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Services Provided Individual Report – by Provider 
Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Then click on Detailed Reports 

 

Scroll down the Detailed Reports page until you see Services Reports and Click on Services Provided 

Individuals 
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Click on by Provider under the Service section 

 

Select SNAP E&T from the drop down list under Program 

 

  



4 
 

You may select the region from the list, (Note: if your agency operates in more than 1 region you will 

need to select all the appropriate regions.) For the purpose of this tutorial we will not select a region. 

 

 

 You may choose to pull this report by the staff member who is assigned to the case or by the staff that 

created the case. For the purpose of this tutorial we will not enter staff information. 
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Scroll down to the Date parameters and enter the appropriate dates, for this tutorial we will select the 

last quarter of this calendar year. Click Run Report  

Note: you can filter by create date, actual begin date, last edit date or actual end date. 

 

The Services Provided Individual – Provider report appears, use the arrow keys to go through the list to 

find your agency. 
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Click on the link with your agency’s name 
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The report for your agency will appear. 

 

 

To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon 

 

Click on Excel 

 

 

Select Open to view the spreadsheet or Save to save the spreadsheet 
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View Case Load by Case Manager 
Click on Manage Case Assignment in the left navigation bar 

 

Then Click on Individual Case Assignment 

 

Then Click on View Case Load 

 

 



9 
 

Select your agency from the Group Name list and select the appropriate region from the list, then click 

Filter. Note: if your agency works in multiple regions, you will need to run the report for each region. 

 

A list of staff will appear under the Filter Criteria section, then you will click on the staff name 

 

A Results View will appear with the participants that have been assigned to that case manager. 
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Active Cases Report 
This report can be used to pull the active and exited cases in the case manager’s case load. 

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Click on Detailed Reports 

 

Click on Case Load Reports under the Case Management Reports heading 
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Click on Active Cases 

 

Choose the appropriate parameters: 

Report Type can be by LWIA/Office Location or by LWIA/Office Location/Assigned Case Manager 

 

Program: SNAP Employment and Training  Customer Group: SNAP E and T 

 

Region can be selected or you can leave as None Selected for the entire state. 
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Office Location can only be selected when a Region has been selected. 

 

The Case Manager Group will need to be selected if you want to see the case managers active cases, the 

group will be the name of your agency. 

The Assigned Case Manager can be selected if you want a single case manager or leave none selected to 

see all case managers in that group. 

Finally, select the date range and Click Run Report 
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Days since Last Active Service 
This report can be used to identify participants that are no longer participating or engaged in the SkillUP 

program and need to be exited in MoJobs. 

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Click on Detailed Reports 

 

Click on Case Load Reports under the Case Management Reports heading 
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Click on Days since Last Active Service 

 

Select the appropriate parameters for the report: 

Program is SNAP Employment and Training 

 

Select the Region and Office Location, you may select multiple regions by holding CTRL while selecting 

the regions.  
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Staff may select Case Manager Group and Assigned Case Manager if desired. 

 

Select the date range 

 

Click Run Report 
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To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon 

 

Click on Excel 

 

 

Select Open to view the spreadsheet or Save to save the spreadsheet 
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Obtained Employment 
This report is used by FSD to identify SNAP participants that have obtained employment while engaged in 

the SkillUP program. Provider staff can use this report to identify the participants that have obtained 

employment through assistance from their agency. 

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Click on Detailed Reports 

 

Click on Case Load Reports under the Case Management Reports heading 

 

Click on Obtained Employment 
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Select the parameters for the report: 

Program is SNAP Employment and Training 

 

Select the Region and Office Location or leave None Selected to pull for the entire state. 

 

 

 

Staff can select the county and zip code if desired 
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Staff can filter by the Create Date or the Job Start Date 

 

Select the date parameters 

 

 

Click Run Report 

 

To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon 
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Click on Excel 

 

 

Select Open to view the spreadsheet or Save to save the spreadsheet 
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Exited Cases 
Staff can use this report to identify cases that have exited within a certain timeframe. 

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Click on Detailed Reports 

 

Click on Case Load Reports under the Case Management Reports heading 
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Click on Exited Cases 

 

Select the appropriate parameters for the report: 

Program is SNAP Employment and Training and Customer Group is SNAP E and T 

 

You can select Region and Office Location or leave None Selected to pull the entire state 
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You may also select the county, city and zip code if desired. 

 

Staff may select the Exit Reason or leave None Selected for all reasons 

 

Then enter the Date parameters: 

 

 

Click Run Report 
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To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon 

 

Click on Excel 

 

 

Select Open to view the spreadsheet or Save to save the spreadsheet 
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Projected Begin Dates 
This report can be used by provider staff to identify participants who have an upcoming training. 

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Click on Detailed Reports 

 

Click on Case Load Reports under the Case Management Reports heading 

 

Click on Projected Begin Dates 
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Select the appropriate parameters: 

Program is SNAP Employment and Training, Group is SNAP E and T 

 

Select the Region and Office Location or leave None Selected to pull the entire state 

 

Staff may select County, City or Zip Code if desired 
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Staff may select the Provider for the upcoming training if desired 

 

Staff may select the Assigned Case Manager Group and Case Manager if desired 

 

Select the Date parameter 
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Click Run Report 

 

To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon 

 

Click on Excel 

 

 

Select Open to view the spreadsheet or Save to save the spreadsheet 
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Projected End Dates 
This report can be used by provider staff to identify participants who will be completing a training in the 

near future. 

Click on Reports in the Left Navigation Bar, then you will be directed to the Reports page 

 

Click on Detailed Reports 

 

Click on Case Load Reports under the Case Management Reports heading 
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Click on Projected End Dates 

 

Select the appropriate parameters: 

Program is SNAP Employment and Training, Group is SNAP E and T 

 

Select the Region and Office Location or leave None Selected to pull the entire state 
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Staff may select County, City or Zip Code if desired 

 

Staff may select the Provider for the upcoming training if desired 

 

Staff may select the Assigned Case Manager Group and Case Manager if desired 

 

Select the Date parameter 
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Click Run Report 

 

To export the data to an Excel Spreadsheet click on the arrow next to the Save Icon 

 

Click on Excel 

 

 

Select Open to view the spreadsheet or Save to save the spreadsheet 

 

 

 

 

 


