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Advisors should be entering data of all clients they have interacted with. This interaction
should involve a mutual sharing of information, rather than answering one quick question;
there should be communication back and forth between the advisor and the client. As a ‘rule
of thumb’, if it would take longer to enter the client information than was spent with the client,
their information should not be entered in the database. Please use your own discretion
when making this decision.

Our data and reports are most reliable and usable when there is consistency in data entry. For
this purpose the Advising Working Group has created this protocol for data entry.

Incomplete data can vastly affect the validity of our reporting. It is very important that as much
information as possible is collected from each client; please make every effort to gather required
information from the client during the interaction. If time is an issue, ask the client to complete a
paper based version of the information prior to their appointment time by using the client intake
form (see Appendix A). You can also forward the form to the client via email and update their
information at a later date.

Legal counsel has advised that all clients must sign the Notification of Collection of Data form
(see Appendix B), acknowledging their understanding that we will be storing their information
and using it for statistical reporting, follow-up, sharing with necessary contacts, etc. If a client
does not sign this form, or give email or verbal acknowledgement, no data should be entered in
the system for that client. Your college advising team should create a college protocol for
management of these clients.

Screen shots are provided in this protocol as a reference for each College Advisement System
page. Protocols for each appropriate field are included.

Colleges Integrating Immigrants to Employment (CIITE)
Data Entry Protocol 20 Oct 10



SEARCHING FOR CONTACT NAME

@ Microsoft Dynamics CRM - Microsoft Internet Explorer provided by Shaw Internet
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o Confirm that the client is not already in the system by searching for all or part of their name.

o If no file exists for the client, enter as outlined in Consent section.

o If afile exists already, update any newly collected or changed information, the Notes
section, Cases and Service Activity

o If this step is missed and a client file is duplicated, a merge will need to be performed (see
‘College Advisement System User Guide’)

/7 Micrasoft Dynamics ...
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INFORMATION

Consent
|@ Contact: Mew - Microsoft Internet Explorer pro}'}"\d by Shaw Internet [._“i]m
|‘_ﬂ https 0ras.ca > | QJ bl
@ A E2save and Close i @ Help -
a__ | Contac) v
i B2 I ion
Details: e Consent | General | Background Information | Employment and Education Information | Administration | MNotes |
185 Information @
— Note: For mandatory date fields, if the date is not available at present, enter 01/01/1901. =
(= Mare Addresses
g‘ Activitizs General
=
L_?_ blstoty First Name * | | Gender | M
|’\'=E Sub-Contacks
& Relationshios Middle Mame | | Date of Birth N | | =
G WorkFiows [ddfmm/yyyy]
[ Survey Responses Last Mame * | | Primary E-mai * | |
B Carieact s First Client Session  [20/09/2010 ||| Informed Consent Mo O Yes
Service: & | | Date [ddimmjyyyy]
i-J-J Cases Date of Entry into Canada
Date of Entry into v
[,:"anada [ddjmmjyyyy] | | [_]
Date of Entry into Ontario
Date of Entry into EEwv
Ontario [ddfmm/yyyy] | | I_]
*
Contact Type
Client Category ™ | ITI - Internationally Trained Immigrant [il
ITI Type | In-Canada immigrant ITI with post-secondary credentials and with prior training and work experience M
Status: New
& Trternet Sh v Hio0% -
m‘[ (& 0CA3 | Services for ... ﬂ & Microsoft Dynamics ... [WENENEETEIRIEEIAS | fa 216.208.66.178 - Re., | O ms 10:2a am
Name

o When clients have multiple names, confirm which last name they will be using in Canada (eg
Alvaro Cortes, just Cortes, just Alvaro, Alvaro-Cortes)

First Client Information Session

o This field will automatically populate as the date of data entry. Remember to change to the
date of first session if data entry is delayed.

Primary Email

o Take care when entering email addresses to ensure accuracy. This field is used for all future
follow-up communication from the system to the client.
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Date of Birth, Date of Entry into Canada, Date of Entry into Ontario

o Dates are required for each of these fields, both for file matching and for reporting. Please
make inquiries to your clients to obtain this information. When this information cannot be
obtained, enter the dates as 01/01/1901.

o For a month or season with a known year, e.g. summer 2008 enter an approximate date
such as 01/07/2008.

o When only a year is available enter as 01/01/’known year’, e.g. 01/01/2008.

Contact Type

Select the client category, usually ITI.

Advisors working with all client types can use this for general clients as well

Only CIIP Advisor should select the CIIP client category.

Select the ITI Type from the list, based on the client’s education and training (work
experience).

o O O O
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General

|‘.ﬂ https: /{ocas.crm.ocas, cafsFafconts/edit, aspxat B 5 |§|
4 = PHSa\rEande:se E / @) Help -
Contact: New N
2 82 Informa
Details: #| [ consent | General | Background Information | Employment and Education Information | Administration | Nates |
& Information .
(=] Mare Addresses Mailing Address @
& Activities Secondary E-mail || | Non Canada/USA | |
Iﬁ Histary Province
% Sub-Contacks Address Type | Primary City | |
g; 3\:‘:;?:;:'”5 Street 1 [ | Postal Code [ |
& Survey Responses Street 2 | | Home Phane | |
v ol s Street 3 [ | Mobile Phone [ |
% s * Country/Region | Canada Work Phone | |
Province | Ontario
OCAS Details
OCAS Account [ | ocas Appiication
Number Number

€ Inkernet | n v ®miomm v

W & 0Chs | Services For ... ﬂ @ Microsoft Dynarics C... /7~ Contact: I " (ng 216,208.68.178 - Re...

All data on this page is for college use. Advisors should enter all information.
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Background Information

|‘.ﬂ https://ocas.crm.ocas, cafsfafconts/edit, aspx ) 5 | §|
) = PHSEVE and Close E 1@ Help -
Contact: New
- 2 Information
Details: E3 Consent | General Background Information | Employment and Education Information Administration | Motes |
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(& Activizs Interview ith
Ib Hligearsy College Experience & Interest Profile (Please Check All that Apply)
% Sub-Contacks
BB relztionshins Current Studentata [~ Student Number Dedined Applicant H
publicly funded
@' WarkHlaws Ontario College
Ly Strvey RESD_UHSES Current studentNOT [~ Previous Studentmay [~ Potential Applicant - [~
& Cantact Audits at publidy funded not have graduated Direct Entry
— Ontario college
Service: 3
Interested Community [~ Second Career I~ Skills Development I~
il Ceses Member

Potential Applicant - [~
Mon Direct Entry

Other

Status in Canada Information

Country of Origin | Do you have any | Unknown

Dependents?
Other Citizenship | |

Status in Canada |

First Language

Second Language

|
|
Third Language |
[

(ither | anauanelz)

€ Inkernet | dp - Hiomm v

W & 0Chs | Services For ... ﬂ @ Microsoft Dynarnics C... " Contact: M : (na 216,208.68.178 - Re...
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Part 2 (lower screen)

|@ Contact: Mew - Microsoft Internet Explorer provided by Shaw Internet /\

|,_n| https 0Cas.ca

/

_'{r_‘h = L'(!Save and Close lﬁ]
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83 Information

8|

<

Details: S

Consent | General | Background Information | Employment and Education Information | Administration | MNotes |
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v

Languages

First Language

v

[v]

|
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|
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v
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] “3? Iwfwlad:: ol el
2

Advertisement '
College Department [~

Community Agency r

Friends /Family r

Information Session r
(On Campus)

Professional
Assodation/Regulatory
Body

S How did you find us? (Please Check All that Apply)

Another College CIIP

College Faculty College Website

ESL/FSL Program Familiarity with the

college

Information Fair (Off
Campus)

Ondine/Internet
Search

Government
Employment Services

OCAS

[ A (R N N
[0 N R R

Wwalk in

Other [

Primary Objective

Objective |

[

Is the Objective Met? |

[v] Date the objective was

|y

met [dd/mm/yyyy]

|

Status: New

€D Internet 4y - Hiow o~

M | @ QCAS | Services Far .. || @ Micrasaft Dynarmics C... ‘ (,_ Contac!

@ﬁ 10:21 4M

(R 216.208.68.178 - Re... |

College Experience and Interest Profile

o The chart below has suggested definitions for the categories in this field. Be sure that
everyone on your advising team is in agreement on these definitions to ensure consistency.
o Click on all categories that are applicable. More than one can be selected.

Field in Database

Definition

Current Student at a Publicly
funded Ontario College

Client who is currently registered at a publicly funded
college other than your college

Current Student NOT at a
Publicly funded Ontario

Client who is currently registered at a private college or a
college in a different province

College
Interested Community Client seeking advice, but not necessarily interested in
Member applying to college

Potential Applicant - Non
Direct Entry

Client who will potentially apply to college from
somewhere other than directly from high school (i.e.
university graduate, ITI seeking further education, client
who joined work force after high school, etc).
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Potential Applicant — Non
Direct Entry (continued) Client does not necessarily have to indicate desire to
apply to college right away; if there is indication that
college application is a goal at any time in the future,
select this field.

Previous student (may not Client who was previously enrolled at your college could

have graduated) be a graduate

Second Career Client is interested in the Second Career Government
Program, not necessarily approved yet

Declined Applicant Client applied to your college, but was not offered
admission

Potential Applicant — Direct Client who will potentially apply to your college directly

Entry from high school (general students only)

Other Client does not fit into any of the above categories

Status in Canada and Lanquages

o Country of origin and language information is vital for our statistics. This information will also
help your college when looking at service provision. Collect and enter this information as
often as possible.

o Ifthe client’s language is not listed, please list by region such as ‘African languages n.i.e’
(n.i.e. = not included elsewhere), or as ‘Other’. The language list is tied to government lists
and cannot be changed.

o Status and citizenship information is required when making referrals to government funded
programming,e.g. some programs are not available for citizens. If clients are reluctant to
divulge this information, explain the value of providing this information for improved services
in the future.

o Tip: Type the first few letters of a country or language to move quickly through the drop
down list.

How did you find us?

o Check all fields that are applicable.

o This information is reported, but also helps your college determine the most successful
marketing strategies in your area.

o Ask the client if they were referred by the CIIP program and include this information
whenever possible.

Primary Objective

o Select the client’s primary goal at the time of the first interview.

o If you discover at a future meeting that the client has met their objective, select “100%’ from
drop down list; otherwise, leave this field blank.

o List date when objective met, as above.

11

Colleges Integrating Immigrants to Employment (CIITE)
Data Entry Protocol 20 Oct 10



Employment and Education Information
Part 1 (see lower part of screen in Part 2 below)

|_‘.ﬂ https:/facas.crm.ocas cafsfafconts/edit, aspx#

I = Esaveand Close

Contact: New
&2 Information

V4
<

Details:

|85 Information

(= More Addresses
(B Activities

[y Histary

[ sub-Contacts

g Relationships

@, WiorkFlows

I} Survey Responses
|} Contack Audits

b3

Consent | General | Background Information | Employment and Education Information | Administration | Motes |

Service:

Cases

Highest Education Obtail

[»
®|

Education Attained

Highest Education |

Subject Area of

highest Education
Outside Canada

Other |

Highest Education Ob

Highest Education |

Subject Area of

highest Education
Inside Canada

Other |

Work Experience

Length of Werk

| Are you Currently

Experience Cutside
Canada (in Years)

Employed

Length of work |

| other

experience in Canada
(in Years)

How does your career or educational aspirations

to your past work and educational experience

Career or Educational |

Other

Experiences

‘Work Experience Obtai

Canada (Please Check All that Apply)

Business, Finance and [~

Administration
Occupations

Matural and Applied -

Sciences and Related

Health Occupation -

Occupations in Art, I~
Culture, Recreation

Management
Occupation

Occupations in Sodal
Science, Education,

-

-

W (& Microsoft Dynamics ...

16.208.68,176 - Re...

o Internet
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Part 2 (lower screen)

|@ Contact: Mew - Microsoft Internet Explorer provided by Shaw Internet /\ uli]ﬂ
|,_n| https 0Cas.ca ) | % | &
¥ s =} n 7]
( Save and Close |33 i) Help -
) & - @ telo
3, | Contact: New
P 83 Information
Details: E3 Consent | General | Background Information Employment and Education Information | Administration | Motes |
&= Infarmation and Related 1@
- Occupations ~
=l P
Gt Other [
%
LCE Work Experience Obtained In Canada (Please Check All that Apply)
lé] Business, Finance and [~ Health Occupation - Management -
” Administration Ocupation
(‘}4 Qccupations
j} Matural and Applied - Occupations in Art, - Occupations in Social [~
Y Sciences and Related Culture, Recreation Sdence, Education,
Occupations and Sport Government Service
Service: e and Religion
el Occupations unique to [~ Occupations unique to [~ Sales and Service -
Primary Industry Processing, Qccupations
Manufacturing
Trades, Transportand [~
Equipment Cperataors |
and Related
Qccupations
Other [

What Field/Area are you currently working in? (Please Check All that Apply)

Business, Financeand [~ Health Occupation — Management —
Administration Ocrupation
Occupations
Matural and Applied r Occupations in Art, - Occupations in Sodal [
Sciences and Related Culture, Recreation Sdence, Education,
Qccupations and Sport Government service

and Religion
Occupations unique to [~ Occupations Unique to [~ Sales and Service [~ L]
Primary Industry Processing, Occupations

Manufacturing
Trades, Transportand [~ Mot Currently Working [~ -
Status: New
€D Internet daov Mo -

m | (& Microsoft Dynarnics C... | /7 Contact: Micra, ., (o 216,208.68.178 - Re... @ 2153 PM

Highest Education Obtained Outside Canada /Highest Education Obtained Inside Canada

o Select the country of education; this may vary from the country of origin.

o Tip: Type the first few letters of a country to move quickly through the drop down list.

o The highest level of education may not be the highest level completed - you can select
‘partially completed’. If a few courses of a masters degree were taken, select ‘Master’s
degree — Partially completed’.

o When choosing the subject area of study, select their highest level of education even if this
differs from what the client wishes to pursue in Canada. Make note of this on the ‘Notes’
page for your own clarity.

o If the clients subject area does not exist on the list, notify the CIITE project office to have it
included. Meanwhile, list it as ‘Other’ and describe in the space provided.
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Work Experience and ...Aspirations...

o Include the length of work experience for both “Outside Canada” and “In Canada”

Experience Enter in Database
1 year or more Round to the nearest year
9 months or more Round to 1 year
4 months to 8 months Round to 0.6
3 months or less Enter as 0.3

o The ‘Aspirations’ field can focus the discussion between client and advisor. However, this
field is not used for reporting purposes.
o Select more than one area of work experience if applicable, e.qg. if a client was an
Engineering manager within a government agency, you might choose:
= Natural and Applied Sciences and Related Occupations
= Management Occupations
= QOccupations in Social Science, Education , Government Service and Religion
o Select field or area of current work experience, even if it is the same as Work Obtained in
Canada, or select ‘Not currently working.” Reporting of this data will assist in creating a
realistic view of the employment experience of our clients.
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Administration

{= https:#focas.crm.ocas.cafsfa/contsfedit.aspx# - Windows Internet Explorer

4 https:Jocas.crm ocas. cajsFajcontsfedit. aspxt

@ e save and Close g @ e~

8j Contact: New
2 '! &3 Information

Details: # | | consent [ Background Information | Employment and Education Information | Administration | Notes |
8 Information =
= vore Addresses Contact Methods @
5} Activiies Preferred =
[ Histary —
[B, 5ub-Contacts @ Allow ¢ Do Mot Allow
[ ki Bulk E-mi @& Mlow Do ot Alow
G Workflows
(3 Survey Responses Phone & Alow { Do Not Allow
(3 Contact fudis
Y Fax & allow " Do Not Allow
Service: S
il oo mai & alow " DoNot Allon
General
Created On [Ew| CreatedBy =l
Modified On F@w| Modfied By [l
Owner * \3 CIITEPMO1 CITEPMO1 \ﬁ\ My Record ID ]
et Row,
(& € mternet fa v W% -

iy start ® 1nbox ut... | @ Data Entry

BTeRY

o This screen is for college office administrative use.

o If clients do not wish to be contacted by a particular method, click ‘Do Not Allow’ next to the
appropriate method.

o Selecting ‘Do Not Allow’ email or bulk email will also stop automatic follow-up emails from
the Advisement System.
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Notes

{= https:#focas.crm.ocas.cafsfa/contsfedit.aspx# - Windows Internet Explorer

g hittps: [jocas.cim ocas.cajsFajcontsjedt . aspxt am

@ Al EXsaveandClose g @ Help ~

8j Contact: New
2 '! &3 Information

Details: # | | consent [ Background Information | Employment and Education Information | Administration | Notes | -
|8 Tnformation <
(=] More addresses LS ®
B4 activities (Click here o enter a new note...
[ Histary
{8, Sub-Contacts |
$ FRelgtionships

G Workflows

;} Survey Responses
(3¢ Contact Audits

Service: ES

il Cases

https:{facas.crm.ocas. caf_controls/nates{notesdata, aspxrid=8ParentEntity=28EnablelnlineEdit=true&Enablelnsert=true# (& € mternet fa v W% -
T start [T Skyle Guide T CITE Advisement Sy... " Microsoft Dynamics C... e ca, RIRB:

o Click on ‘Click here to enter a new note’ for each new note.

o This field is designed to be a record of the appointment discussions and any particular notes
about the client.

o Note that the date that appears is the date of data entry. Enter appointment date if different
from entry date.

You must now click the Save button at the top of the screen to save the data and move to
the next section.
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Tip: Save dy hitting ‘Save’ rather than ‘Save and Close’.

aws Internet Explorer

i https. o | cajsFafcontsfedl. aspxt FEE]
L )
@ [ R ——ch G
Contact: New
= &3 Information

Details: # | | consent [ Background Information and Education Information | Administration | Notes |

|8 Information @

[ More addresses Notes

[E4 activities Click here o enter a new note...

[ Histary

{8, Sub-Contacts

g FRelationships

G Workflows

\} Survey Responses
(3 Contact Audits
Service: ES

il Cases

Done (& € mternet da v W0 v -

14 start (® 1nbox - Micr out... & Data Entry
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CASES

General

{= Case: New - Windows Internet Explorer,

Ll
4 hitps: [focas.crm ocas.cajcsjeasssfedlt. asps?_Crestsp £ateFromld="%7b55313FA0-F856-DF 1 1-61 AE-D0155D162504%7d# ]

@ el Save and Close i) [\/ @ Heb
= &

Details: # | | General | Notes and Artide |
B8l Information N
5 Form Assistant
[ Activites CVerien) ®
[y History Title * Referral | Referral Account v
(Gg Worlflows
G Customer /Client*  [[g TestTest |3 | ‘eskUpRecords -
Cose Trpe Refera ¥ csseoign [Vt | e
Subject / Referral [ [F] college Department Search for records 8]
Type
Referral Account | [@] referral contact [ = i access -
(5} Adult Education
Referral Date [22/09/2010 | [
[ddjmmfyyyy] * B AecO
Referral 5 (5} Affordable Bus Pass
(12 Ali Cheaib
Referral Successful ¥ | Referral Success Date =2 () ARAP COMMUNITY
dd fmm,
B [ Arrad Quraishi
z:f:;“‘ S (5 Athabasca University
(2 Axella Mugisha
(=) B.Tech -
M 4Page1 b
Assignment Information
Owiner * [ § cEpvo1 ciTEPMOL |[3] statusReason [n Progress ~|
Follow Up By I ||  Priority [ Normal v
Created On FBv| ModfiedOn =%
Created By G Modified By [l

Done g (& € mternet 43T
iy start (® inbox - Micros... | @ Data Entry Pr... T CIITE Advise... & - Y. =K o s B &R

Title

o The Title automatically populates as Referral. You can choose to change the Title if you
wish

Customer Client
o The client’'s name automatically populates.

Case Type
o The Case Type must stay as Referral.

Case Origin
o Select the appropriate mode of interaction from the drop down list.
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Subject Referral Type

o Select the Subject/Referral type from the Lookup Button

On the pop-up screen select Referrals wording

Choose the Referral type from the list

Only one Referral can be entered at a time.

Note that the College Department drop down list is only active if College Department is
chosen from the Referral list.

O O O O

Referral Account and Referral Contact
o Referral Account and Referral Contact are not in use at this time.

Referral Date

o The date will automatically populate as the data entry date. If data entry is delayed, change
to the date the referral was made.

Referral Success

o This field automatically populates to ‘Pending’.
o If you know from a subsequent appointment that the referral was successful or not, update
with the date you were informed.

Referral Assignment

o We are not using this field at this time. If your office feels this would be useful information
for following your clients’ progress, be sure that everyone on your advising team is in
agreement on the protocol for use.

Notes
We are not using the notes tab on the Case Screen. Itis recommended that all notes are kept
under the Notes tab on the Information screen, as listed above. (Page 14)

Tip: You save time by hitting ‘Save and New’ after each case is entered. You must hit ‘Save
and Close’ after your last Referral.
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ACTIVITIES

/- Contact: Test Test - Windows Internet Explorer

M https:[focas.crm ocas.cafsfajcontsfedit, aspxrid=455313FAN-FES6-0P 550162504} # Q ‘ @‘

QD"‘ ol EXsaveandciose I & | QSendE-maiy/ /{Up (=% Reports ~ @ Run Workflow... 3 Actions - @ Help ~

Details: 2 b v | Include: [Relsted Regarding” Records v
. \
6] Tnformation L
[ More ackresses ) New Activity |2 Add Existing Activity | =[] [=2~ | @& ¥ €pRunWorkflow... | More Actions ~ “
[} Activities [~ | Subject =~ | Activity Type | Activity Status | Priority | Due Date | created By | Regarding 2
Ly Histary
L5 Sub-Contacts
&8 Relationships
i Workflows
\} Survey Responses
L Cantact Audits
Service: 2 2 New: Activity -- Webpage Dialog
] Cases A https: {focas.crm.acas.cafActivitiesidig_create. aspx EI
New Activity
Select a type of activity from the list.

(&9 Phone Cal

[ E-mail

Letter

Appointment

%) Service Activity

% campaign Resporse

hitps:}focas.crm.ocas.cajActivities, €@ Internet QI
0of 0 selected. H 4Page1 b

javascriptiondlick(}; g € Internet fa v W0 v -

4 start (® Inbox - Microsoft Out... | @ Data Entry Protacel T CIITE Advisement Sy... = 0CAS T sC... /2 Conkact: Test Test- ...

o Each new client contact is logged as a ‘New Activity’.

o ‘Service Activity’ must be selected from the pop-up list. No other forms of Activity
are captured in the reports. There are other places to record the type of client
contact.
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[SENE

Subject * [ Meeting with Advisor ‘ Form Assistant )
Service [ Adusement = [Fom pssetantreh v
Customer [ Clent (£ Test Test E = i
Resources / Advisors |8 CITEPMO 1 CIITEPMO1 ‘ﬁ‘ Select a lookup field.
Interview With [ cient &
Location [ |
Show Time As [Reserved v|  Modeof [in Person |
Communication
Scheduling Information
Start Time * [22/03/2010 ] @] [#:30PM [v] Duraton [ 1hour [+]
End Time * [22/03/2010 ] @ [5:30PM [¥] AlDayEvent r
Notes
Click here to enter a new note. ..
e
Done [3 € meernet g v 0 <
?;t;rt ® Inbox - Microsoft ... | '8 Data Entry Protacol T CITE Advisement... 2 5 tity: . BT @@V wosen

Subject, Service, Customer/Client, and Resources/Advisors

o These fields will all populate automatically.

Interview With

o Select who was interviewed from the drop down list, e.g. client, mother, father, wife,
etc.

Location

o This field is not required but can be used to record the campus of the client contact.
Make sure that everyone on your advising team is in agreement on protocol for this.

Show Time As

o Select ‘Reserved.’.
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Mode of Communication

©)

Select the appropriate mode from the drop down list.

Scheduling Information

The database calendar can be used to schedule future appointments for your office and
can be updated to reflect the actual appointment details. If not used for future
appointment scheduling, the system should still be used to record the details of current
and past appointments. This information is reported as advisor activity.

Future appointments:

o

Select the date of appointment, start time and duration; the end time will
automatically populate.

We report on average appointment duration, so be as accurate as possible.

You are able to check the advisor’s schedule by using the Schedule button at the top
of the screen.

Click on Save button (not Save and Close); the system will notify you if there is a
conflict in the advisor’s schedule. Adjust appointment as necessary.

After the appointment has occurred, complete updates on client information, Cases
and Notes. Then, Close Activity using the protocol on page 22

Past appointments:

o

Select the date of appointment and duration. Start time is not important or recorded,
and conflicts in appointment do not matter.

We report on average appointment duration, so be as accurate as possible.

Click on Save button (not Save and Close); you may receive a pop-up notification
that the advisor does not have capacity for this appointment (there is a conflict)
which you can ignore.

Close activity using the protocol on page 22
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Details

{= Service Activity: New - Windows Internet Explorer

Al https:[/ocas.crm. ocas,cafactivities|servicy tledit, aspi

@ = F;,5aveandclose§/ /ﬁa
] Sewimﬁv
New

Service Activity | Detais |

Purpose of Session [Select All that Apply] Form Assistant @
Career Guidance [ & No  Yes Credential Assessment &' g~ Yes Exemptions, Credit & No " Yes Form Assistant Help V|
Employment Transfers and PLAR

- . X e Form Assistant Help a
College Admissions & No " Yes Education Pathway & Mo (" Yes Finandial Aid / Loans & MNo (" Yes

Guidance Select a lookup field,

Community & No  Yes ESL/FSLLanguage " No " Yes University Programs & No (" Yes
Information Assessment
Other
Send Survey & No  Yes Owner * [§ cmepwor amepvos =]

%
Do [ €D Inkernet G v Wioow -
- 5 | cITe et

The information collected here is also collected and reported from the Case pages. Itis
not necessary to record anything on the Details page.
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Close Service Activity

ervice ACUIVILY: Meeling wi IVISOT - MICTOS0!

niernel £xp

rer provide

y aw Interne

|_‘.ﬂ https://ocas.crm.ocas, cafactivities)serviceappoinkment fedit, aspxtid=fa6b4c51-e2ch-df1 1-8a1d-00155d 162504

<

=
CYE]
@ telp -
h Assistant O]
Assistant Help
Assistant Help a
H a lookup field,

g !D H Efsaveandclose [ = | | [Z FollowUp (2 Reports - | [ESchedule... | 47 Send Direct E-mail
Add a Note
m Service Activity Attach a File
s
3 Meeting with Advisor Delete Service Actiity
Service Activity Details Close Service Activity
Subject * |Meeﬁng with Advisor Copy Shortaut
Send Shortcut...
Service * Advisement
Ig |ﬁ| Assign...
Custol Client = TestTest1l
ustomer | Clien IE est Tes Schedule...
Resources / Advisors |_ CIITEPMO1 CITTEPMO1 Send Direct E-mai
Interview With | Client [e]
Location [ |
Show Time As | Reserved Mode of | In Person
Communication
Scheduling Information
StartTime * [29/09/2010 | [ 10:00 M Duration [ hour
End Time * [z3/08/2010 | [ 11:00 AM All Day Event r

HNotes

Click here to enter a new note...

Done

| o Internet

W (g 216,208,685, ﬂ & ochs | serv.., ﬂ & 0chs | serv.., ﬂ & Microscft Dy... ﬂ (& service At ﬂ & Contact: Te..,

|

L 111

)% 11:58 AM

o After clicking Save an Actions button will appear. Click this and select Close Service

Activity.
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& Service Activity: Meeting with Advisor - Microsoft Internet Explorer provided by Shaw Internet

J=jes
[&]®)

|_‘.ﬂ https://ocas. crm.ocas, cafactivities/ser viceappoinkment/edit, aspxtid=f36b4c51-e2cb-df1 1-8a1d-00155d 162504

g !D [ ERsaveandclose [ S | | [Z FollowUp (2 Reports - | [Eg)Schedule... | 37 SendDirect E-mail [y Actions i@ Help -
Service Activity
Eﬁ Meeting with Advisor
Service Activity Details
Subject * |Meeﬁng with Advisor | Form Assistant @
Service * Ig Advisement |ﬂ| ‘ Form Assistant Help
Customer | Client {65 TestTest1 p |ﬁ| Form Assistant Help =
Resources | Advisors |§ CIITEPMO 1 CITTEPMO1 | se Service Activity -- Webpage Dialog Select a lookup field.
illl ) ) ) v ——
e |C|ient 4l https:|focas.crm.ocas.caf_gridfemds/dlg_deactivate, aspx7iobiType=421<
) Close Service Activity
Location | . .
You have selected 1 Service Activity to dose.
Show Time As | Reserved
Select the status of the dosing Service Activity.
Scheduling Information
Status: | Completed
Start Time * (20372010 |[FB v ][ 10:00
End Time * 20/03/2010 T | | 11:00
Canceled
Notes No Show
Click here to enter a new note...
[ oc || cane |
https:{facas.crm.ocas.caf_gridicmdsidlg_deactivz ° Internet | QJ

Done Fail)

(o 216.208.68.... | @0CAS|Serv.. | @ 0CAS|Serv.. | @& MicosoftDy.. | @ Service Acti..

@D Internet || ¥3
& Contact: Te..,

(D% 1203

o From the drop down list on the pop-up screen, select Completed, Canceled, or No
Show and then click Okay.
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lﬁ Service Ad /(gwith Advisor - Microsoft Internet Explorer provided by Shaw Internet (=1
| 1 https: o Aﬂctivities,isErviceappuintment,l’edit.aspx?id=f86b4c5I-EZEb-dFI1-8&1d-00155d162504 4=

@ a Close = |27 Reports ~ | @Send Direct E-mail &3 Actions ~ @ Help -
— Service Activit
m Meeting with Advisor

Service Activity Details

Subject * Meeting with Advisor Form Assistant @
Service * g At lﬂ ‘ Form Assistant Help M
Customer | Client 5] TestTest1 ._a Form Assistant Help =
Resources [ Advisors | §, CIITEPMO1 CIITEPMO1 o || Selectalookup field.
Interview With Client
Location
Show Time As Co Mode of In Person
Communication
Scheduling Information
Start Time * 29/03/2010 | [FBBae) | 10:00 AM [+]  Duration 1 hour [e]
End Time * 2010 [&I 11:00 AM [_] All Day Event W
Notes

Click here to enter a new note...

Done & mternet ¥a v Ri0% -

(o 216.208.68.... | @0CAS|Serv.. | @ 0CAS|Serv.. | @& MicosoftDy.. | @ Service Acti.. & Contact: Te.., :

o The top menu bar will now include a Close button.
o Click Close at the top of the screen.
o Once you have completed this step, Data Entry for this appointment is complete.
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Appendix A

Client Intake Form: example

| Colleges Advisement System
—

Consent tab

Ganeral

Firsl Karma® I | Chamcdnt |
Ml harme [ ] Dt e Bi* |

[dddimmiyyyy]

Lask Mame® [ | Primary E-mall [
Firsi Cilent Seasbon * I | infarmed Consan s Ohves
Dt [aimmdyryy]

Enitry Into Canada

Estry e Canada’ | |

iy

Entry Into Ontario

sty ink Onbaria I |

Ity

Contact Type

Clienl Categany |

IT1 Typs [

General tab [only wicibie i the ollent provides congent]

Malling Address

Saremlary E-mal I | Fom Cansdatins |

Prolnea

Addees Typa I | ciy [
vt | I | Peaisl Code [
it 3 | 1 Hama Pine |
Ert ¥ I | Mickile Phies [
CoustryFagia I | [y — [
Prewines I I

OCAS Detalia

DCAS Afsemnt I | OCAS

Mt Apicatics hember
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Background Information tab

‘Ganeral

(LU I I

Coliage Experianca & Intsreat Profils (Please Check AN that Apply)

Curreni Student & & Student Kermber

publicly Turded Onlario collage

Curreni Sludent HOT st
Bublisly Turdisd Onbarls colligs

Prawiis Shident
Flty Pt Bt (37 el el

Inbis sl Commsenity
Lt

a

Potantial Applcant
- Nas Disect Entry Otha

a

O

O

O

Dz liswrdd A prplican

Posentisl Applcant
- Dlrwst Enitry

Skl Duresiopresnt

a

a

a

L

Status In Canada Information

Coustry of Origha | |

Enahid in Casada 1 1

D yoms hiren sy

Chthvent it Een s

Firsl Langsags | |

Third Langusgs I |

How did fnd us? Checic AN that

Second Largeage

Colege Departnest Colleges Facuity
Community Agesey
FriendaiFamsy

informaten Seskon
(0 Carnpais)

O OO O0O0O0Q

Wiadk in

O OOooOoQgaoQ

Cotlage Wabiniis
Familiarity with Sa
Infarrmation Far (08

Campes|
On-issfinbnet

OOoogog

s S Dbjuctive Mel | I

Diist S Dijesiiva
v Ml
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I Bralsjeet Brad of |

Highasit Education

Work Exparisncs

| Sabsject Aras of |

Highusit Education

g ool Yok |

| A o Custantly |

Expariancs Oubs ke
Canada (s Yoars)

Lang of iork [

Experiancs n Cansda
{in Yiars]

How does your caneer of educational aspirations compare fo your past work and educalional exparience

Caseat v Ediscationad [

] ot [

[T e

Work Exparience Obtained Outside Canata (Please Check ANl that Apply)

Busineis, Finascs asd
Adrink ration
e s i

Mate=nl and Appled
B hiteoas, el Folabindl
Deeu pations

Deeu pations Uk o
Prirmary Indu iy

Trihii, Tranagon amd
[y ——
el Rralated Ootepalons

O

health Ueepaton O anag et O
Datepaton

Desupatieas in A, D Chriopameid St D

Caltung, Pesaallon Setence, Educaton,

ol Spor Gervernmst
Servkom and Fielkgeon

Oversupticss msieua 1o D Sl and Saredon D

Processing Cerepatn.

Mar dadurny
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Work Experience Obitained In Canada (Plaase Chec ANl that Apply)

Business, Finascs asd O tosaith Deeepaton O [t — a

Sulrinkfration ermpatinn

oty patens

Matzial and Appled D Desupations in A, D Onepatens n Social D

Echrnoes, and Felabe: Couiture, Rec salbos St Educataon,

Dol pat s el Bpart eomermmest
Servicn and Religon

oy paons, unky o D Oeoxsupmaticns makgue 1o D Eabea aned Sareiom D

Frivaary Inchu iy Procexiing Lo

i amafacturng

Trabih, Tranagon amnd D

Expul priail Dpadateds.

el Rralated Ootepalions

L |

Whal Flebdiarea are you cumently working in? (Pleass Check All that Apply]

Busineis, Finascs asd O taalth Decrspaton O Menagemant a

Adreinktration ermpation

oty patens

Matzial and Appled D Desupations in A, D Onepatens n Social D

Echrnoes, and Felabe: Couiture, Rec salbos St Educataon,

Dol pat s el Spart eomermmest
Servicn and Religon

oy paons, unky o D Oeoxsupmaticns makgue 1o D Eabea aned Sareiom D

Primary Indusiry Prooesing, ormpatio

i amafacturng

Trambich, Transgo and O Wot Corresgy Woriing [

Expul priail Dpadateds.

v Frmimied (ooepaion

[+ ) |

Administration tab

My Foscond 1D
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Appendix B Notification Form

CONNECT

Stratsglo Alllanocswe

Colleges Integrating Immigrants to Employment (CIITE)

Notice of Collection of Personal Information

Colleges Integrating Immigrants to Employment (CIITE) works with the 24 Ontaro
colleges to make it easier for immigrants, particularly those with work experience andfor
post-secondary education and fraining outside of Canada, to find employment. The
project is funded by the Government of Ontarie, Ministry of Training, Colleges and
Universities.

In order to provide the advising service, your college advisor will need to collect, use and
store personal information about you, including your education and work history. This
information will be uzed to provide you with follow-up advisory services, develop
statistical data, and to allow us to obtain your feedback about the advising services you
received, in order to improve our services. The information will be collected, used and
dizclosed in compliance with the legal requirements.

Your personal information may be ghared, only as is necessary, with other professionals
who are involved in providing you related senvices through the advisory program. More
specifically, the information may be shared with the following college groups or
agencies:

+ other college advisors;

s+ college service providers, such as enrolment services staff, job-placement staff

and financial assistance staff,

» collaborative program partners, such as employment support agencies;

= the central application service - Ontario College Application Service (OCAS); and

1 CIITE project staff.

If you have gquestions about the collection, use, and disclosure of the information you

provide fo wour advisor, please contact Sally Burgess, Project Manager at
burgessi@collegeconnect on.ca or 416-351-0330, ext. 2246,

underztand that my personal information will

(print full name)
be collected, used, and dizclosed as described above and that the confidentiality of my record

will be maintained at all times.

{Signature) (Date)

Motification Form: IT] Advising COMN"NECT Strategic Alliances - CIITE Project
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