Using Activity/Service Codes for Employers
Activity Codes, or Service Codes, for employers are used to report the various services provided to employers who are registered in the Virginia Workforce Connection system. Referrals and notification can be automatically generated through actions taken by the by staff.
To create a Service Code for an employer you need to be managing the employer. 

· In the far left column under services for Workforce Staff click Manage Employers then click Assist an Employer.
· Conduct a search for the employer using the method of choice (Employer Name, User Name, FEIN, etc.). 
· Once you are in the employer’s account, click on the employer’s name in the far left column under currently managing.
· In the folders at the top center of the page under Staff’s Profile, Case Management Profile, click the word Activities 
· Next click Service Plan. 
· At this point you can either add a single service by clicking Add Service or you can choose Add Multiple Services.

· Select the service(s) you provided to the employer. (Please refer to the Activity Codes reference sheet for a description of the services.)

· Set the Actual Service Date (Scheduled Date/Time is not required)

· Completion Code is required (even though there is no red * for that item)

· Make sure LWIA/Region, Office Location, and Position are complete

· It is recommended that you create a case note for the service activity to explain the service created. Click Add a new Case Note to create the service activities case note.
· After creating and saying the case note (it will display in the case note section of the service activity), be sure to click Save to save the activity.

To create a Case Note Template – Case note templates can be a wonderful time saving for staff that provides the same services to employers on a regular basis. A well written case note template can help save staff significant time and effort in entering case notes. 

· Once you are in the employer’s account, click on their name in the far left column under Currently Managing.
· In the folders at the top center of the page under Staff’s Profile, Case Management Profile, click Case Notes.
· Near the bottom of this page under the Add New Case Note button click the View Case Note Templates option.

· Next click Create New Template
· Give the template a name that will identify what the topic will be for the case note

· Complete the other required fields
· When creating the Case Note Template, be generic in descriptions. Rather then stating him or her you might use “employer” or “customer”. 

· NOTE: Even if you create a template for various case notes you can individualize the note (edit or modify it) for each or any employer.
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