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Login to the Application



Navigate to the Customer Module 



Search for and Open an Existing Record



Navigate to the Customer Detail – Services Tab



Activity – Folder/Subfolder



Activity Definitions



Rapid Response Association



Add/Save Activity(s)



Adding Activities to a Group



Saved Activities



Activity Buttons



Comments



Adding Comments



Adding Comments to a Group



Additional Buttons



FAQs

How often should I be posting activities?

Activities should be posted every time you have provided the service. If the customer and you discuss LMI 

multiple times, post the activity each time. If the customer takes the CASAS math test multiple times, post 

the match test activity each time.  The reason is that the federal government wants to know the first time 

and the most recent time you have provided the service for many of the activities and they are looking 

within select time frames.

Does it matter which person in our office takes the activity if we both provided it on the same day?

Most reports roll all the services up to a WDB area or sometimes an office so that is not a concern 

regarding the staff member.  Do understand, however, you are only documenting what you have provided, 

not what someone else has done. If you both have provided it, you can both take the credit though it 

doesn’t add any extra credit for your area.

What is the major change between the original version and the NextGen version?

The only real difference for this topic is that there is now a Services tab within Customer Detail and this 

tab has both the activities and the services information in the same area. This allows for streamlined entry 

and the ability to see the two pieces of information quickly.



 Customer Search

 Programs/Public Assist

 Customer Module

 Comp Assess

 Customer Services

 Programs/Public Assist

 Activities & Comments

 Customer Outcomes

 Providers/Offerings

 Employers/Job Orders

 Matching from Customer

 Matching from Job Order

 Options and exporting

 List function

 Correspondence function

 Links 

 I.A. Referrals

 Secure Counseling Tab

 Staff Module

 Follow up Best Practices

 Reporting

NextGen training topics available:

Questions regarding the training you just viewed can be sent to:

WorkforceInformationSystems@dol.nj.gov
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