
Module 10: Managing 
Caseload in eJAS

This section reviews:

eJAS Caseload Screen and How to Find Participants

eJAS Reports

eMessages

Task Reminder



Washington State Department of Social and Health Services

Caseload Screen
This is your Caseload screen, which shows all 
participants who are currently active with your 
agency.

Participants will not show on the caseload screen 
when:
- FI component is closed.
- All components are closed.
- BFA is closed.
- TANF is open.

In these cases, you will need to find the participant 
on the Historical Report or by searching.

You can 
access your 
Historical 
Report here.

Updated 07/2025



Washington State Department of Social and Health Services

Rejected Clients List

You can change 
the month you 
are viewing here.

This is your Rejected Clients list, which shows all 
rejected BFET Contractor Caseload e-referrals for the 
month selected.

This page will show you referral and rejection dates for a 
specific client, as well as rejection reasons.

You may also see any additional Rejection Notes when 
applicable. These notes are viewable by clicking the links 
under rejection reason. 
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Historical Report
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This is your Historical Report screen, which 
shows all participants who were active 
during a selected time.

You can access a participant’s case from 
the Historical Report if there is an active FI 
component. 

You can view the case, enter client notes 
and enter participant reimbursements.



Washington State Department of Social and Health Services

Historical Report

Tip: Check your historical report 
every month during the last week of 
the month. 

This will help you identify all 
participants whose Basic Food 
Assistance will close that month so 
you can reach out to them to 
encourage them to contact DSHS to 
reopen BFA. 

If BFA remains closed, you will need 
to close all non-BR BFET 
components. 
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Search for a Participant

You can also find a 
participant by searching 
eJAS ID.

On the Home screen, you 
can enter the eJAS ID and 
select the “Go Find It” 
button.
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eJAS Reports
There are several reports available 
in eJAS that can be used to help 
you manage your caseload and 
provide you with information for 
BFET participants across your 
agency.

Access the reports by 
selecting the E&T Reports 
link from the Home screen.
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eJAS Reports
Overdue Components / Activity End 
Preview
You can use this report as a to-do list for 
ensuring components are updated promptly.

The overdue list shows components for which 
the scheduled end date has passed. These need 
to be closed or extended ASAP.

The Activity End Preview list shows components 
with an upcoming, scheduled end date. The 
provider should connect with the participant to 
plan next steps and update eJAS.

From the E&T Reports screen, select the link for 
Overdue Components/ Activity End 
Preview. Select your contractor code and 
select the “Get Report” button.
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eJAS Reports

Component History Report

This report will provide information about 
participant enrollment and component use 
for all BFET participants in your agency. 

You can search by specific dates and 
component types.

From the E&T Reports screen, select the link 
for Component History Report. Enter the 
time period you want to review, select the 
component types you want to include and 
select your contractor code. Then select the 
“Get Report” button.

The results will show on the screen with links 
to the client case. You can also export the 
report to Excel.
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eJAS Reports
From the E&T Reports screen, select the link for 
Participant Reimbursements Report. Select 
your contractor code and enter the search dates. 
Then select the “Get Report” button.

This page provides a summary 
of all participant 
reimbursements issued in the 
selected time period.

Select a participant 
reimbursement type 
to view all issuances 
for your eJAS 
contractor code.
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eJAS Reports
This page is a detailed report of all participant reimbursements issued for 
the selected type. 

Select the link to view 
specific participant 
reimbursement details.

This report will 
show all (issued 
and canceled) 
participant 
reimbursements.
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eJAS Tools: eMessage Center

eMessage Center

These links will show on your Home screen and 
on the top of most pages. 

You will have access to two eMessage centers:

1. For messages sent specifically to your eJAS 
ID. This one is visible only to you.

2. For messages sent to the general contractor 
code. This one is visible to everyone assigned 
to your provider contractor code.

*Check these at least once per week.*
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eJAS Tools: eMessage
This looks and functions 
similar to email. You can read 
and send messages to other 
eJAS users.

The BFET Field Operations 
team will use this to notify 
you of information regarding 
a participant’s case.

Link to Task Reminder tool
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eJAS Tools: Task Reminder

Task Reminder allows you to 
create tasks for yourself or other 
eJAS users with a specific due 
date. You can include a specific 
eJAS ID and a note for the action 
needed to complete the task.

eJAS Task Reminders can be a 
helpful tool to make sure you 
don’t forget about participants 
who do not show on your 
Contractor Caseload screen. 
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eJAS Tools: Task Reminder
When creating a task 
reminder, you can assign 
the task to any eJAS ID. 
To assign the task to 
yourself, enter your eJAS 
ID (e.g., “ABCD300”). 

Complete the reminder 
details and select the 
“Save” button.

When your task is due, you will see an indicator next to 
the eMessage Center icon, and the item will show in the 
Task Reminder list. 
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Questions?

For any eJAS-related questions or for assistance, please 
don’t hesitate to contact your assigned BFET Field 
Operations team member or email BFETHelp@dshs.wa.gov.
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