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Purpose 
After the customer has completed the program, it is important to close them out both for reporting and to remove them 
from your case management roster. 

Step 1 - Outcomes Tab 
1. On the customer profile, select the Outcomes tab. 

 

 

 

 

 

 

2. Select Services to expand the section. Review the steps/services in 
the purple box to determine the status.  
• All services must be marked as Successfully Completed or 

Unsuccessfully Completed to exit the apprentice.  
• Delete any services/steps that were not started by clicking the 

red x icon. 
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3. Select Goals to expand the section. Review the goals and 
update the Status if necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select Measurable Skill Gains to expand the section. Review 
Measurable Skill Gains and add one or more if earned but not 
present. 
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5. Select Earned Credentials to expand the section. Review the 
Credentials and add one or more if earned but not present. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Select Success Stories to expand the section. Review the 
entries and add one if applicable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Exit the Apprentice 
June 2026, v4 

  
 

7. Select Employment to expand the section. When the apprentice 
gains employment post-enrollment, add the employment to this 
section. 
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Step 2 – Exit Customers 
1. On the outcomes tab, select the Exit section.  

2. Exit a customer if boxes are checked: 
• All services are marked as complete – successful or unsuccessful.  
• Measurable Skill Gains have been entered. 
• Industry Recognized Credentials are entered into the system. 

3. Select a School Status 

4. Select an Exit Reason 

5. Select an Exit Date 

6. Click Save Exit Status 

 

 

 

 

 

 

 

 

 

7. The Customer is exited line in 
the Action box at the top should 
now display a green status.  
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