Weekly Caseload Management Schedule

Week 1:

o ReviewShow Ratereports [located in Appt. Scheduler module in
Outputs: Various show rate reports on both indigichnd group
appointment show history]. Compare to previous tim®ior
assessment and planning;

o Caseload Reportsavailable on the second of each month [in
Ops/Management: Certified Caseload — 12 monthoHist
Participating Caseload — 12 month History; Peraggntdot Receiving
Fls]

o Share and discuss caseload numbers with staff.

o Print & mail Term letters for_categoricallineligibles. These are
saved to a “PDF” file on Internet. Can view, pramd mail weekly.
Must do at least monthly. Go to internet site:
http://famnet.hr.state.or.@hd select notices to print.

o CheckAuto Schedulerreports [Projected Number of Individual
Appt. Requests; Register of Clients to Schedule iy if not all
clients are auto-scheduled; Unfilled Appointmenp&¢ by Date and
Clinic] & staff leave requests — adjust & apply f@ates for next mo.
for ind. appts & classes;

o Look atUnfilled Appt Report again & cp. tdProj. Ind. Requests
Report to be sure adequate appt. slots — adjust schéadeded

Week 2:

o Set up auto scheduler run requests and next dak éuto
Scheduler Unable to Schedeport and make any corrections [To use
this report: Select “run” date you want to reviamd look at both
“Unable to Sched” and “Not Processed” tabs fomtBavho were not
scheduled]. Make corrections as needed in Dailyi€€Schedule and
re-run auto scheduler, or manually schedule clietiis were not
auto-scheduled.

o Review Outreach plan.

o Print and mail auteerm/ineligible letters weekly or monthly.

o Print and maibppt. noticesfor next month (can do all of'half of
month or weekly)
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Weekly Caseload Management Schedule

Week 3:

a

a

RunRx/HP needed, Register of Clients with EligibilityPending,
andClients with No FIs Reports—contact clients as needed [These
reports all identify clients who are potentiallygdble to receive Fls
but for various reasons have not received Flserctirrent month.
These clients may need to be contacted to bringgnired Rx’s,
required proofs, or pick up Fls from a miss84NE contact, e.g.]
RunEnd Cert Client Register—No Appt Report—check for clients
whose cert ends this month but have no appts. atdefin Client
Processes: This report shows clients who havetaodrdate for the
current month, have not yet been recertified, atietedo not have a
scheduled recert appt. in TWIST or have failedcameappt. earlier
that month]. This report should be run mid-momid a few days
before the end of the month.

Run “Selected Group NE Classreport to review class sign-up and
adjust class size, number of classes and staéeceaal.

Check appointment availability at main and sateHlites with
Unfilled Appt. Report — need to adjust or move staff?
ReviewTransaction Reportfor current month & cp. to same period
last month — look for trending & identify any comag (This report is
in Ops/Mgmt: gives a 12 month history of certs girex; reinstates,
terms, transfers and migrants]. May want to run-mahth or even
weekly if closely monitoring caseload.

Caseload numbers update in End of Day on tie 20

Week 4:

Q
Q
Q

ReviewShow Rate Monthly 2 NE Report to identify trends
Re-runClient with No FlIs report - FlIs still left to pick-up or mail?
Re-runEnd Cert Report to I.D. clients who will be termed at end of
this month

Look atTransaction Reportagain— Look at trends for the month for
recerts, news, terms

Auto-Terminations occur in TWIST the night of lalsty of each
month.
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