
 
 

           
        

        

                            

 

 

 

           

                                                           

  

 

 

:= Menu 

• Saved lists 

Ind ividua ls Assisted: l.!.!.llil,-8jfilL(AJAXULTRA), ~ , 

Laser (LASERFOCUSED). Danny, Fanny...(FANNYDANNYJ., 

Jones, Tom (IOMJONES), Oils, Essential (ESSENTIALOILSl 

Employers Assisted: 

Fi lter your lists by type: I ind ividuals .. I 
List Title Create Date 

No saved lists availab le 

v Services for Workforce Staff 

Manage Individuals > 
Create an Individual 

Common In ake 

One Case ote o Mult iple Individuals 

Assist an Individual 

Adding Activities to MoJobs 

1. Log into MoJobs and locate your participant’s account. If they are one of the last five 
participants you assisted, you will see their name listed on your dashboard on the SAVED LISTS 
widget or you can do a search for them from the NAVIGATION PANE. 

NAVIGATION PANE: 

2. If you conduct a search you can use any combination of the criteria listed in the open boxes under 

General Criteria. Or, just like with the SAVED LISTS on the Dashboard, you can choose a name from the 

drop down list under Quick Assist (if the person is one of the last five you’ve assisted). 

(See image below.) 



 

 

    

 

 

  

 

                           

Quick Assist 

You have saved Individual item(s) in My Search Lists. 

Here are the 5 most recent individuals you assisted: 

Oils, Essential (ESSENTIALOILS) Assist 

General Criteria 

Individual Username: 

Individual User ID: 

State ID Number: 

Q Starts with these #s 

@ Matches exactly 

SNAP Case Number: 

First Name: 

Last Name: 

f±) O My Individual Profiles f±) O MY. Individual Plans 

B D Staff Profile s 

El O Generel Pro"ile 

0 summaa 

81 Case Notes 

c) Activiti~s 

Ci Documents :staff) 

81 Identitv Issues 

El D Case l'anagement Prcfile 

bl C.isQ Summ arv. 

81 Programs 

81 Plan 

Bl Assessments w filROrt Profi e 

81 Tracking_ 

Cl Sldlbl k .. ::i: 

81 Combined 
Assessment 

El Labor [ xchang~ 

I To.P- 1 Search I Bottom ] 

© Staff Profiles 

4. Once you locate your person, when you click on their username, you will be taken to your “working” 
dashboard. 

5. Click on the plus sign next to the STAFF PROFILES column. 

6. Open all the plus signs and click PROGRAMS. 



  
 

 

 

 

   

 

 

  

 

SNAP Employment and Training 

Create SNAP EmP-]QY.ment & Training.A1212l ication 

SNAP #3548791 - COmP-lete 

@ ,woa 

D Self Assessment 

D Communication letters 

D Participation 

@ ctivities / Enrollments / Services 

D Partner Programs 

1:1 Activities / Enrollments/ Servic;es 

Create Activity/ Enrollment / Service 

7. Scroll down to the yellow SNAP Employment and Training tab and click the plus sign to open the SNAP 
app. 

8. Scroll down and click the plus sign next to Activities/Enrollments/Services. 

9. Click the blue link to create your activity. 



    

 

 

 
 

 

 

 

 

 

 

 

Enrollment Information 

• Activity Code: 

[ Select ActivitY. Code J 

0 S~lect a n Item • .3o o~le Chr::me D 

it tra n-app-\·os29C0OC•0D.;ieoso!inc.,orn/vosne:/progran-s/ et-ro lment/en ·ollfiel:!,e1ectascx?en ... 

Ii Tr., .'-P.IP.r.t an ..,; t ivity, d i,.,..k on rm 4'Mivity lir k" :-ie.-1,;,r..r. Arti\·iti~~ th;:;- do not have r. link 

m t::iill llie ,o:: d i~ 110 (J':Jy1a .. 1~ o fft-1E:'<l ·u , lh:: !=.~lt:!<.: tal •.:u i.l :..ime· groui-; i::nd / :.;,1 1e~ion. 

Adivity Activity litl• Description Provider Type 
Code 

S20 SkillUP FNS Not PS - Other 
Hovided 

S01 11ilic1l ~.sst ~>1111:i1l Nr,t PS - Oflice Se,1 ,, ;,_.,, 

r-rovidcd 

~,o ~killl JP TAW Not P~ - Othfr 

Frovided 

SUL At:cn: cd I Al ' Wor'<shop Not I'S Office Scr; iccs 

Pt(.lvitft>d 

503 ~eferred to ot--ier Serv·ices Not PS - Office Ser1ices 

Frovirl~rl 

. " ' e 

10. Scroll down to Enrollment Information and click the blue link SELECT ACTIVITY CODE. 

11. A pop-up box will open with all the available activity codes listed. Choose the correct code for your 
participant. 



  

 

 

    
    

   

 

 

 

 

 

• Activity Code: E II Apprenticeship 

[ Sele ct Act ivitY. Cod e J 

Projected Begin Date: 
1 06/07120 21 I (mm/ dd/yyyy) ml Todax 

Actual Begin Date: 
1 06/0712021 I (mm/ dd/yyyy) ml Todax 

• Projected End Date: I 1210112021 I (mm/dd/yyyy) ml Today 

MoJobs 

• Activities for Individuals in Mojobs ~ 
• MoJobs 
• MoJobs Access Request Form r2:t 
• MoJobs Change Request Form 
• MoJobs Training Site @ 
• Change Request Guidance 12) 
• Create a Resume 0 
• Create an Employment Plan ra 
• Create an Objective Assessment Summary ~ 
• Job Retention services - Skill UP Staff Guidance r2:t 
• Report User Guide ra 
• SNAP Activity and Service Guide ~ 

12. Enter the appropriate Begin and End dates for your participant. 

*If you need help with what dates to enter and how long an activity can be left open, review the SNAP 
Activity and Service Guide found on the E&T Provider Portal, MoJobs tile. 

Here’s the link: https://dss.mo.gov/employment-training-provider-portal/mo-jobs.htm 

13. Once you’ve entered your dates, click NEXT. 

https://dss.mo.gov/employment-training-provider-portal/mo-jobs.htm


 

 

 

   
   

 

 

 

  

 

 

  
  

  
  

* Provider: 

* Service, Course or Contract: 

Provider Locations: 

Provider Contacts: 

* Occupational Training 
Code: 

t 

( Select P,ovider ) 

( Sele-ct .Service. Course or Contract ] 

j 
( Select P,ovider Locations ) 

( Sele-ct Provider Contacts J 

Not Applicable 

14. On the next screen, update the first two boxes. The other boxes should populate, but if not, be sure 
to update them if needed. 

*Depending on the type of code you enter, the system might require you to enter an Occupational 
Training Code. Be sure to enter the occupational code for the desired job your participant is training or 
in school for (nursing, truck driving, phlebotomy, etc.) 

15. Click NEXT. 

*NOTE: if your activity code has tuition or any type of dollar amount associated with it, DO NOT enter 
those figures in MoJobs. Click NEXT through all those screens until the budget zeros out. Your agency 
will submit invoices to the Workforce Initiatives Team, so it’s not necessary to add the budget to 
MoJobs. In addition, that function is not operational in the system at this time. 



     
 

   

 

 

  
      

 
 

 

 

 

            

Closure Information 

Enrollment Summary: 

Last Activity Date: 

Completion Code: 

Case Notes: 

<<Back 

Enrollment ID: 11091 
Username: ESSENTIAlOllS 
SNAP Application ID: 3548791 

Activity Code: 200 · Individual Counseling 
Activity Dates: 6/7/2021 - 6/7/ 2021 

None Selected 

16. The last screen will be the closing screen. If this is an ongoing activity, DO NOT CLOSE it. Click FINISH 
and close it when appropriate. If it is a one day activity (opening and closing it the same day), then click 
TODAY as the Last Activity Date and SUCCESSFUL COMPLETION as the Completion Code. 

17. Click the link to Add a new Case Note and update the case with the Activity Code information. 
Another option is if you have several items to enter into the notes, you can add one case note for all the 
items. Whichever your agency allows is fine. Just be sure to give us details about the activity (costs, 
duration, location, requirements, purpose, etc.) 

18. After adding your case note, click FINISH. 

If you need further assistance, please send your requests to FSD.E&TInquiry@dss.mo.gov 

mailto:FSD.E&TInquiry@dss.mo.gov

