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STATEMENT OF                    
RECOGNITION

While we meet today on a virtual platform, let’s take a moment 
to recognize, respect and acknowledge the importance of the 
lands we occupy and from which we benefit. 

Today, let’s reaffirm our commitment and responsibility                                 
to improve relationships between nations -- and our own 
understanding of local Indigenous peoples and their cultures. 

Let’s remind ourselves that, wherever we are, we live on the 
ancestral and unceded territory of Inuit, Métis, and First 
Nations people.
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• free webinar series developed by Ontario’s LBS Regional 
Networks & the Provincial Support Organizations for Literacy

• supports LBS practitioners with presentations on topics 
important to them

• English language webinars presented for LBS practitioners 
annually since 2015-2016

• all webinar presentations, recording links & transcripts here: 
     Pop Up PD Resources for LBS Educators
 
• webinar topic ideas welcome at:  e-channel@contactnorth.ca 

ABOUT                    
POP UP PD              
FOR LITERACY 
EDUCATORS

https://e-channel.ca/practitioners/pop-pd-resources
mailto:e-channel@contactnorth.ca
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Bonjour, Ahnii, Hello! - Topics for Today 

1. EOIS – CaMS: What & Why

2. CaMS User Guides, Desk Aids, Training Resources & Forms

3. Tips on Registering a Person & Creating a Service Plan in CaMS

4. Tips on Maintaining & Updating a Service Plan

5. Tips on Closing a Service Plan

6. Site Level Data Integrity – What, Why, and How?

7. Monthly Information and Referral Data & Reporting

8. Wrap Up 



1. EOIS – What & Why

EOIS = Employment Ontario Information System

Used by LBS, Employment Services, Apprenticeship, etc.

Within EOIS there are several different applications:

• EOIS-CaMS (Case Management System)
• EOIS-SP Reports (CaMS data reports)
• EOIS-SP Connect (business and finance documents)
…Plus others for various EO programs



Accessed through BPS Secure



2. CaMS User Guides, Desk Aids, 
Training Resources & Forms

This guide is available at 
https://www.cscau.com/resources

(Disponsible en français aussi)

We’ll use the guide for some of our discussion today.

https://www.cscau.com/resources


Et quelques ressources en français aussi 

https://www.coalition.ca/bibliotheque/ressources/

https://www.coalition.ca/bibliotheque/ressources / 

https://www.coalition.ca/bibliotheque/ressources%20/


myEOIS

https://www.myeois.tcu.gov.on.ca/ 
 

https://www.myeois.tcu.gov.on.ca/


Short documents to help with 
specific tasks or processes in 
CaMS

Videos (but most don’t apply to LBS)

User Guide for LBS Service Plans

myEOIS - Menu

Can be helpful to use “Forums” to 
communicate a CaMS issue/check 
the status



myEOIS – Desk Aids

Create your own desk aids!



myEOIS – Training Video



myEOIS – User Guides



Pop Up PD for Literacy Educators

Especially helpful for webinars related to CaMS 
Reports 60B, 60D, 61 & 64!

https://e-channel.ca/practitioners/resources/pop-up-pd/2023-2024-pop-up-pd-resources/ 

https://e-channel.ca/practitioners/resources/pop-up-pd/2023-2024-pop-up-pd-resources/


Et aussi ‘Pop Up PD’ en français de la COFA

https://www.coalition.ca/bibliotheque/webinaires/ 

https://www.coalition.ca/bibliotheque/webinaires/


Employment 
Ontario Partners 
Gateway –

Forms

https://www.tcu.gov.on.ca/eng/eopg/ 

https://www.tcu.gov.on.ca/eng/eopg/


Employment 
Ontario 
Partners 
Gateway – 

Forms



Employment 
Ontario 
Partners 
Gateway – 

Forms

A long list of forms so look for LBS!



Today we’ll focus on 
the topics with the 
blue arrows & use this 
manual as a guide.

https://www.cscau.com/resources 

https://www.cscau.com/resources


3. Tips for Registering a Person & Creating a Service Plan in CaMS

The data we enter in CaMS is tied directly to 
our accountability with our funder (the Ministry).

When it comes to CaMS data entry and file 
management:

• Use the available resources

• Talk to someone from another LBS program 
who is experienced in CaMS data entry

• Don’t be afraid to ask!!



Tip #1 – SAVE! SAVE! SAVE!

• When you are working in CaMS, save OFTEN!!!!
• The system will log you out automatically after 15 

minutes of inaction.
• Remember to log out when you are finished or 

when leaving your computer unattended.



Tip #2 – Client Record

ALWAYS check first for an existing client record 
before you register a new client in CaMS!
This search alleviates creating duplicate files in 
CaMS

• Enter the SIN in the Reference Number field, 
then click search

• If you don’t find anything, enter last name, first 
name and date of birth (DD/MM/YYYY)

• If no duplicate exists, click Register to create 
a new record for that client.



Tip #3 – Client Record

If you locate an existing client record: 

• Check to see if the “Person” information 
matches your PRF

• Update contact information if necessary

• If a field doesn’t match the previous record, 
e.g. country of birth, contact the client to 
verify



Tip #4 – Self-Identification Information

For pre-existing learners in CaMS, the self-identification information from the PRF may 
be different than what is in their previous record in CaMS

Ensure that self-identification information matches what is on your current PRF



Tip #5 – Address

a) If postal code is invalid:
• Check with the client to verify and/or
• Use Canada Post’s “Find a Postal Code” tool: 
https://www.canadapost-postescanada.ca/cpc/en/tools/find-a-postal-code.page 

b) Modifying an address:

https://www.canadapost-postescanada.ca/cpc/en/tools/find-a-postal-code.page


Tip #6 – Education and Employment Information

Education information is important for LBS 
providers to enter in CaMS.

• Some learners may not recall exact 
dates or details; encourage them to 
provide their best guess

• Ask them to estimate month/year

• Use 1st of the month as a default if 
they don’t remember the exact date 

Employment information may or may not be collected 
and entered in CaMS.

• Many LBS programs only enter the employment 
info in CaMS if the learner is on the Employment 
goal path

• If your program enters employment info, you will 
need to locate the NOC/NAICS code for the 
relevant job category from the “look-up” in CaMS

• Use the closest possible NOC/NAICS code 
based on the info you have

• Create a ‘cheat sheet’ of commonly used 
NOC/NAICS codes so you don’t have to search 
every time



Tip #7 – New Service Plan
Select New Service Plan on the EO Home Page 

• When you save the Service Plan, it will have a status of Open in CaMS
• Later in the process it will be Approved and then Active
• Only Active service plans count toward the Ministry’s performance measures



Tip #8 – Client Summary

Enter all the applicable fields from the Client Summary on the PRF

• Entry Assessment Tool is the type of assessment used
• Estimated Learner Weekly Time Commitment is located on the last page of the PRF
• Date of Assessment is the date the client completed your program’s intake assessments
• *If the Labour Force Attachment is ‘Employed full-time’, then the time out of work is N/A



Tip #9 – Learner Gains

Learner Gains is an 
assessment approach that 
has never been 
implemented by the Ministry

You should never enter any 
scores under Learner Gains 



Important to record the Referral In source 
because most referrals count toward our Ministry 
performance measure of ‘Service Coordination’

There are 3 Referral In sources that do not 
“count” but should still be recorded:

• EO-Literacy and Basic Skills Service Provider
• Informal Word of Mouth/Media Referral
• No response

Tip #10 – Referral In



Tip #11 – Adding Sub-Goals and Plan Items

• Used to add milestones, learning activities, referrals and 
training supports

• Expected Start Date and Expected End Date for each Plan 
Item will default to the current date but can be adjusted

• Custom Basic Plan Item is used when a Plan Item is not on 
the list. Check with your program for more information about 
when to use this

• All dates must match the file documentation, e.g. milestone 
completion date

• Status of Plan Items:
• “Not Started” when the Plan Item is first created
• “In Progress” when an actual start date is recorded



Tip #12 – Approval of the Service Plan

• Once all the initial Sub-Goals and Plan 
Items are added, you must submit the plan 
for Approval

• Ensure all elements of the Service Plan are 
entered: home page, client summary, plan 
content

• Dates on Plan Items should be on/after the 
Service Plan start date



Tip #13 – Plan Summary

Date on the Plan Summary is the date the learner 
“accepts” (agrees to) the plan, i.e. the date they sign it

After the Plan Summary is “accepted’ in the system, the 
service plan status changes from Approved to Active

Service plans must be Active to count toward your 
site’s LBS performance measures

(Closed plans also count)



Tip #14 – Check Active Service Plans



Tip #15 – Multiple Service Plans

Learners can have an Active service plan with 
more than one LBS program (or other EO 
provider) at the same time, e.g. Employment 
Services

This includes shared/blended learners who can 
be co-registered in an in-class LBS program 
and an LBS e-channel (fully online) program

Keep in mind that each separate service plan 
generates 3, 6, and 12-month follow-ups at exit



36

Goal

Sub-Goal

Plan Item Plan Item

Sub-Goal

Plan Item Plan Item

Summary: Creating an LBS Service Plan

The Service Plan Elements Steps to creating the Service Plan

A. Generate a new service plan 
for the client from the template.

B. Create the client summary.
C. Add a sub-goal(s).
D. Add  a plan item(s) related to 

that sub-goal.
E. Submit plan for approval.
F. Create plan summary.
G. Record acceptance of plan 

summary.



4. Tips for Maintaining & Updating a Service Plan

Maintaining a Service Plan in CaMS  means 
that you are regularly entering new data into 
the plan as the learner works through 
different elements of their LBS program, e.g. 

• learning activities
• milestones
• referrals
• training supports

Some of the CaMS reports can also help to 
maintain/update the service plan accurately, 
e.g. Case Activity #61, Inactive Cases #20



Tip #16 – Deleting Plan Items

If the Plan Item has a date in the Actual Start Date field, it can 
be deleted by first removing the date and saving, and then 
deleting the Plan Item. 

Be sure to delete the Sub-Goal for that plan item as well



Tip #17 – Cancelling Plan Items

Be sure to delete the Sub-goal for that plan item 
as well

• Status for the Plan Item will be Not Started with a Cancelled outcome. 

• Status for the Sub-Goal will also be “Not Started” status under the Sub-Goal. 



5. Tips for Closing a Service Plan

The LBS Exit and Follow-up Form 
is completed when the learner is 
ready to leave your program.

The form gives you the information 
you need to close the learner’s 
Service Plan in CaMS.



Tip #18 – Checking Information

• Before closing the service plan, ensure all reported changes to 
learner information and/or learner plan details are recorded in the 
file and are up to date in CaMS (address, phone, e-mail, 
education, employment, etc.)

• Close all aspects of the service plan from the lowest elements up: 
plan items, then sub-goals, then goals, then the service plan itself

• Set Sub-Goal outcomes to either Attained, Not Attained or 
Cancelled

• *If there a learner satisfaction rating, a program outcome should 
be known and entered (not ‘Unknown’)



Tip #19 – Closure Checklist

 Use a checklist to ensure all 
information is accurate and complete

 This sample can be customized for 
your own program



Tip #20 – Closure Reasons & Exit Outcomes

Be sure that your staff:

• are using the same processes to check and 
close files

• understand the Reasons for Closure and 
Outcomes at Exit on the Participant Exit and 
Follow-up Form

• are selecting the Reasons and Outcomes 
consistently



Tip #21 – You Can’t Go Back!

Once the service plan is closed in CaMS, it cannot be 
reopened!

The only things you can change are the Closure 
Details

The Closure Reason cannot be changed once the 
service plan has been closed with a reason of 
‘Opened in Error’



6. Site Level Data Integrity – What, Why, and How?

CaMS data is used by the Ministry to 
monitor LBS programs on 5 different 
measures

Accurate and up-to-date data in 
CaMS will help your program 

 - achieve those measures &
 - identify areas for improvement



Tip #22 – Internal File Audit

If possible, do a random file audit within your program every couple of months

• Select a few files, both Active and Closed

• Review the contents of the paper files for accuracy and complete 
documentation

• Compare the file content to what you have entered in CaMS

Doing this regularly helps to catch mistakes or process issues that need to be 
improved 



Tip #23 – Close Files Promptly

Of the 5 performance measures the 
Ministry uses to monitor LBS programs, 
4 use data from Closed files

The more promptly you close your files, 
the more data will feed into your 
performance measures



7. Monthly Information and Referral (I&R) Data Reporting

“All EO service providers must 
provide information and referrals to 
all EO employment and training 
programs and services, regardless 
of which programs or services they 
are contracted to deliver.”

LBS Service Provider Guidelines



Tip #24 – Know How to Enter Monthly I&R Data



Tip #25 – Have a Process to Collect I&R Data*
Information Sessions Two types:

1. Outreach
2. Information Session
- Provide a description 
- Choose audience
- # of attendees
- from and to dates

Participation Referrals
-month and year
- # of individual referred to other literacy service providers
-# of individual referred to other programs/services

Wait List Wait List
-month and year
-# of individuals on the wait list

*Not all I&R data categories will apply to your program



WHEW!
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Wrap-Up & Questions 

1. EOIS – CaMS: What & Why

2. CaMS User Guides, Desk Aids, Training Resources & Forms

3. Tips on Registering a Person & Creating a Service Plan in CaMS

4. Tips on Maintaining & Updating a Service Plan

5. Tips on Closing a Service Plan

6. Site Level Data Integrity – What, Why, and How?

7. Monthly Information and Referral Data & Reporting

8. Wrap Up 



MERCI,
MEEGWETCH, 
THANK                    
YOU!

Webinar resources: Pop Up PD Resources for LBS Educators

Webinar Evaluation: please complete the very short survey when 
you exit the webinar. Your feedback is important!

https://e-channel.ca/practitioners/pop-pd-resources
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