
Accessing the new Job Participation Rate (JPR) Screen in the  
One-Stop Service Tracking (OSST) System 

 
The JPR screen is associated with a participant’s case.  To view or update hours of participation associated 
with a program participant, the user must first sign in to the OSST system.  Once the user has signed in to 
OSST, (s)he will select the participant’s case.  The following is a screen shot of a participant’s “Case-at-a-
Glance” screen in the OSST system.  The Case-at-a-Glance screen displays a summary of the demographic 
and referral information associated with the program participant.  From the Case-at-a-Glance screen, the user 
should navigate to the “Skill Development” screen.  There are two ways to access the Skill Development 
screen: the Skill Development icon on the top of the screen and the Skill Development hyperlink on the left 
hand screen menu.   
 

 
 
Once the user has selected the “Skill Development” folder from either the navigation bar on the left or the 
tabbed folder at the top of the screen, (s)he will be taken to the Skill Development page that displays a 
summary of the activities and services associated with the program participant.  In the example below, there 
are two activities open on the case.  This means that two activities have an Actual Start Date and not an 
Actual End Date.  These activities are “active.”  To enter hours of participation after documentation have 
been received, the user must select the “Add” icon at the bottom of the Skill Development page under the Job 
Participation Rate section. 



 
 
Once the “Add” icon has been selected, the “summary page” will display. The Countable Activities & Job 
Trackings screen displays an overview of open activities based on the selected month and year.   
 
 

 
 
On this summary screen, the following items are hyperlinked: 

• Holiday Hours 
• Excused Hours 
• The actual activity-in the example above, Community Service (210) and Job Skills Training (310) 

are the hyperlinked activities 
• The numbers associated with the following hours displayed on the screen 

o Worksite Calculated by Month 
o Actual Completed Hours 
o Holiday Hours 
o Excused Hours 

 
If the user selects the hyperlink titled “Holiday Hours” or “Excused Hours, the system will display a detailed 
report of State holiday hours and excused hours recorded on the JPR screen for a 12-month report period.  
This is a “rolling” 12-month period. 
 



 
 
            

 
 
 
 

Once the user has 
reviewed the 
information, (s)he can 
return to the 
participant’s activity and 
hours of participation 
summary page by 
selecting “Return to 
Participation Data” 
either at the top or 
bottom of the report. 

 
In this example, the participant is assigned to a work site activity, Community Service.  The summary page 
provides a hyperlinked number titled Worksite Calculated by Month.  By clicking on the “0” next to the 
scheduled hours, the system will display a screen that calculates the maximum number of hours a program 
participant may be assigned to a worksite activity.  If the user is calculating the maximum number of hours a 
family engaged in the Welfare Transition (WT) program may be assigned to a worksite activity during the 
month, the user must enter the family’s cash assistance and food stamp benefit amounts.  The minimum wage 
is already populated, but the amount may be overwritten by staff.  The minimum wage should reflect the 
higher of the State of federal minimum wage.  If the user is calculating the maximum number of hours a 
family engaged in the Food Stamp Employment and Training (FSET) program may be assigned to a worksite 
activity during the month, the screen will only require the food stamp amount be entered.  Once these values 
have been entered, the system will provide the maximum number of participation hours the family may be 
assigned during the month. 
 
 

 
 
 



  
Once the required information has been entered, the user must hit the “Tab” keys on the keyboard, and the 
system will display the maximum number of hours a participant or family may be assigned to at work site for 
the month.  The user must select the Save icon at the bottom of the screen to ensure the information is 
retained and displayed on the participant’s summary screen. 
 

 
 
Important tip: once the maximum number of hours the family may be assigned to a worksite during the 
month is calculated and displayed, program staff should develop a schedule with the program participant.   

• If the calculated hours are less than the number of core hours the family must meet, the family 
should be assigned the minimum required hours so (s)he can be “deemed” up to the core.  

• If the calculated hours are more than the number of core hours the family must meet, the family may 
be assigned no more than 40 per week per work-eligible parent. The work-eligible parents should not 
be assigned less than the core number of hours the parent(s) must complete to be included in the 
numerator of the participation rates unless (s)he has a limitation (medical limitation, domestic 
violence issues, etc.).   

• If the family consists of two work-eligible parents that are able to participate in work activities (no 
medical or other limitations), the parents may share the assigned hours (if appropriate).    

 
WT program staff will not be required to deem at this point.  The Department of Children and 
Families (DCF) will compile the number of hours the family completes at a worksite, as well as the 
“Worksite Calculated by Month” to determine whether or not it is appropriate to deem the number of 
hours the family completed at a worksite up to the core for the month.  WT program staff will only be 
required to enter “Actual Hours Completed,” “Excused Absence Hours,” and “Holiday Hours” associated 
with countable work activities. 
 
If the user selects a hyperlinked number associated with “Actual Completed Hours”, “Holiday Hours”, or 
“Excused Hours”, (s)he will be taken to a monthly calendar that will allow the user to enter hours of 
participation. 



 

 
 
On the new data entry screen, the user will enter the number of hours the participant completes in 
each countable work activity, or Actual Completed Hours (ACH). The user may also enter hours the 
participant is excused from participation with good cause.  Excused Absence Hours (Exc) may be 
attributed up to 16 hours in a single month and 80 hours in the past 12 months.  The user may also 
enter hours the participant was scheduled to participate in an activity on a State approved holiday if 
the provider was not open for business, also known as Holiday Hours (Hol).  
 

 
Hours of participation may be recorded daily, weekly or monthly.  A combination of these options is not 
allowed.  For example, if the user records daily hours on August 5th and then tries to record weekly hours for 
the same week, the system will not allow the user to save and retain the data.  The user will be prompted to 
enter only daily hours for that week or enter the total weekly hours for that week. If the user enters weekly 
hours for at least one week in the month and tries to update the monthly hours section with the total hours for 
the month, the system will not allow the user to save and retain the data.  The user will be prompted to enter 
either weekly hours or total monthly hours in the appropriate fields.  However, the user may alternate 
between daily and weekly from week to week.  For example, the user may enter daily hours for August 4th-8th 
and then enter a weekly total for the week of August 11th.  This is the only circumstance where alternating is 
allowed. 
 



 

Weekly 

Daily 

Monthly 

 
In the following example, the hours of participation have been entered weekly in the column titled “ACH,” 
which stands for Actual Completed Hours.  When the user tries to save the data, (s)he will receive a message 
asking the user to confirm that the file contains documentation to support the data.  Remember: the hours 
entered in the OSST system must be verified by a designated party and documentation must be retained in 
the case file. 
 
 

 
 
 



If the hours have not been verified by a designated party and documentation has not been received, the WT 
program staff should select “Cancel” and not save the data.  If the hours have been verified by a designated 
party and documentation has been received, the WT program staff should select “OK” to save the data. 
 
If the user selects “OK” to save the data, (s)he will be directed back to the participant’s summary page, 
which will display Scheduled Hours, Holiday Hours, Excused Hours, and Actual Completed Hours.  The 
screen will display Worksite Calculated by Month Hours, when applicable. In the column titled “Total Hrs 
Completed,” the number of hours associated with participation will be totaled and displayed. This includes a 
sum of the Actual Hours Completed, Holiday Hours and Excused Hours.  
 

 


