
 

Veteran Quarterly Report Desk Aid 
NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display 

field help. 
 

This desk aid will cover how to use Toolbox to track the veterans you are serving 
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DVOP 
Toolbox can be used to answer the below three questions. This information can be obtained through the Case Management search in Toolbox 
 
 

1. Total number of veterans enrolled in Local Case management in Toolbox? 
 

2. Total number of veterans enrolled in VR&E in Toolbox? 
 

3. Total number of veterans who became job ready this quarter? (this will include those who you did not need to case manage as well as those 
you did) 
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Enrollment Numbers (Question #1 & #2) 

 
 

Local Case Management 

 

 

 

 

 

1. Click CM Search icon 

 

 

 

1 
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2. CM Status-Active.  

3. Counselor-Defaults to staff who 
is logged in (Steven Butts) 

4. Primary, Secondary or Both-
Change to both 

5. Double Click in Enrollment 
Type 

6. Choose Veteran 

7. Click Ok button 

 

 

 

2 

3 

4 

 

5 

7 

6 
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8. Tab out of the Employment Type 
field (Not shown) 

9. Choose Category 

10. Click Ok button 

 

 

 

 

9 

10 
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Case Management search is now set to 
look for 

• Customers who are active for 
Case Management 

• Where Steven Butts is either a 
primary or secondary counselor 

• That are currently enrolled in 
Veteran\Local Case Management 

 

11. Click Search button 

 

 

 

11 
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12. Search indicates 0 (zero) 
customers enrolled in Veteran-
Local Case Management. This is 
okay, remember the DVOP 
makes determination on who 
they local case manage. 

 

VR & E 

 

13. Double click in Enrollment Type 

14. Choose Veteran 

15. Click Ok button 

 

 

 

  

13 

12 

14 

 

15 
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Case Management search is now set to 
look for 

• Customers who are active for 
Case Management 

• Where Steven Butts is either a 
primary or secondary counselor 

• That have a Actual Veteran\VR 
&E enrollment  

 

16. Tab out of the Employment Type 
field (not shown) 

17. Choose Category 

18. Click Ok button 

 

  

17 

18 
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Case Management search is now set to look for 

• Customers who are active for Case 
Management 

• Where Steven Butts is either a primary or 
secondary counselor 

• That have a Actual Veteran\VR &E 
enrollment  

 

19. Click Search button 

 

 

 

19 
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20. Search indicate 11 customers 
enrolled in Veteran-VR & E 

 

 

 

 

20 
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Job Ready this Quarter (Question #3) Creating a Register 
 

To track this we will use the Register function of Toolbox. Create a Register for each quarter. Once created simply add job ready veterans to the appropriate 
register.  
 
 

Building Register by 
Quarter 

 

 

 

 

1. Click Utility 

2. Choose Registers 

 

 

 

1 

2 
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3. Register-This field displays the 
title of the register. 

4. Code-This is the code for the 
register, This means nothing in 
Toolbox it is a left over from 
Utah. 

5. Type-This is the Type of Register 
it is. There are five types.  

6. Office-Indicates the office the 
Register is tied to 

7. Active-Date the Register became 
active. 

8. Inactive-Date Register became 
inactive 

  

 

3 4 5 6 7 8 

DWD Training April 2015 Page 12 

 



 

 

9. Give Register a name 

10. Make up a Code 

11. Double click in Type field 

12. Choose Other 

13. Click Ok button 

14. Double click in Office field 

15. Choose the Office you are 
working in. (If you are 
assigned to more than one 
office and want to keep who 
you are working within each 
office separate you will need 
to make a register for each 
office.) 

16. Click Ok button 

17. Enter Active date 

18. If you wish you may enter an 
Inactive date. I do 
recommend this for the 
quarterly registers. By setting 
an inactive date you will not 
need to go back and clear 
veterans from the register. 

 

 

 

9 10 

 

12 

11 14 

 

13 

15 

16 

17 18 
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19. Register information is now 
populated for October 2014 
thru Dec 2014 for the 
Springfield Career Center 
LVER. It is set to go inactive 
Jan 15, 2015 this gives the 
LVER two weeks to pull his 
numbers for the Oct – Dec 
quarter. 

20. Click Save button 

 

 

Follow steps 9 thru 20 to add 
additional registers for the remaining 
quarters. 

 

 

 

19 

20 
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21. Register has been added for 
January 2015 thru December 
2015. You can add as many 
quarters as you wish. Notice I 
inactivated each register two 
weeks after the quarter ends. 
This allows you time to pull 
your report and will 
automatically remove the 
register from the Veteran’s 
record when the register goes 
inactive. 

22. Click Close button 

 

 

 

 

21 

22 
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Job Ready Veterans this Quarter (Question #3) Adding Veteran to a Register 

 

 

 

 

 

 

 

1. Navigate to the Veteran’s 
record 

2. Click Des Job tab 

 

 

 

 

1 

2 
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3. Double click in Registers field 

4. Locate and select the Register 
you wish to assign the veteran 
to 

5. Click Ok button 

 

 

 

 

3 
 

4 

5 
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6. Register is now displayed in 
Registers field 

7. Click Save button 

Repeat Steps 1-7 in this section to add 
additional Job Ready veterans to your 
Register 

 

 

 

6 
7 
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Extracting Job Ready Veterans using a Register (Complete Question #3) 
 

Total number of veterans 
who became job ready this 
quarter? 
 

 

 

 

1. Click Utility 

2. Choose Registers 

 

 

 

1 

2 
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3. Enter name of Register you are 
searching for in the Title field 

4. Click Search button 

 

 

 

 

4 

3 
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5. Click on the Register you wish 
to view 

6. The #Skr field show how many 
job seekers (veterans) are on 
the register. In this case 3 so 
the answer to Question #3 is 3 
veterans became job ready 
this quarter 

 

Extract an Excel Listing of 
individuals assigned to a 
register. 

7. With the register you wish to 
export selected click the 
Export button 

 

 

5 

6 

7 
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8. Job Orders and Employers is 
grayed out (none tied to the 
register) 

9. Seekers is checked and active 

10. Click Export button 

 

 

10 

9 

8 
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11. Click Open  

 

  

 

 

 

12. Enter your login Credentials  

13. Click Ok button 

 

  

11 

12 

13 
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14. Excel displays customer appid 
id, name, & phone number 

 

 

14 
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LVER 
For the LVER using Toolbox to maintain a listing of customer you are working with is going to be different. The DVOP is looking for customers 
enrolled into some form of case management (Local Case Management & VR & E) for the LVER they will work with veterans who are enrolled in 
local case management as well as veterans who simply needed a resume, interview assistance, or something else that is “simple.” For this reason is 
will be difficult for the LVER to utilize the CM search to answer the below questions. This information can be obtained through using the Register 
module in Toolbox.  
 
 

1. Total number of job ready veterans referred by the DVOP’s for job development this quarter? 
 

2. Total number of veterans who entered employment through your efforts this quarter? 
 
 

Please keep in mind this is only options for you to use so you do not have to maintain paper to track who you are working with. If all Vet Staff do not 
use this method then you will need to implement another method of tracking your customers.  
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Extracting Total Number of Veterans referred by DVOP’s for Job Development this Quarter 
(Question #1) 

 

Question #1 you can answer 
using the DVOPs register for 
Job Ready Veterans 

 

 

 

 

1. Click Utility 

2. Choose Registers 

 

 

 

 

1 

2 
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3. Enter name of Register you are 
searching for in the Title field 

4. Click Search button 

 

 

 

 

4 

3 
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5. Click on the Register you wish 
to view 

6. The #Skr field show how many 
job seekers (veterans) are on 
the register. In this case 3 so 
the answer to Question #1 is 3 
veterans referred by the 
DVOP’s for job 
development this quarter.  

NOTE: If you are responsible for more 
than one office you will need to extract 
the information from each DVOP 
register. 

 

 

 

5 

6 
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Total number of veterans who entered employment through your efforts this quarter 
(Question #2) 

 

Building Register by 
Quarter 

 

 

 

 

7. Click Utility 

8. Choose Registers 

 

 

 

7 

8 
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9. Give Register a name 

10. Make up a Code 

11. Double click in Type field 

12. Choose Other 

13. Click Ok button 

14. Double click in Office field 

15. Choose the Office you are 
working in. (If you are 
assigned to more than one 
office and want to keep who 
you are working within each 
office separate you will need 
to make a register for each 
office.) 

16. Click Ok button 

17. Enter Active date 

18. If you wish you may enter an 
Inactive date. I do 
recommend this for the 
quarterly registers. By setting 
an inactive date you will not 
need to go back and clear 
veterans from the register. 

 

 

 

9 10 

 

12 

11 14 

 

13 

15 

16 

17 18 
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19. Register information is now 
populated for October 2014 
thru Dec 2014 for the 
Springfield Career Center 
LVER. It is set to go inactive 
Jan 15, 2015 this gives the 
LVER two weeks to pull his 
numbers for the Oct – Dec 
quarter. 

20. Click Save button 

 

 

Follow steps 9 thru 20 to add 
additional registers for the remaining 
quarters. 

 

 

 

 

19 

20 
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21. Register information is now 
populated the calendar year 

22. Click Save button 

 

 

 

 

 

 

21 

22 
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Adding Veterans to the 
quarterly placement register 

 

23. Navigate to the Veterans 
record 

24. As you can see there is no 
veterans enrollment to tie this 
Veteran to 

25. Click on Des Job Title tab 

 

 

 

 

 

25 

24 

23 
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26. Double click in the Registers 
field 

27. Choose the Register you wish 
to assign the Veteran to 

28. Click Ok button 

 

To add additional Veterans to this 
register repeat steps 45-50 

 

 

 

 

 

26 

28 

27 
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29. Register has been added.  

30. Click Save button 

 

 

 

 

 

29 

30 
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Extracting Placed Veterans using a Register (Complete Question #2) 
 

Total number of veterans 
who entered employment 
through your efforts this 
quarter? 
 

 

 

 

31. Click Utility 

32. Choose Registers 

 

 

 

31 

32 
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33. Enter name of Register you are 
searching for in the Title field 

34. Click Search button 

 

 

 

 

34 

33 
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35. Click on the Register you wish 
to view 

36. The #Skr field show how many 
job seekers (veterans) are on 
the register. In this case 1 so 
the answer to Question #2 is 1 
veterans became job ready 
this quarter 

 

Extract an Excel Listing of 
individuals assigned to a 
register. 

37. With the register you wish to 
export selected click the 
Export button 

 

 

35 

36 

37 
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38. Job Orders and Employers is 
grayed out (none tied to the 
register) 

39. Seekers is checked and active 

40. Click Export button 

 

 

40 

39 

38 
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41. Click Open  

 

  

 

 

 

42. Enter your login Credentials  

43. Click Ok button 

 

  

41 

42 

43 
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44. Excel displays customer appid 
id, name, & phone number 

 

 

 

44 
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