CHANGING FUNDING STREAMS IN WORKFORCE ONE
1. Go into the participant’s case record
2. Click on “Activity” in the side panel
3. Find the activities needing to be closed and copied
· You will see all the activities and what specific funding source is supporting them
· Determine what activities need to be updated
· If the activity is supported by a funding source that has expired
· If the activity is supported by a funding source that is still active but budgets show you are underspent in another funding source so this participants activities need to switch to that other funding stream to spend it down
· These are the activities that will need to be closed with the date the old funding stream was no longer supported the service.
· These are also the activities that will need to be copied in order to track service continuation with the new/copied activity’s start date the date the new funding source started supported the service
[image: ]

How to close the activities that will continue with a new funding source
1. Click “Edit” on the line the activity is on that is changing funding sources (“Edit” is found within the “Action” column)
[image: ]
2. Scroll to the bottom of the screen and enter the date that the previous funding source will no longer support the service as the activity end date. (if a previous year’s formula funding stream was supporting the activity and the reason it will no longer be financially supporting is due to the close of a fiscal year, the end date will be 06/30/XXXX)
3. If the participant has been successful in this activity through the end date you enter, select “Successful” within the “Completion Result” dropdown list
4. Click “SAVE” (this will bring you back to the “Activity Summary” screen)

[image: ]
How to open new activities that will continue with a new funding source

Directions for all NON Training activities
1. Click “Copy” on the line the activity is on that you just closed (“Copy” is found within the “Action” column) 
[image: ]
2. You will now be in the activity creation section of Workforce One.
· Assign to Staff
· If the staff is changing along with the new funding source, select the new case manager within the “Assign to Staff” dropdown list then click “Next”
· If the case manager stay the same, click “Next”
· Most of the information that was entered in the original activity was applied to the new activity
· Enter the date the new funding source will support the activity as the activity start date (if a previous year’s formula funding stream was supporting the activity and the reason it was closed was due to the close of a fiscal year, the start date will be 07/01/XXXX)
· Enter the “Estimated End Date” the participant will complete this activity
· Select the funding stream that will be supporting the activity (Any funding sources that the participant is eligible to receive under this program will be available within the dropdown list) [image: ](EXAMPLE)
· Scroll down to the bottom of the screen and click “Save”
YOU ARE FINISHED WITH THIS ACTIVITY
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Repeat this for every activity that needs to be closed and reopened

Directions for all Training activities
1. Click “Copy” on the line the activity is on that you just closed (“Copy” is found within the “Action” column) 
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2. You will now be in the activity creation section of Workforce One.
· Assign to Staff
· If the staff is changing along with the new funding source, select the new case manager within the “Assign to Staff” dropdown list then click “Next”
· If the case manager stay the same, click “Next”
· Most of the information that was entered in the original activity was applied to the new activity
· Enter the date the new funding source will support the activity as the activity start date (if a previous year’s formula funding stream was supporting the activity and the reason it was closed was due to the close of a fiscal year, the start date will be 07/01/XXXX)
· Enter the “Estimated End Date” the participant will complete this activity
· Select the funding stream that will be supporting the activity (Any funding sources that the participant is eligible to receive under this program will be available within the dropdown list) 
· When copying a training activity, all school information will auto-populate from the copied activity
· Fields needing to be entered in the new activity are… Start Date, Estimated End Date, Funding Stream, Estimated Attainment Date, any Comments, and a Case Note
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Repeat this for every activity that needs to be closed and reopened
When finished, the participant’s activity screen will look like this. All activities the participant will continue accessing will be copied with new funding streams and new start dates. All activities that the participant will no longer be accessing in the new funding source will simply be closed.
             [image: ]
[bookmark: _GoBack]REMINDER: The activity tab captures services and what source financially supported the service. The Exit tab is ONLY used when the participant will no longer be accessing services
 [image: ]
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