worksearch.

By 2010, one in three workers will be over the age of 50. As the relative
proportion of younger workers declines, attracting and retaining experienced and
reliable workers must become a core business strategy for all employers. At the
same time, it is vital to ensure that these older workers are prepared to meet the
skills in demand of the 21* century workplace. Through its workforce programs,
AARP Foundation supports older workers as they remain in or re-enter the
workforce by facilitating their navigation of the public and private workforce
system, providing access to training that will allow them to remain competitive in
the job market, and by providing connections to companies who value their
experience.

The AARP Foundation WorkSearch program has two programs that provide
direct services to individuals seeking employment:
e AARP Foundation WorkSearch Assessment System
e AARP Foundation Senior Community Service Employment
Program (SCSEP)

WorkSearch Assessment System
The WorkSearch Assessment System provides community-level job and career
information and services to individuals who are seeking to remain in, or re-enter
the workforce. WorkSearch provides a variety of services, including interest and
ability inventories, skills assessments, information about the community job
market, and connections to local training and employment opportunities at no
cost to the individuals.

= Features of the tool
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o Customized system provides a seamless path from personal job
interests through skills assessments, skill tests, and on line
courses.

0 Uses a selected system run by the National Business Services
Alliance (NBSA), a growing consortium of eight universities with
120 employer consultants who have vetted over 1200 job-specific
on line courses (Eighty are certified) that represent 75% of all job
titles in the Bureau of Labor Statistics job bank.

0 Registrants can access any of the features of the system as many
times as they desire with no time limit and at no cost to them.

0 At any point in the process, an individual can do a local job match
based on the assessments completed to that point, and will be
taken to any one of three job banks where all available jobs within
25 miles matching the assessed interests and skills will be
downloaded and printed.

Our goal is to provide all mature workers with an informed choice regarding their
employment interests and options, to assist them with meeting their employment
goals, and to help them gain increased financial security.

Our targeted job search in all a wide variety of fields and industries covers 75%
of all available jobs in the Department of Labor (DOL) Bureau of Labor Statistics
jobs database.

Senior Community Service Employment Program (SCSEP): In addition to

WorkSearch, SCSEP provides opportunities for eligible individuals age 55+ to
obtain new job knowledge, enhance their skills and gain a competitive edge in
today’s job market. To be eligible, applicants must be financially qualified and
must be interested in bettering their current employment circumstances.

Program participants are placed in temporary assignments with nonprofit
community organizations or with federal, state, county or city
organizations, where they have an opportunity to sharpen and develop
skills while searching for a permanent job. While working in their
temporary training assignments, participants earn minimum wage per hour
of training they receive. Participants also benefit from SCSEP’s ability to
allow potential employers try SCSEP patrticipants in their vacant positions
for 2 to 4 weeks at no cost to the employer. While in the trial-employment,
SCSEP will pay participants the prevailing wage for that job position.

The AARP Foundation SCSEP is funded by a grant from the U.S.
Department of Labor with support from AARP and the AARP Foundation.
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During its sponsorship of the program, AARP Foundation’s SCSEP has
served more than 400,000 people across the country. In just the last year,
we served over 23,000 low-income older workers and have the highest job
placement and service rate of any national sponsor in history (56% - far
exceeding the 20% required by the DOL grant). As importantly, we served
225% of our authorized service level, 62% higher than any other national
sponsor. Participants in the AARP Foundation SCSEP contribute over
8,000,000 hours of service in local communities annually, valued at over
$135,000,000. 85% of our participants were still in their jobs six months
after leaving our program—the highest rate of any state or national
sponsor.

All WorkSearch_Participants, whether in the AARP SCSEP or not, will have
full access to the assessment system created by the National Business
Services Alliance (NBSA)

The National Business Services Alliance (NBSA) collaborates with universities,
commercial and non-profit organizations, government agencies and employers to
create workforce solutions that fundamentally improve the U.S. Economic
development across diverse populations, by developing and certifying crucial
workplace skills.

The NBSA assessment platform enables self-rating and objective measurement
of skill strengths and weaknesses for hundreds of job roles. Participants are
analyzed based on strengths and areas for improvement relative to a particular
job role. As participants proceed through training and post training assessment,
this system updates dynamically to show improvement and to indicate when full
job skill certification status has been achieved or surpassed. Participants engage
in targeted training for the specific areas where they lack the skills required for a
specific job role.

NBSA collaborators are progressive and prestigious institutions from across the
country including: Penn State University, The University of Houston, Rutgers,
The State University of New Jersey, California State University -

Sacramento, Central Michigan University, Northern lllinois University, Louisiana
State University and Weber State University. The NBSA works with hundreds of
top faculty and industry subject matter experts to develop, review, and update the
NBSA job skill certifications.

IN Agreement Form

The following form is an agreement form between the AARP Foundation WorkSearch
Program and the volunteer Information Navigator. This is a standard from that outlines
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the responsibilities of the IN and it should be signed and given to your Site
Administrator.
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Information Navigator Volunteer Agreement

The mission of the AARP Foundation WorkSearch is to provide career interest and skill
assessment services to older job seekers. Volunteers are the program’s most valuable
resource. To establish the greatest degree of public trust, Volunteers have a
responsibility to provide high quality service and uphold the highest of ethical standards
and to the following standards of conduct:

e [ will work under the supervision of the Site Administrator and carry out my assigned
duties diligently and responsibly.

e [ will attend scheduled orientation/training sessions and in-service meetings.

e [ will safeguard the confidentiality of all job seeker information.

e [ will be able to set limits on how much I am willing to do and will request that job
seekers contact me on-site only.

e [ will not enter into any financial or business relationship or accept any payment from
job seekers.

e 1 will not utilize the WorkSearch assessment system for any personal purposes and
will enter only the requested data.

e [ understand that my volunteer service is by mutual consent, but that advance
scheduling is critical to the success of this program. Therefore, I will give the Site
Administrator 30 to 60 days advance notice whenever I am unable to maintain my
duties or plan to resign my position. [ will cooperate in transferring information to a
new volunteer.

e [ will exercise reasonable care in the use and protection of equipment and supplies.

e [ understand that I cannot be reimbursed for any expenses incurred during my
volunteer service in this program unless approved in writing in advance by my Site
Administrator.

e [ will safeguard the security of the WorkSearch assessment system and under no
circumstances will I share the Access Key and password to the WorkSearch
assessment system owned by and administered by the AARP Foundation.

e [ understand that, because of federally funded guidelines on duplication of effort,
participants currently enrolled in SCSEP programs, with the exception of the AARP
Foundation SCSEP, can use the WorkSearch assessment. I agree not to enroll these
“other” SCSEP participants into the AARP Foundation WorkSearch assessment tool.

Information Navigator Signature Date

Site Administrator Signature Date
For use by WorkSearch access points other than AARP Foundation SCSEP offices.
Ex.: AARP State Offices, Community Colleges and other AARP Foundation WorkSearch partners
Updated 4/19/07
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WorkSearch User Account Form

This document is used to apply for an administrator or IN account. It is available on-line
at http://www.aaprmmp.org/worksearch.

Sample:
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-AARP

Application
Date

- WorkSearch Services Information Sheet
IF you want to receive Waork Search Services, please complete this form and submit it ko the
Infarmation Mlavigator [Stake f Walunkeer).

| eSS HCH = Cli
Jummpleied by SEEF ur SAEF RN alaff ar aulunleee]
Program Code: ECor 5T
State Abbreviation: 2 Letkers
Fite Code: 3 Digitz

Contact Information

Lact Name

First Hame Middle Initial

City

County Srat

Primary Phone

Secondary Phone

Email

AARP State OFfice
ECEEP Project Sikes

One ZtopaUnemploy Offics

Community

Where ix this service being provided: [Circle One])

Other Locakion

Agencies

Employped

Mok employed

Current Employment Status: [Circle One]

Employed wi notice of termination

Approzimate Annual Income Range: [Circle One
| am an individuzal with an income under £12,500
lam a family w! 2 combined income of under $20,00C
My income is higher but receiving dizability income
Mane of the abawe
Do nook wish bo report

Are pou 55 or Older Yes

Gender: Male

Mo

Femal:

Are you of Hispanic I Latino {

Spanizh origin? ez Mo

Race [Circle One])
American Indiand Alaskan
Elack! African American

‘white
Azian
HawaiiantPacific lzlander
Other

Oid nat volunteer

Education [Last Grade Completed]): [Circle On:
Mo HE Diploma
HE Diplama

1yr College Completed

2yr Callege Complated

Fyr College Completed

BA/EE or equivalent educ. beyond a Bachelor's
Mlaster's degree

-

Dioctarate
Are you 3 grandparest or other relative Tes o
raizing 3 qrandchkild or other Family memberz"c
Are you 2 Weteran? Tes Mo
Are you 3 Spouse of 2 Weterant ez Mo
Are you 2 Spowse of Active Ml Tes Mo
EPTNOTE: Job seckers currently enrolled with other SCEEP Providers okher than AARP Foundation ars

prehibited from uzing thiz no-cost system becausze of Federally funded guidelings on duplication of <ffart,
Eyw zigning thiz form, | certify khat | understand thak although | may enrall or be currently cnralled in the
AARP Foundation 2CEEP, am not currently enrolled in 2 SCEEP pragram offered by any ather SCEEP

dab Zecker Zignature
Tal Teled by all 25rmdief waren
Farpasr:Uaed lnareale lbr ©nmffenrd Uner Aenansl
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Work Interests and Personal Characteristic Questions

This document is a paper version of the initial WorkSearch self-assessment questions. It

should be used by those Users who are not computer literate. It is available on-line at
http://www.aaprmmp.org/worksearch.

The format of that document is not compatible with this manual and so is not included
here.

What Users Can Expect From the WORKSEARCH System

This document is available separately and should be given to each prospective User. It is
available from your supervisor or on-line at http://www.aaprmmp.org/worksearch.

What To Expect From the WorkSearch Assessment System

e A personalized list of Job Matches that suit your skills and interests.

e Ability to access WorkSearch as many times as you wish to continue on
line training, reassess your skills as you train, or edit & add other
interests.

e A current list of available jobs in your zip code from multiple job search
engines that will match your interests and skills anytime in the process—
you do not have to complete any minimum number of assessments or
skill tests to look for a job match

e Ability to take short tests that measure your proficiency in your Job
Matches that compare your skills to the skills required for success in
those jobs.

e Identify your job skill gaps and confirm your skill level.

e Access to Essential Job skills study guides (at no cost to you) that allow
you to increase your knowledge and abilities in those areas where you
need improvement to fill the job skill gaps.

e Your progress tracked by WorkSearch and your test scores retained

e Revised Job Match choices any time your upgraded skills are entered into
WorkSearch.

e You can, for a fee, earn a Job Skills Certification from one of eight major
educational institutions if you pass all of the Core skills tests for a
specific job choice.

What You Should NOT Expect from WorkSearch
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e Counseling services, case management, or training outside of that
available in the WorkSearch assessment system

e Repeated assistance on using and navigation of WorkSearch from the
Information Navigator.

e Guaranteed use of WorkSearch computers. Availability to computers
will be on a first come, first serve basis. AARP SCSEP participants will
have priority to use WorkSearch.

Terms & Conditions

This document is available separately and should be given to each prospective User. It is
available from your supervisor or on-line at http://www.aaprmmp.org/worksearch.

Terms and Conditions

As a condition to accessing the AARP Foundation job development system,
you must acknowledge and agree to the following:

The information you provide to AARP will be considered strictly
confidential. Information that you provide will be used to enhance the
AARP Foundation’s ability to assist others in finding employment. Best
practices and recommendations may be published by the AARP Foundation
and shared nationwide through the media, through industry meetings and
through AARP’s grassroots network. However, no information that you
provide will be published in a manner that identifies you by name unless you
give us permission to do so. Your contact information will only be used to
contact you to learn more about your training and retraining programs. We
will not sell your contact information to third parties or share your contact
information with anyone except the individuals within the AARP
Foundation who are responsible for maintaining this system. Entering your
contact information will not affect your confidentiality:
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By checking the box below, you acknowledge and agree to the above
statement:

0Yes 0O No

Consent or Release of Personal Job Qualification Information for Job
Openings

I consent to allow information about my job qualifications and/or
certifications, name and phone number to be released to potential employers
if there is a job opening available.

0Yes 0O No

*If you enter the SCSEP program you will be required to agree in order to
receive service.

Signature: Date:

Accessing the AARP Foundation "Employment Specialist" Quick
Test and “Essential Skills” Course List

1. Log into the demo version of the AARP Foundation WorkSearch site

You can access the test from the demo site http://af.demo.nbsalliance.com/

2. Search for the Quick Test from the Dashboard

From the Dashboard, use the option to "Search for Job Choices", and search on
the term "aarp” as shown below.
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Search for Job Choices

Interested in a specific job?

aarp =earch

A job title should be displayed called "AARP Foundation ES - Quick Test ". This
is not a true job, and will not contain any skills, only a link to the Quick Test. You
will also see a job title “Essential Skills”

3. Take the Employment Specialist Quick Test

Select the “ES — Quick Test” and then under the "Skill Tests and Certifications
for this Job" section of the displayed job, click on the "Take Test" link next to
"Employment Specialist (AARP) - Quick Test"; this will start the actual test. (Do
not select the “Courses” button — there is no course for this job.

4. Review all the Essential Skills Course List

Select the “Essential Skills” job title and then under the “Training” heading on the
far right select any one of the courses available. You can then launch the On-line
Course or the Study Guide.

Selecting Work Interests and Personal Characteristics

To get the best job results when assessing your Work Interest and Personal
Characteristic attributes, here are two things to keep in mind:

1. There may be attributes on the lists you are sure you would NOT want to use in any
job setting -- leave the level for those set at "None".

For example:

¢ You may love to garden in your spare time, but you are positive you would not want it
to be part of your everyday job (such as landscaping) -- then leave the Work Interest
"Gardening" set at None.

e You may have worked in sales in a previous job, but now you want to move into a

new career area that doesn't involve selling at all -- then leave the Work Interest
"Promoting or Selling" set at None.
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e You may like to occasionally volunteer your time by baking pastries for a charity
bake-sale, but you don't want your job to involve food -- then leave the Work Interest
"Working with Food" set at None.

However, don't be too quick to rule something out -- an interest in gardening and plants
may be an aspect of a job you'd never thought about before -- maybe a florist!

REMEMBER: you can always go back and change your selections if you want to see

how that changes your job list.

2. The level you select for an attribute (from "Never" to "All of the Time") will affect your

job list.

e The higher the level selected for an attribute, the more influence that attribute will
have over what jobs are displayed. For example, an attribute that is set at "All of the
Time" gets a higher score (or more weight) than an attribute that is set at "Most of
the Time".

o Levels below "Most of the Time" carry very little weight, so will have very little
influence on your job list, (especially if you have already set other attributes as Most,
or All of the Time).

For this reason, we suggest only selecting the Work Interests and Personal Characteristics which

you feel describe you well enough that you are comfortable selecting the levels of Most of the

Time, or All of the Time for them.
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Glossary of Terms

This is a brief glossary of terms used in the WorkSearch assessment system:

TERM

Attribute

Assessment

Job

MatchMe Technology

Job Match

Job Skill Certification
(JSC)

Job Title Matching
(JTM)

Career Progression
(CP)

Full Test

Job Skill Quick Test
(JSQT or Quick Test)
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DEFINITION

The lists of skills, competencies, work experience,
education, etc., that are associated to Job Roles, Courses,
Assessments, and Certifications.

Attributes are the glue that links the other components
together.

Also known as a "test".

A set of multiple choice questions delivered as an online
test. There are generally over 120 questions per
assessment, but normally, 20 to 40 are presented during a
full online test.

Also referred to as "job role", "profile", "job profile", or
"career"

A Job includes the job description and any attributes/skills
associated to it.

Skills within a job role may link to courses or assessments.
A CE technology that matches a User created profile to a
CE Job Role, based on the match between the User's
selected attributes (can be self-assessed skills and/or tested
skills) and those in the Job Role.

Also known as Job Options or Job Choices.

These are a suggested list of jobs based on the skills and
preferences chosen by the User and identified as
appropriate by the MatchMe Technology.

A Job Role that has been configured so that the core skills
necessary to this job have assessments associated with
them.

By passing each of these assessments, a Job Skill
Certification can be awarded.

A CE search engine technology that is used on the AARP
Foundation platform to match User-entered keywords to CE
Job titles.

A CE technology that allows us to display the related
careers, and "next step" careers for any particular Job that
has been configured.

An online test normally comprised of 40 questions on one
subject matter. This format is used for Skill Certification
tests.

An online test format developed for the AARP Foundation
project. The full question bank for these assessments is
comprised of all the questions in each of the assessments
associated with one JSC.

This allows a quick assessment of how ready a person is for
a given job or to tackle the associated JSC, without having
to first take each full test individually.

The format is 60 questions.
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Computer Adaptive
Testing (CAT)

ATTRIBUTE TYPE

A method of testing that selects questions to present to a
User based on how they answered the previous question
(correct or incorrect). This allows for testing to be more
individualized and to adapt to a User's knowledge level in
the topic being tested.

DEFINITION

Level of Education

Work Experience

Interest

Personal
Characteristic

Skills
Core Skills

Related Skills

Version 1.3 8/7/2007

Used to indicate the typical level of education necessary to
perform the Job. E.g., "Bachelors degree"

Used to indicate the typical number of years of industry work
experience necessary to perform the Job.

Interests and Personal Characteristics are attributes based
on the Holland code. They are associated to Job Profiles
and used in MatchMe to match a User's personality and
work interests to appropriate jobs.

See above

The job specific or transferable ("soft") skills that are
commonly required to perform in a specific job.

The skills that are indicated in a Job as important for general
success in that type of work.

The skills that are indicated in a Job as often being
requested by employers when hiring for that role.
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