COLORADO
w Office of Economic Security

Division of Economic & Workforce Support

Reporting Employment First (EF) Activity Hours Using PEAK and
MyCOBenefits

Attention all EF Participants:

e Participants will now be able to report hours for Employment First (EF) activities
through the PEAK website and MyCOBenefits mobile application.

e Participants who are working with a Colorado Works (CW) and EF case manager, will
have the option to select which program the hours they are reporting should be added
to.

e Participants can only submit hours for one program at a time.

e PEAK and MyCOBenefits users will now also be able to upload verifications for their
reported EF hours.
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Submitting Hours in MyCOBenefits:

On the EF screen,
select the name of
the user.

Employment First

Employment First NeXt, select
Employment First (EF) assists with ‘TimeSheetS, .

employment and training support as
well as skill building services. All
individuals receiving SNAP are able to
receive EF services. If you choose to
receive EF services, you may be eligible
to receive supportive payments in
addition to your SNAP benefits. Each
individual that participates with EF will
receive case management services.

Request EF Services

- Select ‘Report Hours’
. d_U_dzﬂl ’ at the bottom.
Plan

i<

Supportive
Payments

Timesheets

Sanctions Timesheets

J

May 2023 EGERIrE]

Workforce
Assessments

Condition
Agreement

There are no reported hours for the
selected household member.

Click on Report Hours to submit hours.

+ Report Hours
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Choose your ‘Primary’
and ‘Secondary’
Reporigia Categories and click Employment Bt
Johnathan Lincoln ‘Submit.’ Johnathan Lincoln

To begin, please select primary and
secondary category.

To begin , please select primary and
secondary category.

Primary Category :

NOW you can enter Education Activities
Enter Secondary Category your date and S St

Enter Primary Category

hours, then click

May 2023

Jun 03 - Jun 09 Jun 03 - Jun 09

Date Time

Jun 11, Sun

It will ask you to

confirm that you
o are sure, click
‘Yes’.

You should see a
confirmation that

Are you sure you want to submit

Your changes and reported hours
hours for Orientation y0U r hOU rs have have been submitted and are
. awaiting review by your case
been Smeltted . manager/coach.

Yes No

Click ‘Ok’ and
you’re done!

Ok
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Submitting Hours in PEAK:

Log on to PEAK and navigate to the ‘Manage my
benefits’ tab. Then click on the ‘Filter’ button.

m PEAK Dashboard || Manage my benefits »  QFind Resources v GetHelp v Upload documents  Mailbox (1) Account settings v Espafiol

< Back to Work programs

& Individual member: George {54 yrs)

Timesheets

Timesheets summarize the hours worked in each activity per month.

Month

February 2021 v

@ Total hours
Below is an overview of total hours for the selected month. To report additional hours, select ‘Report hours',

05.00 hours 05.00 hours 05.00 hours 05.00 hours 9
Rejected Denied Pending Verified /%\.
{ )
A rer /
i Submitted timesheets Y Fiter
Category Status Time recorded Date reported Program
Job Search Pending 5.00 hours 05/23/2021 Employment First Edit
How to Communicate Denied 5,00 hours 05/12/2021 Waorkforce Development
Orientation Verified 5,00 hours 04/08/2021 Employment First Edit
Job search Rejected 5,00 hours 03/18/2021 Waorkforce Development
<ﬁ,&OPEAK Rights and responsibilties Accessibility Privacy notice Contact

anoficialwabsita ot B MEShane
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To see hours for EF only, select the ‘Employment First’ box,
then click ‘Apply.’

Filter my submitted timesheets by

Date range

From

Program
;] Employment First

;] Workforce Development

Status

| Verified

| Pending

:_ | Denied
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Now only timesheets for EF will be visible in the ‘Manage my Benefits’
screen. Click the ‘Report Hours’ button to add more hours.

& PEAK Dashboard  Managemybenefits v Find Resaurces v GetHelp ™ Upload documents  Mailbox (1) Account settings ~  Espafiol

< Back to Work programs

& Individual member: George (54 yrs)

Timesheets

Timesheets summarize the hours worked in each activity per month.

Month
February 2021 v
o T
Below i rview of total hours for the selected month, To report additional hours, select ‘Report hours!
05.00 hours 05.00 hours 05.00 hours
Denied Pending Verified
Report
# Submitted timesheets Y Filter
Filtered by:  Employment First X
Category Status Time recorded Date reported Program
Job Search Pending 5.00 hours 05/23/2021 Employment First Edit
How to Communicate Denled 5.00 hours 05/12/2021 Employment First
Orientation Verified 5.00 hours 04/08/2021 Employment First Edit
Job search Rejected 5.00 hours 03/18/2021 Employment First
mPEAK Rights and responsibilties Accessibility Privacy notice Contact

an official website ot M@ 255ane
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On the ‘Report Hours’ screen you will first have to select your program
and then select your ‘Primary’ and ‘Secondary category.’” Next click
‘Add hours.’

(‘Amm_mPEAK Dashboard ~ Managemy benefits »  Find Resources »  GetHelp ™~  Upload documents  Mailbox (1) Account settings v Espafiol

Work programs > Timesheets > Report hours

& Individual member: George (54 yrs)

Report hours

Record the hours that you spent on your job search or job-search related activities

(1)
28 More about your category

Below are the primary and secondary categories you could report hours for. Learn more

Select program

- o O

Employment First ») Waorkforce Development

Primary category

Select primary category v
Secondary category
Select secondary category v
Add hours
Submit
<$‘)PE Rights and responsibilties Accessibility Privacy notice Contact

anoficialwensiteof MBS Siane
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The ‘Hours’ section will now be available. Enter your Month, Week, Hours,
and minutes. Then click ‘Submit.’

Report hours

Record the hours that you spent on your job search or job-search related activities.

Select program

- o C
Employment first O Workforce Development
Primary category
Orientations and information sessions v ‘
Secondary category
Orientation v ‘

Add hours

alaniln
Hours

Month

April 2021 v ‘

Week

04/03/2021 - 04/09/2021 v ‘
Date Hours Minutes
04/03/2021 hours ‘ minutes Add comment
04/04/2021 | hours minutes Add comment
04/05/2021 hours minutes Add comment

‘ 0 Only hours for the selected week may be entered. You can not enter hours for days in the future.

‘ Cancel Submit

P ]
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Success! You will see confirmation that your request has been
o submitted. Requests can be viewed in the ‘Timesheets’
section on the ‘Manage my benefits’ screen.

Use the ‘Upload documents’ button if you have any documents

(ﬁ.&anAK Dashboard Manage my benefits ~ Find Resources Get Help Upload documents Mailbox (1) Account settings Espaiiol
Success!
.
We received your request.
A\
Your request has been successfully submitted. You can track the request from your Timesheets section, - -

Back to Work programs Upload documents

©

.

—

\ !

wJor/

mPEAK Rights and responsibilties Accessibility Privacy notice Contact
An afficial website of Seltane
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