
 
        Using the Updated Job Participation Rate (JPR) Search 

One-Stop Service Tracking (OSST) System 
 
 
The JPR Search has been updated to provide each user the ability to search for cases with 
an active countable work activity that  

• Do not have any hours recorded for the month on the JPR screen; 
• Have low hours of participation for a period of time; or 
• Have between a certain number of hours of participation for a period of time.  
 

The JPR Search is applicable to both the Welfare Transition (WT) and Food Stamp 
Employment and Training (FSET) programs. Users in both programs can use the JPR 
Search.  The user must enter the appropriate criteria to get the information desired.  
 
 
I. The following provides basic steps on the JPR Search. 
 
Step 1: The user must log into the OSST system.  The user must have appropriate security.  
From the Desktop or any other screen, the user can access the Searches menu by clicking 
the Searches icon. The icon is located on the menu on the left-hand side of the screen. 
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Step 2:  The system will automatically create a pop-up.  Select JPR Search on the Select 
Search Type menu. 
 

 
 
 
Step 3:  The system will refresh and display the Job Participation Rate Search Criteria 
screen. This screen contains a myriad of options for the user.  Below is a look at the entire 
screen.  
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II. Below is detailed information about each criteria the user can utilize to search for 
data.   

 
1. Month Range:  the user can select to search cases with a countable work activity that 

is active during certain months.  To get results quickly, the user should search in no 
more than three month increments. For example, if the user wanted a list of cases with 
an open countable work activity that had no hours reported for two consecutive 
months during October 2008 through December 2008, the user would need to enter 
Oct 2008 in the first Month Range drop down and Dec 2008 in the second Month 
Range drop down. 

  

 
 

2. Critical criteria: there are three critical criteria the user can search by.  The user can 
only select one of the three search criteria below.  The criteria selected will tell the 
computer what the user is looking for.  

a. Participants with no hours in active countable work activities for the 
following consecutive number of months:  this means that the user wants to 
know which activities have no hours reported on the JPR screen for a certain 
number of months in a row.  The user must enter a date range that facilitates 
this search.  For example, the computer can not search for three consecutive 
months if the user enters a date range of October 2008 through November 
2008.   
 

 
 

The criterion explained above is not very helpful if the user needs to know if the 
participant is meeting his/her hours during the month or even during the 
previous month. That is why the second and third critical criteria were created.   

 
b. Participants who were engaged in a countable work activity that 

completed less than or equal to:  this criterion was designed so users can get 
a list of cases that have less than a certain number of hours recorded during the 
month in question.  For example, the user enters the following criteria on 
January 12, 2008 to see if December’s hours have been updated.  

i. A Month Range of December 2008 to December 2008.   
ii. The user enters 128 in the box on the criterion line titled “Participants 

who were engaged in a countable work activity that completed less 
than or equal to:” 

iii. The user will get a list of cases that have not completed at least 128 
hours in countable work activities if the case has a countable work 
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activity open and active on the case during the month of December 
2008.   

 

 
 

c. Participants who were engaged in a countable work activity that 
completed between: this criterion was designed so users can get a list of 
cases that have a specific number of hours between two values on the JPR 
screen during the month(s) in question.  For example, the user enters the 
following criteria on January 12, 2008 to see if December’s hours are on the 
threshold of meeting participation.  These cases can then be reviewed to see if  

i. Documentation was secured but hours were not entered in the system; 
ii. The participant needs to be contacted to turn in documentation; or 
iii. The case was closed or made transitional too early and hours of 

participation were not entered for the last month of engagement. 
 
This is very helpful to managers who are trying to ensure those cases on the 
threshold of meeting the minimum hours are reviewed for participation.  The 
user enters 

iv. A Month Range of December 2008 to December 2008.   
v. 89 in the first box and 128 in the second box on the line with the criterion 

titled “Participants who were engaged in a countable work activity 
that completed between:” 

vi. The user will get a list of cases that have between 89 and 128 hours (in 
all activities combined) on the JPR screen for the month of December 
2008. 

 
3. Region, County and Unit: the user must enter the region, county and unit.  The user 

may select All TANF Units or All FSET Units instead of a specific unit number.  This 
will pull data applicable to the criteria that exist in those programs for the county 
selected.  So, if the user wanted to search all the TANF cases that existed in region 
number 9 and Alachua County, the user would enter Region 9, County Alachua and 
All TANF Units. See the example below: 

 

 
 
4. Open:  if the user selects “Yes,” the user will only get data for cases that are open in 

OSST at the time of the search.  If the user selects “No,” the user will only get data for 
cases that are closed in OSST at the time of the search.  If the user selects “All”, the 
system will search for all cases that may have an activity during the month(s) in 
question regardless of the status when the search was “run.”   
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5. Customer’s First Name and Customer’s Last Name: the OSST user can actually 
search for data that is relevant to a specific customer.  So, if the user only wants to pull 
hours of participation on a customer named “Erica Mott,” the user can enter the 
customer’s first and last name to narrow the search. 

 
6. Customer’s SSN:  the OSST user can actually search for data that is relevant to a 

specific customer based on the customer’s Social Security Number (SSN).   
 
7. Customer’s Case Number:  the OSST user can search for data that is relevant to all 

members in a benefit unit (that exists in OSST).  The user can enter the case number 
assigned by the Department of Children and Families (DCF). The results will be 
compiled for all individual’s listed under the case number.  

 
8. Case Manager’s First Name, Case Manager’s Last Name or All Case managers: 

the OSST user can search for data specific to a certain staff member by entering the 
staff member’s name.  If the user does not enter a staff member’s name, data for all 
staff in the region, county and unit(s) will be displayed. 

 

 
 

III. How do we put all of this information together?   
 
The user must first determine what information (s)he wants to review or “get back” from 
the OSST system.  The JPR Search parameters should be based on what information is 
needed.   Below are several combinations of criteria to help managers, supervisors and 
front-line staff.   
 

1. The manager wants a list of WT cases that have not met the participation 
requirements for the month of December 2008 in a specific region and county.  The 
manager is basing the number of hours off of the all-family participation rate since 
at least one parent in the two-parent family must meet these requirements.  The 
manager wants the system to search and compile data on all WT cases that may 
have been opened in December 2008 with an active countable work activity.  The 
user is pulling the information on January 10, 2009.  This is ten days after the 
December month has ended.  The user must enter: 

a. Month Range: Dec 2008 to Dec 2008 
b. Participants who were engaged in a countable work activity that 

completed less than or equal to:  128 
c. In Region: 9 
d. In County: Alachua (1) 
e. In Unit: All TANF Units 
f. Open: All 
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The user did not enter a staff member’s name or customer’s name because the 
manager wants information for all customers in the WT program that were open in 
December with an active countable work activity.  The user also did not search for 
cases that were open at the time of the search, the user selected to search all 
cases that had an active countable work activity in a WT unit during the month of 
December 2008.  A screen shot of the example is provided below: 

 

 
 

2. The manager wants a list of WT cases that just barely missed the required number 
of hours for the month of January 2009.  The manager is pulling the report on 
January 31, 2009 so that (s)he can get with program staff to review the files and 
enter any missing hours.  If the staff member needs to contact the program 
participant to bring in time sheets or pay stubs, this gives him/her plenty of time to 
do so before the Monthly Management Report (MMR) is compiled.  So, the 
manager enters: 

a. Month Range: Jan 2009 to Jan 2009 
b. Participants who were engaged in a countable work activity that 

completed between: 89 and 128 
c. In Region: 9 
d. In County: Alachua (1) 
e. In Unit: All TANF Units 
f. Open: All 
 

The manager did not enter a staff member’s name or customer’s name because 
the manager wants information for all WT cases that were open in January 2009 
with an active countable work activity.  The user also did not search for cases that 
were open at the time of the search, the user selected to search all cases that had 
a countable work activity in a WT unit during the month of January 2009.  A screen 
shot of the example is provided on the next page. 
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3. During the second week of January 2009, the manager wants to see if there are 
any participants in the WT program that may not have turned in their time sheets.  
On January 15, 2009 (Thursday), the manager wants to compile a list of cases that 
have between zero hours of participation and 40 hours of participation.  There may 
be good reasons that the hours are not in the system for cases with a countable 
work activity.  The manager can provide a list to the case managers to review.  So,  
the manager enters: 

a. Month Range: Jan 2009 to Jan 2009 
b. Participants who were engaged in a countable work activity that 

completed between: 0 and 40 hours 
c. In Region: 9 
d. In County: Alachua (1) 
e. In Unit: All TANF Units 
f. Open: Yes 
 

The manager did not enter a staff member’s name or customer’s name because 
the manager wants information for all WT cases that were open in January with an 
active countable work activity.  The manager searched for WT cases that were 
open during the month because those cases that have closed may not be required 
to participate for the entire month.  Or, the manager could look at all cases that had 
countable work activities open during the month by entering “All” in the “Open” 
field.  See the example screen on the next page.  
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Managers and front-line staff can search for cases with low hours at the beginning 
of each week to ensure that hours have been entered timely during the month. 

 
4. Here is an example of a manager who is searching for hours in the middle of the 

month.  During the fourth week of January 2009, the manager wants to see if there 
are any WT participants that may not have turned in their time sheets through the 
middle of January 2009.  On January 29, 2009 (Thursday), the manager wants to 
compile a list of cases that have between zero hours of participation and 120 hours 
of participation.  There may be good reasons that the hours are not in the system 
for cases with a countable work activity.  But, the manager can provide a list to staff 
for review.  So,  the manager enters: 

a. Month Range: Jan 2009 to Jan 2009 
b. Participants who were engaged in a countable work activity that 

completed between: 0 and 120 hours 
c. In Region: 9 
d. In County: Alachua (1) 
e. In Unit: All TANF Units 
f. Open: All 
 

The manager did not enter a staff member’s name or customer’s name because 
the manager wants information for all customers that were open in January with an 
active countable work activity.  The manager searches all the cases that had 
countable work activities open during the month by entering “All” in the “Open” 
field.  See the example screen on the next page. 
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